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Expense Report 
 

 
ATTACH ALL RECEIPTS FOR EXPENSES LISTED BELOW: 
 
Name: _______________________   
Office/Position held: __________________ 
Date: ____________________ 
 
GENERAL: 
Telephone: _______________  Postage: _______________ 
Printing/Copies: _______________ Supplies: _______________ 
                        Other (Itemize): _______________ 
 
TRAVEL/LODGING: 
Airfare: _______________    Destination: _______________ 
                    Date(s): ___________   
Purpose: _____________________________________________ 
Lodging: _____________________ Hotel # nights: _______________ 
Other (itemize): ______________________________ 
 
CONFERENCE: 
Registration: _______________   Date(s): _______________ 
 
MEETINGS: 
 Date(s): _______________      Purpose: _______________  
Amount: __________ 
 
TOTAL AMOUNT REQUESTED: ______________________________ 
 
 
Date Received by Treasurer: _______________ 
Date Reimbursed: ________________________ 
Amount Reimbursed: _____________________ 
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