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EMPLOYEE INFORMATION

EM PLOYEE N AM E

EM PLOYEE ID

DEPARTM EN T / COST CEN TER

JOB TITLE

M AN AGER / APPROVER N AM E

ERP EXPENSE DETAILS

DATE ERP M ODULE /
SOFTWARE

VEN DOR N AM E EXPEN SE
CATEGORY

DESCRIPTION  / BUSIN ESS
PURPOSE

AM OUN T

Subtotal

Tax

Total Reimbursement

NOTES / ADDITIONAL COMMENTS

EM PLOYEE SIGN ATURE



Date

M AN AGER APPROVAL

Date

FIN AN CE / ACCOUN TS PAYABLE

Date
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