
CLIENT HOSPITALITY & EVENT EXPENSE LOG
Document No:

Date: 

EVEN T N AM E / TITLE 

BUSIN ESS PURPOSE / CLIEN T RELATION SHIP GOAL 

EVEN T DATE 

LOCATION  / VEN UE 

HOST / ORGAN IZER N AM E 

KEY CLIEN TS / ATTEN DEES PRESEN T (N AM ES & COM PAN IES) 

IN TERN AL ATTEN DEES / STAFF 

DATE EXPEN SE
CATEGORY

DESCRIPTION  / ITEM  DETAILS VEN DOR /
SUPPLIER

RECEIPT
ATTACHED

AM OUN T ($)

Subtotal:

Taxes/Fees:

Total Event Cost:

Approved Budget:

Variance:



SUBMITTED BY (SIGNATURE)

Name: Date:

APPROVED BY (SIGNATURE)

Name: Date:
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