Creating and Editing A Template
Expense Report
Complete an expense report using a Spreadsheet Solutions template in Excel.  You and your coworker have just returned from the National Marketing and Sales Conference in Atlanta, GA.  You must complete the expense report and turn in to your supervisor so that you can receive a reimbursement check in the mail.

The following information will be used to complete the form:

Date of conference:  March 26-28, 2010

Pay period – April 1-15, 2010

Name:  Your Name

Employee Number:  19328

SSN:  555-22-1915

Department:  Marketing

Manager:  Joseph Wellington

Your manager told you that your expenses will be taken from the Marketing Travel account #3042.  You attended the National Marketing and Sales Conference to get ideas on better marketing strategies for commercials and window displays.  Your hotel costs each night were $155 and you shared a room with your coworker.  You drove your car and paid for the gas.  

The conference supplied a continental breakfast each morning and also catered lunch on the last day; however all other meals was your expense.  How many meals do you need to list for reimbursement?  Remember the time frame of your conference.  List each meal individually.  You will be reimbursed up to $7.50 for each lunch and up to $16.25 for each dinner.  Do not try to claim more than what you paid.  Receipts are usually required as proof for reimbursement.  

You will be reimbursed for one night out for entertainment such as movies, play, concert, etc.

Other costs would be the registration paid which was $150 for the conference.  Make sure to fill in all categories and expenses and to list the correct amounts of each expense.  Calculate the TOTAL at the bottom of the expense sheet.

In Insert Fine Print Here section – enter the following statement:

Checks will be mailed in approximately two weeks.
