
EXPENSE REPORT 
BUSINESS CLASS 

TRAVELER NAME 
DESTINATION 
DEPARTURE DATE 
PROJECT/CLIENT CODE 

DATE CATEGORY DESCRIPTION / VENDOR AMOUNT (USD) 

  Airfare (J Class) 
  

  Accommodation 
  

  Transport / Chauffeured 
  

  Meals & Entertainment 
  

  Other Expenses 
  

    
  

    
  

    
  

 

TOTAL REIMBURSEMENT $ 

NOTES & JUSTIFICATIONS  



EMPLOYEE SIGNATURE  
APPROVAL AUTHORITY SIGNATURE  


