Expense Report

Free template from ExpenseReport.pro, by ExpenseVisor - Fill it in online with automatic totals at expensereport.pro - Automate expense reports at expensevisor.com

Employee name Department Approver

Period from Period to Business purpose

Amount ($) Receipt

Description Category

Categories: Airfare - Lodging - Meals - Ground transportation - Mileage - Client entertainment - Office supplies - Total expenses

Other
Mileage: miles x rate. 2026 IRS business rate: 72.5¢/mile Jan 1-Jun 30; 76¢/mile from Jul 1 (or your company rate). Less cash advance

Attach receipts as your policy requires.
Due to employee

Employee signature / date Approver signature / date



