SABSC EXPENSE REPORT

Today's Date: / / Business Purpose of Expense: (circle one)
Conference, Printing, Reimbursable Office Expense,
TS Travel University Sponsored Function, Contract
Department/ Club/ Organization: Services, Dues/ Membership Professional, Independent
Services, Licensing/Permit Fees, Other

Contact Name:

Tel #: Email:

Description of Expense

#Days: Destination: Beginning: Ending:
From: City/ To: City/ Round
Date(s) Mode State State Trip (Y/N) Miles Rate Amount

A | B | B | P

Description

of Expense Total for Date

Date(s) Location Lodging $ Breakfast $ Lunch $ Dinner $ | Miscell. $

A B B B B BB | B

Date(s) Location Description of Expense (including attendees) Amount

Total Travel Expenses (1+2+3): Less: Advances from BC: Total Amount to be Reimbursed:




How to Ensure Effective Processing

An Expense Report must be completed for all reimbursements. You can find this form at
(www.bc.edu/clubmoney ) The form can also be filled out on-line then printed

Fill in as much information as possible
Complete Part 1 for transportation expenses
List lodging and meal expenses in Part 2
For all other expenses, fill out Part 3

Total the expenses at the bottom of the sheet

The Expense Report total must match the total of the attached receipts& the total listed on
the Payment Request Form

For more information, see instructions on the back of the Payment Request Form


http://www.bc.edu/clubmoney
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