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General Overview

Contact Information

e NBCU T&E Team — 212 664 7154
e Travel. Admin@nbcuni.com
 Travel Portal — travel.nbcuni.com

e Concur —866 793 4040

e Citibank — 800 248 4553

« BCD Travel — 855 844 6228
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First Time Login
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First Time Log in — Internal SSO

travel.nbcuni.com

Travel & Expense

NBCUniversal CONTACT INFORMATION

Click Manage My Travel Needs

r - > = —
Home NBCU Travel: 1-855-844-6228 v

Concur Help Desk: 1-866-793-404
Booking & Expenses Citibank: 1-

Manage My Travel Needs (Cancur) A elp Desk : travel.admin@nbcuni.com / 212-66 4-7154

Reservations
Traveler Profile tu Hilton Honors Fast Track Trip IT is part of our NBC Concur package

Travel Expenses

Mobile Travel Assistance (Triplt Pro) A FEATURED

Black Car Senice, NYC Metro area
' ’ Welcome to the NBCUniversal Travel Portall

Preferred Limo Suppliers A
[ This portal contains links to all of the sites travelers may need to request a corporate

card, book air, rail, or bus travel, reserve a rental car at your destination, make hotel
reservations, order Black Car or limousine services, get assistance with relocation
services, and learmn more about your fravel destinations, whether it is a short drive away

Hertz Car Rental A

Credit Card Services

Credit Card Application 2 or on the other side of the world.  MCRE »
Credit Card Limit Updates 2
Citibank ATl form

Travel & Expense = usa-

NBCUniversal CONTACT INFORMATION

Click Login with SSO

‘You are now leaving travel. nbcuni.com. To continue, please read the following statement and click on the correct option to proceed.

Please be aware that you are leaving the NBCUniversal's Website and entering Concur's Website. The resources on the Concur's website are offered by
Concur's website and NBCUniversal is not responsible for their content.

Login with S30 {Internal users) A

Login without S50 (External users) A

Locations: 2= USA [+l canada | B France ™™ Germany [ Bitaly el Mexico o= Netherlands ™™ singapore I Spain EfE UK @y Global
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First Time Log In — External

[& concur concursolutions.com

Sign In

Linia Harms

SsO@nbcu

Username: your SSO@nbcu

Click “Forgot your
password?”

5 NBCUniversal



First Time Log In — External

Forgot Passworao

Enter your User Name

| 06445218@nbcu | /
Send me an email with my password hint /

Send me an email with a link to reset my password
Cancel m 4 Click Submit

Select second option

You should receive an email with a link to reset your password within 5 minutes. If
you do not receive the email, contact the T&E Team. The link within the email will
expire within 24 hours.
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First Time Log In — Privacy Agreement

Privacy Agreement

Concur is providing these links to you only as requested by your company. Access to supplier links is under the direct control of your company
administrator. Links to suppliers does not imply endorsement by Concur.

Your Consent

By using Concur Business Services, you consent to the collection and use of the information described in this Privacy Policy in addition to the information
captured in your profile.

Data Privacy

Concur complies with data privacy and protection regulations, including the provisions of the European Union Directive 95/46/EC, Canadian PIPEDA
(Personal Information Protection and Electronic Documents Act), and the UK Data Protection Act of 1998, to the extent such regulations apply to Concur.
Concur will investigate and resolve individual complaints or disputes, and have procedures in place for resolution.

If you have any questions about this privacy statement, the practices of this site, or your dealings with this web site, you can contact your program
administrator at your company.

Microsoft Mappoint Terms of Use, Privacy Statement

[Agree | [ Do NOT Agree

N

Scroll down to click | Agree
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First Time Log in — Profile Veri

(&} CONCUR

Travel

ilcation

Expense Approvals Reporting ~ App Center

Profile

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Expense Settings

Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings

E-Receipt Activation
System Settings
Connected Apps
Concur Connect
Change Password
Forgot Mobile Password
(PIN)

Privacy Statement

Travel Vacation
Reassignment

Mobile Registration

Personal Information

- 9
Profile -

Change Password System Settings Mobile Registration Travel Vacation Reassignment

Confirm that your
name and other
profile
information is
correct

My Profile - Personal Information

Jump To: | Personal Information

Choose

PLEASE NOTE: If your name is not displayed correctly: Employees: Please contact your local HR representative. Contractors: You
may call the IT help desk to request a name change, or go to hitp://itgvm nbcuni ge com/itservices/home aspx to enter a ticket direcily.

Fields marked[Required] and [Required™] (validated and required) must be completed to save your profile.

Important Note

Your Name and Airport Security: Please make certain that the first, middle,
presenting at the airport. Due to increased airport security, you may

)ames shown below are identical to those on the photo identification that you wil be
away at the gate if the name on your identification does not match the name on your ticket.

Title First Mame ™ Middle Name[Required] Nickname LastMame Suffix

Mo Middle Mame

Company Information Go to top
Employee ID
Employee Position/Title

Manager

Manager Travel Repor

Admin Email Admin Mame Admin Phone

Company Code Name Division

Company Code

Business Unit International Travel Visa Information 1 International Travel Visa Information 2

International Travel Yisa Information 3 FQTV Status Remark

If your name does not match your legal photo identification, contact your HR team.

For all other inquiries contact the T&E Team.
8
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First Time Log in — Bank Information

Bank information is required by all US employees to submit expenses

L& CONCUR

Travel

Expense

Approvals Reporting ~

App Center

Profile

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Expense Settings

Expense Information
Bank Infermation
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings

E-Receipt Activation
System Settings
Connected Apps
Concur Connect
Change Password
Privacy Statement

9

Personal Information

Change Password System Settings

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information.

Company Information
Your company name and business address or your remote
location address.

Credit Card Information
You can store your credit card information here so you don't
have to re-enter it each time you purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts
from participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees.

