KIFARU NETWORKS LIMITED   |   EXPENSE VOUCHER
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KIFARU NETWORKS LIMITED
Example House, Nakuru, Kenya  |  +254 700 000 000  |  hello@example.com
	EXPENSE APPROVAL | SAMPLE
EXPENSE VOUCHER
EXP-SAMPLE-001



	ISSUE DATE  10 October 2026     REFERENCE  SAMPLE-ORDER-001
	



	PAYEE
	Lakeview Traders Limited
	VOUCHER DATE
	10 October 2026

	APPROVED AMOUNT
	KES 4,000.00
	ACCOUNT / REFERENCE
	SAMPLE-ORDER-001



	PAYEE
Lakeview Traders Limited
Example Road, Nakuru    accounts@example.com
	AMOUNT SUBMITTED FOR APPROVAL
KES 4,000.00


	#
	Expense description
	Qty
	Unit cost
	Approved amount

	1
	Business travel
	1
	2,200.00
	2,200.00

	2
	Parking
	1
	300.00
	300.00

	3
	Site materials
	1
	1,500.00
	1,500.00


Subtotal: KES 4,000.00
TOTAL: KES 4,000.00
DOCUMENT DETAILS
Expense category: Example expense category - confirm agreed details
Cost centre: Example cost centre - confirm agreed details
Expense purpose: Example expense purpose - confirm agreed details
Supporting receipt reference: Example supporting receipt reference - confirm agreed details
Checked by: Example checked by - confirm agreed details
Approved by: Example approved by - confirm agreed details
PAYMENT DETAILS
M-Pesa Paybill: SAMPLE ONLY
Account: quote the document number
NOTES
Fictional sample for design review. Names, contacts and payment details are examples.

	PREPARED BY

________________
Name & signature
Date: __________
	CHECKED BY

________________
Name & signature
Date: __________
	APPROVED BY

________________
Name & signature
Date: __________
	RECEIVED BY

________________
Name & signature
Date: __________
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