BUSINESS VEHICLE ACTUAL EXPENSE REPORT

Actual Cost Method for Business Use of Vehicle

Employee Name:

Department:

Reporting Period:

Vehicle Make/Model:

Year & VIN:

License Plate:

I MILEAGE LOG SUMMARY (FOR ALLOCATION RATIO)

Starting Odometer:

Ending Odometer:

Total Miles Driven:

Business Miles:

Personal Miles:

Business Use %

I ACTUAL EXPENSE DETAIL LEDGER

Business Cost

Date Category Vendor / Description Invoice/Receipt# = Total Cost ($) ©)



Date Category Vendor / Description

I EXPENSE SUMMARY & REIMBURSEMENT CALCULATION

Total Actual Expenses:

Invoice/Receipt #

Totals:

Total Cost ($)

Business Cost
$)

Business Use %

Allocated Business Share:

Plus: Direct Tolls/Parking:

Less: Company Card/Advance:

Total Due / (Owed):

Employee Signature

Date

Manager / Approver Signature

Date
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