
Travel Expense Record Form
Use this travel expense record form sample to accurately document all trip-related costs for reimbursement purposes. It
ensures organized tracking of expenses such as transportation, meals, and lodging. Streamline your reimbursement process with
this easy-to-fill, comprehensive template.

Employee Information
Name: 
Department: 
Employee ID: 
Trip Purpose: 
Travel Dates:  to 
Destination(s): 

Expense Details

Date Expense
Category Description Amount (USD) Receipt

Attached

Transportation

Transportation

Transportation

Total:

Remarks or Additional Notes

Employee Signature:

___________________________
Date: 

Supervisor/Approver Signature:

___________________________
Date: 

Submit for Reimbursement
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