
Travel Expense Reimbursement Request 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

Title: [Insert Recipient's Title] 

Company: [Insert Company Name] 

Address: [Insert Company Address] 

Dear [Recipient's Name], 

I am writing to formally request reimbursement for travel expenses incurred during my site 

inspections conducted on [insert inspection dates]. Below is a summary of the expenses: 

Travel Expenses: 

• Transportation: $[Insert Amount] 

• Accommodation: $[Insert Amount] 

• Meals: $[Insert Amount] 

• Other Expenses: $[Insert Amount] 

Total Reimbursement Requested: $[Insert Total Amount] 

I have attached all necessary receipts and supporting documents for your review. If you require 

any further information, please feel free to contact me at [insert your phone number] or [insert 

your email address]. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


