Travel Reimbursement Claim Form

A travel reimbursement claim form sample format helps employees accurately document expenses incurred during
business trips for timely reimbursement. It typically includes fields for trip details, expense categories, and necessary
approvals. Using a standardized format ensures clear communication and efficient processing of travel expenses.

Employee Details

Employee Name ] \

Employee ID ] \

Department ] \ Designation ] \
Trip Details

Purpose of ’

Travel

F T

Destination(s) | B';::I | rom | | | To
Expense Claim Details

Date (I'E:)a(f:gn:; Description Amount (USD) i;:i:f; d
’ | | Transport =] || | | T Yes
’ | | Transport =] || | | T Yes

Total Amount Claimed: ] ‘

Employee Declaration

| hereby declare that the information provided above is true and that the expenses were incurred for official business

purposes.

Employee Signature

Date
Approvals
Manager Approval ] \ Date ] \
Finance Approval ] \ Date | \

'

Submit Claim
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