
Travel Expense Reimbursement Request 

Date: [Insert Date] 

To: [Recipient Name] 

[Team/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request reimbursement for travel 

expenses incurred during the [specific event name or trip] that took place from [start date] to 

[end date]. As a member of the [Team Name], I participated in the event and have attached the 

necessary documentation for your review. 

Details of Expenses: 

• Transportation: $[amount] (Attach receipts) 

• Accommodation: $[amount] (Attach receipts) 

• Meals: $[amount] (Attach receipts) 

• Other: $[amount] (Specify and attach receipts) 

Total Reimbursement Requested: $[total amount] 

Attached to this letter, you will find copies of all relevant receipts and documentation. I kindly 

request that you process this reimbursement at your earliest convenience. 

Thank you very much for your attention to this matter. Should you require any additional 

information or documentation, please do not hesitate to contact me. 

Sincerely, 

[Your Name] 

[Your Position/Title] 

[Team Name] 

[Your Contact Information] 


