
RECRUITMENT MEAL EXPENSE FORM
Candidate Interview & Recruiting Expense Reimbursement

General Information

Employee Name (Host) 

Department / Cost Center 

Candidate Name 

Position Recruited For 

Meal Event Details

Date of Meal 

Restaurant Name 

Location (City, State) 

Recruiting Purpose / Business Justification 

Attendees List

Attendee Name Title / Affiliation (e.g., Candidate, Interviewer)

Expense Breakdown

Description Amount

Food & Beverages (Subtotal)

Tax

Gratuity (Tip)



Total Amount

Description Amount

Host/Employee Signature

Date 

Approving Manager Signature

Date 

Instructions:
Please attach  itemized  receip ts fo r a ll expen ses listed .
Reimbu rsemen t is su b ject to  compan y limits on  recru itin g  meals.
Su bmit th e comp leted  fo rm to  th e F in an ce/HR departmen t w ith in  14 days o f  th e even t.
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