
INVOICE 

[Company Name] 

[Street Address] 

[City, State, Zip] 

Invoice #: [0000] 

Date: [YYYY-MM-DD] 

Trip ID: [Reference] 

Client / Bill To:  

[Client Name] 

[Department] 

[Client Address] 

Trip Details:  

Traveler: [Name] 

Destination: [City, Country] 

Duration: [Start Date] - [End Date] 

DATE DESCRIPTION 
ORIGINAL 
CURRENCY 

AMOUNT 
(LOCAL) 

EXCHANGE 
RATE 

AMOUNT 
(BASE) 

[Date] [Airfare/Hotel/Meal] [USD/EUR/GBP] 0.00 1.0000 0.00 

[Date] [Taxi/Transport] [USD/EUR/GBP] 0.00 1.0000 0.00 

Subtotal: 0.00  

Tax/VAT: 0.00  

TOTAL ([Base Currency]): 0.00  

Payment Instructions: [Bank Name] | SWIFT: [Code] | Account: [Number] 

Notes: Exchange rates are based on the date of transaction or official company policy. 


