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INSTRUCTIONS FOR COMPLETING EMPLOYEE EXPENSE ACCOUNT FORM 

GENERAL 

This form is to be used to report all expenses (cash and charged) incurred on behalf 
of the Company for travel and entertainment. It is designed primarily as a daily ac
counting of cash expenditures with provision to record those items charged directly 
to the Company on credit cards or charge accounts. 

Expenses will be classified by the day the expense was incurred. All Company 
charges should be distinguished from out-of-pocket charges. When incurring a 
Company charge the account code must be recorded on the counterfoil. 

Documentation should be obtained for expenditures whenever possible. Docu
mentation must be presented for airline tickets, lodging, car rental, Company 
charges and any single expenditure of $25 or more. Any departure from these pro
cedures may result in non-reimbursement. 

PROCEDURES 

The following is a brief summary of what is required under the various headings. 
(a) PROJECT/LOCATION - Indicate city/state in which charge was incurred and 

projecUlocation to which charge is applicable. 
(b) (1) lndicate the Company charge card used: 

V Visa 

(2) Counterfoil must accompany report 
(c) Record the exact amount of the expense in dollars and cents.
(d) TRAVEL

(1) LODGING: Enter total expenditure for lodging on day paid and attach 
receipt. 

(2) MEALS: Include the cost of own meals or meals of other NWMI em
ployees (including tips) paid for by you. Fellow employees for whom
you paid should be listed below. Cost of meal when entertaining others 
should be included as entertainment. 

(3) TRANSPORTATION: 
F = Fuel Charges 
R = Car Rental 
A = Airline Tickets 
M = Mileage 
P = Parking 
T = Taxi 

(e) ENTERTAINMENT: Indicate the name and title of the person and the com
pany he represents in the explanation section. 

(f) MISCELLANEOUS: Include here expenses for telephone, postage, porter tips, 
supplies, etc. and indicate such in the explanation section. 

ENTERTAINMENT 

DATE NAME OF INDIVIDUAL COMPANY AND TITLE PURPOSE AMOUNT 

MISCELLANEOUS AND OTHER EXPLANATORY NOTES 

DATE DESCRIPTION AMOUNT 
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