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For Distribution to CPs

TZLE G SA PK GROUP LTD. 
EM PLOYEES EXPENSE REPORT

N A M E  (Block Capita _ _  
EXPENSES FOR Wh^tNDING' k

1

f T:
C^^CENTRE NO. TO BE CHARGED'

PAYROLL NC
OL^'7 2-Z.

TRAVEL
DATE DETAILS O? CLAIM Car al p/mile(2)

Miles Value
Car
Hire Taxis

Other''3'
Travel

ENTERTAINING

Subsistence
Staffl"*) 

(See over)
OutsidersHI 
(See over)

Telephone® 
Calls

OTHER

Booksl®!
Newspapers Other '

BROUGHT FORWARD(12)

^ i M  - L 1
i 1 \

i/1 C vv\ vO

rw-c-Ti.

CARRIED FORWARD FINAL TOTAiJ'̂ ’
EMPLOYEE
SIGNATURE

COST CENTRE HEAD 
AUTHORiSATiON''®'

DATE

D.ATE

/ :

) A •!)

SEND TO EXPENSES DEPARTMENT 
..BEFORE AUIHQRISAIIQN______ __ _

PAYMENT METHC)dP) - tick 0ne FINAL TOTAL(10)
BACS(S) LESS ADVANCE('i) i
Cheque(8) VISACheque PAYABLE

OFHCE USE ONLY
VAT

TOTAL
i

;
I

I
I t J I 1 --------

i ! ■ j
1125 7105 1105.'T 1105/DF 1105/H 1105/S 1318 1315 6210 8125/813
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E LtG R A P H  GROUP LTD. 
M P L O fE E S  EXPENSE REPORT

NAME (Block Capita. 
EXPENSES FOR W E B

S / /V c'tV

' 7 / cos'IM ntre no. to be charged'®’; C 2-C 7
PAYROLL NO;

DATE DETAILS OF CLAIM

TRAVEL

Car at p/m ile®

Miles Value
Car
Hire Taxis

Other(3)
Travel Hotel Subsistence

ENTERTAINING

StaflW 
(See over)

O utsiders^ 
(See over)

OTHER

Telephone® 
Calls

Books®
Newspapers Other

BROUGHT FORWARD(12)
_  /
/ A

4 . .

i 'ti —:>

CARRIED FORWARD FINAL TOTAL(12)

MPLOYEE
GNATURE

OST CENTRE HEAD 
JTHORISATiON'®'

DATE ~7 /  LS j

DATE

"FICE 
3E ONLY

VAT

TOTAL

SEND TO EXPENSES DEPARTMENT 
BEFORE AUTHORISATION

PAYMENT METHC)D P ) - tick  0ne FINAL TOTAL(IO)
BACS(8) LESS ADVANCE(17 IJ

Cheque(8) VISACheque PAYABLE I

I I ' i 1 {[ 1 11 1 i
1 it I

; I ’ i 1 j i 1 1 1 t

1125 7105 1105A' 1105/DF 1105/H 1105/S 1318 1315 6210 812f
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EGRAPH M EDIA GROUP 
'LOv ::e s  e x p e n s e  r e p o r t

NAME (Block Capitalr'
expenses  for w e . [ 2-1 ,0). PAYROLL NV.

0_T C^RE NO. TO BE CHARGED'"'; o(0 3

DETAILS OF CLAIM

TRAVEL
Car at

Miles ;lue
Car
Hire Taxis

OtherPI
Travel Hotel Subsistence

ENTERTAINING

Staff!'*) 
(See over)

OutsidetsR) 
(See over)

Telephonel̂ ) 
Calls

OTHER

Books!®)
Newspapers Other

BROUGHT FORWARD(12)

L

t. V ^

ixp j^

■/u_.

CARRIED FORWARD FINAL TOTAL*(12)

-OYEE
ATURE

CENTRE HEAD
trisation'®'

RCE: only

DATE

DATE

PAYMENT method!̂ ) - tick one FINAL total!’'®)
BACS(8) DINERS

Cheque LESS advance!!')
Cheque!®) VISA

Cheque PAYABLE
SEND TO EXPENSES DEPARTMENT 
BEFORE AUTHORISATION

VAT
TOTAL

7105 1105/T 1105/DF 1105/H 18 6210 8125/813
9/! ') ^
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TELEGRAPH GROUP LTD. 

EM PLOYEE EXPENSE REPORT

NAME (Block CapUais):

EXPENSES FOR WEEK ENDING (1)

DATE

^ (s

DETAILS OF CLAIM Cai* at /mile(2)

BROUGHT FORWARD (12)

Q piiaAL̂
^  kjlD rCL-̂ Sl̂

\MjJL-

Oh /vvf ^

Qv̂  hjCS  ̂ f  cO«H.

