
AIR TRAVEL BOOKING & EXPENSE LOG

EMPLOYEE / TRAVELER NAME 

DEPARTMENT / COST CENTER 

PURPOSE OF TRAVEL 

SUBMISSION DATE 

DATE OF
FLIGHT

AIRLIN E /
FLIGHT #

ROUTE (FROM  - TO) BOOKIN G
REF (PN R)

CLASS
(ECON /BIZ)

BASE
FARE

TAXES &
FEES

BAGGAGE/OTHER TOTAL
COST

Total Base Fare

Total Taxes &
Ancillaries

Grand Total

TRAVELER SIGNATURE & DATE

AUTHORIZED APPROVER SIGNATURE & DATE
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