My Company Ltd.

Our Slogan ™
EXPENSE AND MILEAGE REPORT
	
	Year:
	YYYY

	
	Month:
	MMMM

	Mileage Rate (per km or mile):
	$0.35

	

	
	Expenses
	Mileage

	Date
	Details
	Invoice Net
	Tax 1 (type)
	Tax 2 (type)
	Invoice Total
	Odometer Start
	Odometer End
	Mileage
	Mileage Cost



	1-Jan
	Travel to supplier meeting
	
	
	
	
	10,000
	10,200
	200
	70.00

	2-Jan
	Travel to client lunch
	
	
	
	
	200,000
	200,032
	32
	11.20

	2-Jan
	lunch with ABC Co client
	100.00 
	 7.00 
	7.00 
	114.00 
	
	
	
	

	3-Jan
	flyer printing 1000 copies (promo)
	100.00 
	7.00
	
	107.00 
	
	
	
	

	4-Jan
	Gas
	40.00
	
	   
	40.00 
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Subtotals:
	240.00
	14.00
	7.00
	261.00
	
	
	
	81.20

	
	
	
	
	
	
	
	
	

	Total Expense Claim (all receipts attached):
	
	
	
	
	
	
	
	342.20

	

	Amount Approved: 
	342.20

	

	
	
	Date
	Name
	Signature

	
	Submitted by:
	
	
	

	
	

	
	
	Date
	Name
	Signature

	
	Approved by:
	
	
	


My Company Ltd. 

Street Address, City, State/Province Country ZIP



TEL: (333) 555-0100    FAX: (333) 555-0111    www.mycompany.com


