
Conference Travel Costs Reimbursement Form

Employee Information
Full Name

Department

Employee ID

Email Address

Conference Details
Conference Name

Location

Start Date

End Date

Travel Expenses

Date Expense
Category Description Amount ($)

Airfare

Airfare

Airfare

Total

Purpose of Travel



Employee Signature

Date

Supervisor Approval

Date

Important Notes
All claims must be accompanied by original, itemized receipts.
Submit the completed form within 30 days of the end of travel.
Only eligible expenses outlined by the policy will be reimbursed.
Supervisor approval is required before reimbursement can be processed.
Incomplete forms may delay processing of your reimbursement.
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