LODGING & ACCOMMODATION EXPENSE REPORT

I EMPLOYEE & TRIP INFORMATION

EMPLOYEENAME

DEPARTMENT / DIVISION

PURPOSE OF TRAVEL

EMPLOYEEID

DESTINATION (CITY, STATECOUNTRY)

DEPARTURE DATE

RETURN DATE

I ACCOMMODATION EXPENSE DETAILS

HOTEL / ACCOMMODATION NAME & TAXES & OTHR
i LOCATION IRV el FEES CHARGES

Total Lodging Expenses

I NOTES / REMARKS

EMPLOYEE SIGNATURE

Date:

AUTHORIZED APPROVER SIGNATURE

Date:
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