
Vendor Expense Reimbursement Claim 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally submit a reimbursement claim for 

expenses incurred during [mention the event, project, or service] on [insert date]. 

Expense Details: 

Description Amount Date 

[Expense Description 1] [Amount 1] [Date 1] 

[Expense Description 2] [Amount 2] [Date 2] 

Total [Total Amount]  

Attached are the relevant receipts and documentation to support my claim. I would appreciate it 

if you could process this reimbursement at your earliest convenience. 

Thank you for your attention to this matter. Should you have any questions or require further 

information, please do not hesitate to contact me. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


