Business Trip Travel Authorization Form

Employee Name

| |

Employee ID

| |
Department

| |

Destination
| |

Purpose of Travel

Departure Date

| |

Return Date

| |

Mode of Transportation
\ Select j

Estimated Total Cost

Manager Approval

| |
Date Approved

| |

Submit  Reset ‘

Note: This form helps organizations streamline the approval process for employee travel. It
ensures all necessary details such as destination, duration, and purpose are clearly
documented. This form enhances compliance and simplifies audit tracking for corporate travel
expenses.
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