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Request for Travel approval
	Executive
	Santam Sengupta
	Date from
	6th June 2025

	Client / Destination
	Jaipur
	Date to
	7th June 2025

	Purpose
	Deal closure meeting with Mr. Mridul Goel & Site visit of Keemaya resort & Spa Jaipur
	Service Work Order?
	

	
	
	New Order?
	

	
	
	Billable days
	

	
	
	Reimbursable? 
	

	Ticketing
	Expense estimate

	Route
	Delhi – Jaipur  – Delhi
	Boarding & lodging
	Rs. 5000

	Mode
	By train
	Other expenses
	Rs. 5000

	Cost estimate
	Rs. 3250
	Advance required
	Rs. 5000

	Supervisor’s approval
	Final Approval

	
	

	
	


Cancellation / Modification

Fill in if approved travel is cancelled or modified. Fill in new RfT form for modified travel.

	Reason
	

	Supervisor’s approval


	Final Approval


Expense Statement

To be filled in after Travel. Must be supported by vouchers where possible.

[image: image1.emf]Date Travel Stay

6/6/2025 341

6/6/2025 1625

6/6/2025 180

07/-6/2025 1000

07/-6/2026 1625

07/-6/2027 0 7943

₹4,771.00 ₹7,943.00

Rs.

₹12,714.00

Supervisor’s approval



Final Approval



Taxi- Home to New Delhi Station

Train- New Delhi to Jaipur

Auto - Jaipur Jn. To Hotel

Taxi- Hotel to Jaipur Jn. Station

Train- Jaipur To New Delhi

Subtotal

Total

Other currency total

Advance Balance (less) Advance

₹12,714.00

Reference

Client Others

Hotel Stay & Client 

Entertainment Bill


 Train Ticket on 06/06/2025 :– 1415/-
 
Trip Report
Reached Jaipur on 6th June Morning at 10:30 am. No cabs available as there was a taxi strike going on. Took an auto to get to my hotel. Had to take a car from the hotel to drop me to client’s office at 2pm for meeting.

Waited an hour for client Mr. Mridul Goya, MD of Keemaya Resort to come to office. Started negotiations. Client wanted to me to match IDS’s quote of 9 lacs. Finally closed deal at INR. 18,54,000 including  Banquets, HRMS & Service Management that was not offered by IDS. 
Client committed to send signed contract & PO by 9th June as they would have to be signed by Jt. Dir. Surbhi Goyal who was not available at that time.

Mr. Goyal then offered to drop me at the hotel. On reaching the hotel, I invited him and his Executive Assistant Ms. Aparna to join me for a drinks & dinner which they accepted. 
Contract & PO awaited.
This form will be filled in progressively for any planned travel. Approvals will be obtained in the first section. The next section will be used to obtain approval for cancellation / modification of plans. The 3rd section will be sued for submission of post travel expense statement. Executives are advised to save the filled in form at each stage so that it can be edited for the next stage. Please submit two copies for approval … on for official records and one for your own. Thank you.
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