
TRAVEL EXPENSE BUDGET 
Form Ref: TRV-2024-001 

Employee Name: _________________________ 

Department: _________________________ 

Destination: _________________________ 

Travel Dates: _________________________ 

EXPENSE CATEGORY 
ESTIMATED 

BUDGET 
ACTUAL COST VARIANCE 

Airfare / Transportation $0.00 $0.00 $0.00 

Lodging / Hotel $0.00 $0.00 $0.00 

Meals & Incidental (Per Diem) $0.00 $0.00 $0.00 

Ground Transport (Uber/Rental) $0.00 $0.00 $0.00 

Conference / Registration Fees $0.00 $0.00 $0.00 

Other / Miscellaneous $0.00 $0.00 $0.00 

TOTAL EXPENSES $0.00 $0.00 $0.00 

EXPLANATION OF VARIANCES & ADDITIONAL NOTES  

Employee Signature / Date  



Manager Approval Signature / Date  


