TRAVEL & BUSINESS EXPENSE REIMBURSEMENT

EMPLOYEE NAME
REPORT DATE
DEPARTMENT
PERIOD FROM/TO
JOBTITLE
MANAGER/ APPROVER
DATE DESCRIPTION/ BUSINESS PURPOSE EXPENSE CATEGORY RECHPT? AMOUNT
Subtotal
Less: Advance
Total Due
BEMPPLOYEE SIGNATURE & DATE
AUTHORIZED APPROVER & DATE

For Payroll / Finance Use Only. Please attach all original receiptsto this sheet.
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