OFFICE MAIL & COURIER EXPENSE LOG

Postage, Shipping, and Delivery Tracking

DEPARTMENT
LOG PERIOD

PREPARED BY
APPROVED BY

RECIPIENT & TRACKING/REFERENCE

SENDER/DEPT CARRIER/SERVICE TYPE
DESTINATION [\ [0

Subtotal Postage

Subtotal Courier

Total Expense




PREPARED BY (SIGNATURE & DATE)

AUTHORIZED APPROVAL (SIGNATURE & DATE)
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