CANDIDATE RECRUITING MEAL EXPENSE REPORT

Recruiting & Interviewing Expense Tracking

Candidate Name:
Department / Team:
Position Interviewed:
Host / Employee:
Date of Event:

Restaurant / Location:

ATTENDEES (NAMES &
?
DATE DESCRIPTION (ITEM/MEAL DETAILS) AT RECEIPT? AMOUNT
Subtotal:
Tax:

Gratuity / Tip:

Total Expense:

Recruiting Expense Guidelines

® |temized receipts must be attached for all transactions. Summary credit card slips are not sufficient.
e List the names and company relationships of all individuals present at the meal.

® Expenses must comply with standard company recruiting budgets and alcohol policies.

Host / Claimant Signature Date

Manager / Approver Signature Date
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