
Travel Reimbursement Request 

[Your Name] 

[Your Job Title] 

[Department/Division] 

[Company Name] 

[Email Address] 

[Phone Number] 

[Date] 

To: 

[Supervisor/Manager's Name] 

[Company Name] 

[Company Address] 

Dear [Supervisor/Manager's Name], 

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

business trip on [Travel Dates] to [Destination]. 

The details of the expenses are as follows: 

• Airfare: $[Amount] 

• Accommodation: $[Amount] 

• Meals: $[Amount] 

• Transportation (Taxis/Rideshare): $[Amount] 

• Other Expenses: $[Amount] 

The total amount requested for reimbursement is $[Total Amount]. 

Attached are the receipts and documentation supporting my expenses during this trip. I 

appreciate your attention to this matter and look forward to your prompt processing of my 

reimbursement request. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 


