Norris & Stevens, Inc.

Broker Expense Reimbursement Request Form

	Sales Meetings

	Date
	Restaurant
	Attendees, Comments & Description
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	


	Open House

	Date
	Prop. Listing
	Catering
	Door Prizes
	Other
	

	
	
	Caterer
	Amount
	Description
	Amount
	Description
	Amount

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total
	
	Total
	
	Total
	

	Is a portion of this to be billed back?

Yes  /   No
	
	
	
	
	

	If so, how much?

$


Who is to be billed?
	Grand Total
	


	Conferences

	Date
	Conference Description
	Attendance Fees
	Transportation / Auto
	Hotel / Lodging
	Other

	
	
	
	Description
	Amount
	Description
	Amount
	Description
	Amount

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Total
	
	Total
	
	Total
	
	Total
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	Grand Total
	


	Seminars & Education

	Date
	Seminar / Course Name
	Attendance Fees
	Transportation / Auto
	Hotel / Lodging
	Other

	
	
	
	Description
	Amount
	Description
	Amount
	Description
	Amount

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Total
	
	Total
	
	Total
	
	Total
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	Grand Total
	


	Other Expenses – Parking, Auto, Etc

	Date
	Description
	Comments
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	


	Broker Name:
	

	Broker Signature:
	

	Sales Manager Approval:
	Total Expense Reimbursement:
	$
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