Detailed Expense Voucher

Employee Name

Employee ID

Department

Date

Purpose of Expense

Project/Client

Expense Details

# | Date (E::tp:;:; Description Amount Z«:acgril%td
1 Travel j Yes j
2 Travel L Yes []
3 Travel j Yes j
Total Amount
Remarks/Comments

Employee Signature
Manager/Approver Signature

Accounts Dept. Signature

Important Notes:

Ensure all claimed expenses comply with the companya€™s travel and expense policy.
Attach original receipts for all expenses claimed.

Provide clear and concise descriptions for each expense item.
Incomplete vouchers or missing documentation may delay reimbursement.
Obtain required approvals before submitting for processing.
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