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The National Rifle Association of America

Expense Report

General Reminders

1) For a complete list and explanation of Travel Guidelines please see The Travel

and Business Reimbursement Guidelines effective 1/1/04 (Employee Handbook).

2) It is your responsibility to know and apply the Travel & Business Guidelines

before you spend Association assets.

3) Financial Services will do its best to process and reimburse employees within 7 to 10

business days following submission of the Expense Report to Financial Services.

Using the Expense Report online using Microsoft Excel

1) This Expense report is split onto two Tabs, which are located at the bottom

of the screen.  You can move between Tabs by clicking your mouse pointer on

Information or Expense Report Detail.

Expense Report Detail Directions

1) Employees, please enter your Employee I.D. Number.  Your Employee I.D.

Number is located on your security badge.  Your Name, Division

and Cost Center should appear automatically.  Non-employees please enter

your address in the space provided.

2) Please enter any cash advance received from the NRA. Please enter your

Travel Authorization Form # in cell O8.

3) In the E pen e Detail Section enter only "out of pocket" e pen e

Note: Expenses charged directly to the NRA via American Express, Hertz,

etc. or through MacNair Travel Agency should only be entered in the Direct Charge

Detail section of the Expense Report (See # 7 below).

4) The Expense Detail Section should include expenses for yourself only.  However,

in certain circumstances (meals), it is not practical to obtain individual receipts.

A designated employee may pay for the entire group.  All employees names must

be included on the receipt.

5) If you enter expenses in the Other column (9), please describe the expenses

 in the space provided (Cell D24) on the Expense Report.

6) The Entertainment / Business Meals Detail should include meals and 

entertainment with outside representatives.  Please see the Guidelines

mentioned above for IRS information requirements.  By filling out this section

completely the NRA meets the IRS requirements.

7) To better track and budget for the Total cost of travel please enter the Vendor,

Description and $ amount of any charges billed directly to the NRA.  These vendors

include: MacNair, Hertz, American Express etc.

8) The Financial Services Division has created a Standard Account Distribution for 

your expenses.  You may prefer a different Account, Cost Center or Program #.

You can use the Standard Distribution by clicking on the Accept button or you

can enter your accounts directly in the Final Account Distribution Section.
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9) Please print, sign and date your expense report.

Attach your receipt  and get your e pen e report approved

Submit your expense report to the Financial Services Division for payment.
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The National Rifle ASsociation of America
2013 Expense Repolt

EmployeeLD.: 1820 Name(If metanemployee): Total EmployeePaidExpenses: $7,2725E
fame: Phillips,WilsonH Address(If notan employee): LessCashAdvance: 0 GC
)ivision: Officeof theTreasmer City, State& Zip: AmountDueto NRA from Employee: 0 OC
CostCenter#: 10300 AmountDueto Employeefrom NRA: $7,2725E
½r ose Fy"""" coveredby contract TravelCity Various TravelState: Virginia (perTravelAuthorizationFoun) TA Form#

EXPENSEDETAIL
(1) (2) (3) (4) (5) (6) (7) (8) (9)

Date Plame/ Auto PersonalAuto Tolls/ Total Meals
dM/DD-MM/D Dese' tion Train Rental Taxi Miles $0.565 Other Tran ort ' S Te home Other TOTAL

1/3- 1/62019 DFW/IAD 112541 1 12541 - - 112541
01/01/19 fareClub of America - 984 984OC

02/15/19 Kni Lease - 3 500 3500OC
2/8- 2/112019 DFW/IAD 146260 146260 14626C

1-22019 VA tri 2005 20057 2005',

attachedsmnrnary

TOTAL 752201 - 70057 - - 7 72252 - - - 4 424 77775F

)escriptionof Other Charges(Cohumn9):

Entertainment/BusinessMealsDetail(a neceiptis requimdfor eachitem of entertainment)
Date Nameof place Name(s)of Guest(s) BeneStto NRA Amount

Total $0OC

DIRECT CHARGEDETAIL StandardA ggg mg|gm
Cost Account Cost Program

ExpensesChargeddirectly to theNRA: Account Center Des ' tion Amount Number Center Number Amount

5200 10300 Travel 727258 5200 10300 $7 725E
Jendor/ CC: Description- Expense: 5220 10300 Bus Entest 0 OC 5220 10300 $0OC

$0OC

fou mayusetheStandardAccountDistributionOR $0OC

foumayenteraltemativeaccountsin theFinal $0OC

kcount Distributionareato theright $0OC
fo accepttheStandardDistribution,just clickonthe $0OC

-;eenAcceptButtonbelow EmployeePaidExpens $7,27258

2000 00000 Act b $727258:
fatal Direct Total $7,27258

fotal EmployeePaidExpenses: $7,2725E
tore of Employee Date provedBy Date

3randTotalfar all ChargesandExpenses $7,2725E
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