Printable Expense Report Form

General Information
· Name: _____________________________________
· Date: _____________________________________
· Purpose of Report: _____________________________________
· Contact Number: _____________________________________
Expense Log
	Date
	Expense Description
	Payment Method
	Amount (USD)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Expense Categories
☐ Travel
☐ Meals
☐ Supplies
☐ Entertainment
☐ Other: _____________________________________
Total Expenses: _____________________________________
Comments/Notes

Signature: _____________________________________
Date: _____________________________________
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