
PASTE COMPANY LOGO HERE
Employee 
Name: Dept

Week Ending:

Travel & Expense Report Form
Purpose of 
Trip:

Expenses
Auto Rental/ Total Check if

Lodging Taxi/Parking Miles Mileage Employee Telephone/ Cell Online Office Computer Postage Printing Home
Office TOTAL

Date Description (Room+Tax) Airfare Tolls/Train Driven @$0.345 Meals Fax Phone Services Supplies Software Related In USD

-                   -                        

-                   -                        

-                   -                        

-                   -                        

-                   -                        

-                   -                        

-                   -                        

-                   -                        

-                   -                        
Total in USD -                 -             -                    N/A -                  -               -                -         -         -            -             -           -            -                       

Total expenses per Meals&Ent Detail -                       
Total expenses per Misc. Exp. Detail -                       

Average FX Rate (US$/Foreign Currency): 1 Charges paid by company -                       
Foreign Currency Denomination: Total Expenses Incurred -                       

Source Used: less advance

Total due employees -                       

Employee Signature

Manager  Approval



Detail Entertainment Expense/Business Meals
Date Business Purpose Amount

Total in USD -                

Persons Entertained (Title and Company)



Detail Misc. Expenses

Date Description

Check if 
Home 
Office 

Related Amount
Amount in 

USD

-                    

-                    

-                    

-                    

-                    

-                    

Total in USD -                    



Employee 
Name: -                Dept -           

Week 
Ending: Not Specified

Charges Billed Directly to Home Office
Purpose of 
Trip: -                

Expenses

Auto Rental/ Office Computer Check if

Home

Description/ Lodging Taxi/Parking Employee Telephone/ Cell Phone Online Supplies Software Postage Office TOTAL

Date Vendor (Room+Tax) Airfare Tolls/Train Meals Fax Services Other Related in USD

-                  

-                  

-                  

-                  

-                  

-                  

-                  

-                  

Total -                -             -                      -              -                -                -                -              -                -             -           -                  -                      

Employee Signature

Manager  Approval




