[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Requesting approval of travel expenses
Dear Sir,
I hope you will be doing well. I would like you to thank you for selecting me as your company’s representative and thereby giving me a unique opportunity to attend the seminar and international conference arranged by the Michigan Institute of Management Sciences. I traveled along with two other officials of the company for the same purpose. I want to mention here that all the expenses incurred throughout the course of traveling including air ticket, metro bus tickets, hotel reservations, etc. were spent by me.
Saying you thank, I want to inform you that it was a paid tour because I represented my company as its official. Then, you had promised with me that all the expenses incurred during traveling would be reimbursed once I come back and join the office.
It has been a week since I joined my office but sorry to say, the company has taken no step to approve and reimburse my travel expenses. Therefore, it is my humble request to you that please recommend my application for approval of my travel expenses and at the same time you are also requested to direct the finance department so that they would take necessary steps in this regard. As proof, I have attached copies of air tickets, receipts of metro bus fare, and hotel reservation charges along with this letter to fulfill all formalities.
[bookmark: _GoBack]Waiting for a positive response from your side, I hope you will consider my request. And approve my expenses within minimum possible time. Thanking you in anticipation.
Yours affectionately,
[XYZ]
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