
WORKPLACE IMPROVEMENT & STYLING
Expense Template for Office Decor and Improvements

Department / Team:

Submitted Date:

Submitted By:

Project / Location:

APPROVED BUDGET

TOTAL SPENT

REMAINING BALANCE

DATE ITEM DESCRIPTION CATEGORY VENDOR QTY UNIT
PRICE

TOTAL
COST



DATE ITEM DESCRIPTION CATEGORY VENDOR QTY UNIT
PRICE

TOTAL
COST

PREPARED BY (SIGNATURE)

Date:

APPROVED BY (SIGNATURE)

Date:
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