Expense Claim Form Template
Employee: Name · Dept
Claim #: CLM-0142
Date submitted: 2026-07-08
Purpose: Client meeting travel
Approver: Manager name

	Date
	Category
	Amount
	Receipt?

	Jul 03
	Train fare
	$54.00
	Yes

	Jul 03
	Client lunch
	$38.50
	Yes

	Jul 03
	Parking
	$12.00
	No

	Total claimed
	$104.50

	Approved amount
	____________
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