
$ $

$ $

$ $

$ $

$ $

$ $

$

$

$

$

$

$

$

$

$

$

$

$

EXECUTIVE RELOCATION
Travel Expense Report

Employee
Name: Employee ID:

Job Title: Department:

Origin City: Destination
City:

Relocation
Date:

Cost Center /
GL:

RELOCATION EXPENSE SUMMARY

CATEGORY
REFERENCE RELOCATION CATEGORY DESCRIPTION APPROVED BUDGET TOTAL CLAIMED

Category A Pre-Move House Hunting Trips (Travel, Lodging & Meals)

Category B Temporary Living Expenses (Lodging, Utilities & Meals)

Category C Final Move Travel Expenses (En Route Lodging, Meals &
Transport)

Category D Transportation of Household Goods & Personal Effects

Category E Miscellaneous Relocation Allowance / Home Sale-Purchase
Fees

Total Budget & Expenses Claimed:

Less: Cash Advance / Direct Company Disbursements:

Net Reimbursement / (Amount Due Corporate):

ITEMIZED EXPENSE DETAIL

DATE CAT. CODE DESCRIPTION / BUSINESS PURPOSE (VENDOR, CITY, DETAILS) RECEIPT AMOUNT



$Total Itemized Detail:

DATE CAT. CODE DESCRIPTION / BUSINESS PURPOSE (VENDOR, CITY, DETAILS) RECEIPT AMOUNT

AUTHORIZATIONS & APPROVALS

Employee Signature
Date:

Manager / HR Reviewer Signature
Date:

Executive VP / CFO Signature
Date:
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