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EMPLOYEE INFORMATION

NAME
DEPARTMENT

SECTION A : KP1 / INCENTIVE CLAIM

~ pAU Lo EIE LENDON

omyY

KYOCERA DOCUMENT SOLUTIONS MALAYSIA SDN BHD
INCENTIVE & EXPENSES REIMBURSEMENT FORM

DATE oG .0t >3>b6

BRANCH SAVAAA

KPI / INCENTIVE CLAIM DESCRIPTION

AMOUNT (RM)

TOTAL AMOUNT (RM)

SECTION 8 : EXPENSES REIMBURSEMENT

DESCRIPTION

RINGI NO

AMOUNT (RM)

TOWL

PARIING

PETROL

TELEPHONE CHARGES

)

TRAVELLING ALLOWANCE

MILEAGE cixwn

\buZ 20

|susiness Trip ALLOWANCE

HOTEL ACCOMMOOATION &
TRAVELLING EXPENSES

|ENTERTAINMENT EXPENSES

OTHERS

55.94

TOTAL AMOUNT (RMi 19q. 2|

SECTION B(l) : PARTICULAR DETAILS OF EXPENSES

DATE PARTICULAR / PURPOSES RINGI NO AMOUNT (RM)
TOTAL AMOUNT (Riv)
7‘ :/4“' Ok.202
SIGNED 8Y : DATE: D‘; 8— L
NOTES:
1) Submit claims monthly via the Skybiz system, no later than tha Sth of each month. Claims submitted after the cut-off date will not be processed
or carriad forward to the following month
2) Attach ol relevant invoice that is related to the daim. Gsims without supporting documents will be rejected.
3) Claims for previous KPhs, of past are not elighle to be carried forward and will not be processed.
For office use only;
Applh Depsrtment Human Resource Department
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MULDEE LERNON

KYOCERA DOCUMENT SOLUTIONS MALAYSIA SDN BHD
DAILY MILEAGE FORM

NAME TYPE OF VEHIQLE ar [ wmoror OO
MoNTH _ JW VEHICLE NO Qv Good
M Time | Evening Time Mileage Mileage Total KM Comy Personal
o °"":‘: :! MomI:n Even.l‘n( Travelled Mllep:;':v Mileage ORI Facia (4] Ares
1 |§oo 1c.oco [genet [L56%9 93 ulHT =G
2 | €00 C-00 | bl |&4£660 ‘L w9
3 |&¥-00 |S.0e Di%sie [2M43¢ | 134 “uck O
4
3 =
6 | £O00 |g.-o0 [2\54GrDiBewd | 1972 \“uck Gy
7 | €00 [5-80 |5\5(62 PIGTGL | k¥ uc kG
8 | €00 | c.O00O |G 147 |26 kO 25 —uck (R G
9 | 800 | w.00 |276C1o |2 16659 | X9 puckh ™ &
10 | £O° | g.0C [&¢UF | §90H \O3 U cytrile
11
12
13 | £00 5.00 [2ib 0%\ |21806 [N [ T
14 | €00 | G.co |albwyr |2V613G, | & 63 [ LS
15 | R-60 | 6.6C 330376940 | &© euc G
16 | &00 [ 5.0 [&423& [s9663 | aUy Sgi AMAN
17 | €00 | 5-0c [5EFC [§q452 97 SELIAN
18
19 |
20 £ .00 | G-2o 246505 NFF0F2| #Serats CeruT AU
21 | €00 | 5.0 [3L566 316676 | &5\ . SAOWALAE A
2
B | EOO | .00 21106 24451 | @97 S | SAmALARRT
24 |
25
26
27
28
29
30
31
TOTAL (KM) VT RM RM
SUMMARY OF MILEAGE SUMMARY OF MILEAGE
MILEAGE RATE (CAR) TOTAL (KM) TOTAL (RM) MILEAGE RATE (MOTOR) TOTAL (KM) TOTAL (RM)
RM 0.75 (1 - 500 km) Soo 23S RM 0.50 (1 - 500 km)
RM 0.55 (501 - 1,000 km) 500 235 RM 0.40 (501 - 1,000 km)
RM 0.45 (> 1,000 km) & 3<% 345370 RM 0.30 (> 1,000 km)
* GRAND TOTAL ptn IDY2.30 GRAND TOTAL




