
Project Expense Summary Form
Project Name Enter project name

Project Code Enter project code

Prepared By Your name

Date 

Expense Details

Date Description Category Amount (USD) Remarks

Expense description Category Optional remarks

Expense description Category Optional remarks

Expense description Category Optional remarks

Total

Approved By Approver name

Date Approved 

Important Notes
Ensure all expenses are supported by valid receipts or invoices.
Fill in each field accurately to reflect actual project costs.
Approval from the designated authority is required for reimbursement.
This form should be submitted promptly after project completion or at designated reporting periods.
Contact the finance team for any clarifications or exceptions.
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