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ACME Corporation
100 Innovation Drive, Suite 500, San Francisco, CA 94105
+1 (415) 555-0100  |  contact@acme-corp.example
EXPENSE REPORT
Report Details
	Report ID
	{Report_ID}

	Employee Name
	{Employee_name}

	Employee Email
	{Employee_email}

	Department
	{Department}

	Submission Date
	{Submission_date | date:"DD MMM YYYY"}

	Period Start
	{Period_start | date:"DD MMM YYYY"}

	Period End
	{Period_end | date:"DD MMM YYYY"}

	Status
	{Status}

	Currency
	{Currency}




Purpose
{Purpose}
Expense Items
	Date
	Description
	Category
	Vendor
	Amount
	Payment Method
	Receipt

	{#Expenses}{$num}. {Date | date:"DD MMM"}
	{Description}
	{Category}
	{Vendor}
	{Amount | number:2}
	{Payment_method}
	[image: ]
{/Expenses}



	Subtotal
	{Subtotal}

	Tax (10%)
	{Tax_amount}

	TOTAL
	{Total}




Approval
Approved By: {Approved_by}
Approval Date: {Approval_date | date:"DD MMM YYYY"}
Submitted by: {#Created_By}{name}{#if en_name}  |  {en_name}{/if}{/Created_By}

Notes
{Notes | default:"—"}

All expenses must comply with company travel and expense policy. Receipts are required for expenses over $25.
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