
Travel Expense Reimbursement Request 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

incurred during my recent trip for the [position title] interview held on [date]. Below are the 

details of the expenses: 

Date Description Amount 

[Insert date] [Description of expense] [$Amount] 

Total Amount: [$Total Amount] 

Attached are the receipts for the expenses listed. I appreciate your consideration of my request 

and look forward to your prompt response. 

Thank you for the opportunity. 

Sincerely,  

[Your Name] 


