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	ABC Elementary School 
123 Smith St.
Las Vegas, NV 89000
702-123-0000
www.abcschool.org



Feb 5, 2025EXAMPLE
REIMBURSEMENT
REQUEST
LETTER


Dear Friends of Red Rock Canyon,

Below is the information required for reimbursement for our bus transportation for our recent field trip to Red Rock Canyon NCA.

Dates of field trip: 		Jan. 28 and 29, 2025
Lead teacher:		Ms. Zara Cena
# of students attended: 	Jan 28: 58
				Jan 29: 49 
# of adult chaperones:	Jan 28: 6
				Jan 29: 5

The school’s name and address for reimbursement are above.

Below is a screenshot of our school’s budget line item showing payment of $252/trip to CCSD Transportation for our bus transportation for these field trips:
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Please reach out with any questions.

Thanks,

Monroe Alter 
Office Manager


Note: ideally the screenshot is more legible than the above!
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