
Application for Education Expense 

Reimbursement 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Recipient Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request reimbursement for education expenses incurred while pursuing 

[specific course/degree/program] at [Institution Name]. As per the company's policy on 

educational support, I have attached the necessary documentation to facilitate this 

reimbursement. 

The total amount incurred for the course is [Total Amount]. This includes [briefly list expenses, 

e.g., tuition, textbooks, etc.]. I believe that this education will greatly benefit my role at 

[Company Name] and contribute to my professional development. 

Attached you will find the receipts and proof of enrollment to support my application. Please let 

me know if you require any further information or documentation. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 


