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BUSINESS TRIP & VISA PROCESSING EXPENSES FORM

Name / «o¥ City / Department 3,s¥1 / died| Date / gy,
Employee # _adssil ¢3! Purpose of Business Trip / Jaall dlsy oo
Travel Date /5 ,slal 715 Flight # ai= )11 <3, Departure Time / 3Ll 34 Place / g3
Return Date / 5511 715 Flight # al> ;i1 <3, Departure Time / 3,sL.4dl c2y Duration / 5.
TOTAL
No. Expense Type
Currency  Amount \ Currency Amount  Currency \ Amount $/E SAR
1 Hotel
2 Food
3 Telephone Bill
4 Taxi / Bus /Train
5 Taxi / Bus /Train
6 Rent A Car
7 Mobile Re Charge / Net
8 Laundry
9 Others (Visa Fee)
10 | Miscellaneous
11 Total Expense
12 | Cash Advance Received
13 | Total Expenses in SAR
Remarks & Signature (Employee’s Use) (ol g3 plaiwd) aidgidly Oollas Sl
General Remarks Zale Ol Ste
1st Checked By 2nd Checked By Approved By
HR & Admin Director CFO CEO
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