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                                                  TIME & EXPENSE REPORT

	
	Report No.
	Page    of  

         


	Survey, Audit, Consulting
	
	Customer:
	Customer P.O.# to Vendor



	Inspection


	
	Customer/Vendor & Location



	Expediting
	
	Customer Job No.


	Vendor Job No.


	MTB Work Order No.



	O

T

H

E

R
	
	
	Personnel Contacted and Title:


	Phone 



	Order Complete
	Yes
 FORMCHECKBOX 

	
	FAX No.



	
	No
 FORMCHECKBOX 

	
	P.O. # to MTB



	Date
	Work

Time
	Travel

Time
	Total

Hours
	Expenses (Receipts Required)



	
	
	
	
	Air Travel
	

	
	
	
	
	Car Rental  (Including Fuel)
	

	
	
	
	
	Hotel
	

	
	
	
	
	Meals (Including Tips)
	

	
	
	
	
	Phone/Fax
	

	
	
	
	
	Misc. (Tolls, Parking, etc.)
	

	
	
	
	
	Car Mileage:

miles
	

	
	
	
	
	Other: 

Describe
	

	TOTAL
	
	
	
	TOTAL REIMBURSABLE  (US Dollars)
	

	Daily Activity Summary

	

	

	

	

	

	

	

	Name

           
	Report Date

                      

	Reviewed By
	Date
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