Change Password
Change your password.

Mobile Registration

Travel Vacation Reassignment

System Settings
Which time zone are you in? Do you prefer to use a 12 or
24-hour clock? When does your workday start/end?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Click Bank Information

Bank Information <€
Bank Information

Expense Preferences

Select the options that define when you receive email
notifications. Prompts are pages that appear when you select a
certain action, such as Submit or Print.

Mobile Registration
Set up access to Concur on your mobile device

NBCUniversal



First Time Log in — Bank Information

Concur will take 2-3 business days to confirm account through Penny Test

(& CONCUR Travel

Profile

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Expense Settings

Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings

E-Receipt Activation
System Settings
Connected Apps
Concur Connect
Change Password
Privacy Statement

10

Personal Information

Expense Approvals Reporting ~ App Center e
Change Password System Settings Mobile Registration Travel Vacation Reassignment
RBank Information Fill in all required fields then click Save
Bank Country Bank Currency
UNITED STATES b US, Daollar
Routing Number Bank Account Number Re-Type Bank Account Number
Bank Mame Branch Location Account Type
I Checking w

Status

By entering your bank account informaticn you are authorizing direct deposit using electrenic funds transfer into this account for amounts due to you. If you do not want to authorize direct deposit
then you should not enter your bank account information.

John Q. Public Routing Number is usually located between the 1 symbols on your check and is 8 digits.

1358 Main St.
Sometown, OH 98765

Fay to the order of Q@
<3\

- 20 1001
Account Number is usually located before the || symbol on your check and is 3-17 digits.

Dollars

NBCUniversal



Booking Travel
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Booking Travel |
a Booking for myself | Book for a guest
Click Travel £ = = 8 O

Please note, if you book travel to & high risk country, you
will receive an email asking for approval. Please refer to

CONCUR Travel Expense Approvals Reporting ~ App Center the ISOS site here
Multi- City Trips Option has been turned off,
Travel Arrangers Trip Library Templates Tools DlEﬂSE call BCD Travel AQEHCY 855-844-6228
to book.
& Booking for myself | Book for a guest Travel Alerts
-15 & | = g @ © NBC Universal Media, LLC is giving Triplt Pro to all employees. Mixed Fllght.fTraln Search
@ vou haven't signed up to receive e-receipts. @ Sign up here Round Trip One Way |
Please note, if you book travel to a high risk country, you
will receive an email asking for approval. Please refer to Company Notes | Upcoming Trips
the ISOS site here. From i

Air/Rail Search Effective January 19", 2015 any item (excluding airfare/bus/ir |
7 7 date will cause your corporate VISA credit cards to be suspen Fidan arpal | Seeci muilipe Sipors

=) TN ) @atiay () M (eastern time). This is a daily process. Please be sure to cle: T @

Departure City @ Any questions please contact travel.admin@nbcuni.com.

Find anairporl | Salaci mullipie airports

| ‘ Concur Review Session: Thursday, December 10, 2015 2-3:3

Find an airport | Select multiple airports -

2-2:30 Travel, 2:30-3 Expense, 3-3:30 Q&A
Dial in number: 855 227 5050 Conference Code: 1797795
Meeting Number: 712063625 Password: Welcome1

Arrival City @

[CrCDTEed T BT oS You must register for the meeting using this link: http:/www.nbcuni.c || depart ¥ || O8:00 am ¥ || 4 ¥ | ~
TARGET=hitps:/leconference webex.com/econference/j.php?RGID=
* To add to your calendar: open attachment in email confirmation from

w ||departr||35::lzlpm 1r||:t4 1r| w

Pick-up/Drop-off car at airport
Find a Hotel

Choose type of trip

Class i Search by

Enter destination and arrival [oonomy ciass v | Seheduie v
Cities then times Refundable only air fares

Click Search | —-> m

12 NBCUniversal



Booking Travel - Airfare Flight Matrix

Flight matrix will show multiple flight options. Vendors will be indicated as “most
preferred” or “preferred”.

NEWARK, NJ TO LOS ANGELES, CA Print
MON, SEP 26 - FRI, SEP 20
Hide matrix
kY A A} L4 jeiEe G N
All Armerican Delta Alaska Virgin Southwest JetBlue Hawaiian United
37 recults Airlines Airlines Amerca
Maost Preferred Maost Preferred Mast Preferred Preferred Preferred Preferred
Nonstop — — — 2 results — — 2 results E results
10 results
1_St-;:|:' & results & results 4 results 5 results 4 results 2 results — —
27 results

Sorted By: | NECU Preference »
Shop by Fares Shop by Schedule —

Click on vendor options
to refine search. You can

shop for your flight by Samares oot 711
fares or by schedule

Depart Return

A 06:00a EWR - 06:49a PHL  Nonstop Economy

“ - g3
Airlines 07:35a PHL - 10:29a LAX

Nonstop Economy
Select outbound and

Vendor for NBC

return flights

7h 29m / Canadair Regional Jet #3945, Airbus Industrie A321 #7581 / View seats - Sabre

13 NBCUniversal



Booking Travel — Selecting Airfare

Once flights are selected, you will see the total of your airfare. Clicking on
the fare will bring you to the Review and Reserve Flight page.

Selected Fare
Remove x

: 08:30a JFK - 11:41a LAX MNonstop gh 11m

Alrlines 02:30p LAX - 11:02p JFK  Nonstop 5h 32m

Most Preferred Vendor for NBC Universal Media, LLC Show all details

If you select a flight and it has this yellow exclamation point icon, the
system is notifying you that your flight is not within policy. The system will
still allow you to book your flight, however, it will require you to leave a
comment stating why you have booked outside of policy.

