TRAVEL AND ENTERTAINMENT EXPENSES
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	Date:




Matter Number: 



Business Purpose: 







	Name: 













         Lawyer/Employee No:
	

	TRAVEL
	

	Date
	Hotel
(Incl. Tax)
	Non Entertainment Meals
	Local

Transportation
	Gas
	Telephone
	Miscellaneous

Expense
	Miscellaneous Reason
	Total Travel

	
	
	Breakfast
	Lunch
	Dinner
	Total Meals
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	(A) Total
	

	ENTERTAINMENT
	*complete all sections.

	“WHEN”

Date
	“WHO”

List of Attendees, their Titles and Companies
	“WHERE”

List Restaurant and City
	“WHY”

Purpose of Entertainment
	Total

Entertainment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	(B) Total
	

	TRANSPORTATION
	

	Date
	From (City)
	To (City)
	Mode of Transportation
	Personal Auto

Mileage
	Costs
	Tolls
	Parking
	Total

Transportation

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	SIGNATURE 







AUTHORIZATION 








	(C) Total
	

	
	GRAND TOTAL (A) – (C)
	

	
	Less Cash Advance or Items paid directly by Firm
	

	
	Balance due Requestor (Firm)
	











