Expense Reimbursement Request

Date: [Insert Date]

To: [Manager's Name]

Department: [Your Department]

Subject: Request for Expense Reimbursement - IT Conference

Dear [Manager's Name],

I am writing to formally request reimbursement for expenses incurred while attending the IT
Conference held on [Insert Dates] in [Insert Location]. This event was an invaluable opportunity
for professional development and networking.

Summary of Expenses:

Registration Fee: [Insert Amount]

Travel Expenses: [Insert Amount]

e Accommodation: [Insert Amount]
e Meals: [Insert Amount]
Total Amount: [Insert Total Amount]

Attached are the receipts and documentation supporting each of the expenses listed above. Please
let me know if you require any further information.

Thank you for considering my request. | look forward to your prompt response.
Sincerely,

[Your Name]

[Your Job Title]

[Your Contact Information]



