STAFF CLAIM FOR THE MONTH OF :

l Jun-15

%o G[ er "] e g“’ Entity Name Glenszgles Kuala Lumpur
o Rd en (]1-_, Y emetper g Joepartment No I [stafie | [vehicle no: |
P KUALA LUMPUR FPositlon ]Department f 1S|aff6rade f
i OVERALL SUMMARY OF CLAIM
Date Particulars Bill no
{A)Off Parking: {C ] subscrtptlon A.  |pgt lOffice Parking AfC 520602
B, Pgt |Peticl A/C 520601607
C. fg1 [Subscription ASC 521103
0. {Pg1 iOthers N/A
£ Pg 2 |Mileage AJC 520601/607
F. {pg2 lmsavebtransport AJC 520601/607
G. (pg 2 |Refreshmeat ASC 520029
H. Pg 2 jHotel AfC 520603/609
A Pg2 Haundry AfC 520613/614
b g2 jToll AJC 520602
X Pg 2 |Parking {Cthers) AfC 520602
I dee2 |alkare AJC 520605/611
M, [Pg2 |Travel Others AJSC 520613/614
N. |Pgd_|Entertalnment AJCT01/606/612
G I ToTAL CLAR Pl
AdvancefRefund {Complete If {*Less; Advances Taken
applicable} *Add: Refund Finance
. Amit Due to Statf (Company) Bl . N
Note:
* Enter posifve figure
1. PLEASE ATTACH ALt ORIGNAL SUPPORTING DOCUMENT - PASTE
THEM ON A4 PAPER SEQUENTIALLY, CLAIM WILL BE REJECTED IF SUPPORTING
DOCUMENTS ARE NOT PASTE SEQUENTIALLY.
2. ALL COLUMNS EN EXCEL SHEET TO BE COMPLETED ACCORDINGLY
3. PLEASE COMPLETE THE CLAIM PARTICULARS VIA PC FOR SUBMISSION TO
FINANCE FOR PAYMENT PROCESSING,
Clatmant's slignature
Checked by Dept PA/ Seeretary fimmediate Superior
Name & Signature
Date: Dale:
Clalm Rejected by Finance
Approved by HODJ COO/CEC
Reason!
Name & Sig Hame & Signature
" YOTAL - L B - . Date: Date Rejected:

014500022124

Pagel

Revised May 2015
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2”00 Gleneagleg‘"" STASE TRAVELLING CEAIM FOR THE MONTH OF
& | ikt

GST RECEIPT CLAIMS

Staff Ky o Mesendestec/m | ]
ition - [ocpartzen T =1 S04 Grady o Teticte e (€]t ptertae ]
T
Rirstunc} Hinsraryf Destinatin = TR B . - : = g T e
Ter by Thne Ot ul 2 [6} hteat [ Parking | 1] )
gL (A M)
Frevel Date Puarpost o travel eT—— [E)Mteage | rerfRosfcos} ¢ 1 ot i gy o | oterstutan, | o5t
Tbaate} From To s ) e
{Refes to @ telow) ™ Py o . ™ R e
Feote: Fiense complete Page 3] & 2o) H Page 2 sohamng sre fryidTickent Erpught forward from poge Fig LWLt Ust) B 5
el allowance withiut such detads wili b rejected Totdl distance (] =100
1 ) > 1000
€ - Car mieaqa s @ RAK 3 et £ - Fand SO0KAM, R385 per R For cast S00w, 0
£ FANLSS for 1003 KM eawards [
14 - BActorbide mideage caims énmwp«m-fwummzsm;ummuworm -0
2 BRI 25 por KM fo the rend of I0 o
TotaL 1 ] i -1 1 Pl | PR IS | Al | M| - f 1
Please nicpte "B 21" of "0" for meal allcamace.
Catmant's sigraturs Checked #A] secretiey fimenadiate
g by Dept £A/ vy ]| Supearior - Yt 1 ndne
PLEASE AXTACH ALL DRIGINAL RECTIFTS.
Mo & Sigratere
Daté: Date
BRRI0AD T4

