OFFICE PAPER & STATIONERY PURCHASING LOG

Expense Tracking & Inventory Template

Department / Unit:

Log Period:

Prepared By:

Authorized By:

DATE ITEM DESCRIPTION CATEGORY

Subtotal
Tax / VAT
Shipping / Other

Grand Total

QTy

UNIT
PRICE

TOTAL
COST

SUPPLIER

ACCOUNT
CODE



PREPARED BY (SIGNATURE / DATE)

APPROVED BY (SIGNATURE / DATE)
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