
 
___________________________________________________	

EMPLOYEE REIMBURSEMENT RECORD 
___________________________________________________	

 
Employee Name  ……………………………………………………………………………… 

 
Start Date  ………………………………  End Date:    ………………………………… 

 

# Date Description 
(What was the expense?) 

Amount 
(incl. GST) 
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Total  

 
 

Please scan or take photos of all receipts and email the completed 
claim to your manager and the bookkeeper. 


