Travel Report
	Full Customer Name:
	Location:

	Travel Date:
	Destination:

	Travel Agent Name:
	No of Days:

	Travel Information:


	Travel Summary: 


	Travelling Expenses:



	Travel Agent Charges:


	For Official Record

	_______________________________________________

Approval Date
	_________________________________________                                                                        

Immediate Supervisor Name and Title
_________________________________________

Signature and Date


