
Travel Reimbursement Invoice Request 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Company/Organization: [Recipient Organization] 

Address: [Recipient Address] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request the reimbursement of travel 

expenses incurred during my recent business trip to [Destination] from [Start Date] to [End 

Date]. 

Please find attached the electronic invoice detailing the expenses, which include transportation, 

accommodation, and meals. The total amount for reimbursement is [Total Amount]. 

If you require any additional information or documents, please do not hesitate to reach out to me. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Email] 

[Your Phone Number] 


