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Expense Report

	Name
	

	Company
	

	Email
	

	Payee Name
(as it should appear on check)
	

	Mailing Address
	





Expense Guidelines
· Scan in or take photos of your expense receipts and include them in this file. 
They can be inserted as images in the pages following the expense report table.
· Please include accurate information for who the reimbursement should be made 
out to and the mailing address it should be sent to.
· If reporting for meals, please include people involved and the purpose.
· You can report airfare and car rental fees, as well as any other travel expenses.


Event Expenses

	Date
	Amount
	Description
	Purpose

	/
	$
	
	

	/
	$
	
	

	/
	$
	
	

	/
	$
	
	

	/
	$
	
	

	/
	$
	
	

	/
	$
	
	

	/
	$
	
	

	/
	$
	
	






Event Receipts
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