[Company Logo]   [Company Name]
TRAVEL EXPENSE CLAIM
	Company:
	[Company Name]

	Claim No.:
	[Reference Number]

	Travel Approval / Advance No.:
	[Reference Number]

	Date:
	[Date]



Employee and Trip
	Employee Name
	 

	Employee ID
	 

	Grade
	 

	Department
	 

	Cost Centre
	 

	Purpose of Trip
	 

	Places Visited
	 

	Departure
	[DD/MM/YYYY] [HH:MM]

	Return
	[DD/MM/YYYY] [HH:MM]



Day-wise Expense Sheet
	Date
	City
	Fare (₹)
	Hotel (₹)
	DA (₹)
	Local Travel (₹)
	Other (₹)
	Bill / GST Invoice No.

	[DD/MM/YYYY]
	[City]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Invoice No.]

	[DD/MM/YYYY]
	[City]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Invoice No.]

	[DD/MM/YYYY]
	[City]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Invoice No.]

	Total
	 
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	 



Settlement
	Item
	Amount (₹)

	Total Expenses Claimed
	[Amount]

	Less: Amount above entitlement (not approved)
	[Amount]

	Admissible Expenses
	[Amount]

	Less: Travel Advance Taken
	[Amount]

	Net Payable to Employee / (Refundable to Company)
	[Amount]



Declaration
I certify that the expenses above were incurred on official duty, that the bills attached are genuine, and that no part has been claimed earlier or from a client. Any amount refundable may be recovered from my salary as per my advance undertaking.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Approved by
[Reporting Manager]
Date: [Date]
	______________________________
Finance
[Name]
Settled on: [Date]
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