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DOCUMENT 
 
Document your out-of-pocket expenses using the form below.  Log every penny you spend including cost of telephone calls, copies, 
postage, and any other expenses you incur.  Keep copies of receipts, telephone bills, and other written evidence of your expenses. 
 
Date   Payee Description Amount 

    

    

    

    

    

    

    

    

    

 
 



2 
 

 
Date   Payee Description Amount 

    

    

    

    

    

    

    

    

    

    

 
 
 
 



3 
 

Date   Payee Description Amount 

    

    

    

    

    

    

    

    

    

    

 


