
RECRUITMENT LUNCH & DINNER EXPENSE LOG
Candidate Interview & Evaluation Meals

HOST / EM PLOYEE N AM E

DEPARTM EN T / COST CEN TER

SUBM ISSION  DATE

CANDIDATE & INTERVIEW DETAILS

CAN DIDATE N AM E

POSITION  UN DER CON SIDERATION

M EAL DATE

M EAL TYPE (LUN CH / DIN N ER)

RESTAURAN T N AM E & LOCATION

ATTENDEES & AFFILIATION

ATTEN DEE N AM E TITLE / RELATION SHIP TO RECRUITM EN T

EXPENSE SUMMARY

DESCRIPTION AM OUN T

Food & Beverage Subtotal

Tax

Gratuity / Tip



Total Expense

DESCRIPTION AM OUN T

BUSINESS PURPOSE / INTERVIEW NOTES

HOST / CLAIMANT SIGNATURE

DATE

AUTHORIZING MANAGER SIGNATURE

DATE

Please attach  itemized  receip ts an d  f in a l merch an t copy sh ow in g  paymen t card  deta ils .
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