
Official Per Diem Request Form
Employee Details

Full Name 

Employee ID 

Department 

Email Address 

Phone Number 

Trip Details

Destination 

Purpose of Travel 

Departure Date 

Return Date 

Total Number of Days 

Per Diem Request

Date Location Meal Allowance Lodging Allowance

Grand Total Requested 

Additional Comments

Enter any additional information or justification

Employee Signature / Date

Supervisor Approval / Date

Per diem requests must be submitted prior to travel dates for approval.
Attach supporting documentation (e.g., agenda, invitation, travel itinerary) where applicable.
Per diem rates are subject to company or government policy and must not exceed allowable maximums.
Misrepresentation of travel details or amounts may result in disciplinary action.
Contact the HR or Finance department for clarifications on per diem policies.
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