
Invoice No:

Date:

Rental Agreement:

Subtotal:

Discount/Adjustments:

Total Due:

VEHICLE RENTAL INVOICE
Business Trip Expense

RENTER & COMPANY INFORMATION

Employee Name: Department:

Employee ID: Cost Center:

Purpose of Trip:

RENTAL DETAILS

Vehicle Model: License Plate:

Pickup Date: Return Date:

Pickup Location: Return Location:

Odometer Start: Odometer End:

EXPENSE BREAKDOWN

DESCRIPTION AMOUNT

Base Rental Rate

Mileage Charges

Fuel Charges

Insurance / Waiver

Tolls & GPS Services

Local Taxes / Fees

Other (Specify):

Renter Signature / Date Approving Manager Signature / Date


