
TECHNICAL SUPPORT COST REIMBURSEMENT FORM
Software Support Expense Template

EMPLOYEE INFORMATION

EMPLOYEE NAME 

EMPLOYEE ID 

DEPARTMENT 

JOB TITLE 

MANAGER NAME 

SUPPORT & SOFTWARE DETAILS

SOFTWARE NAME / PLATFORM 

VENDOR / SERVICE PROVIDER 

SUPPORT PLAN / TIER 

TICKET / CASE REFERENCE # 

SUBSCRIPTION PERIOD (IF APPLICABLE) 

EXPENSE BREAKDOWN

DATE DESCRIPTION OF SUPPORT SERVICE / ISSUE RESOLVED RECEIPT
[X] AMOUNT

Total Reimbursement Claim:

JUSTIFICATION / NOTES

EMPLOYEE SIGNATURE

Signature
Date



MANAGER APPROVAL

Signature
Date

FINANCE DEPARTMENT APPROVAL

Signature
Date
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