Remove X

12:45p JFK - 03:45p LAX MNonstop 6h 00m
o t i

irh 1
Airlines 02:30p LAX - 11:02p JFK  Nonstop 5h 32m

Alaska Airfines 6231 / 8312 operated by American Airfines

NBCUniversal

14



Booking Travel - Review Itinerary

Here you will ensure that the flight details are correct. Scroll to the bottom and
click “Reserve Flight and Continue”

Review and Reserve Flight
REVIEW FLIGHTS

Trip Summary

Flights Selected

Round Trip
> _ ) )
P DEPART Mon, Sep 26 — New York, NY to Los Angeles, CA Hide details
Depart: Man, 09/26/2016
Return: Fri, 09/30/2015 Mon, Sep 26  08:30a JFK — 11:41a LAX 6h 11m American Airlines #1
View seats / 32B
RETURN ¥ Fri, Sep 30 — Los Angeles, CAto New York, NY Hide details
Fri, Sep 30 02:30p LAX — 11:02p JFK Bh 32m American Airlines #32

View seats / 325

ENTER TRAVELER INFORMATION

Ensure all raveler information below is correct. ¢

Primary Traveler Edit| Reviewall

Mame: Amanda Exarchakis Phone: Amanda.Exarchakis@nbounicom v

On this page, you
Can SeleCt your For American Airines

seats_on the flights | ']
SEAT ASSIGNMENT

Make your trip more enjoyable by selecting your seats now Ctherwise, Cancur will requast them for you.

Select Seats

REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Airfare $37357 $56.22 42079

Total Estimated Cost : $429.79
Total Due Now: $429.79

15 NBCUniversal
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Booking Travel - Review Itinerary

Add hotel or car rental reservation to trip.

Travel Details

Trip Summary
J\f' Finalize Trip TRIP OVERVIEW
LR.:_TTIFT:G:IETIF | want to... Trip Name: Trip from Newark to Los Angeles =iy ebbaygur Itinerary
Submit Trip Confirmation |»~- . Start Date: January 04, 2016 @, Car @ Hckal
End Date: January 08, 2016
Created: December 08, 2015, Amanda Exarchakis (Modified E Farking

December 09, 2015)

Description: (Mo Description Available) Edy " entiliy Gomn [ET YOUT WiEs el

Agency Record Locator: YULJWL connact with Trigs, or send your lnerary 1o
lans@concur.com

Passengers: Amanda Exarchakis P -

Total Estimated Cost: $736.70 USD [Detais

Ajrfare must ba bcketad by an agent by: 12102015 11:85
PM Pacific

16 NBCUniversal



Booking Travel - Adding Hotel

Displaying: 100 out of 100 results. Previous 123 4 Next | Al CI|Ck Hotel Deta”s to V|eW |f
1. The Langham Huntington Pasadena $202 the hotel Offers a.

1401 South Oak Knoll Avenue, Pasadena, CA 91106 Mapit

Prosmies KK A KA complimentary breakfast,

Preferred Hotel for NBC Universal Media, LLC Hotel details W|f| etC
’

2. Loews Hollywood Hotel $215
1755 N Highland Ave, Hollywood, CA 80028  Map it

,
¢ 649 miles Yo R K

Preferred Hotel for NBC Universal Media, LLC Hotel details

3. Hollywood Roosevelt Hotel $230
7000 Hollywood Blvd, Hollywood, CA 90028  Map it 1

Qosimin kA Select View Rooms to display
Preferred Hotel for NBC Universal Media, LLC Hotel details IOngng Optlons

Included in Negotiated Rate: OnSite Fitness, WiFi

Room Options

Comcast/nbe Universal - Double Superior.300sgft. 2 Dbl Beds.robes Led Flat Tv.mini Bar.work -
Desk (Rate Code: G2DCCT) (Sabre) (v] $230
Rules and cancellation policy

Comeast/nbe Universal - Newly Renovated King Deluxe. 350sqft King Bed.robes Led Flat Tw.
Wood Floors (Rate Code: AIUCCT) (Sabre) (v] $271 ==
Rules and cancellation policy

_ Choose room then click the
Comeast/nbe Universal - Double Dix 375sf 2 Double Beds Hardwood Floors (Rate Code:
AZDCCT) (Sab H
Rules ang c(anacerl.lea)tion policy o - - blue button . NOt'Ce the green
Bor (Rate Code: BIUCCT) (Gabre) o e onfsferfeel i o [ check mark for within policy
Rules and cancellation policy
Comcast/nbe Universal - Nwly Renovated Studio Double.500sqft.2 Db Beds Loft Style W Lvng roo m S

Rm.lcd Flat Screen Tv (Rate Code: S2DCCT) (Sabre) 1 ] $463 -
Rules and cancellation policy

Cameactinhe nisareal  Klah: Danccstad Shodin Wina ENDeaft lina Bad | aft Shoela WL ume

i NBCUniversal



Booking Travel - Adding Car Rental

PICK UP: (LAX) ON MON, JAN 4 12:00 PM s ]
RETURN: FRI, JAN & 12:00 PM
Hide matrix
All = =] Ee=] - i == P =)
7 results Economy Car Compact Car Intermediate Car Standard Car Full-size Car Mini Van Intermediate SUV
Hertz.
PRPIPS 33.00 33.00 33.50 35.50 35.50 56.00 49.00

Sorted By: | Policy - Most Compliant v

Displaying: 7 out of 7 results

Economy Car (Sabre) fplpds (s E-Receipt Enabled  more info Hertz.

