
Business Travel Expense Submission Form 

Date:  

Name:  

Department:  

Travel Dates:  

Expense Details 

Expense Type Amount Receipt Attached 

Airfare   

Accommodation   

Meals   

Local Transportation   

Other   

Total Amount:  

Approval 

Manager Name:  

Signature:  

Submission Instructions 

Please ensure all receipts are attached and submit this form to the finance department for 

processing. 

Submit  


