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TRAVEL EXPENSE REPORT WITH MILEAGE 
 
 

Company name  

Company address  

Employee name  

Department  

Position  

Travel purpose  

Travel start date  

Travel end date  

Approved by  

Mileage rate ($) /MILE 

 

 
HOTEL EXPENSE TOTAL ($)  

MEALS EXPENSES TOTAL ($)  

MILEAGE EXPENSES TOTAL ($)  

OTHER EXPENSES  TOTAL ($)  

TRAVEL EXPENSES REPORT 
TOTAL ($) 

 

 

 
 

DATE MILEAGE ($) HOTEL ($) MEALS ($) OTHER ($) TOTAL EXPENSES 
($) 

https://clockify.me/


 Miles traveled: Hotel name: Number of meals: Description:  

     

Mileage  
expenses: 

Hotel expenses: Meals expenses: Other expenses:  

     

 Miles traveled: Hotel name: Number of meals: Description:  

     

Mileage  
expenses: 

Hotel expenses: Meals expenses: Other expenses:  

     

 Miles traveled: Hotel name: Number of meals: Description:  

     

Mileage  
expenses: 

Hotel expenses: Meals expenses: Other expenses:  

     

 Miles traveled: Hotel name: Number of meals: Description:  

     

Mileage  
expenses: 

Hotel expenses: Meals expenses: Other expenses:  

     



 Miles traveled: Hotel name: Number of meals: Description:  

     

Mileage  
expenses: 

Hotel expenses: Meals expenses: Other expenses:  

     

 Miles traveled: Hotel name: Number of meals: Description:  

     

Mileage  
expenses: 

Hotel expenses: Meals expenses: Other expenses:  

     
 

​ I have attached all the necessary receipts to this expense report 
 


