
Monthly Expense Form Sample
Download this Monthly Expense Form Excel template to help employees accurately track and submit their expenses. Designed for ease of use,
it streamlines the reimbursement process with clear categories and automatic calculations. Enhance financial transparency and simplify monthly
reporting with this comprehensive template.

Key Features:
Predefined categories for various expense types
Automatic total and subtotal calculations
User-friendly layout for quick data entry
Sections for justification and receipt attachment
Printable format for hard-copy submission

Sample Table

Date Category Description Amount (USD) Receipt Attached

2024-06-01 Travel Flight to client meeting 350.00 Yes

2024-06-02 Meals Lunch with client 45.50 Yes

2024-06-03 Office Supplies Printer paper 12.30 No

Total: 407.80

Instructions:
1. Enter the details of each expense in the corresponding row.
2. Attach digital copies of receipts, if required.
3. Review the automatically calculated totals.
4. Submit the completed form to your department head or finance officer.
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