
Corporate Travel Expense Report 

Employee Name: [Employee Name] 

Employee ID: [Employee ID] 

Department: [Department] 

Date of Travel: [Start Date] to [End Date] 

Expense Details 

Date Description Amount 

[Date] [Description of Expense] [Amount] 

Total Amount: [Total Amount] 

Comments 

[Any additional comments or notes] 

Submitted by: [Employee Name] 

Date of Submission: [Submission Date] 

Signature: _____________________ 


