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Daily Employee Business Expense Report

Company name

Employee name

Department

Employee ID

Manager

Job position

Date

No: Description

Vehicle type Expense type

Total

[J Work Meal -~
[J Personal
[J Rental
(] Other

[J Work Meal -
[J Personal
[J Rental
(] Other

[J Work Meal -
[J Personal
[J Rental
(] Other

*Don't forget to attach receipts.

Total expenses

Mileage rate




Advances

Total reimbursement

Comments:

Employee signature

Date

Authorized by

Date
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