Appendix L
EXPENSE REPORT (Sample)
	Employee:
	Department:  
	Date(s):



	
	Transportation

	Travel Date
Mo Day Year
	
Destination
	Air, Bus, Rail Fare
	Park, Taxi, Subways, Etc.
	Car Rental
	Car Expense

	
	From:
	
	
	
	

	
	To:
	
	
	
	

	
	From:
	
	
	
	

	
	To:
	
	
	
	

	
	From:
	
	
	
	

	
	To:
	
	
	
	

	
	From:
	
	
	
	

	
	To:
	
	
	
	

	
	TOTALS
	
	
	
	



	Accommodation

	Mo/Day/Year
	Hotel Name
	Room Expense
	Meals
	Misc.*itemize

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Totals
	
	
	

	
Expense Summary

	TOTAL EXPENSES:
	

	LESS:
	

	Company Paid Expenses
	

	Cash Advances
	

	BALANCING OWING:
	

	Date:
	Employee’s Signature:



	Approval

	Approved by:

	
ACCOUNTING USE ONLY

	Account Number
	Dr.
	Cr.
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