
S.N. Employee ID Employee Name Department Destination
Purpose 

of visit
Mode of 

Travel 
Distance (KM) ₹ Rate Per (KM)

₹ Travel 
Allowance 

Total 

₹ Other 
Expenses

₹ Total 
Claim

Approved 
By

Status Remark

1 T0001 Pramod Kumar
Human 

Resources (HR)
Delhi

Client 
Meeting 

Bus 90 7 630 450 1080 Accountant Paid -

2 T0002 Rajesh Verma Accounts Mumbai Training Metro 350 6 2100 600 2700 Manager Pending Office Holiday

3 T0003 Sunil Sharma Sales Kolkata Sales Rail 220 6 1320 500 1820
Sales 

Manager
Cancel

Not Provide 
Travel Slip or 

Ticket
4
5
6
7
8
9

10
11
12
13
14
15
16

Travel Allowance Register Sheet


