The Institute of Electrical and Electronics Engineers, Inc.

Expense Report for IEEE Region 3 Fall 2010 Meeting in Atlanta, GA

2010
Name: Don Hill For Period Ending: 03-October-2010
Member Number: 123456 SITE Member of: ExCom (Voting)
Send check to the following address : If Other, please describe :
1676 Donelwal Drive Lexington, KY 40511-9021
This is an example expense report for the IEEE
Region 3 Fall Meeting in Atlanta, Ga. Purpose of Trip - Note each day's activity
Please change the fields in yellow according to |Region 3 Fall Meeting
your expenses. Region 3 Fall Meeting
Region 3 Fall Meeting
Provide details and full support
on items (1) through (6)
Date 1-0ct10 | 2-0ct10 | 3-Oct10 [[Totat Chrg. Dir.
Details Town LEX-ATL ATL ATL-LEX Expense to IEEE(7)
KM Mile
Personal Auto Usage : (Enter " X ") X 10 10 YES
Mileage Allowance ($.50 per mile,$0.311 per Km) in US$ 5.00 5.00 10.00
Trans. - Tolls & Parking 10.00 10.00 10.00 30.00]
Taxi/Bus - See ltemized Expenses (1) ||
Plane, Train, Auto Rental (Provide Backup) 150.00 150.00 300.00
Lodging - Self 90.06 90.06 180.12
Meals/Self - see Itemized Expenses (2)
Official Guest - see Itemized Expenses (3)
Miscellaneous - Tel. & Telegraph
Tips & Gratuities (4)
Other (5) Fuel for Rental Car
Other (6)
Total Expense w/o Mileage Allowance 255.06 100.06 165.00 510.12
Currency Conversion Rate 1.000]
Total Expenses wo/Mileage Allowance in US $ 510.12”
Mileage Allowance in US$ |w/Conversion 10.00] 10.00

Provide details below and attach full support on items 5, 6, & 7 Less Charged Directly to IEEE in US$
(5) Fuel for Rental Car Less Advance from IEEE in US$

Total Balance due w/Mileage Allowance from(to) IEEEw/conversion 520.12
(6) Total Balance due w/Mileage Allowance from(to) IEEE in US$ 520.12
Please select the most cost effective method of travel. If you live close to Atlanta, drive your own car ($0.50/mile).
If you life far from Atlanta, buy a plane ticket at least 14 days in advance to avoid high prices.
If you live in between, consider renting a car with unlimited miles if it is less expensive than driving your own car.

ENTITY BUSLUNIT COSTCTR ACCT PROJ AMOUNT

DISTRIBUTION TOTAL
Originator's Signature: Region Member Date: 10-October-2010
Approved By: Approved By: Date:
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Name: Don Hill For Period Ending: 03-October-2010

Itemized Expenses

Taxi/Bus (1)
Note: receipts are required for amounts over $25.00. Enter daily totals on page 1.

Date: Fare: To/From:

1-Oct-2010

2-Oct-2010

3-Oct-2010

Meals/Self (2)
Note: receipts are required for amounts over $25.00.

Daily amounts are automatically carried over to page 1.

Date: Breakfast Lunch Dinner Social
1-Oct-2010 Provided by IEEE Provided by IEEE
2-Oct-2010 Provided by IEEE Provided by IEEE
3-Oct-2010 Provided by IEEE Provided by IEEE

Meals/Official Guests (3)
Daily amounts are automatically carried over to page 1.

Date: Amount: Description

1-Oct-2010

2-Oct-2010

3-Oct-2010

Tips & Gratuities (4)

Note: Please provide receipts for tips & gratuities over $25.00. Enter daily totals on page 1.

Date: Amount: Description

1-Oct-2010

2-Oct-2010

3-Oct-2010
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