SOP: Administrative Expense Tracking and Reporting

This SOP details the administrative expense tracking and reporting process, including the systematic recording,
categorization, and verification of all administrative costs. It establishes guidelines for consistent expense documentation,
periodic review, budget comparison, and accurate financial reporting. The objective is to ensure transparent, efficient
management of administrative expenses, support budgeting accuracy, and facilitate informed decision-making by
management.

1. Purpose

To provide a standardized procedure for tracking, documenting, and reporting administrative expenses to ensure financial
transparency and support management decision-making.

2. Scope

This SOP applies to all staff responsible for incurring, recording, or overseeing administrative expenses within the
organization.

3. Responsibilities

¢ Finance Department: Oversees accuracy and completeness of expense records; generates expense reports.
¢ Department Heads: Review and verify expenses; ensure adherence to budget.
¢ Employees: Submit accurate and timely expense documentation with appropriate receipts and approvals.

4. Procedure

1. Expense Recording
o Alladministrative expenses must be recorded in the accounting system promptly using a standard expense form
or software.
o Ensure each entry contains the date, description, category, amount, and supporting documentation
(receipts/invoices).

2. Expense Categorization
o Assign each expense to a pre-defined category (e.g., office supplies, utilities, travel, professional fees, etc.).

3. Verification and Approval
o Supervisors or department heads review submitted expenses for accuracy and policy compliance.
o Discrepancies or missing documentation must be addressed before approval.

4. Periodic Review
o Finance team reviews all expenses monthly to ensure proper categorization and documentation.

5. Budget Comparison

o Compare actual expenses to budgeted amounts on a monthly/quarterly basis.

o Record any significant variances and identify explanations or corrective actions.
6. Reporting

o Prepare and distribute periodic expense reports (monthly/quarterly) to management.
o Reports should include summaries by category and variance analysis versus budget.

5. Documentation & Records

¢ Maintain all expense records, receipts, approvals, and reports for a minimum period as per company policy or
regulatory requirements.

6. Compliance

e Comply with all internal policies and relevant financial regulations related to expense management.

7. Review & Revisions

¢ This SOP shall be reviewed annually and updated as necessary to reflect changes in process or policy.



8. Sample Expense Categories Table

Category
Office Supplies
Utilities
Travel
Professional Fees

Other Admin

9. References

¢ Finance Policy Manual
¢ Expense Reimbursement Guidelines

Description
Stationery, printer ink, paper, etc.
Electricity, water, internet, telephone
Business travel and related expenses
Legal, consultancy, audit fees

Miscellaneous administrative costs
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