
 
 
Employee name: _________________________       Date: ________________ 

Category (e.g. travel costs): ____________________________________ 

(Note: please use a separate form for multiple categories) 
 

Itemised expenses: 

Details: 
__________________________________________________________________________________
________________________________________ 
 

Employee signature: __________________________ 

 

OFFICE USE: 

Approved:    Yes �     No �  

Remarks: 
__________________________________________________________________________________
________________________________________ 
 

Manager’s signature: __________________________ 

 
Streamline your processes 
Let’s be honest, paperwork is neither fun nor efficient. So why not try a quicker and more 
environmentally friendly way to manage your employee purchase order requests? Try a free 30-day 
trial at https://turbinehq.com/ 
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