Departmental Budget Report ﬂ HASHMICRO

Company Name: Report Period: Prepared By: Date:

q Annual q q q q
Budget Line Item Variance Variance Variance Variance

Budget

[PERSONNEL cosTS ' /.. ! || | |

Salaries — Full Time

Salaries — Part Time / Contract
Overtime Pay

Performance Bonuses

Payroll Tax & CPF / Social Security
Medical & Health Benefits
Training & Development
Recruitment Costs

SUBTOTAL — PERSONNEL COSTS

OPERATIONAL EXPENSES

Office Supplies & Stationery
Printing & Reproduction
Postage & Courier
Telecommunications
Software Subscriptions

IT Hardware & Maintenance
Equipment Rental / Leasing
Repairs & Maintenance

SUBTOTAL — OPERATIONAL EXPENSES

MARKETING & BUSINESS DEVELOPMENT

Advertising & Promotions
Trade Shows & Events
Client Entertainment & Gifts
Marketing Materials

Digital Campaigns

Market Research




SUBTOTAL — MARKETING & BUSINESS DEVELOPMENT

TRAVEL & ACCOMMODATION

Domestic Business Travel

International Business Travel

Hotel & Accommodation

Meals & Per Diem

Ground Transport / Car Rental

SUBTOTAL — TRAVEL & ACCOMMODATION

FACILITIES & OVERHEADS

Allocated Office Rent
Utilities — Electricity & Water
Cleaning & Janitorial
Security Services

General Insurance

SUBTOTAL — FACILITIES & OVERHEADS

CAPITAL EXPENDITURE (DEPT. ALLOCATED)

Furniture & Fixtures

IT Equipment

Specialized Equipment

Other CapEx

SUBTOTAL — CAPITAL EXPENDITURE (DEPT. ALLOCATED)

TOTAL DEPARTMENT BUDGET |

Budget Utilization Summary:
Budget Sl Variance ditllese Status
Spend n %
Ql

Q2

Q3

Q4
Full Year

Department Head Signature:

Finance Approval Signature:
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