
PAYROLL-BASED CLIENT EXPENSE REIMBURSEMENT TRACKER

Employee Information

Employee Name:

Employee ID:

Department:

Payroll Period Details

Period Start:

Period End:

Pay Date:

DATE CLIENT / PROJECT
NAME

EXPENSE
CATEGORY

DESCRIPTION / BUSINESS
PURPOSE

RECEIPT
(Y/N) AMOUNT

Total Reimbursement Amount:



Employee Signature Date

Approving Manager Signature Date
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