EXPENSE FORM

TRAVELLING EXPENS MRIMRS/MISS

DATES FROM.....coooiinnmmninnrneesasinnen 2018 ... i 2018

DATE FROM T0 MEAL ROOM BUS FARE |,DIESEL

HOTEL OILS.PETROL

VEHICLE
REPAIR

NARURE OF GENERAL-
GENERAL |ITEMS

TOTAL

TOTAL

Authorised expenditure limits (which does not require receipt to be attached

Super Kshs.400/= Super Kshs.300/=
Lunch Kshs.400/= Lunch Kshs.300/=
Breakfast HKshs.200/= Breakfast Kshs. 200/=
Lodging Kshs.500/=

Any expenditure above the limits will requre receipts to be attached for approval

by the Head of department or Managing Director

EXTENSION CORRECT APPROVAL BY HEAD
[(ACCOUNTS) OF DEPARTMENT

ADVANCES BY COMPANY

EXPENSES. . iicivinviiimsiiivammiarasissiainmi

BALANCE DUE EMPLOYEE....

BALANCE DUE COMPANY..........cootmunrn

SIGNATURE BY
EMPLOYEE




