EXPENSE REPORT

COMPANY NAME

DEPT.

APPROVAL

WEEK ENDING

NAME (Print)

TRANSPORTATION

\ OTHER

(EXPLAIN)

Y
AN
.__n...u_

DATE FROM

TO

FOOD

ENTERTAINMENT

TOTAL

DATE AMOUNT

DATE

NATURE & LOCATION

NO. IN PARTY

PERSONS ENTERTAINED, CO.

AMOUNT

EXPENSE
SUMMARY

TRANSPORTATION

FOOD

ENTERTAINMENT

MISC.

TOTAL

MISC.

LODGING

DATE | EXPLANATION

AMOUNT

LODGING

TOTAL

DATE | HOTEL

CITY AMOUNT

CASH

CASH ADVANCE

ADDITIONAL CASH

TOTAL

TOTAL EXPENSE

Total

TOTAL

TOTAL

CASH BALANCE
DEFICIT

Signature




