Expense Report Submission for Conference
Registration

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Submission of Expense Report for Conference Registration Fees
Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally submit my expense report for the
registration fees incurred for attending [Conference Name] held on [Conference Dates].

The total amount for the registration is [Amount], and the payment was made on [Payment
Date]. Attached to this email, you will find a copy of the registration confirmation receipt for
your records.

| would appreciate your prompt attention to this matter and look forward to your confirmation of
the expense reimbursement.

Thank you for your assistance.
Best regards,
[Your Name]

[Your Position]
[Your Contact Information]



