
SINGLE TRIP EXAMPLE 
These templates are meant to illustrate what a typical travel request and expense report look like for a single trip. Step-by-step instructions for creating requests and reports 
are available in the Concur Handbook. 
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SAMPLE TRAVEL REQUEST 

REQUEST HEADER 

 

• Request Policy: should be “Default Request Policy” for single trips 
• Start and End Dates: should be dates of travel 
• Purpose: the business purpose of the trip 
• Area of Travel: indicates whether in-state, out-of-state, or international; request will automatically route to necessary approvers based on this selection 

 
 
 
 
 
 
 



REQUEST EXPENSES 

 

NOTE: EXAMPLE ABOVE SHOWS TYPICAL EXPENSES YOU MAY CONSIDER INCLUDING IN YOUR REQUEST. 

 

 

 

 

 

 



SAMPLE EXPENSE REPORT – PRE-TRIP EXPENSES 

REPORT HEADER 

 

• Area of Travel: indicates whether in-state, out-of-state, or international; request will automatically route to necessary approvers based on this selection 
• Requests: attach related approved travel request to report header 

 

 

 

 

 

 



REPORT EXPENSES 

 

NOTE: EXAMPLE ABOVE SHOWS TYPICAL EXPENSES YOU MAY INCUR PRIOR TO A TRIP. 

 

 

 

 

 

 

 

 

 



SAMPLE EXPENSE REPORT – POST-TRIP EXPENSES 

REPORT HEADER 

 

• Area of Travel: indicates whether in-state, out-of-state, or international; report will automatically route to necessary approvers based on this selection 
• Requests: attach related approved travel request to report header 

 

 

 

 

 

 



REPORT EXPENSES 

 

NOTE: EXAMPLE ABOVE SHOWS TYPICAL EXPENSES YOU MAY INCUR DURING OR AFTER A TRIP. 
• Receipts: attach receipts to expenses that require them 
• Hotels: must itemize by daily rates as shown above 
• Fixed Meals: added by creating an itinerary (go to Details menu) 
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