TRAVEL REQUEST FORM
A free pre-trip approval template from engine.com

Submit this form to your manager before booking. Once approved, book your trip and keep this form with your expense report for reconciliation.

A   TRAVELER INFORMATION
	Employee Name
	Employee ID
	Department

	
	
	

	Manager Name
	Manager Email
	Project / Cost Center

	
	
	



B   TRIP DETAILS
	Destination(s)
	Departure Date
	Return Date

	
	
	

	Business Purpose / Justification

	

	Trip Type (client visit, conference, internal, job site, other)
	# of Travelers
	# of Nights

	
	
	



C   ESTIMATED COSTS
Estimate before you book. Use your destination’s typical rates. Median US business hotel rates run roughly $123/night (Lubbock, TX) to $337/night (New York City) per Engine booking data.
	Cost Category
	Estimated Amount (USD)

	Airfare / Rail
	

	Lodging (nights × nightly rate)
	

	Ground Transport (rideshare, rental, parking)
	

	Meals & Per Diem
	

	Conference / Registration
	

	Other
	

	TOTAL ESTIMATED COST
	



D   POLICY CHECK & APPROVAL
	Policy check (mark one)

	☐  This request is within our travel policy.        ☐  This request requires a policy exception (explain below).

	If an exception is requested, explain why

	



	Employee Signature
	Date

	
	

	Manager Approval Signature
	Date

	
	

	Finance / Budget Owner Approval (if required)
	Date

	
	



Notes: Submit for approval before booking. Most business trips are booked within a day of travel, so route this form quickly. Keep the approved form with your expense report for reconciliation.

	Book, manage, and expense business travel in one place.
Get started free at engine.com


Disclaimer
These templates are provided for general informational purposes only and do not constitute legal, financial, tax, HR, or compliance advice. Engine makes no representations or warranties of any kind, express or implied, regarding the accuracy, completeness, or suitability of these templates for any particular purpose or business. Use of these templates is at your own risk. Engine disclaims all liability for any damages, losses, or claims arising out of or related to your use of or reliance on these templates. You should consult qualified legal or professional counsel before implementing any template in your business.
