
Business Trip Reimbursement Request Form
Use this business trip reimbursement request form sample to efficiently claim expenses
incurred during official travel. The form ensures accurate documentation and faster approval of
your reimbursements. Streamline your expense reporting with this well-structured template.

Employee Name:

Department:

Purpose of Trip:

Destination:

Travel Dates:

MM/DD/YYYY - MM/DD/YYYY

Expense Details:

Date Description Category Amount ($) Receipt
Attached

Transportation

Transportation

Total Claimed Amount ($):

Additional Comments/Notes:

Employee Signature:

Date Submitted:

Submit Request
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