EMPLOYEE CREDIT CARD USAGE LOG

Company Name:

Employee Name:

Department:

Employee ID:

Reporting Period (From/To):

Job Title:

Credit Card Issuer:

Last 4 Digits of Card:

Monthly Credit Limit:

Trans. | Posting Vendor /
Date Date Merchant

Expense
Category

Business Purpose /
Description

Receipt
Attached

Amount

($IE)

Status

Init.

Manager
Review

Total Number of Transactions:

Total Amount Spent:

Remaining Credit Limit:

Disputed Amount (if any):

Employee Signature & Date

Confidential — Internal Use Only

Manager /| Supervisor Signature &

Date

Finance Dept. Approval & Date

“All expenses must comply with the company credit card usage policy.”
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