Reimbursement Request for Training
Program

Date: [Insert Date]

To: [Manager's Name]

From: [Your Name]

Subject: Request for Approval of Training Program Reimbursement

Dear [Manager's Name],

I hope this message finds you well. I am writing to formally request approval for the
reimbursement of expenses related to the training program | attended on [insert dates] at [insert
location or organization name].

The training program provided valuable skills and knowledge that I believe will significantly

contribute to my performance and our team's objectives. Below are the details of the expenses |
incurred:

Item Cost
Registration Fee [[Insert Amount]
Travel Expenses [Insert Amount]
Accommodation [Insert Amount]
Meals [Insert Amount]

Total Amount: [Insert Total]

| have attached all relevant receipts and documentation for your review. | appreciate your
consideration of my request and look forward to your approval.

Thank you for your support.
Sincerely,

[Your Name]

[Your Job Title]

[Your Contact Information]



