Cabinda Gulf Oil Company Ltd.
Expense Advance Request (GO-1523)

Instructions to receive an Expense Advance:
· Complete entire form and obtain proper expense advance approval authority (DOA) 
· Submit this form to accounts receivable (accounre@chevron.com)
· For  petty cash collection please  contact Malongo/Luanda Cashiers
· Per diem for medical or business trips: $80.00 per day ($120 for Europe) to cover the cost of employee meals, beverages, customary tips, phone calls, and other material incidentals (read policy 103 for additional details)
· *ROC Medical Referral (Per Person): Day Trip - $240 (Includes 80.00 per diem, visa fee and round trip transportation. See Page 2 for specific details and medical instructions)
· Gifts should not exceed $200 and cash for retirement should not exceed $600 (and the name of the employee receiving the gift or retiring have to be added in the business purpose field)
	Payee 
Name
	     
	Payee 
Department
	     
	Phone
Extension
	     



	Employee
Number
	
     
	Bank Details if Address Book Number not in CABGOC System:

	
	
	Bank Name:
	

	
	
	Bank Account Number:
	

	
	
	Bank Swift Code:
	

	Amount Requested
	 Currency
	|_| Kwanzas	    |_| US Dollars                       
	[bookmark: Text42]     
	Included in Business Plan 
|_| Yes        |_| No

	[bookmark: _GoBack]Reason
for 
Advance
	|_|  Business Meal / Entertainment
|_|  Business Trip – Advance   
|_|  Business Trip/Medical Referral – Per Diem 
Departure Date:       Return Date:      
|_|  Petty Cash 
|_|  Gift 
|_|  Funeral Assistance |_|  Retirement 
ROC Medical Referral:
|_|  Unaccompanied
|_|  Accompanied

	Business Purpose (Destination, Location, Event, Attendees, Project, Petty Cash Charge Code if applicable)

	FCPA Approval

	· Advance FCPA approval is required if this Expenditure will involve in any way a Government official.
· Please list in the box to the right the names and affiliations of all people benefiting from the expenditure.
· Questions on FCPA approval may be directed to the Internal Control Manager, Travis Wilson, on CTN 344-2209 or Afonso Bumba CTN 345-2561
	Listing of People Participating in Entertainment

	
	Name
	Company Affiliation

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	One of these two boxes must be checked          |_| FCPA Approval Attached	  |_| FCPA Approval Not Required                      

	· Expense Advances are to be settled within 30 days through submission of a properly and completely prepared and approved Expense Statement (GO 165). Failure in settling with Finance will result in accounts receivable transferring to payroll side to deduct on your monthly paycheck.
· Petty Cash can be directly expensed only with adequate receipts and approval

	Requested by EMPLOYEE
	Name (print)       

Signature  _________________________________     Date       
	Supervisor Initials

	Approval with Appropriate DoA
	Name (print)       

Signature  _________________________________     Date       

	|_|  Approved by 
Distribution Accounting
Accounts Receivable
	Number of Outstanding Advances:
Amount(s) of Outstanding Advances:



= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = 


Cabinda Gulf Oil Company Ltd.
Expense Advance Request (GO-1523)

Guidelines for Medical Trips to ROC
The purpose of this process is to ensure that high-quality secondary medical care is provided to the Cabinda workforce and dependents both emergency and non-emergency, as well as to manage secondary care in the most efficient and cost effective way, whilst minimizing absence and disruption to the business unit.
The criteria for referrals will be determined by the Medical Department and this per diem can only be provided with Medical Department approval.
The table below indicates the amounts to be provided to employees or dependents, based on the length of the trip:
	
	

	Subsidy Per Person
	Day Trip
	One Night

	Accommodation
	 $                        -   
	 $     150.00 

	Meals and Incidentals
	 $     80.00 
	 $     80.00 

	Transportation (from Cabinda to ROC border and vice versa)
	 $     80.00 
	 $     80.00 

	Transportation (within city center)
	 $     20.00 
	 $     40.00 

	Visa Fees
	 $     60.00 
	 $     60.00 

	Laundry
	 $                        -   
	 $                 -   

	Total
	 $     240.00 
	 $     410.00 



If the patient travels accompanied, the following costs will be doubled:
· Meals and Incidentals
· Visa Fees 
· Laundry (for 5 nights or more)
*Transportation and accommodation will not be doubled if patient travels accompanied.
Document in Cash & Advances
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