	TRAVEL EXPENSE INVOICE

	
	[logo of the travel agency]

	[Description]


                                             
                        _______________________________[Name of travel agency]
                  ________________________[Contact details(contact number, email address, fax number)]
Invoice Date _________________[dd/mm/yy, insert the date on which the travel expense invoice has been formulated]
Invoice Reference id _____________ [insert the unique reference ID of the client]

	Client name: ________________[name of the client should come here]
Contact number of client: ______________[phone number of the client]
Email address of client: ______________[email address of the client]
Number of travellers: ___________________[enter the number of travellers]

	INVOICE MADE FOR: [mention the name/names of the travellers]
	Ticket and transportation costs:[mention all the transportation costs]
	Accommodation costs:[mention the accommodation costs]
	Other costs:[mention all additional costs]

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	TOTAL AMOUNT: _________

	
Names of hotels/motels/inn/resorts where the client stayed: ________________________[mention the names of all accommodations used by the client for staying]
Travelling destination names:_______________________[mention the names of all the destinations where the client and other travellers have stayed during the trip]
Starting date of trip: ______________[mention the starting date of trip in dd/mm/yy]
Ending date of trip:______________[mention the ending date of the trip in dd/mm/yy]
Visa applied for by the client: _____________[mention all the Visa(if valid) that the client has applied for]



