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                        EXPENSE REIMBURSEMENT LOG
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Employee Name:      



Title:      

Month:      





Unit/Dept.:      
	Date of

Purchase
	Vendor/

Store
	Purchase Made by
	Reason for Purchase
	Account/

Sub-Acct.
	Amount of Purchase

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


             

 Total:       
· Receipt for each purchase is attached to this log sheet.

· Each purchase has been reviewed and approved for payment.
     








     
Employee Name 






Title
____________________________________


     
Employee Signature





Date

     








     
Supervisor







Title
____________________________________


     
Supervisor Signature





Date
PSF-705 (09/07/06)

