EXPENSE REPORT	Report no.  [ER-0001]
	Submitted  [MM/DD/YYYY]
	Reimburse by  [MM/DD/YYYY]

FROM	SUBMIT TO
[Your business name]	[Client or company]
[Street address]	[Billing address]
[City, State ZIP]	[City, State ZIP]
[email@yourbusiness.com]	[ap@client.com]

	DATE
	EXPENSE
	CATEGORY
	AMOUNT
	RECEIPT

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]

	[MM/DD]
	[Expense]
	Travel
	$0.00
	[Y/N]



Total to reimburse	$0.00
NOTES
Receipts are attached for every expense of $75 or more, and for all lodging and airfare.
REIMBURSEMENT
Reimbursement by ACH to the account on file. Questions: accounts@yourbusiness.com.

______________________________	______________________________	______________________________
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