
CLIENT ENTERTAINMENT EXPENSE REPORT
Business Dinner and Entertainment Detail Spreadsheet

Employee Name:

Department:

Manager Name:

Period Ending:

DATE CLIENT NAME /
ORGANIZATION

ESTABLISHMENT
/ VENUE

CITY &
STATE

BUSINESS
PURPOSE /
PROJECT

EXPENSE
CATEGORY

PAYMENT
TYPE

AMOUNT
($)

Total Expenses:

Employee Signature / Date

Manager Approval / Date
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