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Employee Travel and Business Expense Reimbursement Form

i

m Q«....:E.mm. Inc:

ACCOUNTING USE

34! 58
| [345101.6195

45101.8620(

564.63

RECEIVED

MAY 0 7 2012

Total expenses

$

Less cash advances -
Less amounts charged on corporate credit card -
Net amount due employee $ 564.63
.M EMENT CALCULATOR
Miles driven 860.00
IRS mileage rate $ 0.555
Mileage reimbursement $ 477.30

Note thot the mileage refmbursement colculated above

must be manually entered on poge two of this form.

_ PURPOSE OF EMPLOY

Batch
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Employee Signature

Date

Approved By

Date




Employee Travel and Business Expense Reimbursement Form

1James Leonard
1345102

Utilities., Inc:

msm Rest- O__:,Wo: _A<
O_w:wo: _Aw« - Post office

Used personal RV to'live _:\0__:6: first Emmx of
May 2012. Awo miles.




Annette Zavilla

From: Bruce Haas

Sent: Monday, May 07, 2012 11:58 AM

To: Annette Zavilla

Cc: James Leonard

Subject: FW: James Leonard Expense report 5-7-2012

Attachments: James Leonard Expense report approval 5-7-2012.pdf; James Leonard, Expense report reciepts 5-7-2012.pdf; Copy of Expense

Report- James Leonard- 5-7-2012.xIsx; James Leonard Expense report approval 5-7-2012.pdf

Hi Annette,

I'm forwarding James Leonard’s expense report for approval and processing. | think there’s a slight error on the mileage calculations and James’ under-reported
the numbers. He indicated it was 430 miles, which means the reimbursement should be $238.65x 2 = $477.30. 've tried to fill out the numbers and save the
info on the report forms. 1 think this change in numbers would result in approx. $5.30 increase on his reimbursement. Total expense reimbursement | believe
will now reflect a total of $564.63.

I believe James is traveling today, but if you need additional info, please let him know and I'll approve whatever is necessary.
Thanks for your help and hopefully the forms I’'m forwarding to you (with those slight changes) will reflect these changes.

Thanks
Bruce

From: James Leonard

Sent: Monday, May 07, 2012 9:13 AM

To: Bruce Haas

Subject: James Leonard Expense report 5-7-2012

Morning Bruce,

Attached is my expense report for last week. | will be in Middlesboro this week and back to Clinton KY again next week.

Thank you,

James Leonard, Regional Manager
Utilities, Inc.

Water Service Corp. of KY




Emplovee Travel and Business Expense Reimbursement Form

S,

i,

« Utitities. Inc:

ACCOUNTING USE EMPLOYEE USE

EXPENSE SUMMARY:

Total expenses . 3 m%‘_ww

Less cash advances _ -
Less amounts charged on corporate credit card -
Net amount due employee $ 6£59.33

IRS mileage rate $ 0
Mileage reimbursement $ 26196
Note thot the mileage reimbursement colculated above

muist be manually entered on poge twao of this form,

o~ \\\ ~ Dvii~r~T Digitally signed by Bruce T. .I.m.mm
7 7 Dl Cce 11— DPN:-cn=Bruce T.-Haas; o=Utilities;;

/ \ \\ Inc., ou=Regional Director, _
; s SO W 1--}
Employee Signaturd-< 1/ Iy C L B2 A4 Date )~ /—/Approved By adas =US" pat |

\ 7 Date:2012:05:07-12:33:22-04'00"

£
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CLLINTON MPO
CLINTON, Kentucky
420319398
2047560216 -0089

05/02/2012 (27016536046

09:16:43 -AM-

Sales Receipt —

Produ;t Sale Unit Final
Description Qty Price Price
FRANKFORT KY 40601 $0.45
Zone-3 First-Class
Letter
0.40 oz.
Expected Delivery: Fri 05/04/12
Return Rept {Green Card) $2.35
Certified $2.95
Label #: 70112970000309067236
Tssue PVI: $5.75
MADISONVILLE KY 42431 $0.45
Zone-1 First-Class
Letter
0.50 oz.
Expected Delivery: Thu 08/03/12
Return Rept {(Green Card) $2.35
Certified $2.95
Label #: 70112970000309097250
Issue PVI: $§T%5—
FRANKFORT KY 40601 $1.50
Zone-3 First-Class
Large Env
3.40 oz.
Expected Delivery: Fri 05/04/12
Return Rept (Green Card) $2.35
Certified $2.95
Label #: 70112870000309097229
Issue PVI: $6.80
PADUCAH KY 42003 Zone-1 $1.50
First-Class Large Env
3.40 oz.
Expected Delivery: Thu 05/03/12
Return Ropt {(Green Card} $2.35
Certified $2.95
Label #: 70112970600309097212
Issue PVI: $6.80
Total: $25.10
Paid by
Cash $50.10
Change Due: -$25.00

CLINTON MPO
CLINTON, Kentucky
420319698
2047860216 -0099

05/02/2012 (27056536046

01:05:00 PH

“Sales Receipt ———
Sale Unit Final

Product
Description gty Price Price
FRANKFORT KY 40601 $0.45
Zone-3 First-Class
Letter

0.60 oz.

