Conference and Entertainment Expense Form

	Expense Type:  FORMCHECKBOX 
 Conference*  FORMCHECKBOX 
 Entertainment**
	 Date Submitted: ________________

	
	
	

	Employee:
	
	Date Incurred:
	

	
	
	

	Location:
	
	City:
	

	
	
	

	Business Purpose: 
	


	Host:
	

	Others:
	

	
	

	
	

	
	

	
	

	
	


	Guests:
	

	
	

	
	

	
	

	
	

	
	

	
	


The expense in the amount if $________ is reported on my expense report dated _______ and an appropriate receipt from the establishment involved has been submitted.

	
	









Employee Signature

*  Business Conferences are meetings where a substantial business discussion occurs and/or business is transacted other than entertainment.

** Entertainment expense includes activities generally considered entertainment or amusement.  Documentation Strategies policy restricts entertainment expense.

