
TRAVEL VEHICLE RENTAL LOG & RECEIPT
Expense Template

EMPLOYEE / RENTER NAME

DEPARTMENT / COST CENTER

PURPOSE OF TRAVEL

REPORT DATE

RENTAL PROVIDER & VEHICLE INFORMATION

RENTAL AGENCY

RENTAL AGREEMENT NUMBER

VEHICLE MODEL / MAKE

LICENSE PLATE NO.

FUEL TYPE / POLICY

RETURN CODE / CONFIRMATION

TRIP LOG (DATES & MILEAGE)

PICK-UP DATE & TIME

PICK-UP LOCATION

DROP-OFF DATE & TIME

DROP-OFF LOCATION

ODOMETER START

ODOMETER END

TOTAL DISTANCE DRIVEN

EXPENSE RECEIPT STATEMENT

ITEM DESCRIPTION UNIT COST QTY / DAYS TOTAL AMOUNT

Vehicle Rental Base Rate



Taxes, Fees & Surcharges

Optional Insurance / Protection

Fuel Charges

Tolls & GPS Services

Other:

GRAND TOTAL

ITEM DESCRIPTION UNIT COST QTY / DAYS TOTAL AMOUNT

PAYMENT METHOD (E.G. CORPORATE CARD, CASH)

REFERENCE / TRANSACTION ID

RENTER SIGNATURE & DATE

AUTHORIZED APPROVER SIGNATURE & DATE


	TRAVEL VEHICLE RENTAL LOG & RECEIPT

