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EXPENSE REPORT
Note: 
This form shall be used for expense reimbursements, petty cash replenishment and liquidation of cash advances.

Please attach original receipts/invoices and any other pertinent documents. Single payment of over P2000 from petty cash is not allowed.

PURPOSE:
JOHN ROBERT POWERS: Personality Development Seminar_______                                                                               
EMPLOYEE INFORMATION:
Name:
__Rogelio Mariano Jr. (CASA President)___                Department:
     __Faculty of Arts and Letters ( UST – CASA) __

 Date Submitted:  ____________ ____
Charged:
    _Student Activity Fund (SAF)_________
Cash Requisition No.  _____________________________
	Date
	Ref
	Description
	Meals
	Transport
	Supplies
	Lodging
	Repairs
	Others
	Misc.
	Total

	09-09-11
	1351
	ID Lamination
	
	
	
	
	
	
	P 60.00
	P 60.00

	
	1547
	Certificate Printing 
	
	
	
	
	
	
	P 392.00
	P 392.00

	09-10-11
	82212
	Paper
	
	
	P 25.00
	
	
	
	
	P 25.00

	
	
	UST Pins
	
	
	
	
	
	
	P 35.00
	P 35.00

	
	24190
	Supplies 
	
	
	P 34.00
	
	
	
	
	P 34.00

	
	
	Starbucks Coffee
	P 525.00
	
	
	
	
	
	
	P 525.00

	
	
	Supplies
	
	
	
	
	
	
	
	P 19.00

	
	1577
	Printing
	
	
	
	
	
	
	P 100.00
	P 100.00

	
	1533
	Printing
	
	
	
	
	
	
	P 60.00
	P 60.00

	I certify the above expenses are for official business only.
	
	
	
	
	
	Subtotal
	P 1250.00

	
	
	
	
	
	
	
	
	Less- Advances
	

	APPROVED:       Prof. Michael Anthony C. Vasco, Ph.D    (Dean/Head)                         Check No. __________

Rev. Fr. Joseto N. Bernadas, Jr., O.P.    (Regent)     .
	Refund(Reimbursement)
	P1250.00


For Office Use Only








