Employee Expense Reimbursement Report
Report ID: [ER-YYYY-####]
Status: [Draft / Submitted / Approved / Paid]
Submission date: [YYYY-MM-DD]
Reporting period: [YYYY-MM-DD] to [YYYY-MM-DD]
1. Employee and business information
	Field
	Details

	Employee name
	Mr. Haruno

	Employee ID
	[ID]

	Department / cost center
	[Department / code]

	Manager / approver
	[Name]

	Company / legal entity
	[Entity]

	Project / client / charge code
	[Code or N/A]

	Trip or pre-approval reference
	[Reference or N/A]

	Trip dates and destination
	[Dates; city, country]

	Overall business purpose
	[Brief, specific reason for the expense or trip]


2. Expense summary
	Category
	Original-currency total
	Reimbursement-currency total

	Air / rail / lodging
	[ ]
	[ ]

	Ground transportation / mileage
	[ ]
	[ ]

	Meals / hosted events
	[ ]
	[ ]

	Business purchases / supplies
	[ ]
	[ ]

	Other approved expenses
	[ ]
	[ ]

	Total claimed
	[ ]
	[ ]

	Less: cash advance / company-paid charges
	[ ]
	[ ]

	Net reimbursement requested
	[ ]
	[ ]


Reimbursement currency: [ISO currency code]
Payment method / bank reference: [Company payroll, bank transfer, etc.]
3. Expense details
Complete one row for each expense. Attach the supporting receipt or approved missing-receipt declaration identified in the evidence column.
	Ref.
	Date
	Merchant / payee and location
	Category
	Business purpose / project
	Payment method
	Original amount / currency
	Tax / tip / fee
	FX rate / source / date
	Reimbursement amount
	Receipt / evidence file
	Review status / exception

	E-001
	[YYYY-MM-DD]
	[Merchant; city, country]
	[Category]
	[Purpose / code]
	[Personal card / cash / company card]
	[0.00 XXX]
	[0.00 / included / N/A]
	[Rate; source; date]
	[0.00 RRR]
	[Filename / link]
	[OK / exception]

	E-002
	[YYYY-MM-DD]
	[Merchant; city, country]
	[Category]
	[Purpose / code]
	[Method]
	[0.00 XXX]
	[0.00 / included / N/A]
	[Rate; source; date]
	[0.00 RRR]
	[Filename / link]
	[OK / exception]

	E-003
	[YYYY-MM-DD]
	[Merchant; city, country]
	[Category]
	[Purpose / code]
	[Method]
	[0.00 XXX]
	[0.00 / included / N/A]
	[Rate; source; date]
	[0.00 RRR]
	[Filename / link]
	[OK / exception]

	E-004
	[YYYY-MM-DD]
	[Merchant; city, country]
	[Category]
	[Purpose / code]
	[Method]
	[0.00 XXX]
	[0.00 / included / N/A]
	[Rate; source; date]
	[0.00 RRR]
	[Filename / link]
	[OK / exception]

	E-005
	[YYYY-MM-DD]
	[Merchant; city, country]
	[Category]
	[Purpose / code]
	[Method]
	[0.00 XXX]
	[0.00 / included / N/A]
	[Rate; source; date]
	[0.00 RRR]
	[Filename / link]
	[OK / exception]


Additional notes / allocation details: [Describe any business/personal split, multiple cost-center allocation, or policy exception and reference the approving authority.]
4. Category-specific details
Meals and hosted events
	Expense ref.
	Attendees and organizations
	Business relationship
	Business discussion / purpose

	[E-___]
	[Names and employer / organization]
	[Customer / prospect / colleague / other]
	[Brief description]


Mileage (only if claimed)
	Date
	Origin
	Destination
	Business purpose
	Business miles
	Approved rate / effective date
	Mileage reimbursement
	Parking / tolls (separate receipts)

	[YYYY-MM-DD]
	[Origin]
	[Destination]
	[Purpose]
	[0]
	[0.000 / YYYY-MM-DD]
	[0.00]
	[Amount / evidence]


Per diem (only if claimed)
	Travel dates / locality
	Allowance type
	Rate source / version
	Full / partial-day calculation
	Provided-meal deduction
	Amount claimed

	[Dates; locality]
	[Lodging / M&IE]
	[Source / version]
	[Calculation]
	[Amount / N/A]
	[0.00]



5. Supporting-document checklist
	Evidence / control
	Required when applicable
	Included / reference
	Reviewer notes

	Itemized receipt or supplier invoice
	All expenses under company policy; lodging and high-value claims
	[Yes / No / filename]
	[ ]

	Proof of payment
	Required by policy or when receipt does not show payment
	[Yes / No / filename]
	[ ]

	Travel authorization / itinerary
	Business travel
	[Yes / No / reference]
	[ ]

	Business-purpose evidence
	Meetings, hosted events, unusual purchases, or policy exceptions
	[Yes / No / reference]
	[ ]

	Missing-receipt declaration
	Receipt unavailable
	[Yes / No / reference]
	[ ]

	Exchange-rate evidence
	Foreign-currency expense
	[Yes / No / source]
	[ ]

	Company-card reconciliation
	Company-card charge
	[Yes / No / reference]
	[ ]


6. Certification and approvals
Employee certification
I certify that the expenses reported above are accurate, business-related, policy-compliant, supported by the referenced evidence, and have not been reimbursed previously. I have identified all personal or non-reimbursable amounts and will return any excess advance.
	Employee signature
	Date

	[Name / signature]
	[YYYY-MM-DD]


Approval and settlement record
	Review step
	Reviewer
	Decision / comments
	Date
	Signature / system reference

	Manager: business purpose and necessity
	[Name]
	[Approved / rejected / returned]
	[YYYY-MM-DD]
	[ ]

	Budget owner: coding and funding
	[Name]
	[Approved / rejected / returned]
	[YYYY-MM-DD]
	[ ]

	Finance / AP: policy, receipts, duplicates, tax
	[Name]
	[Approved / rejected / returned]
	[YYYY-MM-DD]
	[ ]

	Payment settlement
	[Name / system]
	[Payment reference / paid amount]
	[YYYY-MM-DD]
	[ ]


7. Missing-receipt declaration (complete only when permitted)
	Field
	Details

	Related expense reference
	[E-___]

	Merchant / payee and location
	[ ]

	Transaction date
	[YYYY-MM-DD]

	Amount and currency
	[ ]

	Business purpose
	[ ]

	Reason receipt is unavailable
	[ ]

	Employee declaration
	I confirm this expense was incurred for company business, has not been reimbursed, and no receipt is available.

	Employee signature / date
	[ ]

	Exception approver / date
	[ ]



