
Employee Reimbursement Request Approval 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Employee's Name] 

Department: [Employee's Department] 

Subject: Reimbursement Request for [Specify Purpose] 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request the approval of my 

reimbursement for expenses incurred during [Specify Reason, e.g., a business trip, client 

meeting, etc.] on [Insert Date]. 

The total amount for reimbursement is [Insert Amount]. I have attached all relevant receipts and 

documentation for your review. 

I appreciate your attention to this matter and look forward to your prompt approval. 

Thank you for your support. 

Best regards, 

[Employee's Name] 

[Employee's Contact Information] 


