[Company Logo]   [Company Name]
TELEPHONE REIMBURSEMENT CLAIM
	Company:
	[Company Name]

	Financial Year:
	[FY 20XX-XX]

	Claim Period:
	[Quarter]

	Date:
	[Date]



Employee Details
	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Department
	 

	Telephone Number(s)
	 



Entitlement Tracker
	Annual Entitlement (₹)
	Claimed till Last Quarter (₹)
	This Claim (₹)
	Balance (₹)

	[Amount]
	[Amount]
	[Amount]
	[Amount]



Bill Details
	Phone No.
	Type (Landline / Combo)
	Bill No.
	Bill Period
	Amount (₹)

	[Phone No.]
	[Landline]
	[Bill No.]
	[Month]
	[Amount]

	[Phone No.]
	[Landline]
	[Bill No.]
	[Month]
	[Amount]

	[Phone No.]
	[Combo]
	[Bill No.]
	[Month]
	[Amount]



Official Long-Distance / ISD Call Log
	Date
	Number Called
	Client / Contact
	Purpose
	Amount (₹)

	[DD/MM/YYYY]
	[Number]
	[Contact]
	[Purpose]
	[Amount]

	[DD/MM/YYYY]
	[Number]
	[Contact]
	[Purpose]
	[Amount]

	[DD/MM/YYYY]
	[Number]
	[Contact]
	[Purpose]
	[Amount]



Declaration
I certify that the telephone expenses claimed relate to official use, that the bills are genuine and in my name or registered with HR, and that personal calls, where required, have been excluded.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Approved by
[Reporting Manager]
Date: [Date]
	______________________________
Accounts
[Name]
Paid on: [Date]
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