
Travel Expense Reimbursement Form
Instructions: Please complete the form below and attach all relevant receipts for travel
expenses. Submit to your supervisor/finance department for approval.

Employee Name

Department

Travel Dates

MM/DD/YYYY - MM/DD/YYYY

Purpose of Trip

Expense Details

Date Description Type (e.g.
Airfare, Hotel) Amount ($) Receipt

Attached

e.g. Flight to NY Airfare Yes

Airfare Yes

Total Amount Requested

Employee Signature

Date

Submit for Approval
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