hn

Pevhed May 2213




WITHOUT GST RECEIPT CLAIMS

L
& i ™ STAFF TRAVELLING CLAIM FOR THE MONTH O
o | Gleneagles™ s 1of

Pag
3 y [Hame fasperic) [ - l!!iff Ho i 0 |
KUALA LUMPUR 0 I - [ Depantment I [staft Grade - 1 {venide no; -]
R{Retum) AfC52060E AfC 520501 € 520504 AfCS20603 [ASCS20613/614]  AfC 520802 AfC 520602 AJC 520605 AJC5206131514
ftineraryf Destinztlon ]
TimeIn Time Out {G) Meatl {K} Hotel {K) Parking {M} Travel Gthers
t it
Travel Date Purpose of travet 1-One way (s {€)Mileage | TaxifBusfCoac 2 nce |tAccomodation) {i} Laundsy {78 {others) {L) Al Fare Ivisa, ete}
Indicate} Froin Yo hisea
Refer to @ below} KM RM AM RM R RM RM RM RM
.
CfitoPege 2 o : K - -.'- - B . N N -
Hate: Please compilete Page 2b if Page 2{a} columns are Insusficlent
!
Clalmamt's signatuse Checked by Dept PAS Secietary J tmmediate Please ndkate "B *L® o¢ “0" for meal abowance,
Supeitor
8= Brealfast, L x lunch and D= Dinner
PEEASE ATFACH ALL GRIGIMAL RECEIPTS.
Namae & Signature
Dats: Date:
Pred Revied Ly 2015

0118402212 4




o PGP

. o ™ ENTERTAINMENT CLAIM FOR THE MONTH OF
s & | Gleneagles [ —
Name {as per i) 1} - i . Staff No 0
&g KUMALUMPUR  flametes , T T | [sutenze ] =
Ko Date B Mo Purpose Hame ol Guest
Suhto!_il_3 g ¥ VX & :
Brought fo : IR R 3
T0TAL TR RO ISR
1
Clalmant's sizrature Ch“k:;;:g::::"s:;?“w{ ToPage
| . Immediate Superlar |}
Nlme&S'fnlhlle
Dale: Dale:
Houtsrd Moy 2073

SLAENT




w o ™ ¢ ENTERTAINMENT CLAIM FOR THE MONTH OF
s e 1 Gleneagles | , —
” Wame ag per K] B ] shat Hio P
& KUALALUMPUR  [toele | N TS — funanze 1 - ]
Ho Bate il o
Tosttopages 70T L JORAL o TR
Chalmant’s signature a‘““:ﬂ;";;‘:::‘:’::;’:“”’ ToPaged
| mmecule superior |
Name & Signature
Date: Bate:
Pagas Bevkied Ltay 2015
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< | Gleneagles”

KUALA LUMPUR

RECEIPT DOCUMENTATION( GST)

?ntlty Name Gleneagles Kuala Lumpur Staff Number 0
Name (per IC) Department No 0
Department Page
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=~ "2 | Gleneagles”

RECEIPT DOCUMENTATION

.y KUALA LUMPUR (WITHOUT GST)
Entity Name Gleneagles Kuala tumpur Staff Number 0
Name (per IC) Department No 0
Department Page




1 ALL TRAVELLING AND ENTERTAINMENT CLAIMS TO USE THIS FORM

2 PLEASE ATTACH ALL ORIGNAL SUPPORTING DOCUMENT - PASTE THEM ON A4 PAPER SEQUENTIALLY,

CLAIM WILL BE REJECTED IF SUPPORTING DOCUMENTS ARE NOT PASTE SEQUENTIALLY,

3 ALL COLUMNS IN EXCEL SHEET TO BE COMPLETED ACCORDINGLY

4 PLEASE COMPLETE THE CLAIM PARTICULARS VIA PC FOR SUBMISSION TO FINANCE FOR PAYMENT PROCESSING.
5 THE CLAIMS SHOULD BE CHECK BY PA/SECRETARY/SUPERIOR

6 TO GET APPROVAL FROM HOD / DCEO / CEO

7 FC WILL VERIFY BEFORE SEND TO AGNES (SR EXEC-PAYROLL) TO PROCEED WITH PAYMENT

8 THE CLAIMS FORM SHOULD REACH FINANCE LATEST BY 15TH TO BE INCLUDED IN THE SAME MONTH SALARY
ANY CLAIMS RECEIVED LATER THAN 15TH WILL BE PROCESSED IN THE FOLLOWING MONTH



