
Business Expense Statement
Prepared By:
_______________________
Department:
_______________________
Date:
____ / ____ / ______
Statement #:
_______________________

Expense Details

Date Description Category Payment Method Amount Notes

____ / ____ / ______

____ / ____ / ______

____ / ____ / ______

Total __________________

Advance Received:
________________
Amount Reimbursable:
________________
Notes / Comments:
___________________________

Employee Signature

__________________________

Manager Approval

__________________________
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