Travel Request Form for Employees

Personal Information:

e Employee Name:

e Department:

e Employee ID:

e Phone Number:

Travel Information:

e Purpose of Trip:

e Travel Destination:
e Start Date:
e End Date:

Travel Agenda:

Date From Location To Location Transportation Type

Accommodation Details:

o Hotel/Accommodation Name:
e Address:
e Check-in Date:
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e Check-out Date:

Expense Estimates:

Expense Category

Estimated Cost

Airfare/Transportation

Lodging

Meals

Other Expenses:

Total

Approval Section:

e Supervisor's Name:

e Signature:

e Date:
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