Internal System Form: Automated Travel

Expense Workflow

Employee Information

Full Name
Employee ID
Department

Email Address

Travel Details

Destination

Purpose of Travel

Travel Start Date

Travel End Date

Expense Details

Date Expense Type

Accommodatic |

Accommodatic ¥/

Accommodatic ¥

Description

Amount



Attachments

Upload Receipts (PDF/JPG/PNG)

Choose File |\, fie selected

Supervisor Approval

Supervisor Name

Approval Status
Pending

Remarks

Important Notes

e Ensure all expense receipts are attached for faster processing.
e All expenses must comply with the company's travel policy.
¢ Incomplete forms may delay reimbursement approval.

e Supervisor approval is mandatory before submission to finance.
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