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OLD TAPPAN PTO REIMBURSEMENT/EXPENSE FORM 

 
 
DATE: ________________________________ 
 
 
 
NAME: ________________________________ 
 
 
 
RELATED PTO EVENT: ___________________________________ 
 
 
AMOUNT TO BE REIMBURSED* (if personal form of payment used):$_____________ 
 
 
 
DESCRIPTION OF PURCHASE (i.e. items, quantity): _______________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
 
*ATTACH RECEIPTS 
 

 
 

 


