{Company_Name}
EXPENSE REPORT
 

Name: {Name}
Department: {Department}
Report Date: {Report_Date}

Expense Details
 
	Expense Date
	Item
	Qty
	Item Description
	Cost
	Category

	{Expense_Date}
	{Item}
	{Quantity}
	{Item_Description}
	$ {Cost}
	{Category}


 
 

 
Total Cost: $ {Cost}
 

Employee Signature: ___________________________
Manager Approval: ____________________________
 

