
Travel Expense Documentation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Travel Expense Report 

Overview 

This document outlines the travel expenses incurred during my recent business trip to 

[Destination] from [Start Date] to [End Date]. 

Items Included 

• Transportation: [Details of transportation expenses] 

• Accommodation: [Details of accommodation expenses] 

• Meals: [Details of meal expenses] 

• Other Expenses: [Details of other expenses] 

Total Expenses 

Total Amount: $[Total Amount] 

Attachments 

Please find attached copies of all relevant receipts and invoices for your review. 

Conclusion 

Thank you for considering my expense report. Please feel free to reach out if you require any 

further information. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


