Travel Authorization Request Form Sample

Use this Travel Authorization Request Form sample to efficiently obtain approval for official trips. It simplifies the process by outlining essential
travel details and approval requirements. This form ensures conpliance with organizational travel policies.

— Traveler Information

Full Name: ’ ‘

Department: ’ ‘

| |

— Travel Details
Purpose of Travel:

Destination(s): ’ ‘

Departure Date: ’ ‘ Return Date:

— Estimated Expenses

Transportation: ’ ‘

Accommodation: ’ ‘

Meals: ’ ‘

Other: ’ ‘

— Approval
Supervisor/Manager Nae: ’ ‘

Supervisor/Manager Email: ’ ‘

Submit Request ‘
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