CORPORATE RENTAL CAR

Expense Report Sheet
Report No:
Date:

I EMPLOYEE & RENTAL INFORMATION

Employee Name:

Department:

Employee ID:

Manager/Approver:

Rental Agency:

Agreement Number:

Vehicle Class/Model:

Purpose of Travel:

I RENTAL PERIOD & MILEAGE

Pick-up Date & Time:

Pick-up Location:

Return Date & Time:

Return Location:

Odometer Start:

Odometer End:

I ITEMIZED EXPENSE BREAKDOWN

Date Expense Description / Category

Daily Rental Base Rate
Rental Taxes & Fees
Fuel Expenses

Tolls / Parking

Optional Insurance / LDW
GPS / Add-on Equipment
Other:

Other:

Receipt (Y/N)

Amount ($)



Subtotal

Tax (if separate)

Total Expense

Employee Signature
Date:

Authorized Approver Signature
Date:



	CORPORATE RENTAL CAR

