
Conference Travel Authorization Form
This conference travel authorization form sample template streamlines the approval process for business trips, ensuring all necessary details are
documented accurately. It helps organizations maintain clear records of travel plans, budgets, and expenses. Efficient authorization forms facilitate
smooth coordination and compliance with company policies.

Employee Details

Full Name: 

Position/Title: 

Department: 

Email: 

Conference Details

Conference Name: 

Location: 

Conference Dates: YYYY-MM-DD to YYYY-MM-DD

Travel Details

Departure Date: 

Return Date: 

Mode of Travel: --Select--

Budget and Expenses

Registration Fee: 

Travel Cost: 

Accommodation Cost: 

Meals Allowance: 

Other Expenses: 

Authorization

Employee Signature: 

Date Submitted: 

Manager Approval: 

Date Approved: 



Submit Authorization Request
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