
Mileage Reimbursement Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Employee's Name] 

Department: [Employee's Department] 

Subject: Mileage Reimbursement Request 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request reimbursement for mileage 

incurred during work-related travel. 

Here are the details of my travel: 

• Date of Travel: [Insert Date] 

• Purpose of Travel: [Insert Purpose] 

• Starting Location: [Insert Start Location] 

• Destination: [Insert Destination] 

• Total Mileage: [Insert Total Miles] 

• Reimbursement Rate: [Insert Rate Per Mile] 

• Total Amount Requested: $[Insert Total Amount] 

Attached are the mileage logs and any necessary receipts for your review. I appreciate your 

attention to this matter and look forward to your approval. 

Thank you for your support. 

Sincerely, 

[Employee's Name] 

[Employee's Job Title] 

[Employee's Contact Information] 


