
Reimbursement Approval Update 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you that your recent reimbursement request submitted on [insert 

submission date] has been reviewed and approved. The total amount approved for 

reimbursement is [insert amount]. 

The reimbursement will be processed and you can expect to receive the funds by [insert payment 

date]. Should you have any questions or require further assistance, please do not hesitate to reach 

out. 

Thank you for your patience in this matter. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


