
 

 

EXPENSE VOUCHER 
 

Name:   Service 

Position:  

   

 

TRAVEL Purpose of Trip:   Date(s) of Trip:  

Location From:   To   

  Accommodations Cost:     

  Fuel Cost:    

  Meals:  

 

 

   

    Travel Total:    

 

 

 EXPENSES Description:    Amount  

Stationery/ 

Photocopy/ 

Supplies 

      

Literature 

ordered  

      

Other  

(Specify)  

  

  

    

   Expenses Total:    

 

 

   GRAND TOTAL:    

Signature:    

  

 Date: 

Approved by:   

  

  

Cheque and Date    

 


