
Departmental Expense Tracking Form
Department Information
Department Name

Department Manager

Reporting Period

e.g., June 2024

Expense Details

Date Expense
Description Category Amount Remarks

Office Supplies

Office Supplies

Office Supplies

Summary
Total Expenses

Prepared By

Date Prepared

Important Notes
Ensure all expenses are supported by valid receipts and documentation.
Categorize expenses accurately for clearer analysis.
Review entries for completeness and correctness before submission.
Retain copies of this form for audit and record-keeping purposes.
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