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� PLACEHOLDER � IF � USERPROPERTY Company � = "" � DOCPROPERTY _Org �Organization� � USERPROPERTY Company � �Organization� \* MERGEFORMAT �Organization�











� PLACEHOLDER � IF � USERPROPERTY WorkStreet � = "" � DOCPROPERTY _WorkAddr �Address Line 1


Address Line 2� � USERPROPERTY WorkStreet �306 18th Avenue East


Second Floor


Office 01A� �Address Line 1


Address Line 2� \* MERGEFORMAT �Address Line 1


Address Line 2�


� PLACEHOLDER � IF � USERPROPERTY WorkCity � = "" � DOCPROPERTY _WorkCity �City� � USERPROPERTY WorkCity �Seattle� �City� \* MERGEFORMAT �City�, � PLACEHOLDER � IF � USERPROPERTY WorkState � = "" � DOCPROPERTY _WorkState �XX� � USERPROPERTY WorkState �WA� �XX� \* MERGEFORMAT �XX�  � PLACEHOLDER � IF � USERPROPERTY WorkZip � = "" � DOCPROPERTY _WorkZip �Postal� � USERPROPERTY WorkZip �98112� �Postal� \* MERGEFORMAT �Postal�


� PLACEHOLDER � IF � USERPROPERTY WorkCountry � = "" � DOCPROPERTY _WorkCountry �Country� � USERPROPERTY WorkCountry �306 18th Avenue East


Second Floor


Office 01A� �Country� \* MERGEFORMAT �Country�





Receipts must be attached to expense form.





Phone: � PLACEHOLDER � IF � USERPROPERTY Work � = "" � DOCPROPERTY _WorkPhone �555-555-5555� � USERPROPERTY Work� �555-555-5555� \* MERGEFORMAT �555-555-5555�


Fax: � PLACEHOLDER � IF � USERPROPERTY WorkFax � = "" � DOCPROPERTY _WorkFax �555-555-5555� � USERPROPERTY WorkFax �(206) 329-5555� �555-555-5555� \* MERGEFORMAT �555-555-5555�


Email: � PLACEHOLDER � IF � USERPROPERTY EmailAddress1 � = "" � DOCPROPERTY _WorkEmail �xyz@example.com� � USERPROPERTY EmailAddress1 �stuart@pixelpubs.com� �xyz@example.com� \* MERGEFORMAT �xyz@example.com�


Website: � PLACEHOLDER � IF � USERPROPERTY WorkWebPage � = "" � DOCPROPERTY _WorkWebPage �http://www.example.com� � USERPROPERTY WorkWebPage � �http://www.example.com� \* MERGEFORMAT �http://www.example.com�
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Person(s) Entertained�
Title�
Business Purpose�
Name of Place�
Total�
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Employee signature:�
�
Date:�
�
�
Approved by:�
�
Date:�
�
�






Expense Report





Employee:�
�
�
Department:�
�
�
From:�
�
�
To:�
�
�






� PLACEHOLDER � IF � USERPROPERTY Company � = "" � DOCPROPERTY _Company �Company Name� � USERPROPERTY Company�Pixel Publications� �Company Name� \* MERGEFORMAT �Company Name�





Purpose of expense:





Date�
Description�
Transportation/


Mileage�
Lodging�
Meals�
Unit Price�
Total�
�
�
�
�
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�
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�
Subtotal�
�
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�
Less cash advanced�
�
�
�
�
�
�
�
Total owed to you�
�
�
�
�
�
�
�
Total due�
�
�









