Travel Cost Reimbursement Request

Date: [Insert Date]

To: [Manager's Name]
Department: [Department Name]
Company: [Company Name]
Dear [Manager's Name],

I hope this message finds you well. I am writing to formally request reimbursement for travel
expenses incurred during the recent corporate event held in [Event Location] on [Event Date].

The total expenses for which | seek reimbursement are as follows:
Transportation: [Amount]
Accommodation: [Amount]

e Meals: [Amount]
e Other Expenses: [Amount]
The total reimbursement amount requested is: [Total Amount].

Attached are the receipts and supporting documents for the expenses incurred. | have organized
them for your review.

Thank you for considering my request. Please let me know if you need any further information.
Sincerely,

[Your Name]

[Your Job Title]

[Your Contact Information]



