Expense Reimbursement Report

Purpose:   Company Introduction Trip 
Pay Period: 10-12-2024 till 19-12-2024 
Employees Information
Name/Department:
1.  Aly Abdallah – Quality Site Manager
2. Mustafa AlHeib – HSE Manager
	#
	Date / Time
	Description
	Total in Won
	Total in USD
	Receipt Attached

	
	
	
	
	
	Y/N

	1
	10/12/2024
	Busan Transportation  Corporation Single Ticket
	 ₩      1,700.00 
	 $               1.18 
	YES

	
	17:30:03
	
	
	
	

	2
	12/12/2024
	Busan Transportation  Corporation Single Ticket
	 ₩      1,700.00 
	 $               1.18 
	YES

	
	18:20:34
	
	
	
	

	3
	13/12/2024
	Taewon Transportation Co.
	 ₩    10,000.00 
	 $               6.92 
	YES

	
	19:00:52
	
	
	
	

	4
	14/12/2024
	Busan Transportation  Corporation Single Ticket
	 ₩      1,700.00 
	 $               1.18 
	YES

	
	16:41:52
	
	
	
	

	5
	14/12/2024
	Station (Haeundae)
	 ₩      3,400.00 
	 $               2.36 
	YES

	
	16:42:21
	
	
	
	

	6
	14/12/2024
	Busan Transportation  Corporation Single Ticket
	 ₩      1,700.00 
	 $               1.18 
	YES

	
	18:53:54
	
	
	
	

	7
	15/12/2024
	Busan Transportation  Corporation Single Ticket
	 ₩      1,700.00 
	 $               1.18 
	YES

	
	14:11:07
	
	
	
	

	8
	15/12/2024
	Station (Haeundae)
	 ₩      3,400.00 
	 $               2.36 
	YES

	
	14:11:35
	
	
	
	

	9
	15/12/2024
	Green Grow Tech Co.
	 ₩    10,000.00 
	 $               6.92 
	YES

	
	15:58
	
	
	
	

	10
	15/12/2024
	Busan Transportation  Corporation Single Ticket
	 ₩      1,700.00 
	 $               1.18 
	YES

	
	17:34:53
	
	
	
	

	11
	15/12/2024
	Busan Transportation  Corporation Single Ticket
	 ₩      1,700.00 
	 $               1.18 
	YES

	
	17:34:55
	
	
	
	

	12
	15/12/2024
	Station (Unknown)
	 ₩      3,400.00 
	 $               2.36 
	YES

	
	17:35:05
	
	
	
	

	13
	16/12/2024
	Busan Transportation  Corporation Single Ticket
	 ₩      1,700.00 
	 $               1.18 
	YES

	
	18:19:41
	
	
	
	

	14
	16/12/2024
	Station (Centum)
	 ₩      3,400.00 
	 $               2.36 
	YES

	
	18:20:00
	
	
	
	

	15
	17/12/2024
	Vehicle (Busan)
	 ₩      7,800.00 
	 $               5.40 
	YES

	
	08:45:53
	
	
	
	

	16
	18/12/2024
	Vehicle (Busan)
	 ₩      7,400.00 
	 $               5.12 
	YES

	
	08:44:18
	
	
	
	

	17
	19/12/2024
	Busan Transportation  Corporation Single Ticket
	 ₩      1,700.00 
	 $               1.18 
	YES

	
	18:25:58
	
	
	
	

	18
	19/12/2024
	Station (Centum)
	 ₩      3,400.00 
	 $               2.36 
	YES

	
	18:26:10
	
	
	
	

	19
	19/12/2024
	Busan Transportation  Corporation
	 ₩      6,000.00 
	 $               4.15 
	YES

	
	18:28:24
	
	
	
	

	Total
	 ₩    73,500.00 
	 $             50.93 
	 



*Important Note: This expense reimbursement covers costs incurred during a business trip for two employees, to be split equally between them.
In addition to the above individual expenses, Mr. Aly and Mr. Mustafa incurred the following costs:
	Name
	Date / Time
	Description
	Total in JD
	Total in USD
	Receipt Attached

	
	
	
	
	
	Y/N

	Mustafa
	09/01/2025
16:28:00
 
 
	Budget Satelitte Car Company
	JD 25
	$ 35.26
	Yes

	
	
	Visa Application (https://overseas.mofa.go.kr/jo-ar/wpge/m_11081/contents.do)
	JD 30
	$42.31
	Yes

	
	08/01/2025
	Amwaj Tala for Real Estate Investment
	JD 40
	$ 56.42
	Yes

	
	
	
	JD 95
	$ 133.99
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Name
	Date / Time
	Description
	Total in EGP
	Total in USD
	Receipt Attached

	
	
	
	
	
	Y/N

	[bookmark: _GoBack]Aly
	14/12/2024
 
	Abu Elkheir Group-Visa Document Translation (Agency Services) 
	 EGP 1,100 + 1,800
	$ 57.74
	Yes

	
	
	Visa Application Fee 
	 EGP 2,008.80
	$ 40 
	Yes

	
	
	
	EGP 4,908.80
	$ 97.74
	





Approved by: 
Name: 

Date: 

Signature: 

