	TRAVEL REQUISITION FORM
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	TRAVELLER

	Employee Name:


	Employee No:
	Department:
	Cost Center (FAD-FIN use only)

	PROPOSED TRAVEL (Details to be stated clearly)

	Travel Date
	From
	To
	Purpose of Travel

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Mode of Travel
	
(
Air
(
Rail
(
Land (specify) 


	Class of Travel
	
(
First
(
Business
(
Economy
(
Not Applicable

	Type of Travel
	
(
Business
(
Training
(
External Project/ Outbound assignee       (    Leave Passage 

	Special meals (specify)
	
	Accommodation:
	Yes / No
	Travel Advance:
	Yes / No
	

	
	
	
	
	    I hereby authorized E-MAS Human Resources (HRD) to disclose my bank account details to Finance & Administration Department (FAD-FIN) 

	TRAVEL PLAN 

	Date
	From
	To
	Transport no.
	Class
	ETD
	ETA
	Fare & Tax (RM)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Hotel:
	Dates:
	Room Rate(s):
	Prepared by: (FAD-ADM)

	
	
	
	

	TRAVEL ADVANCE 

	Forecasted Expenditure
	Foreign Currency
	Amount (RM)
	Amount (RM)

	Meal Allowance   ( Overnight stay  (Malaysia/ SEA/others)

                            ( Outstation (Breakfast/ Lunch/ Dinner)
	
	 
	

	Accommodation Cost (if not using hotel voucher)
	
	
	

	Transportation Costs (specify) :
	
	
	

	Other Expenses (specify) :
	
	
	

	Prepared by :
	Total travel advance ( cash /cheque/online bank transfer )
	

	BUDGET FAD-ADM/HRD use only
	
	
	
	
	
	
	
	
	FAD-ADM/HRD Signature

	
	
	
	Budgeted
	
	Not budgeted
	
	Others (specify)
	
	

	(   FAD-ADM   (   HRD*
	
	
	Remarks:
	
	
	
	
	
	

	* Training, External Projects/ Outbound Assignee, Leave Passage


	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	SIGNATURES / APPROVALS

	Application

(Traveler)
	Approval

(HOD)
	Approval

(CEO)
	Advance Issuance (FAD-FIN)
	Advance Receipt
(Traveler)
	Ticket /Hotel voucher Issuance (FAD-ADM)

	Date
	Date


	Date
	
	Date
	Date


	Date


Note: Do not fill in the shaded areas

Prepared by FAD-ADM                                                                                                                                                                                  EDMS No. G00.OMB.M11715.JM.1009.A (148964)
Form revision date: 02.03.2021                                                                                                 Refer to Business Travel Procedure, Doc. No. G00G00.OMB.M11715.CD.1004.*, Appendix B


