
Client Reimbursement Process Overview 

Date: [Insert Date] 

To: [Client Name] 

From: [Your Company Name] 

Subject: Overview of Client Reimbursement Process 

Dear [Client Name], 

We hope this message finds you well. We are writing to provide an overview of our client 

reimbursement process to ensure clarity and efficiency in your upcoming reimbursements. 

1. Eligibility 

To qualify for reimbursement, please ensure that your expenses meet the following criteria: 

• Related to [specific purpose or project] 

• Accompanied by valid receipts 

• Submitted within [time frame] of incurring the expense 

2. Submission Process 

To submit your reimbursement request, please follow these steps: 

1. Complete the reimbursement form. 

2. Attach all relevant receipts and documentation. 

3. Email your submission to [email address] or submit via [platform/method]. 

3. Review and Approval 

Upon receipt of your request, our team will review it within [number of days]. You will be 

notified of the approval status via email. 

4. Payment 

Approved reimbursements will be processed within [number of days], with payments issued via 

[payment method]. 

If you have any questions regarding this process, please do not hesitate to reach out. 



Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


