
Expenditure Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Expenditure Report for [Project/Program Name] 

Introduction 

This report summarizes the expenditures incurred for [Project/Program Name] during the period 

of [Start Date] to [End Date]. 

Expenditure Summary 

Description Amount Date 

[Expense 1 Description] [Amount] [Date] 

[Expense 2 Description] [Amount] [Date] 

[Expense 3 Description] [Amount] [Date] 

Total Expenditure 

The total expenditure for the project is: [Total Amount] 

Conclusion 

We appreciate your support and look forward to continuing our work on [Project/Program 

Name]. 

Contact Information 

If you have any questions or require further details, please do not hesitate to contact me at [Your 

Email] or [Your Phone Number]. 

Sincerely, 

[Your Name] 

[Your Position] 



[Agency Name] 


