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Expense report

To qualify for travel expence reimbursment,  ALL expences must have a valid receipt. 

Failure to follow these simple instructions will disquallify you from reimbursment. We 

suguest you fill this form out daily and keep this and your receipts in your luggage.

PURPOSE: STATEMENT NUMBER: DATES From

To

EMPLOYEE INFORMATION:

Name Store Your Position

Department Manager     Employee ID

Date Account Description Hotel Toll/Taxi Fuel Meals Entertainment Misc. Total

Subtotal

EXPLANATION SIGNED Advances

APPROVED Total

Expense report

Phone


