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EXPEDITING REPORT

	MTB W.O.#:
	
	Page 1 of 
	
	Report #
	


	Expediter: 
	
	Customer:
	

	P.O. #:
	
	Customer Ref #:
	

	Vendor/Location:
	

	Contact/Phone:
	

	S.O. #:
	
	Job #:
	

	Date of Visit:
	

	Expediting task was:
	Order is:
	Hours this Report
	Total Hours
	Miles (RT)
	Expenses

(Less Mileage)

	
	
	(A) Work
	(B) Travel
	(A + B)
	
	

	 FORMCHECKBOX 

Not Req’d
	 FORMCHECKBOX 

Completed
	
	
	
	
	

	 FORMCHECKBOX 

Waived
	 FORMCHECKBOX 
Incomplete
	
	
	
	
	

	 FORMCHECKBOX 

Incomplete
	
	
	
	
	
	

	 FORMCHECKBOX 

Completed
	
	
	
	
	
	

	MATERIAL DESCRIPTION


	Status


	%

Complete
	Scheduled

Completion

Date

	
	Engineering


	
	

	ACTION REQ’D:


	Purchasing


	
	

	
	Fabrication


	
	

	Date Shipped:


	Original Delivery Date:


	Previous Delivery Date:


	Current Delivery Date:



	Engineering & Purchasing Details:



	Production Details:



	Expenses: Hotel, Airfare, Tolls, Meals, Parking, Postage, Etc.
	OTHER
	

	HOTEL
	
	MEALS

	
	TOLLS
	
	POSTAGE
	

	AIRFARE
	
	CAR RENT
	
	PARKING
	
	PHONE
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	Report No.:
	

	Visit Date (s):
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	MTB W/O No.
	


	
Fabrication & QA/QC Details:


	
Expediting Details:


	
Shipping Details: 


	
General Comments:


	EXPEDITER:
	
	DATE:
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	Report No.:
	

	Visit Date (s):
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	MTB W/O No.
	



(Continuation):
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