
AUTO RENTAL EXPENSE CLAIM SHEET

CLAIMANT INFORMATION

EMPLOYEE NAME

EMPLOYEE ID

DEPARTMENT / COST CENTER

CLAIM DATE

PURPOSE OF TRAVEL

MANAGER / APPROVER NAME

RENTAL & VEHICLE DETAILS

RENTAL AGENCY

VEHICLE MAKE/MODEL

AGREEMENT / CONTRACT NUMBER

PICK-UP DATE, TIME & LOCATION

DROP-OFF DATE, TIME & LOCATION

EXPENSE ITEMIZATION

DATE DESCRIPTION / EXPENSE ITEM RECEIPT NO. CURRENCY AMOUNT

Daily Rental Charge

Rental Taxes & Surcharges

Fuel Expenses

Tolls / Road Charges

Parking Fees

Insurance / Waiver Options

GPS / Add-on Equipment

Other:

SUBTOTAL



TAX TOTAL

TOTAL CLAIM

CLAIMANT SIGNATURE & DATE

AUTHORIZED APPROVER SIGNATURE & DATE


	AUTO RENTAL EXPENSE CLAIM SHEET

