
Travel Claim Form Sample
Download our travel claim form sample to accurately document your expenses. Ensure all transportation receipts are
attached to support your reimbursement request. This streamlined process helps facilitate timely and efficient travel
expense claims.

Employee Information

Full Name:  

Employee ID:  

Department:  

Travel Date(s):  e.g., 2024-01-10 to 2024-01-14

Purpose of Travel:  

Expense Details

Date Description Type Amount Receipt
Attached

e.g., Taxi from airport  Yes

 Yes

Total Amount:  

Attach your transportation receipts below:

Scan or photograph your receipts (taxi, train, bus, flights, etc.)
Ensure receipts are legible and include date, amount, and transaction details
Upload or categorize receipts along with this claim form

No file selectedChoose File

Employee Certification



 I certify that the above expenses
are accurate and incurred as described.  

Submit Claim

For questions, contact travelclaims@example.com
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