
Official Request for Travel Cost Reimbursement 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Department]  

[Company/Organization Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

To: [Supervisor/Manager's Name]  

[Their Position]  

[Company/Organization Name] 

Dear [Supervisor/Manager's Name], 

I am writing to formally request reimbursement for travel expenses incurred during my recent 

business trip to [Destination] on [Travel Dates]. As per our company policy, I have attached all 

relevant receipts and documentation for your review. 

The total amount for reimbursement is [Insert Total Amount]. Below is the breakdown of my 

expenses: 

• [Description of Expense 1]: [Amount] 

• [Description of Expense 2]: [Amount] 

• [Description of Expense 3]: [Amount] 

Thank you for considering my request. Please let me know if you require any further 

information. 

Sincerely,  

[Your Name] 


