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Expense Report

ClientEmployee Name

Employee No.

Trip Dates (ftom/to)Trip Location

Purpose of Trip

Item TotalsMonday Tuesday' Thursday Friday Saturday Sunday

6/ oo3-00

Hotel

Entertainment

Other Expenses

Daily Totals 3- oo

Type of Entertainment (itemized) Place Persons Entertained Business Purpose Amount

DateOtiier Expenses (itemized)

Accounting Use OnlyNote:

Vendor CodeAccount

1
ApprovalSignature

I
NYC-WTC_OO0167399

One report per client, pa week, and
for non-teimbiirseable oqienses.
Receipts must be attached for all expenses.
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Total

Date

Auto Mileage
(@ .2S/mile)
Meals

Expeascs
Transportatira
(Charged to Firm)
TransportadOT
(Out of Pocket)
Car Fare
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Reimburseable Job No. / Noo-Reimbut^able Job No.

Weekly Totalr
Less Advancer
Balance Due Firm

I —
Balance Due Employee
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Wednesday


