Expense Reimbursement Form

Employee Name: | Jeanne Pelletier
ID:

Manager Name:
Department:

Business Purpose:

ltemized Expenses

DATE DESCRIPTION
2/4/14 Lunch PHX airport
2/4/14 US Air bag check
2/4/14 GoGo Internet
2/4/14 Tower Parking (Ann Pearson’s car)
2/9/14 US Air bag check
2/9/14 GoGo Internet

Note: Mileage reimbursement for personal car = $0.XX/mile

Jeanne Pelletier

Expense Period
From: 2/4/14

To: 2/9/14

CATEGORY COST
18.02
25.00
12.00
17.00
25.00
12.00
SUBTOTAL $ 109.02

Less Cash Advance
TOTAL REIMBURSEMENT $ 109.02
Don't forget to attach receipts!

Employee Signature

Date

Approval Signature

Date
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**** Categories ****

Business Cards
Business Meals
Dues

Legal Fees
License Fees
Mileage

Office Supplies
Passport fee
Postage
Printer Cartridges
Printer Paper
Software
Stationery
Subscriptions
Telephones
Tools

Training Fees
Travel

Work Clothing
Other
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© 2010 Vertex42 LLC. All rights reserved.

This template is considered a copyrighted work under the Unites States and other copyright laws and is the
property of Vertex42 LLC. The items listed below are additional points to help clarify how you may use this
template.
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You may make archival copies and customize this template only for your personal use or use within your
company or organization and not for resale or public sharing.

You may not remove or alter any logo, trademark, copyright, disclaimer, brand, terms of use,
attribution, or other proprietary notices or marks within this template.

This template and any customized or modified version of this template may NOT be sold,
distributed, published to an online gallery, hosted on a website, or placed on a public server.

Provided that you observe the above terms, you may share your edited version of this template *privately*
with those specific people who **require** access to it within your immediate family, organization, or
company.

* "Privately" means only accessible to those few people who you expressively give permission to view or
edit your file. It is your responsibility to ensure that adequate security measures are used so that your file is
not available to the public.

** Examples of acceptable private sharing with people who "require access" may include (a) sharing a
budget spreadsheet with a spouse, (b) sharing a project schedule with your project team, or (c) sharing a
timesheet with your employee or manager.

See the following page on Vertex42.com for the complete license agreement and examples of other
allowed uses:

http://www.vertex42.com/licensing/EULA privateuse.html

Disclaimer

This template is provided for informational or educational use only and is not intended to be relied on as
medical, financial, legal, or other professional advice.

Vertex42 LLC makes no guarantee or representations about this template, or the accuracy or
completeness of the content contained within this template.

Vertex42 LLC encourages you to seek the aid of a qualified professional before making decisions regarding
health, financial, or legal issues.
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