
Expense Review for Leadership Session 

Date: [Insert Date] 

To: [Leadership Team/Specific Name] 

From: [Your Name/Your Position] 

Dear [Leadership Team/Specific Name], 

I hope this message finds you well. As we prepare for the upcoming leadership session scheduled 

for [insert date], I would like to provide an overview of the associated expenses for your review. 

Expense Overview: 

• Venue Rental: $[amount] 

• Catering: $[amount] 

• Transportation: $[amount] 

• Technology/Equipment: $[amount] 

• Materials and Supplies: $[amount] 

Total Estimated Expenses: $[total amount] 

Please feel free to reach out if you have any questions or require further details regarding these 

expenses. Your feedback is greatly appreciated as we aim to ensure a successful session. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


