
CORPORATE GIFTING & PROMO MERCHANDISE
Expense Report & Inventory Allocation

REPORT NO:

Employee Name:

Department:

Submission Date:

Campaign / Event:

DATE ITEM DESCRIPTION RECIPIENT / TARGET
AUDIENCE

PURPOSE /
DISTRIBUTION
EVENT

QTY UNIT
COST TOTAL

Subtotal

Tax / Shipping

TOTAL
EXPENSES



SUBMITTED BY (SIGNATURE & DATE)

APPROVED BY (SIGNATURE & DATE)


	CORPORATE GIFTING & PROMO MERCHANDISE

