HAMPDEN-SYDNEY COLLEGE

EXPENSE REPORT

PLEASE ATTACH RECEIPTS, BILLS AND

OTHER SUPPORTING DATA

NAME

DEPT

DATE

PURPOSE OF TRIP

FOR WEEK ENDED

—

O D R R A
DATE TOTALS
FROM FOR
WEEK
TOTAL AUTO MILEAGE
IMILEAGE @ .64 per mile $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
AIR - RAIL 0.00
[AUTO RENTAL 0.00
JLopGING 0.00
IBREAKFAST 0.00
ILUNCH 0.00
fonner 0.00
TIPS 0.00
JLAUNDRY - CLEANING 0.00
IPHONE-TELE G. 0.00
ILOCAL TAXIS - LIMO 0.00
IPARKING -TOLLS 0.00
fvisc. 0.00
0.00
0.00
0.00
0.00
— [ENTERTAINMENT 0.00
ITOTALS FOR DAY $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

PERSON ENTERTAINED - BUSINESS RELATIONSHIP

PLACE: NAME & LOCATION

SUMMARY AMOUNT

ACCT. NO

ACCT. NO

ACCT. NO

ACCT. NO

TOTAL EXPENSES

$0.00

JLESS CASH ADVANCE

ID NUMBER

AMOUNT DUE COLLEGE

$0.00

AMOUNT DUE EMPLOYEE

$0.00

Note: ID number is necessary if you are clearing a cash

advance.

BUSINESS PURPOSE

AMOUNT

ADDITIONAL REMARKS:

ENTERTAINMENT DETAILS

I CERTIFY THIS STATEMENT IS ACCURATE AS TO
ACTUAL & NECESSARY BUSINESS EXPENSES.

SIGNED

APPROVAL




