
PAYROLL INTEGRATION SHEET
Office Supply Reimbursements Processing

COM PAN Y EN TITY

PAYROLL RUN  PERIOD

EM PLOYEE N AM E

EM PLOYEE ID

DEPARTM EN T / COST CEN TER

SUBM ISSION  DATE

PAYROLL PROCESSING INSTRUCTIONS
Verify all attached receipts against the items listed below. Ensure proper general ledger (GL) codes are assigned prior to submitting to the
payroll department for integration into the current pay cycle.

PURCHASE DATE ITEM  DESCRIPTION GL ACCOUN T CODE AM OUN T

TOTAL REIMBURSEMENT AMOUNT

EM PLOYEE SIGN ATURE Date

M AN AGER APPROVAL Date
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