정산
Dear Mr. Richardson,

   I’m writing to apply for reimbursement for the cost incurred in the business trip to London last week.

   I, as well as the general manager of the business department, was assigned to London on business, so as to win the contract for the supply of vehicles. We stayed there for almost a fortnight.

   The rule is that1 application for reimbursement for the costs of business trips should be made within three days of return. During the fortnight’s trip, we spent 5,000 dollars in total.

   Attached, please find the detailed list of all the costs. Should you have further inquiry, please feel free to contact me.
Faithfully yours,

Brian Williams
