Travel request & expense report
[Company] · [Date]

Traveller & department
[ … ]
Purpose of trip
[ … ]
Destination & dates
[ … ]
Estimated cost (transport · accommodation · meals · other)
[ … ]
Approval
[ … ]
Expense report (date · item · amount · receipt)
[ … ]
Total & signature
[ … ]
Blue highlighted text = replace with your own. Delete this note before printing. Contract skeletons are starting points, not legal advice – have important agreements checked.





