Employee Expense Report

Employee: ID#: Period Starting: Period Ending:
Meals & . . . Auto Office Misc. Advertising/ Business .
Date Entertainment Lodging Transportation Airfare Expense Expense Expense Promotion Subtotal Mileage Business Purpose
Total
Mileage
Total _ Total Business
Expenses Expenses
Odometer Reading
Employee's Signature Date Mileage Rate Beginning Ending

Rev. 7/14/00

Note: All receipts should be attached.



