
Expense Report for __________________________   Month ________2010

Travel Expenses

Date Destination Business Purpose

Start 

Mileage

Stop 

Mileage

Miles 

this Trip Amount

____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______
____ _______________ ___________________________ _______ _______ _______

Total Miles _______ x .50 = ________

Other Expenses
Date Place of Purchase Description of Item Purchased Business Purpose of Purchase Amount
____ _______________ ___________________________ ________________________________ ________
____ _______________ ___________________________ ________________________________ ________
____ _______________ ___________________________ ________________________________ ________
____ _______________ ___________________________ ________________________________ ________
____ _______________ ___________________________ ________________________________ ________
____ _______________ ___________________________ ________________________________ ________
____ _______________ ___________________________ ________________________________ ________

Overnight Per Diem Expense Low Cost Cities $109 ($70 for lodging and $39 for M&IE)

Date Location/City Place of Overnight Stay Business Purpose # Nights Amount
____ _______________ ___________________________ ________________________   _______ ________
____ _______________ ___________________________ ________________________   _______ ________
____ _______________ ___________________________ ________________________   _______ ________
____ _______________ ___________________________ ________________________   _______ ________
____ _______________ ___________________________ ________________________   _______ ________
____ _______________ ___________________________ ________________________   _______ ________

Previous Balance $ ____________
Reimbursed + $ ____________ Page Total ________

Sub-Total $ ____________
Expense - $ ____________

Balance Forward: $ ____________



Low Cost Cities $109 ($70 for lodging and $39 for M&IE)


