Instructions for Expense Report

1) Complete the name, prepared by, extension, and date submitted.

2) Purpose of Trip/Expenditure
Indicate the purpose of the trip and provide supplemental explanations where appropriate, such as general business, training, recruiting, etc.

3) Description
The date and location visited must be filled in on all Expense Reports.  For overseas traveling, please indicated type of currency and exchange rate on a separate sheet and attach it to the Expense Report.

4) Travel/Lodging
Airfare:  Please submit all airfare receipts.  Unused tickets must be returned to Travel Management for proper credit.

Lodging:  Daily room rate plus any applicable taxes as shown on the hotel bill.  A copy of the itemized hotel bill and proof of payment (credit card charge slip, signed cash receipt, or canceled check) should be attached.

5) Meals, Entertainment
Reimbursement for meals are intended for the individual employee dining alone while away from home on business.  If you are dining with another employee(s) from <Company Name>, who is also on a business trip, indicate that expense under Tech/Bus Meeting.  Also indicate the employee's name(s).  If you are dining with a non-employee, then this would be an entertainment expense.  Indicate the name(s) and business purpose, etc. on an attached sheet.  All entertainment expenses must be business-related and fully documented.  Tips for waiter/waitress should be included as part of the cost of the meal.


6) Auto Rental, Taxi, Bus, Tolls, Parking
Tips for attendants/drivers should be included as part of the cost of fares.

7) Mileage
If a mileage allowance is claimed, enter mileage in the column provided.  Your entry here must be supported by a detailed log maintained in your vehicle, in which you make an entry, at the time of each business use, of the date, the business purpose, the number of business miles.

8) Phone
Include in this column all business phone charges, for example, hotel phone costs, cellular phones, faxes, etc.

9) Miscellaneous
Items of travel and other expenses that do not fit into a specific row should be entered on these rows with a description, for example, laundry, tips for services such as porters, and bellboys, gasoline for rental car.

10) Total*
Total all daily reimbursable expenses and enter that amount on the "Total Field Expense line.  Indicate whether any of the amounts are unallowable for reimbursement by the government, if these are charges that are allocated to a government contract.  Also indicate which expenses were charged for business purposes and which charges were for personal use.  All receipts should be included, however, receipts MUST be submitted for all expenses in excess of $10.00.  Please attach proof of payment when necessary.

11) Total Trip Expense*
Total all items.  Back-up (in the form of receipts etc.) is required for all items.

12) Advances and Charges
Enter only the full amount of the cash advance received for the trip, the total of the charges made directly to the company, and the personal charges.

13) Balance Due Company or Employee*
Subtract the Cash Advances, Business Charged to Company, and Personal Charged to Company from the "Total Trip Expense."  If an amount is due to the Company, attach a personal check made payable to <Company Name> to the Expense Report.  Do not attach cash.  If money is due the employee, a reimbursement check will be issued.

14) Signature/Approval
The Expense Report must be signed and dated by the traveler and approved by his/her Supervisor or Manager.

* Note: The Excel Spreadsheet version of the Expense Report performs the calculations automatically