Expected Delivery: Fri 05/04/12

Return Rept (Green Card) $2.35
Certified $2.95
Label #: 70112870000309097243
Issue PVI: $5.75
Total: $5.75
Paid by:

Cash $6.00
Change Due: -$0.25

Order stamps at usps.com/shaop or call
1-800-Stamp24. Go to usps.com/clicknship
to print shipping labels with postage.

For other information call 1-800-ASK-USPS.
xxtxtxr**xx*x*xtxxxxx*xxxxxxxxx:txxxxt*x
*x*x*x*x:xxxxxxxxxxxxxxxxxxx*xxxxxxxxxxx
Get your mail when and where you want it
with a secure Post Office Box. Sign up Tor
a box online at usps.com/poboxes.
xxxx*xt*xw*x:x*xrxxx*x*xxxxxxx:x*xxxxxtx
w:xxxxr*xtxxxxxxtx*xxxxxrxx%xtxxxx1xxxxx

Bill#: 1000100410694
Clerk: 10

A1l sales final on stamps and postage
Refunds for guaranteed services only
Thank you for your business
x*xx*x*x*x**xxxwzxxxxxkx*xxxxxrxxrxxx*xx
x:x*xxxtx*xxxxx*xxxﬂtixxx*xxxxxxxxxxxxxx

HELP US SERVE YOU BETTER
Go to: https://postalexperience.com/Pos

TELL US ABOUT YOUR RECENT
POSTAL EXPERIENCE

YOUR OPINION COUNTS
EEEERAXXKXETEXEXKKEEREXLRE KL S KL XKL X RKRK
AREXEXKKRKETRERRKEKEENEXXHERAKKEXRERXKKEK

Customer Copy




1075704

( Utiiitics. inc: RECEIVED Empioyee Name: Wichael Pickard
qu Business Unit: 345101 i
FEB 2 8 2012
ACCOUNTING USE EMPLOYEE USE
. O EXPENSE SUMMARY
345101.5640 54575 § 35.62 Total expenses $ 677.77
345101.5780 Less cash advances - .
345101.6185 Less amounts charged on corporate credit card -
4. 345101.6185 Net amount due employes $ 67777
6. 3461016200
3451036540 & % \ . |
+ MILEAGE REIMBURSEMENT CALCULATOR =~ .
Miles driven 750.00
IRS mileage rate $ 0.561
Mileage reimbursement $ 38250

Note that the mileage reimbursement coiculated ohove
must be manually entersd on page two of this form,

PURPOSE OF EMPLOYEE TRAVEL
To pick up Toyota Prius. Mike Pickard went in personal
Veh. And took wife with to drive personal Veh. Back.

‘ Batch & &&WN

! ms_u_eam Signature o mmm Approved By




Employee Travel and Business Expense Reimbursement Form

Michael Pickard

4 Utilities. Inc: |
(s 345101

2 Lodging ~_Comfort Suites East .~ Motel for 1 night- Picking up Toyota Prius. 345101 6185  116.08 -
Meals-lunch Hardees Crossville Tn Lunch for Mike and Driver- Picking up Toyota _u:cm

5\ 345101 :
Damon's, Sevierville Tn . Dinner for Mike and Driver- Pickingup Toyota =~ 345101 6200 2266 v

Cracker Barrell, Knoxville  Breakfast for Mike and Driver-Picking up ._.o<oﬁm 345103 6200 20.82 ~
o : soro . Lunch/dinner for Mike and Driver-Pickin . 345101 68200 3969 7
26.40 —
: 11.50 ~
~ Mailing monthly DMR's \ 11.50 ~
 driving to Knoxville and back-Picking up Toyota 5101 38250 ~
0_583 _uomﬁ office Ma ng MOR's( No Receipt) 345101 5540 17.817
_Clinton Postoffice ~ Mailing MOR's{ No Receipt) 345101 5540 1781 7




Annette Zavilla

From: James Leonard

Sent: Tuesday, February 28, 2012 2:11 PM

To: Annette Zavilla

Cc: Mike Pickard; Bruce Haas

Subject: Mike Pickard Expense Report- 2-28-2012

Attachments: Mikes Expense Report Feb 28, 2012.xIsx; Mike Pickard Expense account approval 2-28-12.pdf, Mike Pickards Feb 28, 2012 Expense
Report Receipts.pdf

Hi Annette,

Please process the attached Expense Report for Mike Pickard at the next available check run.

I transported a Toyota Prius from Florida to East Tennessee after last week leadership meeting and Mike made his way on Sat. to pick up the new ride.

Thank you kindly,

James Leonard, Regional Manager
Utilities, Inc.

Water Service Corp. of KY
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