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Blue Sea

Friday, M
Use this form if you work in the
Sales Department
EXPENSI
Name|Karen Wong
SSN|555-62-7789
Department|Sales
Date Description Accom
4-Jun|One-day trip to Honolulu 89.00
9-Jun(Three-day trip to Los Angeles 600.00

12-Jun|Ten -day trip to Hong Kong 2,000.00




Adventures
larch 18, 2016

= STATEMENT

Emp. #|78

Position|Sales Manager

Manager|Liza McDonald

Transport Fuel Meals Other Items TOTAL Percentage Meals

40.00| $ 35.15 76.00 15.00| $ 255.15 30%

800.00 225.00 80.00 1705 13%

1,200.00 700.00 45.00| $ 3,945.00 18%
TOTAL| $ 5,905.15




Sales Staff Expenses

Blue Sea Adventures
Friday, March 18, 2016

EXPENSE STATEMENT
Name|Carol Baird Emp. #45
SSN|555-62-7733 Position|Sales Manager
Department|Sales Manager|Liza McDonald
Date Description Accom Transport Fuel Meals Other Items TOTAL Pell'\::zlt:ge
4-Jun|One-day trip to Honolulu 98.00 40.00 35.15 76.00 22.00($ 271.15 28%
9-Jun(Three-day trip to Los Angeles 500.00 600.00 225.00 80.00($ 905.00 25%
TOTAL| $ 1,176.15
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