Monthly Expense Report Approval Workflow

The monthly expense report approval workflow streamlines the review and authorization of employee expenses, ensuring accuracy and
compliance with company policies. This process automates notifications, approvals, and record-keeping for efficient financial management. By
standardizing expense approvals, it enhances accountability and transparency across departments.

Workflow Steps

1. Expense Submission:
o Employee submits a monthly expense report with supporting receipts.
o System validates required information and expense categories.
2. Manager Review:
o Immediate supervisor receives a notification to review the report.
o Manager approves, rejects, or requests additional mformation.
3. Finance Department Approval:
o Fmance receives approved reports for further review and policy compliance check.
o Final approval or further clarification requested.
4. Reimbursement Processing:
o Upon finance approval, reimbursement is scheduled.
o Enployee receives notification of payment status.
5. Record-Keeping:
o All approved expense reports are archived for auditing and future reference.

Benefits

Reduces manual paperwork and errors

Ensures compliance with company policies

Enhances accountability and transparency

Improves processing speed and employee satisfaction

Workflow Diagram
Expense Report Workflow Diagram
Contact

For questions or support regarding the expense report workflow, contact finance(@company.com.
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