$33.00 per day kzl‘or:f:c:‘rl;sswssmn ==

(Corporate rate) e €181 10- = S | t h . | d | . k

=3 € elecCt venicie and CIIC
2

Reserve Car and Continue

REVIEW PRICE SUMMARY

Description Daily Rate Dates Total
Hertz Car Rental $33.00 Jan 04 - Jan 08 $132.00
Total Estimated Cost : $181.10"
Total Due Now: $0

* Does not include additional fees incurred during time of travel.
** Remaining amount due at rental location.
m Reserve Car and Continue
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Booking Travel — Review ltinerary

January 04, 2016

Flight Newark, NJ (EWR) to Philadelphia, PA (PHL)

American Alrlines 3881

Departure: 11:30 AM

Seat: (A (Confirmmed) &/ Change Seat
Newar I8 Arpe (EWR)

Termingt: A

Duration: §3 minutes.

Nartog:

Arrival: 12:23 PM
Priladelphia ot Ampt FHL
Termingl. F

Additional Details.
Moot Cansdeir Jot
(255

Emissions: 424 15 C0;
Cabin Ecznicmy (M)

Plan alesd snd ressrve yeur sirpart parking. Jo k)

4o, 17 moin Aayewer as Prilacieionia inif At (PR

Flight  Philadelphia, PA (PHL) to Los Angeles, CA (LAX)

American Alrfines 781

Departura: 01:40 PM

Seat; 16 (Coatimed) o/ Change Seat
Friladsiphia In Acge (PHLI

Dusstion: & hours, 4 minuter

Honsizp

Arrival: 04:44 PM

Les Angeles I (LX)

Termingt &

Adartional Details
Arcraft Airbus AS2L

£
Ervipsisen: 5337 B 0

Cavin: Ecomormy (M)

Lot

Hertz Car Rental at: Los Angeles US (LAX)

Pick-up at’ Los Angalas US (LAX)

Plck Up: 04:44 PM 200 000
Fickeup at Log Angstes U (LAY

M o Cort |

Retismn: D1:55 PM 2002
Resurning to: Lork Angedes LIS (LAX)

Aduartional Details
e §33 00 USD ey rate, uniimited mies
Total Rave 18110 V5D

Remal Details
Economy / Car { Actnmatic ransmission § A gondiioning

The Garland

4222 Vineland Ave
North Holtywood, California, 81602
us

B18-980-8000

Checking In: Men Jan 4

Foom L Deys 4 Gonts |

Checking Qut: Fri Jan §

Adarmional Information
Dty Rate: $165 00 USD

RESERVATIONS

ge | Cancel a0 dir

Confirmation: YULUVL

s Contiemed

Distance; 30 mies

Review all details to ensure
that reservations are correct
then click Next

Confirmathon: YULLVL
Sttt Confirmed

Dritance 1394 mies.

Maal: Fond foe purchase

Confirmation: GTTI11449E0
st Confirmed

Bate Code: CA

Corporate Disourt. 50043

Confirmathon: 265837856
Confirmed
Raga Coder CIKCLE

I yeu clozs at thiz peint your resarvation may be cancelled. Nete: Any part of the trip that Is instant purchase or has deposit will not be
cancalled.

Toeal fuane $650.00 LISD

NBCUniversal



Booking Travel — Review ltinerary

———————————————— BAGGAGE INFORMATION -----——-————-———-
FLEASE NCTE MANY ATRLINES HAVE ENFORCED STRICT BAGGAG
REQUIREMENTS WHICH INCLUDES 3IZE/WEIGHI/NUMBER CF B2
THESE REQUIREMENTS MAY BRE3SULT IN ADDITICHAL FEES
THAT MY BE CHRRGED BY THE AIRLINE AT CHECK IN.

FOR LOST COR STOLEN CITIBANK CORFCBRATE CARDS

FLEASE CALL 200-248-4553 OB 904-954-7314
——————————————————— AMTERK MCTICE -—---—---——————————-
AMTRRK BRESEEVATICNS MUST BE CANCELLED AT LEAST 24 HRS
IN ADVANCE CR ARE 3UBJECT TC PENALTIES UF TCO 100FCT
OF THE FARE.

20

If you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has deposit required will not

be cancelled.

cone

Please click Next to proceed.

NBCUniversal



Booking Travel — Booking Information

Trip Booking Information

The trip name and description are for your record keeping convenience.

Trip Name Trip Description (optional)
This will appear in your upcoming trip list. Used to identify the trip purpose

Trip from Newark to Los Angeles

4 e

Send a copy of the confirmation to: @

Enter | |
I'eq u | red tr' p le::r:Ey e.gll:iirlpl:t:::tfirmation as
iInformation

With m il confirmation. ..

| Do not include diws with email v |

Comments to trip approver \ For International Travel: Please provide a local in country phone contact

| \ | number
~ |

Pour vos voyages a I'&tranger: veuillez fournir un numeéro de téléphone Please choose your purpose of trip: [Required]
local dans Ie pays visite | v |

You may HOLD this reservation until: 12/10/2015 11:55 pm Pacific

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Click Next —
21 NBCUniversal



Booking Travel — Review ltinerary

Trip Confirmation

To COMPLETE BOOKING, please press the "Purchase Ticket” Button after reviewing this page.
To CANCEL, press the Cancel button.

TRIP OVERVIEW

Trip Name: Trip from New York to Los Angeles

Start Date: October 03, 2016

End Date: Cctober 06, 2016

Created: August 31, 2016, Amanda Exarchakis (Modifed: August 31, 2016)
Description: (Mo Description Available)

Please choose your purpose of trip: Internal Meeting

Agency Record Locator: WARQFD

Passengers: Amanda Exarchakis

Total Estimated Cost: $669.60 USD

0 Airfare must be ticketed by an agent by: 09/01/2016 11:55 PM Pacific

Ensure all of your trip information is correct on the Trip Confirmation Page. Scroll
down to the bottom and click “purchase ticket” to confirm your reservations. YOU
MUST CLICK PURCHASE TICKET TO BOOK YOUR TRAVEL.

