Digital Expense Report Form

Personal & Report Details

Employee Name
Employee ID

Department

Report Date
Report Period

Manager

Expense Details

Expense

Date Type Description Amount (USD) Receipt
Travel j
Travel j
Travel j
Total

Remarks / Comments

Employee Signature

Manager Approval

Approval Date



Important Notes

e Only genuine work-related expenses, with supporting receipts, will be reimbursed.
e Fill all required fields accurately before submitting the form for approval.

o Digitally signed forms may be subject to verification by your manager.

e Submit expense reports within your organizationa€™s prescribed timeframe.

e Attach clear scans/photos of receipts as proof of expenditure where applicable.
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