
Meal Expense Report Example
Employee Name

Enter your name

Department

Enter department

Report Date

Purpose of Meal

Describe the business purpose

Meal Expense Details

Date Meal
Type Location Description Attendees Amount (USD)

Breakfast Restaurant/Cafe Business discussion, etc.Names of attendees

Breakfast Restaurant/Cafe Business discussion, etc.Names of attendees

Total Amount

Additional Notes

Any further information

Employee Signature

Type or sign here

Date
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