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Expense Reimbursement Form 

Employee Name: (type/print) ____________________________________ 

Business 

Purpose 

Trip Other 

Date Miles* Parking Description Amount 

  Total Miles: 

 TOTALS: $ 

Receipts are required for all expenses, except mileage. 

I hereby request payment in the amount of $_________ for expenses incurred between ___________ and 
__________. Mileage was incurred while using my personal car on city of New Hope business. Receipts 
for purchases are attached. I certify by my signature below that this is a just and correct claim and that no 
part of it has been paid. 

Employee Signature: __________________________________ Date: ___________________ 

Submit to Finance – They will submit to director for coding and approval via BS&A. 

*Miles may be obtained by using a mapping application such as Google Maps or Apple Maps.
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