EXPENSE REPORT
	Company:
	Report no.:

	Employee:
	Period:

	Employee ID and department:
	Approver:

	Business purpose:
	



	Date
	Category
	Description and business purpose
	Receipt
	Paid by
	Amount

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Date
	Business mileage: from, to and purpose
	Miles
	Rate
	Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Mileage: use the IRS business rate for the date driven, 76 cents a mile from July 1, 2026 (Announcement 2026-11) and 72.5 cents a mile from January 1, 2026 to June 30, 2026 (IR-2025-128, Notice 2026-10), or your employer's own rate.
	Expenses
	

	Mileage
	

	Less paid by company
	

	Less cash advance
	

	Reimbursement due
	



	Employee signature and date
	Approved by (signature and date)



Paid by: Employee or Company. Company-card items stay on the report but are not reimbursed. Attach receipts. Report only real business expenses.
