
Expense Reports 

HOW TO FILL OUT EXPENSE REPORTS 

 

1. Expense reports on due in by the 25th of each month. Any expense that is received later than the 

25th will not be processed until the following month.  

2. Employee is to use the correct form of the expense report.  Incorrect forms will not be 

processed. 

3. Expense report should be dated in the top right hand corner in the “From:” and “To:” section 

from the 26th of the previous month to the 25th of the current month that the expense report is 

for. 

Body of the Expense Report 

1. Each expense should be properly dated in the “Date” column 

2. Each expense must have a project listed in the “Project” column 

a. List the project NAME not the project number. 

3. Each expense must have a vendor listed in the “Vendor” column 

a. If the vendor name is long please widen the column enough so that the reviewer can 

see key words of the vendor’s name.  

4. When filling in the “Description” section please make sure that key words of the description can 

be read. 

5. Make sure to accurately enter amounts that are on the receipts. 

a. Each expense must have a receipt (Hard copy or Digital if applicable)  

b. Hard Copies must be mailed in.  

6. Make sure totals are correct. 

7. We do not pay mileage  

 

Signatures 

1. Employee should have printed name, position title, signature, and date on the expense report or 

it will not be processed.  

2. Employee should have ONE supervisor sign off on their expense report 

a. PM can delegate who that want to sign off on the employee’s expense report if they so 

choose.  

b. Supervisor name should be printed, signed, AND dated.  

3. The “Reviewer Name” line is reserved for the Accounting Department. Please leave that space 

blank. 

4. The “Authorizer Name” line is reserved for accounting  

 


