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TRAVEL EXPENSE REPORT
To: 

THE COMPANY Employees
From:  
THE COMPANY, Accounting Department

Date:  

Effective January 2010
Please note, all per diem rates will be honored at the prevailing rates published by the GSA for domestic travel and by the US Department of State for international travel.

Domestic: 
http://www.gsa.gov/portal/category/21287
International:
http://aoprals.state.gov/content.asp?content_id=184&menu_id=81
Please return this form for reimbursement for travel with one of the following:

a. No receipts, billed at the prevailing per-diem rates for expenses and hotels
b. No Receipts, billed at the prevailing per-diem rates for expenses, hotels charged to company credit cards

c. Full Receipts for expenses

If more than two weeks are required, please fill this form for each two week period
	Dates
	Location
	Per Diem 
	Hotel
	Receipt Total

	Monday, Dec. 6, 2010
	Dubai, UAE
	150
	cc
	n/a

	Monday, Dec. 7, 2010
	Dubai, UAE
	150
	cc
	n/a

	Monday, Dec. 8, 2010
	Doha, Qatar
	150
	cc
	n/a

	Monday, Dec. 9, 2010
	Doha, Qatar
	150
	cc
	n/a

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Sub-Totals
	
	600
	
	

	Total for Sheet
	600


Employee Name ______________________________________  Date _____________
Employee Signature  ____________________________________
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