
BUSINESS TRAVEL MEALS
Expense Log & Tax Record

Freelancer Name:

Business Name:

Tax ID / EIN:

Reporting Period:

DATE TRIP/DESTINATION ESTABLISHMENT BUSINESS PURPOSE &
ATTENDEES

PAYMENT
METHOD

DEDUCTIBLE
%

TOTAL
AMT RECEIPT?

[ ]

[ ]

[ ]

[ ]

[ ]

[ ]

[ ]

[ ]

[ ]

[ ]

Total Expense Amount

Total Deductible Amount

Sole Proprietor Signature Date

Authorized Reviewer (Optional) Date

Tax Compliance Notes:
1. Meal expenses must be ordinary and necessary to carry out your trade or business. Entertainment expenses are generally non-deductible.
2. Keep all itemized receipts for meals of $75 or more. While not required for meals under $75, keeping all receipts is strongly recommended.
3. Document the specific business purpose and names of business associates present for each transaction.
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