
Revised 12/99

Travel & Entertainment  
or Salespersons Expense

Income

Commissions (bring Form(s) 1099)	 $

Wages (bring form(s) W-2)

Other Reimbursements	 $

Expenses

Advertising:	 Media Ads	 $

	A dvertising specialties

	 Printed Materials

 O ther

Bank Charges:	 Check charges

	NS F fees

	S ervice charges

Car/Truck:	S how business miles		  mi.

Commissions Paid

Dues/Subscriptions

	 Chamber of Commerce

	T rade papers, magazines

 O ther

Education:	 Classes/Seminars

	 Books, Materials

	 Lodging (overnight)

	M eals

	T ips, baggage, etc.

Insurance:	 Workman’s Comp.

	E rrors & Omissions

 O ther

Interest: (Business debts)

Laundry/Cleaning: Uniforms

Legal/Professional: Attorney

	A ccountant

	T ax Consultant

Office Supplies: Business Cards

	S tationery, pads, etc.

 O ther

Postage/Freight: Stamps, permits

Expenses

Rent:	 Business property	 $

	E quipment

Repairs:	O ffice Equipment

 O ther

Supplies

Taxes:	 Payroll

	 County taxes

	 Licenses

Telephone:	O ffice phone(s)

	O utside pay-phones

	 Credit card calls

	H ome – business

Travel/Entertainment:

	A way from home		  days

	A ir, rail, bus fares	 $

	M eals & Lodging

	 Rental cars/Taxis

	E ntertainment

	G ifts ($25 max. each)

Utilities:	G as

	E lectricity

	 Water

Wages (Bring payroll records)

 O ther

Furniture/Equipment

	D ate	I tem	 Cost

		  $
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Name_____________________________________________________________________________ Year__________________


