
Business Expense Reimbursement Form Sample
Use this business expense reimbursement form sample to streamline tracking and refunding employee expenses
efficiently. This template ensures all necessary details are captured for accurate and timely reimbursements. Simplify your
accounting process and maintain financial transparency with ease.

Employee Name:

Department:

Submission Date:

Date of
Expense Description Expense

Category Vendor/Supplier Amount ($) Receipt
Attached

e.g., Travel, Meals  Yes

 Yes

 Yes

Total Amount Requested ($):

Additional Notes:

Employee Signature: _____________________________    Date: ________________

Manager Approval: _______________________________    Date: ________________
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