DATE: 
To
Sam Haul,
Accounts Office,
ABC [company’s name]
Subject: Claim of official expenses
Dear sir,
[bookmark: _GoBack]I, Mike Bloomfield, a manager at the Sales and Marketing Office, am writing this letter to bring your attention to a serious matter.
I have been working on [project name] for 3-weeks now and it is in collaboration with [another branch name]. My project demanded a visit to the [another branch name you visited] to meet my colleague who is assisting me in the research.
The nature of work was pressing, therefore I had to pay an urgent visit to discuss all the assignment related details. Henceforth, I could not acquire funds for official expenses beforehand. My visit started at [mention date] and ended at [mention date].
I am now requesting you to have a look at the expenses I had to pay for out of my pocket. I have enclosed all the relevant invoices and documents herewith. The reimbursement form is also filled with all the important information filled.
It is requested of you to release my payments as early as you can.
Sincerely,
Mike Bloomfield
Manager at Sales and Marketing department
ABC [company’s name].
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