
 

Summit Software, Inc. # 4242 Flagstaff Cove # Fort Wayne, IN 46815 # tel: 800.433.5724 # fax: 260.486.5187 # www.summit-soft.com 

EXPENSE REPORT 
 

Today’s date: _____/_____/_____ Employee name: ____________________________________________ 
 
 

DATE DESCRIPTION QUANTITY RATE TOTAL AMOUNT 
  

 
   

 
  

 
   

 
     

 
     

 
     

 
     

 
     

 
     

 
     

 
     

 
     

 
     

 
     

 
     

 
     

 
 
 
Date paid: ____/____/____ Check #: ___________________________  Total: $___________________ 
 
 
Comments: 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
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