
Online Expense Approval Form Template 

Applicant Details: 

● Name: __________________________ 
● Designation: ____________________ 
● Contact Information: _____________ 

Expense Information Table: 

Date of Expense Expense Type Description Amount ($) 

    

    

    

    

    

    

    

    

Total Claimed Amount: $___________________ 

Authorization Section: 

● Submitted By: __________________________ Date: ____________ 
● Reviewed By (Manager): __________________ Date: ____________ 
● Finance Approval: ________________________ Date: ____________ 
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