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BUSINESS TRIP REPORT


Name: ………………………………..
Emp. No.: …………………………. Department: …………………


Travel Details:

	Destination
	

	Travel Period [from & To date]
	

	Customer/ Partner name
	

	Location / Region
	

	Purpose
	




Report:


Follow-up/ Next Action Plan:
Manager’s Remark:


Employee Signature: ______________________      Reporting Manager’s Signature: _______________

Date: ________________


       Date: _________________
