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EXPENSE REPORT

(SUBMIT IN US DOLLARS ONLY)

Expense Dates:
________________________
Employee Name:
_________________________

Business Purpose:
________________________
(Please Print)


________________________


________________________
Approval Signature: _______________________

ATTACH ALL RECEIPTS





DATE




TOTALS

	MEALS
	
	
	
	
	
	

	Breakfast
	
	
	
	
	
	

	Dinner
	
	
	
	
	
	

	Other Travel
	
	
	
	
	
	

	Air Fare
	
	
	
	
	
	

	Auto Rental
	
	
	
	
	
	

	Taxi, Car mileage, Tolls
	
	
	
	
	
	

	Parking
	
	
	
	
	
	

	Tips(Baggage Handling)
	
	
	
	
	
	

	Room
	
	
	
	
	
	

	Telephone
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	OTHER EXPENSES
	
	
	
	
	
	









Totals $_________________________

Attach all receipts or payment cannot be made.
�
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