
EXPENSE REPORT
Automated ERP Logging Template

Employee Name:

Employee ID:

Department:

Manager / Approver:

Report Number:

Submission Date:

Cost Center / Project:

ERP Reference ID:

DATE CATEGORY DESCRIPTION / PURPOSE COST CENTER TAX
CODE AMOUNT REC.

Subtotal

Tax Total

Total
Reimbursement



EMPLOYEE SIGNATURE

MANAGER APPROVAL

FINANCE AUDIT / ERP SYNC

System Log : Au to-G en erated  Temp late
ERP In teg ration  Statu s:  Pen d in g  Data Cap tu re
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