Name:

__________________________
Department:
______________________

Date:

____________

Purchases


Item(s) Purchased: ___________________________________________________________

Reason for Purchase: _________________________________________________________

Cost of Purchase: ________________


Date of Purchase: ________________ 
Travel


Reason for Travel: ___________________________________________________________

Beginning/Destination: _______________________________________________________

Total Miles Driven: ___________________ x $0.32 = _____________________


Date of Travel: ______________

Telephone


Reason for Call: _____________________________________________________________

Recipient of Call: ____________________________________________________________

Length of Call (minutes): _________________


Total Cost of Call: ____________________


Date of Call: ______________

Copies


Reason for Copying: _________________________________________________________

Price per Copy: __________________ Number of Copies: _______________


Total Price of Copies: ________________


Date of Copies: _____________

Additional Expenditures


Reason for Expenditure: ______________________________________________________

Cost of Expenditure: _____________
Date of Expenditure: ______________

Total: ___________________ Employee Signature: _____________________________

Approved and Paid by Treasurer: __________________________ Date: _____________






   (James Choi)







