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 CAMPUS  CORRESPONDENCE

DATE:  


TO:

Travel Desk
FROM:

SUBJECT:
Approval of Travel Expenses for [Employee(s) Name]

This is to request reimbursement of expenses incurred by [Employee(s) Name] while attending [description] from [Month xx, 2008 to Month xx, 2008].  An electronic Travel Authorization was submitted; however, due to [reason] it was not approved prior to travel.    

Mr./Ms. [employee name]’s expenses incurred are as follows:

I apologize for this oversight and will make every effort in the future to ensure that all Travel Authorizations are approved prior to travel.
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