
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Subject: Tuition Reimbursement Request 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request reimbursement for tuition 

fees incurred for [Course Name or Program] taken at [Institution Name]. The course began on 

[Start Date] and concluded on [End Date]. 

Details of the tuition fees are as follows: 

• Course Title: [Course Title] 

• Institution: [Institution Name] 

• Total Amount: [Total Amount] 

• Payment Date: [Payment Date] 

I have attached the following supporting documents for your reference: 

• Receipt of Tuition Payment 

• Course Completion Certificate 

• Copy of Course Description 

I appreciate the company's commitment to employee development and look forward to your 

favorable response regarding my reimbursement request. 

Thank you for your attention to this matter. 



Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Department] 


