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E X P E N S E R E P O R T
Name Branch Period

From: To:

PROMOTIONAL

Date
Type

(Lunch, Flowers, Etc.)
Place (Name & Location)

Name, Relationship & Purpose

Staff
Meals & Enter.

6080
Publications

7120

Offc/Comput
Supplies

7340/7350

Postage
Delivery

7360
Gifts
6250

Organization
6220

Temp/Client
Meals
6240

Home/Mobile
Phone

7440/7460
Other

(Explain)

TOTALS:

TM



© BravoTECH 2004

TRAVEL EXPENSES
TRAVEL PLACE OF EXPENSE (City & State) PERSONAL MEALS LODGING TRANSPORTATION MISCELLANEOUS EXPENSES
DATE PURPOSE OF TRIP No. Amount Taxi, etc. Air, Rail Long Distance, etc. Amount TRIP TOTALS

TOTALS:

AUTOMOBILE EXPENSES
(Account Reps put totals and attach support)

DATE DESTINATION MILEAGE PARKING TOLLS

TOTALS:

ACCOUNTING DISTRIBUTION
For Financial Services Only

ACCT. NO. BR. DEPT. AMOUNT

6080

7120

7340

7350

7360

6250

6220

6240

7440

7460

TOTALS:

Total Expenses: $
Budgeted Expenses: $

Difference: $

Explanation:_______________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

Submitted By: (Signature) Date:

Approved By: (Signature) Date:

Send Check To: (If different than Branch)

.............................................................................................................

.............................................................................................................

.............................................................................................................