>

Display Trip Purchase Ticket=> Cancel Trip

Almost done... Please confirm this itinerary.
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Travel Assistant

Click Profile then Profile Settings

(& CONCUR Travel Expense Approvals Reporting ~ App Tenter

Profile -

Profile Personal Information Change Password System Settings Maobile Registration Travel V

Cathrine Farr

Your Information

| sign Out

My Profile - Personal Information

Jump To: | Personal Information B Choose

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Administer for another user...
PLEASE NOTE: If your name is not displayed correctly: Employees: Please contact your local HR re|

) . ) i D lama delegate or travel assistant
may call the IT help desk to request a name change, or go to hitpo/itgvm.nbcuni.ge.com/itservices/|

©@ |ama proxy
Fields marked[Required] and [Required™] (validated and required) must be completed to save vy 7 | am a self-assigning travel arranger

Q
Travel Settings

Important Note
p Cancel Apply
Frequeni-Traveler Programs

Travel Preferences Your Name and Airport Security:
. ) Title First Mame Middle MName[Required] Nickname Last Mame Suffix
Assistants/Arrangers —

International Travel presenting at the airport. Due to incr

Click Assistant/Arrangers

24
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Travel Assistant

. . Assistants and Travel Arrangers Go to top
C | ICk / ‘d d an d / ‘SS I Stant Please select the individuals within your arganization that you would like to give permission to perfiorm travel functions for you.
— - . a
Your Assistanis and Travel Arrangers

% [+] Add an Assistant

~

You currently have no assistants defined.

B T

orts

SearCh for aSSiStant nothave 2passport | i Add an Assistant - Windows Intemet Bxplorer | = | = |[z234)
Jationality

by name Or SSO and CliCk 5 of America E | https://www.concursolutions.com/profile/AssistantEditor.aspTu ﬂ| Gountry
ational Visas
Save

Add an Assistant

Please select fhe individuals within your organization that you would like

to give permission to perform travel functions for you. -
Assisiant

=nr Travel Arrange

ect the individuals 20642231 E.| X m travel functi
3elf Assigning Assistan Riddle, Ryan P.
stants and Travel Ar TaE 5t Analyst

206422318@nbcu (User Name)
Ryan.Riddle@nbcuni.com (Email) number in their
1212 §54-2352 ssistant for

travel. ' ned.

T T

25
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Corporate Cards — Application

Employees who incur regular business-related expenses while traveling may
apply for a corporate card.

Go to travel.nbcuni.com

Travel & Expense = usn-

NBCUniversal CONTACT INFORMATION
r _— — -
Home NBCU Travel: 1-855-844-6228 v A ‘\
. Concur Help Desk: 1-866-793-4040 y ) \
Booking & Expenses Citibank: 1-800-248-4553
NBCU Help Desk : travel.admin@nbcuni.com / 212-664-7154

Manage My Travel Needs (Concur) A
Reservations
Traveler Profile Hilton Honors Fast Track
Travel Expenses

Mobile Travel Assistance (Triplt Pro) 2 FEATURED

Black Car Service, NYC Metro area
. . Preferred Limo Suppliers A
C“Ck Credlt Heriz Car Rental A
Card Appl |Cat|on \Credit Card Services

Credit Card Application 2 on the other side of the world. MORE »

Welcome to the NBCUniversal Travel Portall

This portal contains links to all of the sites travelers may need to request a corporate card,
book air, rail, or bus travel, reserve a rental car at your destination, make hotel
reservations, order Black Car or limousine services, get assistance with relocation
services, and learmn more about your travel destinations, whether it is a short drive away or

Credit Card Limit Updates A
Citibank ATI form

Policies & Advisories T&E and Business Entertainment policies

All T&E expenses for 2014 need to be submitted by Friday, Dec 12th, 2014 for the fiscal close.

NBCU T&E Policy Please ensure you have accounted for all your T&E expenses and have reimbursed NBCUniversal for any personal

Note: You must be on the NBCU network to apply for a card

27 NBCUniversal



Corporate Cards — Application

Welcome, Amanda

. You have no Open requests and no requests are pending your approval
Click USD ($) T&E Card

Travel & Expense <1

New Card Applications = Card Maintenance .¢
USD ($) T&E Card Credit Limit Change
I+l CAD ($) T&E Card Cash Limit Change
S GEP (£) T&E Card Address & Phone# Change
USD [5} CTA Card Cancel Credit Card

& More Countries

Fill out all of the required information.
(s e . Enter an address for your card to be
[ - : delivered to. Click Submit Request
= - when finished.

— B
o i Note that the request will go to your
. = manager for approval. It will take 7-

T 10 business days to be delivered

L D after the application is processed.
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Corporate Cards — Suspension

Corporate card expenses and cash advances need to be submitted through Concur
before they reach 60 days old. Suspensions exclude Airfare/Bus/Metro/Rail
expenses.

From: travel.program@nbcuni.com [mailto:travel.program@nbcuni.com]
Sent: Wednesday, November 11, 2015 1:02 PM

To:

Subject: T&E Card Suspension

'l?v%\gecbuqnd: Expense Program

niversa

You have open items (see below for definition) aged greater than 60 days based on the transaction date in your Concur account. Your T&E card will be suspended
in the next business day if you do not clear the below items by 7 pm pacific today.

Please note, your card has not been suspended for aged airfare or bus/metro/rail expenses for upcoming trips.

Posting Date Vendor Status Amount

09/11/2015 Loews Hotels Not Submitted 108.00

If you do not clear these items by 7pm pacific today, it will take 2-3 business days for your card to be reinstate once you clear the items. This process is automated
and we cannot expedite reinstatement. If you have questions or concerns, email travel.admin@nbcuni.com or call 212.664.7154.

Open items are defined as:

Unassigned Charges: these are corporate card transactions that have not been imported into an expense report. They can be viewed by clicking the Expense tab and choosing
View Charges. You must import these charges into an expense report and submit the report for approval.

