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BUSINESS CONFERENCE EXPENSE
	Date:
	     
	
	Establishment:
	 

	Time:
	     
	
	Location:
	     


	Purpose of Conference:
	     

	     

	     


CONFERENCE EXPENSE

	Amount: 
	$      ,
	is reported on my Expense Voucher dated
	      (or)

	my Petty Cash voucher dated      


	The amount stated above excludes
	$      
	paid by other participants.  


Identify other payees and amounts

RECEIPTS ARE REQUIRED for all expenses incurred on behalf of the Company and must be substantiated by an appropriate receipt from the establishment involved. 

	
	
	     
	     
	     

	
	
	Originator
	Title
	Date

	APPROVALS
	
	
	
	

	
	
	Supervisor:
	     

	
	
	Other:
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