
STAFF RETREAT AND OUTING EXPENSE TRACKER

Event Name: 

Department/Team: 

Date of Event: 

Event Coordinator: 

Location/Venue: 

Number of Attendees: 

TOTAL BUDGET ALLOCATED

TOTAL ACTUAL EXPENSES

REMAINING BALANCE

DATE CATEGORY DESCRIPTION ESTIMATED
COST

ACTUAL
COST

PAYMENT
METHOD

PREPARED BY (SIGNATURE / DATE)



APPROVED BY (SIGNATURE / DATE)
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