	Internal Transaction No.
VP Finance use only
Portfolio/Account/Number:


Paid: Cheque # & Amount
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Reimbursement and Purchase Order Form
Max 6 Receipts/Invoices per Form.




	
Name: _____________________Portfolio & Secretariat position: ___________________Date: ____________                          




	DATE PURCHASED: 
	Account
	Sub-Account
	Item & Description
	Cost per Item
	Quantity
	Total Cost          

	
	

	
	
	
	
	

	
	

	
	
	
	
	

	
	

	
	
	
	
	

	
	

	
	
	
	
	

	
	

	
	
	
	
	

	
	

	
	
	
	
	




	Information about Seller

Company Name: ________________________

Company Location: _____________________
	Required Info Check
· Attached Receipt/Invoice (max one per form)
· Account Information
	Method of Payment

	Reimbursement Amount 
(Grand Total Cost including tax)







	Signature of Receiver 


	Date
	· Photocopied Form
· Filed Form


	[bookmark: _GoBack]Signature of Vice-President Finance, Matthew Tan

	Date
	· Filed Form 
· Cheque Written




*Staple receipt(s) with this form. Keep a copy for your own reference.
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