
Transportation Expense Breakdown 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Transportation Expense Breakdown for [Trip/Project Name] 

Dear [Recipient Name], 

As requested, I am providing a detailed breakdown of the transportation expenses incurred 

during my recent trip for [Trip/Project Name]. Please find the details below: 

Date Description Cost 

[Date 1] [Description 1] [Cost 1] 

[Date 2] [Description 2] [Cost 2] 

Total Expense [Total Cost] 

If you have any questions or require further details, please do not hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


