Form:  Expense Account Statement 

Purpose:  The attached file contains a one-page form that can be provided to an employee for use when incurring business related expenses for which the employee expects reimbursement..  

File Description:  The file is in Rich Text Format (.RTF) that is suitable for use with most word processing programs used in the Windows environment.

Disclaimer:  The viewing and use of this form or agreement is subject to a Disclaimer and Terms of Use Agreement, which are located on the YourLegalCorner.com Website.
Expense Account Statement

Expense Account Statement

[Company Letterhead]

Employee:_________________________________________________________

For period beginning: ________________ and ending: _______________  

                    REIMBURSABLE EXPENSES INCURRED

Hotel/Lodging                                       $____________

Meals                                               $____________

Tax                                                 $____________

Travel [air, train, bus]                            $____________

Personal auto _ miles x _ cents                     $____________

Parking                                             $____________

Phone                                               $____________

Other [itemize]:                                    

_____________________ $_________________________

_____________________ $_________________________

_____________________ $_________________________

                                                     $____________


Grand Total: $_________________________

     I certify the above is a true statement of incurred expenses in accordance with company policy.  All receipts are attached.


______________________________

_______________


[Employee’s Name]


[Date]




Approved for payment:

By:  _____________________________
______________


  [Print Name]



[Date]


Copyright ( 2000, Melissa C. Marsh.  All Rights Reserved.

Disclaimer:  Prior to using this form, please consult with an attorney or other expert knowledgeable in the laws of the applicable jurisdiction and the specific intended use of those forms. YourLegalCorner has provided this form as part of its free forms download service. All forms available for download through YourLegalCorner are general in nature, are not based on the laws of any specific state, or other jurisdiction, but rather are general principles of law applicable throughout the United States, and should only be used after first consulting with an attorney or other expert knowledgeable in the laws of the applicable jurisdiction and the specific intended use of those forms.

For more information, you can contact Melissa C. Marsh at 818-762-7831, or via email at legalcorner@aol.com  
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