
EMPLOYEE FLIGHT EXPENSE LEDGER
Airfare & Flight-Related Expenses Record

Employee Name:
Employee ID:
Department:
Ledger Period:
Manager / Approver:
Project / Cost Center:

Date
Flight /
Ticket
No.

Airline Route (From -
To) Business Purpose Base

Fare
Ancillary
Fees

Taxes /
VAT

Total Base Fare

Total Ancillary Fees

Total Taxes / VAT

Grand Total

Employee Signature Date

Authorized Approver Signature Date
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