HOW TO FILL OUT YOUR EXPENSES CLAIM

This new form will help to speed up the process when it comes to calculating the grand-
total and price-breakdowns. Here is a handy guide to get you through the process.

1. Fill out your name

For this form to work, you MUST first fill in your name in the TOP RIGHT corner
(surname first). This will “Activate” the auto-calculation feature.

2. Select the CORRECT month

First click on Cell 1/AD and a box with a down-
arrow will appear in Cell 1/AE. Select the
corresponding month.
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1 [LKSES 116 Toky0 Centerfor Language and Cuture January 2024 Expenses Claim Due 01/31 Name: De Monstration 2024/01
2 | segment | From-To Transportation Breakdown _ (Only report taxi amounts in the "Fares” section.) One way
3 A Home - Company A Head Home (Bus 220) Higashi-Urawa (JR 490) Shibuya 710
4 | B | Home-CompanyB Head Home (Bus 220) Higashi-Urawa (JR 239) Akabane (Bus 260) Company B 710 ® Enter your name to activate the form
5 | ¢ | Home-Company CFactory Home (Bus 220) Higashi-Urawa (JR 490) Shin-Kodaira (Tax) 710 ( sumame first )
6 o Company C - Company D Ogawa (SS 320) Takadangl (JR 150) Shinjuku 470 =
Tekadanobaba @ Click here
i = Company D - Home Shinjuku (JR 410) Higashi-Urawa (Bus 220) Home 630
8 F Home — Company E Home (Car 17km x 30) 510
9 | sanvie | Home - Lii Head Home (Bus*200) Mitaka (JR 133) Kichioj (Inokashira 195) Shibuya (Subwey 165) Toranomon oo | [ |
Select Month from list
| @ Other Expenses
ey ot Mondey | mont Toosdey [ Amaurt | Wedesdy | Amourt | Trurssey | Amant Friday Amort | Saudy | Amont e Aot
14 ©) [7) © ) ©) ® IZoom Subscrintion ... 2338,
15 Ax2 1,420 Cx1 710[ Ax2 1,420} I
16 Bx2 1,420| Taxi (590+680) 1,270) ICopies 4X10 | 40)
17 470| P2 1,020)
18 3 630
19 [@ @ ) [} () @ )
20 Ax2 1,420| Cx1 710| Fx2 1,020| Bx2 1,420)
21 Bx2 1,420| Taxi (590+680) 1,270
22 | D 470)
23 E 630]
24 [Gg () [ n ) [©) @
25 Bx2 1,420 A2 1,420[ Cx1 710 A2 1,420
26 B2 1,420| Taxi (590+680) | 1,270)
27 ) 470/ Fx2 1,020
28 3 630
29 |1 2] c<] (24) 25 (26) (@n
30 Ax2 1,420 Ax2 ,420] Cx1 710| Ax2 1,420| Bx2 1,420]
31 | Bx2 1,420| Taxi (590+680) | 1,270
32 D 470 Fx2 1,020
33 E 630]
34 |8 @ (30, [€0) 3
35 B2 1,420| Axz 1,420] ox1 710) Fares total:
36 B2 1,420| Taxi (590+680) | 1,270)
37 ) 470 ¥45,040-
38 E 630]
39 | [SAVPLES: Other Expenses total:
40 ., 1-20-1 Shibuya, Ax2 1,200
41 Stituyaro Tokyo-0 180-0002 Thark you Taxi (740+820) | 1.560) ¥2,378-
42 | Bx2 1,380
43 ABAC 1.000] | Grand total:
44 ‘Sunday tota: 0f  Monday tota 4,260, Tuesday total | 14,200‘ Wednesday ot ‘ 15‘400‘ Thrsdeay tota: | a,uo| Friday ot 2,840  Satuday toal of ¥47,418-
45 Working Records and Claims can be at: p: telc.info/tok |

3. Route Details
For ‘Segment A’,
enter the ‘From — To’ data in Cell B3,

the ‘Transportation Breakdown’ in Cell I3,
and the ‘One Way’ total in Cell Z3.
Similarly for the other ‘Segments’.

4. Fares — Other Expenses

For each day enter the letter corresponding to the
‘Segment’, and if it's a return trip, write Ax2.

If there are Taxi-fares, enter them on a separate
line, for example: Taxi (590+680)

5. Filename convention for your
attachments:

For explanation, see ‘How to fill out your Working

Reco

rd’.

Example: EC2024T1JANSMITHJ.xlIsx

For each line, enter the total fare in the ‘Amount’ cell.

Enter other expenses similarly. All totals will be
calculated automatically.




