03 KYOCERA
KYOCERA DOCUMENT SOLUTIONS MALAYSIA SDN BHD

INCENTIVE & EXPENSES REIMBURSEMENT FORM
EMPLOYEE INFORMATION

NAME KHAIRUL SAFWAN BIN A . BAKAR DATE 31/07/2026

DEPARTMENT CE BRANCH TERENGGANU

SECTION A : KPI / INCENTIVE CLAIM

NO KPI / INCENTIVE CLAIM DESCRIPTION AMOUNT (RM)

TOTAL AMOUNT (RM)

SECTION B : EXPENSES REIMBURSEMENT

DESCRIPTION RINGI NO

AMOUNT (RM)

TOLL

11.12

PARKING

PETROL

TELEPHONE CHARGES

40.00

TRAVELLING ALLOWANCE

1003.25

BUSINESS TRIP ALLOWANCE

HOTEL ACCOMMODATION &
TRAVELLING EXPENSES

ENTERTAINMENT EXPENSES

OTHERS

TOTAL AMOUNT (RM)

1054.37

SECTION B(i) : PARTICULAR DETAILS OF EXPENSES

DATE PARTICULAR / PURPOSES RINGI NO

AMOUNT (RM)

TOTAL AMOUNT (RM)

SIGNED BY : ~ DATE : 31/07/2026

NOTES:

1) Submit claims monthly via the Skybiz system, no later than the 5th of each month. Claims submitted after the cut-off date will not be processed
or carried forward to the following month.

2) Attach all relevant invoice that is related to the claim. Claims without supporting documents will be rejected.

3) Claims for previous KPlIs, incentives, allowances, or past reimbursement expenses are not eligible to be carried forward and will not be processed.

For office use only;

Applicant Department Human Resource Department
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Final Approval




03 KYOCERA

KYOCERA DOCUMENT SOLUTIONS MALAYSIA SDN BHD
DAILY MILEAGE FORM

NAME KHA|RUL SAFWAN B|N A BAKAR TYPE OF VEHICLE CAR Iil moTor []
wonti _(24/06/2026 - 23/07/2026 ) VEHICLE NO TBS 5664
Date Morning Time | Evening Time Mileage Mileage Total KM Company Personal Toll (RM) Parking (RM) Area
In Out Morning Evening Travelled Mileage Mileage
1 |1 06.32 | 17.03 2/75384|275439| 55 1) KUALA TERENGGANU
2 | 0/7.02 /.01 [275450[275503 53 53 KUALA TERENGGANU
3 FRIDAY / WEEKEND
4 SATURDAY / WEEKEND
s | 06,27 1 18.26 127553612/5/90] 254 204 2./8 BESUT
6 | 06.4 17.05 2757991275860 Q1 0] KUAL A TERENGGA
70644 [ 1834 [775860[775881] 2 2 RUALA TERENGGANU
8 | 06,44 | 1714 12758811275929] 48 48 KUALA TERENGGA
s | 0623 [ 17.17 [275929[276229] 300 300 278 BESUT
10 FRIDAY / WEEKEND
11 TURDAY / WEFKEND
2 | 06.26 | 18.17 (2762852765611 2/6 2/6 278 SUT
B | 0643 1 1802 (2765611276619 58 a8 KUALA TERENGGANU
1 | 06.43 8.11 [276619]/2/6/07 S . KUAIA TERENGGANU - KUAI A NERUS
s | 06,331 1/7.03 (2767071276751 4 KUA FRENGGANU
16 | 0643 | 17.05 2767511276821 70 70 KUALA TERENGGANU - MARANG
17 FRIDAY / WEEKEND
18 SATURDAY / WEEKEND
v | 06.98 | 1/.02 [2/68/112/6924| 53 23 ARANG - KUAI A TERENGGANU
20 | 06.21 8.50 [2/692612//7216] 290 290 2./8 ESUT
2 | 06.56 | 17.52 (2772271277285 08 28 HUILU TERENGGANLU
2 | 0642 | 1736 |277290[277346 26 26 égﬁ\er _TJ::?:NGGANU
23 B
24 STANDBY
25 STANDBY
26 FRIDAY / WEEKEND
27 SATURDAY / WEEKEND
28 STANDBY
2 STANDRY
30 STANDBY
31
TOTAL (KM) 1785 1785 RM 17 .72[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) 500 37500 RM 0.50 (1 - 500 km)
RM 0.55 (501 - 1,000 km) 500 27 5' 00 RM 0.40 (501 - 1,000 km)
RM 0.45 (> 1,000 km) 78 5 353 25 RM 0.30 (> 1,000 km)
GRAND TOTAL 1 785 100325 GRAND TOTAL




