
MONTHLY EXPENSE REPORT
One row per expense through the month; tally each category in the summary below.

Name Month

Business / department Prepared by

Date Description Category Amount

CATEGORY SUMMARY

Airfare Parking & tolls

Lodging Supplies

Meals & tips Phone / internet

Ground transport Entertainment

Fuel / mileage Other

MONTH TOTAL

Prepared by / date Reviewed by / date

Free expense report template from Apollo's Templates — www.apollostemplates.com/expense-reports/


