MEMORANDUM

TO:	
FROM:	
DATE:	
[bookmark: _GoBack]SUBJECT:	Review of Travel Reimbursement Form
Sanders & Associates is evaluating the current method of accounting for and reimbursing employee and consultant expenses. As part of that process, my staff is designing what I hope will be much more efficient methods of collecting data related to job-related travel expenses. I am attaching a draft copy of a travel reimbursement form. The form is also available in the draft forms area of the company website. Please review the form and provide feedback so that we can finalize this effort to your satisfaction. If you could respond no later than the end of business on August 6, I would greatly appreciate it.
Thank you.
