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	Employee Name:
	 
	 Department:
	

	Destination:
	 
	 Project number:
	

	Departure Date and Time:
	 
	Return Date and Time:
	

	*Client:/Purpose:
	 

	
	 

	
	 

	

	Require :

	Car:
	YES
	 
	If YES from:
	 
	to
	 

	 
	NO
	 
	
	
	
	 

	 
	
	Voucher Nr:
	 
	Ref.
	 

	

	Flight:
	YES
	 
	If YES from:
	 
	to
	 

	 
	NO
	 
	
	
	
	 

	 
	 

 
	Preferred departure time:
	 

	 
	
	Flight details:
	 

	 
	
	Flight price:
	 

	
	
	
	
	
	
	

	Accommodation:
	YES
	 
	If YES from:
	 
	to
	 

	 
	NO
	 
	
	
	
	 

	 
	 

 
	Preferred accommodation:
	 
	 
	 

	 
	
	Accommodation confirmed:
	 
	 
	 

	 
	
	 
	 
	 
	 

	TIC Insurance:
	YES
	
	NO
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Advance Request:
	Description
	
	
	
	Amount

	
	Road Travel:
	
	km
	
	

	
	Subsistence:
	
	per day
	
	

	
	Toll/Airport Parking:
	
	
	
	

	
	Accommodation:
	
	nights @
	
	 per night
	

	
	Other Specify:
	
	
	
	

	
	
	
	Total Advanced: 
	

	
	Scanned and Forwarded to H-Group
	
	Completed:
	
	

	
	
	
	
	

	
	
	
	
	
	

	Forex Request
	
	Nights
	
	Currency
	
	Amount

	
	Accommodation
	
	
	
	

	
	Travel Insurance Required:
	
	
	
	

	
	Taxi/Bus/Tram/Other:
	
	
	
	

	
	Subsistence:
	
	
	
	

	
	
	
	
	Total Amount:
	

	
	
	
	
	Total Cash Forex:
	

	
	
	
	
	Total deposit in ZAR:
	

	
	
	
	
	Total Travellers Cheques:
	

	
	
	
	
	
	

	Are Costs Recoverable?
	YES
	
	NO
	
	

	Date:
	
	Date:
	

	
	
	
	

	Employee Signature:
	Manager Approval:



Directors:  S.S. Hine


Directors:  S.S. Hine, V.V. Gobodo, D. Busser (USA)



