RECRUITMENT LUNCH & DINNER EXPENSE LOG

Candidate Interview & Evaluation Meals

HOST / EMPLOYEE NAME

DEPARTMENT / COST CENTER

SUBMISSION DATE

CANDIDATE & INTERVIEW DETAILS

CANDIDATE NAME

POSITION UNDER CONSIDERATION

MEAL DATE

MEAL TYPE (LUNCH / DINNER)

RESTAURANT NAME & LOCATION

ATTENDEES & AFFILIATION

ATTENDEE NAME

EXPENSE SUMMARY

DESCRIPTION

Food & Beverage Subtotal

Tax

Gratuity / Tip

TITLE / RELATIONSHIP TO RECRUITMENT

AMOUNT



DESCRIPTION AMOUNT

Total Expense

BUSINESS PURPOSE / INTERVIEW NOTES

HOST / CLAIMANT SIGNATURE

DATE

AUTHORIZING MANAGER SIGNATURE

DATE

Please attach itemized receipts and final merchant copy showing payment card details



	RECRUITMENT LUNCH & DINNER EXPENSE LOG

