WEEKLY VEHICLE RENTAL EXPENSE STATEMENT

Rental Expense Report & Reimbursement Form

Employee Name:

Department:

Manager/Approver:

Week Ending Date:

Rental Agency:

Agreement No:

Vehicle Model:

License Plate:

DAY DATE RENTAL RATE/ DAY

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total Weekly Expenses:

NOTES / BUSINESS PURPOSE OF TRAVEL:

FUEL COST

Employee Signature Date

Authorized Approver Signature Date

TOLLS & PARKING

OTHER EXPENSES

DAILY TOTAL
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