Travel Expense Reimbursement Record Form

This travel expense reimbursement record form sample provides a straightforward way to document and submit
travel-related costs for reimbursement. It ensures accuracy and transparency by capturing essential details like dates,
expenses, and approvals. ldeal for both personal and corporate use, this form simplifies the reimbursement process.

Employee/Claimant Information

Name Employee ID
Department Contact Number
Trip Details
Purpose of Trip
Destination Travel Dates From: To:
Expense Record
Date Description Category Amount (USD) Receipt Attached
Transport - I
Transport - I
Total:

Bank Details for Reimbursement

Bank Name Account Number

Account Holder IFSC/SWIFT Code

Approval Section

Submitted by Date
Supervisor/Manager Approval Date
Finance Approval Date
Employee/Claimant Signature: Date:

Supervisor/Manager Signature: Date:
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