Expense Report

(Attach All Receipts)

Employee Name:                         

                    SSN#:



          
Dept:






 From:

       To:

     

ENTERTAINMENT
	DATE
	LOCATION
	DESCRIBE NATURE OF EXPENSE
	AMOUNT

	
	
	
	

	
	
	
	

	
	
	
	


ENTERTAINMENT SUBTOTAL:




    
$                             

TRAVEL
	DATE
	TYPE/LOCATION
	AMOUNT
	HOTELS
	MEALS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


TRAVEL SUBTOTAL:






     
$                             

MISCELLANEOUS
	DATE
	DESCRIPTION
	AMOUNT

	
	
	

	
	
	

	
	
	


Miscellaneous Subtotal:






$ 


                                 
Subtotal Expenses:







$


                                  
Items Previously Paid Or 

Advanced By Employer:






$


                                 
Refund Due Company:






$




Reimbursement Due Employee:





$ 


                                 

