

Expense Claim Form

This form is for claiming approved expenses only. If you are not sure what constitutes an approved expense you should consult Clemtech. Failure to do so may result in an expense not being reimbursed.
Complete one form for each week of expense incurred. Attach original receipts for each item of expense being claimed. The form must then be signed by an authorised Client Manager and forwarded to Clemtech no later than noon on the Tuesday following the week for which the expense was incurred. Clemtech will then reimburse the expenses with your wages payment. Late expense forms will be paid the following week.
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	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL EXPENSE
	

	Worker: I certify that the expenses claimed have been incurred on Client Company business and payment is subject to audit:

Signed………………………..Name (print)……………………. Date………..

	Client Manager: I authorise payment of these expenses:

Signed…………………............            Name(print)……….……................
Date…………..........................           Company……….............................



Form 20: Issue 1
Page 1 of 1
image1.jpeg