Sent Back to Employee or Not Submitted Expenses: these are expenses that are on an expense report, however the report has not been submitted or has been returned to
you by a manager, auditor, or processor. These can be viewed by clicking the Expense button and choose View Reports. If a report has a status of Sent Back to Employee or Not

Submitted, you must complete the report and click the Submit button,

Open Cash Advances: these are cash withdrawals from an ATM on your corporate card or a cash advance from Treasury. They can be viewed by clicking the Expense tab and
choosing View Cash Advances. You must assign the cash advances to a report, define how the cash was used, provide any required receipts, and submit the report.

NBCU T&E Team

Travel Card queries? US Cords : Travel Admin bruni.com UK Cards : UKTravelHei) k bruni.com EU Cards : EUTravelHel) k Bruni.com
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Corporate Cards — Suspension

Corporate cards will also be suspended for reports that are pending manager
approval for over 30 days.

From: "T&E Travel Program (NBCUniversal)" <Travel.Program@nbcuni.com:
Date: Sunday, November 22, 2015 at 10:01 AM

To:

Subject: T&E Card Suspension

'liwﬁuh and Expense Program

BCUniversa

Your T&E card will be suspended in the next business day as your manager has not reviewed your report within 30 days of receiving it in his/her approval queue. If
the reports are reviewed by 7pm pacific today, your card will remainactive.
Please contact your manager listed below to review your report(s}.

Report Name Manager Total Report Amount

Business meal 52.60

If your manager does not review your reports by 7pm pacific today, it will take 2-3 business days for your card to be reinstated once your manager approves the
report(s). This process is automated and we cannot expedite reinstatement.

If you have questions or concerns, email travel. adming@nb cuni.com or call 212.664.7154,

NBCU T&E Team

Travel Card queries? US Cards : Travel Adm in@abeuni.com UK Cands : UK TisvelHelpDe ski@nbeuni.com EU Cards : EUTsvelHelpDe ski@abeuni.com
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Corporate Cards — Reinstatement

24 hours after your clear your aged expenses, you will receive an automated email
as shown below. Your card will automatically reinstate within 2-3 business days.

Travel and Expense Program
NBCUniversal

Thank you for dearing all aged open items in Concur, your card will be automatically reinstated in 2-3 business days.
This process is automated and we cannot expedite reinstatement.

If you have questions or concerns, email Travel. Admin@nbeuni.com or call 212.664.7154.

NBCL T&E Team

Card reinstatement CANNOT be expedited.
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Corporate Cards — Fraud

If you notice unfamiliar charges coming through your Concur profile, please
contact Citibank right away as your card may have been compromised.

it

Dear
We've identified possible fraud on your Corporate travel card account ending in 0775.

As a security measure, we routinely monitor your account activity to prevent possible fraudutent
use. During a recent review, we identified charges that we're concerned may be fraudulent.

Do you recognize this activity?
Please review the following transactions to determine if they were attempted by either you or an
authorized user:

They will send you a “declaration of fraud”
*Some transactions are authorized before the final sale and may not reflect the exact amount of form to fi | I 0 Ut an d th ey Wi | I aISO Se n d you a
i]OEL’I—I;::::lSChaI'gE. These can include purchases made at gas stations, hotels and car rental re p I aCe m e nt Card .

One or more of these transactions do not belong to me

All of these transactions are valid

Merchant Amount* Date Location
MONTANA GRILL $16.35 09/01/2015 SANTO ANDRE

Charges on your account may be limited until we hear from you.
We apologize for any inconvenience, but to ensure your account is safe, we may limit any
further charges until we confirm the activity on your account is valid.

If you prefer, you can call us to verify this activity. You can reach us at 1-800-315-6215 OR
302-992-8110, 24 hours a day. 7 days a week.

If you've already confirmed the activity, you don't need to call again
Sincerely,

Citi Commercial Cards
Fraud Early Warning Department

Treasury and Trade Solutions .



Corporate Cards — Fraud Submit in Concur

These charges will still need to be expensed.

Expense
"| Expense Type Transaction Date
w 11/11/2015

Please put the Fraud Charges on an Laundry Pressing (greater than 2 nights) *

Per Diem: Lodgin
expense report and use the expense type e Diem teals
“Fraud (transaction and credit)” and submit e e e

roduction Location Expense
the report. Tips

Visa & Passport

Other-Routed for Manager Approval
Conferences/Training/Seminars
Desktop Software Costs

Filing Fees
‘ Fraud (transaction and credit)
In Dispute with Citibank
Marketing Website
Miscellaneous
Mon Capitalized Equipment

Enstane/Cnurier/FedFy

You may receive a credit for the fraudulent charges at a later date. Please put
them on a report when they appear in your Concur profile and use the expense
type “Fraud (transaction and credit)”. Submit the report.
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orporate Cards — My Card

View your available corporate card limit

Travel & Expense

NBCUniversal

Booking & Expenses

Manage My Travel Needs (Concur) A
Reservations

Click MyCard

Traveler Profile

Travel Expenses

Travel Assistance (Triplt Pre) A
Black Car Ser »
Preferred Limo Suppliers 2
Hertz Car Rental A

Credit Card Services

Credit Card Application 2
Credit Card Limit Updates 2

My Cards

Account and transaction details of all cards assigned to you.

My Corporate Cards Cards | Approve

Account Details

Account
NBCU Travel US: v
Employee Name Account Opened 07-0ct-2015
Expiry Date 30-Nov-2018 Credit Limit 5,000 e
Account Status QOpened Transaction Limit 10,000

Status Reason - Balance 1,130 (On 11/21/2015)

Email Address Remaining Credit 3,870 (On 11/21/2015)

Verification Code Work Phone

Nbe Universal Cell Phone =
30 Rockefeller Plaza
New York, NY 10112-0015

Change Address

Billing Address

34

r ~ T w—-
NBCU Travel: 1-855-844-6228
Concur Help Desk: 1-866-793-4040
Citibank: 1-800-248-4553 2
NBCU Help Desk : travel.admin@nbcuni.com [ 212-664-7154

American Airlines Baggage Tracker

FEATURED

Find Out About Your MyCard!

