CLIENT DINING AND TRAVEL MEAL EXPENSE TEMPLATE

Employee Business Expense Report

Employee Name
Department

Job Title

Manager / Approver
Travel Start Date
Travel End Date
Business Purpose

Destination

ESTABLISHMENT / BUSINESS

ATTENDEE AFFILIATION AMOUNT RECEIPT
LOCATION S & o PURPOSE ou C

Total Travel Meals

Total Client Dining

Total Reimbursement

Employee Signature Date

Authorized Approver Signature Date
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