
Expense Form Sample Excel for Business Travel
Reimbursement
An Expense form sample Excel is an essential tool for tracking and managing business travel reimbursement efficiently. This template simplifies
the process by organizing expenses such as transportation, lodging, and meals in a clear, structured format. Utilizing this form helps ensure accurate
reporting and timely reimbursement for business travelers.

Sample Expense Form Table

Date Description Category Payment Method Amount (USD) Receipt Attached

2024-06-10 Round-trip flight to client meeting Transportation Credit Card 350.00 Yes

2024-06-11 Hotel accommodation Lodging Credit Card 180.00 Yes

2024-06-11 Lunch with client Meals Cash 25.00 No

2024-06-12 Taxi from airport to hotel Transportation Credit Card 45.00 Yes

Download Sample Excel Form
Click here to download the Excel expense form template
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