
MEAL EXPENSE INVOICE 
Invoice # 

Date 

Employee Name 

Department / ID 

Project / Client Reference 

Destination City & Country 

Trip Start Date 

Trip End Date 

Date Establishment / Description City 
Local 

Currency 

Amount 

(USD) 

     

     

     

     

     

     

Subtotal: $  

Exchange Rate Adjustments: $  

Total Reimbursement: $  

Employee Signature 



Manager/Finance Approval 


