Expense Reimbursement Request Form

The expense reimbursement request form sample streamlines the process of submitting claims by requiring
detailed itemized receipts. This ensures accurate tracking and verification of expenses for both employees and finance
teams. Utilizing this form enhances transparency and expedites reimbursement approvals.

Employee Information

Name: ] \ Employee ID: ] ‘

Department: ’ ‘ Date: ’ ‘

Expense Details (attach itemized receipts)

Expense
Category

Receipt

Date Description Attached

Amount (USD)

] \ ] \ \Travel j ] \ I-

Yes

’ ‘ ’ ‘ ‘Travel j ’ ‘ |_

Yes

Total Amount: |

Additional Comments

Employee Certification

| certify that the above expenses were incurred for business purposes and that the attached receipts are accurate and
genuine.

Employee Signature: Date:

Submit Request ‘
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