Expense Report Template
Employee: Name · Dept
Period: Jun 1–30, 2026
Report #: EXP-0090
Manager: Approver name
Purpose: Client visit — Chicago

	Date
	Category
	Amount
	Receipt?

	Jun 12
	Airfare
	$320.00
	Yes

	Jun 12
	Taxi / rideshare
	$48.00
	Yes

	Jun 12–13
	Hotel (1 night)
	$185.00
	Yes

	Jun 13
	Meals
	$62.00
	Yes

	Total to reimburse
	$615.00

	Advance deducted
	−$200.00

	Net reimbursement
	$415.00
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