EXPENSE RECEIPT
Business Expense / Reimbursement Record
BUSINESS / PAYER INFORMATION
	[bookmark: _GoBack]Business / Payer Name
	e.g., Acme Consulting LLC

	Address
	Street, City, State, ZIP

	Phone / Email
	e.g., (555) 123-4567 · billing@acme.com


RECEIPT DETAILS
	Receipt #
	RCPT-0001
	Date
	MM/DD/YYYY

	Paid By
	Employee / Client name
	Category
	Travel / Meals / Supplies


ITEMIZED EXPENSES

	Description
	Category
	Qty
	Unit Price
	Amount

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 



	Subtotal
	$0.00

	Tax
	$0.00

	TOTAL
	$0.00


PAYMENT INFORMATION
	Payment Method
	Cash / Card / Bank Transfer


Authorized Signature
Generated with Receipt Generator Pro — receiptgeneratorpro.com
