
Company Travel Log Sheet
Employee Name:
Employee ID:

Department:
Supervisor:

Purpose of Travel:

Date:
Destination:

Travel Details

Date Departure
Time

Departure
Location

Arrival
Time

Arrival
Location

Mode of
Transport

Mileage /
Distance Remarks

        

        

        

        

Signatures

Employee Signature:
Date:

Supervisor Approval:
Date:
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