
IT HARDWARE REIMBURSEMENT CLAIM
Form: IT-EXP-01

Date of Submission: 

Submission Guidelines:
Attach original itemized receipts or proof of purchase for all listed items.
Hardware purchases must comply with corporate IT procurement policies and have prior approval.
Claims must be submitted within 30 days of purchase.

EMPLOYEE INFORMATION

FULL N AM E 

EM PLOYEE ID 

DEPARTM EN T 

EM AIL ADDRESS 

M AN AGER / APPROVER N AM E 

COST CEN TER / PROJECT CODE 

EXPENSE DETAILS

PURCHASE
DATE

ITEM  CATEGORY DESCRIPTION  / SPECIFICATION S VEN DOR /
M ERCHAN T

RECEIPT
ATTACHED

TOTAL
AM OUN T

Subtotal

Tax / VAT

Total Claim
Amount

JUSTIFICATION  / N OTES (OPTION AL)



DECLARATION & APPROVALS

I certify th at th e expen ses cla imed  above w ere in cu rred  fo r o ff icia l co rpo rate pu rposes an d  are in  acco rdan ce w ith  compan y po licies.

Employee Signature

DATE 

Manager approval Signature

DATE 

IT  Department Authorization

DATE 


	IT HARDWARE REIMBURSEMENT CLAIM

