
Employee Reimbursement Expense Claim Form
Example
Employee reimbursement expense claim forms help streamline the process of reporting and refunding business-
related expenses. Accurate documentation and standardized approaches improve transparency and accountability in
your organization.

Employee Details
Employee Name

Department

Employee ID

Date of Claim

Expense Details

Date Expense
Description Category Amount Receipt

Attached

Select

Select

Add additional rows if necessary.

Total Amount

Declaration
I declare that the above expenses were incurred on official business and the information provided is accurate.

Employee Signature

Date



For Office Use Only
Approved By

Approval Date

Comments

Submit Claim
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