
RENTAL CAR REIMBURSEMENT FORM

Employee Information

EMPLOYEE NAME 

EMPLOYEE ID 

DEPARTMENT 

MANAGER / APPROVER NAME 

Rental Trip Details

RENTAL AGENCY 

VEHICLE CLASS / MODEL 

PICK-UP DATE 

DROP-OFF DATE 

PICK-UP LOCATION 

DROP-OFF LOCATION 

BUSINESS PURPOSE OF RENTAL 

Expense Summary

Expense Description Amount

Base Rental Rate (Daily / Weekly Rate)

Fuel Expenses

Tolls & Parking Fees

Taxes, Surcharges & Fees



Other Expenses (e.g., GPS, Insurance if pre-approved)

TOTAL REIMBURSEMENT REQUESTED

Expense Description Amount

EMPLOYEE SIGNATURE

DATE 

AUTHORIZED APPROVER SIGNATURE

DATE 
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