
Travel Reimbursement Submission 

Date: [Insert Date] 

To: [Appropriate Recipient Name]  

[Recipient's Job Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to submit my travel reimbursement request for the expenses incurred during my 

recent business trip to [Destination] from [Start Date] to [End Date]. Below are the relevant 

details: 

Trip Details: 

• Purpose of Travel: [Insert Purpose] 

• Travel Dates: [Insert Dates] 

• Total Miles Traveled: [Insert Mileage] 

Expenses Incurred: 

Date Description Amount 

[Insert Date] [Insert Description] $[Insert Amount] 

The total reimbursement requested is $[Total Amount]. I have attached all relevant receipts and 

documentation to support this request. 

Please let me know if you need any further information or if there are any forms I need to 

complete. Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Contact Information] 


