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Request for Travel approval
	Executive
	Jitendra Vikram Singh Rathore
	Date from
	05-01-2026

	Client / Destination
	Delhi-Allahabad-Jabalpur--Lucknow
	Date to
	10—01-2026

	Purpose
	Meeting with Ex – IAS Office – Consultant of UP Tourism in Allahabad and will travel to Lucknow ..
Jabalpur meeting is for the new property  as the owner wants to meet in person
	Service Work Order?
	No

	
	
	New Order?
	No

	
	
	Billable days
	NA

	
	
	Reimbursable? 
	Yes

	Ticketing
	Expense estimate

	Route
	DEL-ALD-JBL_LKO DEL
	Boarding & lodging
	PROLOGIC FIRST

	Mode
	TRAIN
	Other expenses
	

	Cost estimate
	30000/-
	Advance required
	25000/-

	Supervisor’s approval
	Final Approval

	
	

	
	


Cancellation / Modification

Fill in if approved travel is cancelled or modified. Fill in new RoT 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.

Please refer Annexure – A for detailed expense report

	Date 
	Reference
	Travel
	Stay
	Food
	Others

	 
	NDLS to Prayagraj
	1479.05
	 
	 
	 

	 
	Home to Railway Station
	581.00
	 
	 
	 

	 
	Dinner at Rly Stn
	150.00
	 
	 
	 

	 
	Subedarganj to Hotel
	600.00
	 
	 
	 

	 
	Entertaining the Owner of the Hotel
	 
	 
	 
	2000.00

	 
	Cab Sharing Expense to Lucknow 
( For Self and Umesh)
	1800.00
	 
	 
	 

	 
	Alambagh To Home in Lucknow
	267.73
	 
	 
	 

	 
	home to Railway Station
	171.00
	 
	 
	 

	 
	Ghaziabad Railway Station to Home
	300.00
	 
	 
	 

	 
	Lucknow to  Delhi
	2480.60
	 
	 
	 

	 
	Rly Stn to Home
	400.00
	 
	 
	 

	 
	Printing Pages For Allahabad in NOIDA
	420.00
	 
	 
	 

	Total
	 
	8649.38
	0.00
	0.00
	2000.00

	Other currency total
	 
	 
	 
	 

	 
	ADVANCE Taken
	25000.00
	
	
	 

	Total Expenses
	10649.38
	Balance Reimbursement
	-14350.62

	Supervisor’s approval
	Final Approval

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	

	
	
	

	
	
	

	
	
	


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.