To view the new MyCard functionality, please click on the Credit Card Application
link on the left hand side. Once you enter your SSO and password to sign in, you'll
& MyCard tab on the top right hand side of your screen!

Please click here for details.

View your credit limit and
your current remaining
balance

NBCUniversal



Corporate Cards — Credit Limit Increase

Travel.nbcuni.com

Click on Credit Card
Limit Updates

US Credit Limit Change

Complete all required fields and submit the request

Card Details

S50

Name on Card
Card Ending
Card Type
Card Status

Mailing Address

Credit Limit

Cash Limit

35

Citibank VISA-US
Opened

Nbe Universal 30 Rockefeller Plaza 4735e-2, New
York NY 10112

55,000

0%

Travel & Expense ———

NBCUniversal CONTACT INFORMATION

r - v —
P NBCU Travel: 1-855-844-6228
; Concur Help Desk: 1-866-793-4040
Booking & Expenses Citibank: 1-800-248-4553 N
NBCU Help Desk : travel.admin@nbcuni.com / 212-664-7154

Manage My Travel Meeds (Concur) A

Reservations
Traeler Prafe American Airlines Baggage Tracker

Travel Expenses

Black Car Senvice, NYC Metro area A .
. i Find Out About Your MyCard!
Preferred Limo Suppliers 2

Hertz Car Rental A To view the new MyCard functicnality, please click on the Credit Card Application
ertz Car Rental

M c d link on the left hand side. Once you enter your S50 and password fo sign in, you'll
Credit Card Services y a r see the MyCard tab on the top right hand side of your screen!
Credit Card Appiication 2 L | Click here to access MyCard. Please click here for details.

Credit Card Limit Updates A

Citibank ATI Form 2 Important Information about your NBCUniversal T&E Citibank Credit Card and PIN

Request Details

Fill in the total requested
[ . amount and the business
reason for the increase. Click

Submit Request.
= =

NBCUniversal
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Expense — Creating a New Report

Click +New then select Start a Report

Home Travel Svpense Approvals Reporting ~ App Center

Profile ~ &
[ concur T T
New Required Available Open Cash
HE”D, Cathrine Approvals Expenses Reports Advances

Start a Report
TRIP SEARCH ALERTS New Cash Acvance
Upload Receipis

£ = = 8 0O @ vou nave unused tickets

Fill in all required information create a New Expense Report

Report Header
Report Name Business Purpose Cost Object Comment
l January 2015 - New York Trip | ~ (ADAB09144) EC TRAVEL

Acquisition

Conferences/Training/Seminars

Internal Meetings
Marketing

News

Mon-travel Business Related Expenses
Olympics

Production

Recruiting

SalesiClient Meetings

Sports Event (non-production)

Trade Shows/Conventions

Click Next
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Expense — Creating a New Report
January 2015 - New York Trip

E % New Expense : # Quick Expenses Import Details = Receipts ~ Print / Email =
Expenses CE) B0 B view~ < | New Expense
| Date ~ Expense Amount Requested
Adding New Expense | Expense| |
To create a new expense, click the appropriate expense fype below or type the expense type in the field above.
side of the page.
@ Recently Used Expense Types
Tips Meals-Employee Only
Taxi Supplies
Heotel
EXpense Report All Expense Types
Business Promotions .Other
Misc. Promotional Expense Production Location Expense
Communications Tips
Approved Heme Office - Telecom Visa & Passport
Home Phene When Authorized Other-Routed for Manager Approval
Internet/Hotspot Charges Conferences/Training/Seminars
Mobile Phone/Blackberry/Pager Desktop Software Costs
Entertainment Filing Fees
Employee (non-client) Fraud (transaction and credit)
TOTAL AMOUNT TOTAL REQUESTED Entertainment Expense (incl Employee functions) In Dispute with Citibank
$000 $[}00 Non-Employee (Client/Vendor): $250+ per person Marketing Website
This side will list all available corporate
card charges or a list of expense types to
N add a cash transaction

NBCUniversal



Expense — Hotel

Itemization must match folio provided exactly as it appears

« Different room/tax rates are separated

* |In-room movies/phones are not reimbursable

« Hotel deposits are included in the itemization

« |f traveling to another country, request that the bill is charged in the local
currency, not US dollars (this allows Citibank to calculate the foreign
exchange conversion, not the hotel)

39 NBCUniversal



Expense — Hotel

il i
> s 2
:
A

Same room/tax rate per night

Trn14 N 4 B o These taxes can be combined
G SmeTae e ' into one hotel tax line in the

. i ~ itemization as they occurred
on the same night

Test
| o NewExpense + QuickExpenses | import Detais*  Receipls*  Print/Em:
Expenses View r €
| ‘ Date = | Expense | Anuunt| Hequested|
'  10/09/2014 Hotel $570.80 $370.80
9 Hiltlon Haotels, Bosion, M assachuse
|:| 10072014 Hotel 5158.65 5158.685
O 1007/2014  Hotel Tax §26.75 §26.75 Room and tax rates have been
D 10082014 Hotel 5158.658 %158.858 d f h o h
D 10082014 Hotel Tax 526.75 $26.75 Sepa‘rate Or eaC nlg t
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Expense — Hotel Varying Room Rates
Use the Nightly Lodging Expenses to add in the itemizations

