
EXPENSE REPORT
Employee name: Employee ID:

Department: Manager:

Period from: To:

Purpose of these expenses:

Date Description Category Amount Receipt attached

Total claimed

Less cash advance

Amount due

Notes - mileage, shared costs, missing receipts

I certify that the expenses listed above were incurred on company business and that the receipts attached are genuine.

Employee (signature): Date:

Approved by (signature): Date:

pdfty.com  ·  Free PDF templates & tools

https://pdfty.com/en/templates/expense-report?utm_source=printable&utm_medium=pdf&utm_campaign=expense-report

	employee_name: 
	employee_id: 
	department: 
	manager: 
	period_start: 
	period_end: 
	purpose: 
	exp_1_1: 
	exp_1_2: 
	exp_1_3: 
	exp_1_4: 
	exp_1_5: Off
	exp_2_1: 
	exp_2_2: 
	exp_2_3: 
	exp_2_4: 
	exp_2_5: Off
	exp_3_1: 
	exp_3_2: 
	exp_3_3: 
	exp_3_4: 
	exp_3_5: Off
	exp_4_1: 
	exp_4_2: 
	exp_4_3: 
	exp_4_4: 
	exp_4_5: Off
	exp_5_1: 
	exp_5_2: 
	exp_5_3: 
	exp_5_4: 
	exp_5_5: Off
	exp_6_1: 
	exp_6_2: 
	exp_6_3: 
	exp_6_4: 
	exp_6_5: Off
	exp_7_1: 
	exp_7_2: 
	exp_7_3: 
	exp_7_4: 
	exp_7_5: Off
	exp_8_1: 
	exp_8_2: 
	exp_8_3: 
	exp_8_4: 
	exp_8_5: Off
	exp_9_1: 
	exp_9_2: 
	exp_9_3: 
	exp_9_4: 
	exp_9_5: Off
	exp_10_1: 
	exp_10_2: 
	exp_10_3: 
	exp_10_4: 
	exp_10_5: Off
	exp_11_1: 
	exp_11_2: 
	exp_11_3: 
	exp_11_4: 
	exp_11_5: Off
	exp_12_1: 
	exp_12_2: 
	exp_12_3: 
	exp_12_4: 
	exp_12_5: Off
	exp_13_1: 
	exp_13_2: 
	exp_13_3: 
	exp_13_4: 
	exp_13_5: Off
	exp_14_1: 
	exp_14_2: 
	exp_14_3: 
	exp_14_4: 
	exp_14_5: Off
	exp_15_1: 
	exp_15_2: 
	exp_15_3: 
	exp_15_4: 
	exp_15_5: Off
	exp_16_1: 
	exp_16_2: 
	exp_16_3: 
	exp_16_4: 
	exp_16_5: Off
	sum_claimed: 
	sum_advance: 
	sum_due: 
	notes: 
	employee_signature: 
	employee_date: 
	approver_signature: 
	approver_date: 


