
Travel Reimbursement Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Travel Reimbursement for Site Inspections 

Dear [Recipient's Name], 

I am writing to formally request reimbursement for travel expenses incurred during recent site 

inspections conducted on [insert inspection dates]. 

Details of the trip are as follows: 

• Travel Dates: [Insert Travel Dates] 

• Locations Visited: [Insert Locations] 

• Purpose of Travel: [Insert Purpose] 

The total amount requested for reimbursement is [Insert Amount]. Attached are the receipts and 

invoice details for your reference. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