(3i. 5(W2.-
(o

— 1̂0 T-IAJ.)

\x/SCl LufiAviL

9i(-sia/Vl̂

C A R R IE ^O R W A R D  TOTAL j12)

DEPT; payroll NO;

COST CENTRE NO. TO BE CHARGED (9); q  ̂  O t 3

TRAVEL ENTERTAINING

Miles Value
Car
Hire

0.00

DATE - j P i  j  5 / 2 ^ - o c ^
®  }T̂Inf'• ;ir}

1ST CENTRE HEAD 

THORISATION(9)

ICE VAT

ONLY TOTAL
1125 7105

Taxis
Olher(3)

Travel

0.00

Hotel Subsistence
Staff (4) I__ Others f41

(See over)

OTHER
Telephone (5)

3

!
05/D/F 1105/H

. (
1105/S 1318

Books (6) 
Ne*A>sp3pers

00 0.0

FINAL TOTAL (10)

LESS ADVANCE (T

PAYABLE

i

1
8125/8130

)‘lier
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TELEGRAPH G R O U P LTD. 
ET^PLOYEES EXPENSE REPORT

NAME (Block Capita 
EXPENSES FOR WEclTcNOlNG

C
CO?

PAYROLL NO-
Centre no. to be charged ®̂’: o 2x > S



For Distribution to CPs

RAPH GROUP LTD. 
lOYEES EXPENSE REPORT

NAME (Block Cap.. .
EXPENSES FOR WEEK ENDING^

\ 'X.
Kj& V ^

(rf

PAYROLL N O i

0 ^ COST CENTRE NO. TO BE CHARGED (9).

/•05

DETAILS OF CLAIM Car at

,(12)._ BROUGHT FORWARD

-V T?t>T GTl"

^  T lv /r-O rt ^ '’K

^  f  owr <H' ̂

’ L - ^ e T T . \ > K f c : \ j  p-gc-US-'Lt.'̂ 'V LVTL'̂
— uĉ e' .

- T ^ '  < ,
(12)CARRIED FORWARD FINAL TOTAL' '

TRAVEL

p/mile(2)
Miles

!

EMPLOYEE
SIGNATURE

COST CENTRE H 
AUTHORISATION'

OFFICE 
USE ONLY

DATE

DATE
' m l
E / I

TOTAL

Value
Car
Hire Taxis

Other(3)
Travel Hotel Subsistence

ENTERTAINING

Stafft'*' 
(See over)

Outsiderŝ ) 
(See over)

OTHER

Telephone!®)
Calls

Books!®'
Newspapers

PAYMENT METHOD*^) - tick
BACS(S) LESS ADVANCEO

Cheque<®) VISACheque PAYABLE

> i '! 1 / !

FINAL i OTAL(^°)

SEND TO EXPENSES DEPARTMi 
BEFORE AUTHORISATION

I

1105/H 1105/S 1318

Other

6210 8125/8130 8350
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))
)

Includes air, rail, sea, parking. .................
, When entertaining is for staff only with no outsiders present put value in "Staff” column and obtain TPC approval. Otherwise include total cost in “Outsiders” column.
Itemised phone bill required for home and mobile telephones. ,
Newspapers and Magazines must be submitted on a separate expense report and will be subject to tax under the PAYE System. .. ................... _....._ _.......... _ .
In the absence of-any preference indicated, payment will be made by BAGS transfer. ' ^........
A BAGS transfer will be paid into the same bank account as your salary unless otherwise advised. This will reach your account faster than a cheque
This must be a person authorised to sign for the cost centre to be charged and they should ensure that the appropriate cost centre to be charged is indicated on the form.
Lists of authorised signatures are available from the Chief Accountant.
Total of all column totals.
Previous advances must be cleared before further advances may be requested.
If report runs onto more than one page use "carried forward” and "brought forward” totals until the last page where final total should be included for each column. AME 05/326
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View Claim

7770852
Tip off on gun factory story

P yrchase Dgto(iIs

VAT

UNITED KINGDOM 
28/08/2008 
No 
0
0,00
GBP (POUND STERLING)

Pay to Account 
Current Account

Conversion Rate

Comments

User Message
MatthewBa^y cjiaimApproved

|Tjp off to freelance 
tlje instructions 

k! cjiaim Submitted

Date Time
18/09/2008 17:22

un factory in Berkshire (paid in cash) Claim validated as un-receipted as per 16/09/2008 19:45

16/09/2008 19:45
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