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This report covers expenses for the period of    
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SUMMARY 
TOTAL EXPENSES  
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Weekly 

 
 

Expense 
 
 

Summary 

DATE  (Use m/d/yy format)        
FROM        

TO        
FROM        
TO        

DEDUCTION OF NORMAL 
COMMUTE MILES 

       

TOTAL MILEAGE          
@  (as of 1/1/24)          
REGISTRATION FEES          
AIRFARE          
HOTEL/MOTEL          
AUTO RENTAL          
GAS FOR AUTO RENTAL          
PUBLIC TRANSPORT          
PARKING AND/OR TOLLS          
MISC SUPPLIES/OTHER          
PER DIEM RATES BELOW          
BREAKFAST $17          
LUNCH $18          
DINNER $34          
TIPS $5 (E.G. BAGGAGE 
CLAIM/ HOTEL STAFF) 
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complete section below 

         
TOTALS          
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