
Expense Report for Conference Attendance 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to submit my expense report for the recent 

conference I attended, [Conference Name], held on [Dates] in [Location]. Below is a summary of 

the expenses incurred during the event: 

Expense Summary 

Date Description Amount 

[Insert Date] [Travel Expenses] $[Amount] 

[Insert Date] [Accommodation] $[Amount] 

[Insert Date] [Meals] $[Amount] 

[Insert Date] [Registration Fee] $[Amount] 

Total  $[Total Amount] 

Attached are the receipts for each of the expenses listed above. Please let me know if you require 

any further information or clarification. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


