
CLIENT RELATIONS ENTERTAINMENT EXPENSE TRACKER

Employee Name: 

Department: 

Submission Date: 

Period (From - To): 

DATE CLIENT
NAME(S)

COMPANY /
ORGANIZATION

PURPOSE OF
ENTERTAINMENT

VENUE /
LOCATION

FOOD
&
BEV

TICKETS/EVENT TRANSPORT/OTHER TOTAL
AMOUNT

Grand
Total:

Employee Signature

Manager Approval

Finance / HR Authorization
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