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Expense report
Enter the mileage rate in row 1 column I; for mileage lines put miles in column D. Column F calculates each line amount.

Date Category Description Miles Amount entered Line total Paid with Receipt Mileage rate
(row 1)

2027-03-03 Airfare Round trip ORD 386.4 386.4 Company card Yes

2027-03-06 Mileage Home–airport
return 46 0 Personal car Yes
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Date Category Description Miles Amount entered Line total Paid with Receipt Mileage rate
(row 1)

Total 386.4


