Travel Expense Reimbursement Acceptance
Letter

Date: [Insert Date]

[Recipient's Name]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

We are pleased to inform you that your request for travel expense reimbursement submitted on
[Insert Date of Submission] has been approved. We appreciate your cooperation and adherence

to our reimbursement policies.

The approved amount for reimbursement is [Insert Amount]. Please find attached the necessary
documentation for your reference.

The reimbursement will be processed and deposited into your account within [Insert Time
Frame].

Thank you for your diligence in handling your travel expenses. Should you have any questions or
need further assistance, feel free to reach out.

Sincerely,

[Your Name]
[Your Title]
[Your Company]

[Your Contact Information]