Dates of stay: Dec 02, 2014 - Dec 06, 2014 Fooom mumber: 404

Expense | Nightly Lodging Expenses | Guest mumber: 34564 Gmup number
Check-in Date Check-out Date Number of Nights Marriott Rewards number: XXX N4833
[ 11/30/2015 k&
| | I | | Date Description Reference  Charges Credits
Recurring Charges (each night)
REaEELE | |%| 1270214 ROOM CHARGE EB404 169.99
. 12/02/14 Foom Tax ET404 10.20
Other Room Tax 1 Other Room Tax 2
| | | | 12/02/14 Occupancy Tax CT404 8.50
|
Room rate and taxes will be shown as separate expenses 1203114 ROOM CHARGE READ4 179.00
i) ! di 3.
Additional Charges (each night)
Expense Type Amount 1203714 Poom Tax RT404 10.80
[croose anexpense e ]| | 12/03/14  Occupancy Tax CT404 9.00
Expense Type Amount 12/0414  ROOM CHARGE RB404 179.99
| Choose an expense type | e | | |
1270414 Foom Tax RT404 10.80
12/04/14 Occupancy Tax CT404 Q.00
12/05/14 ROOM CHARGE EB404 16994
12/05/14 Foom Tax RT404 10.20
12/05/14 Occupancy Tax CT404 8.50
12/06/14 Festaurant Foom Charge  FDG747 1490
12/06/14 Payment - Visa VI09:-4TAM 79195
OO 2024

Enter the room rate that occurs most often

41 NBCUniversal



Expense — Hotel Varying Room Rates
Use the Nightly Lodging Expenses to add in the itemizations

Expenses View r <«
O | Date v Expense Type Amount Requested
l: s 11/30/2015 Hotel $791.95 $799.16
o - IMarriott Hotels, Cocoa, Florida

Adding New ltemization

O 12/05/2014 Hotel $179.99 $179.99
l: 12/05/2014 Hotel Tax 519.80 519.80
O 12/04/2014 Hotel $179.99 $179.99
l: 12/04/2014 Hotel Tax 519.80 519.80
l: 12/03/2014 Hotel $179.99 5179.99
l: 12/03/2014 Hotel Tax 519.80 519.80
l: 12/02/2014 Hotel $179.99 5179.99
O 12/02/2014 Hotel Tax $19.30 $19.80

That room rate will be itemized for how
many days you stayed at the hotel. Click
Into each itemization and manually change
the room rates and room rate taxes per
night according to the folio.
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Dates of stay: Dec 02, 2014 - Dec 06, 2014

Fooom mumber: 404

Guest number: 34564 Group number:
Marriett Rewards number: 330N 4833
Date Description Reference  Charges Credits
12/02/14  ROOM CHAERGE RB404 169.99
1202714  PFoom Tax RT404 10.20
12/02/14  Occupancy Tax CT404 £.50
12/03/14  ROOM CHAERGE RB404 179.99
12/03/14  Foom Tax RT404 10.80
12/03/14  Occupancy Tax CT404 9.00
120414  ROOM CHAERGE RB404 179.99
12/04/14  Foom Tax RT404 10.80
12/04/14  Occupancy Tax CT404 Q.00
12/05/14  ROOM CHARGE RE404 16890
12/05/14  Foom Tax RT404 10.20
12/05/14  Occupancy Tax CT404 £.50
12/06/14  Restaurant Room Charge  FD6747 1499
12/06/14  Payment - Visa VI09-47TAM T91.95
JOOOUNOONNNT024

NBCUniversal



Expense — Hotel Varying Room Rates

Information should appear exactly as on folio

TeSt Dates of stay: Dec 02, 2014 - Dec 06, 2014 Fooom mumber: 404
R e Guest number: 34564 Group mumber:
' & NewExpense | 4 Quick Expenses | Import Details * Receipts Print { Em: Marriott Rewards number: XXX N4833
Date Description Reference  Charges Credits
wore - Jocee J ooy - :
Expenses View~ ¢
—
] Date v e Amount T 1402714 FROOM CHARGE FB404 16999
v E 12/02/14  Foom Tax RT404 10.20
1202/14 (0] 7 T CT404 8.50
D W 120652014 Hotel £791.85 £791.85 ceupancy fax
Marriott Holels, Cocoa, Florida
12/03/14 ROOM CHARGE RB404 179.99
D 12022014 Hotel £169.99 £169.99
0 12002/2014  Hotel Tax $18.70 $18.70 120314 Room Tax RT404 10.80
]| 120320714 Hotel $179.99 $179.99 12/03/14  Occupancy Tax CT404 9.00
] 12/03/2014 Hotel Tax $19.80 $19.80 104/14 ROOM CHARGE BB404 179.90
[l 12/04/2014  Hatel $179.99 $179.99 /12-"0 414 Room Tax RT404 10.80
D \_1204/2014 Hotel Tax $19.80 $19.80)
Wi I} h
0 120052014 Hotel $169.99 $169.99 12/04/14  Occupancy Tax CTa04 9.00
O 12052014 Hotel Tax $18.70 $18.70 12/05/14  ROOM CHARGE RB4M4 169.99
D [ 120672014 Meals-Employee Only 51499 51499 1270514 Foom Tax BT404 10.20
12/05/14 Occupancy Tax CT404 8.50
12/06/14 Festaurant Foom Charge  FDG747 14.99
12/06/14  Payment - Visa VI0S-47AM 791835

SOOOOODDNNNT024

Employee has added a single line
item for their meal
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Expense — Hotel Deposit

Room No. 06123

Mr. Joseph Rojas ConfNo. 744570335
1831 Mezes Ave Arrival 11/20114
Belmont, CA 94002 Departure  11/21/14
DATE DESCRIPTION CHARGES CREDITS
L
~ 1112014 DepositApplied _ o 17608 |
11/20/14 Room Rate 159.00
11/20/14 BEL Room Tax - 12% . 19.08
11/20/14 BEL Resort Fee 25.00
11/20/14 BEL Resort Fee Tax -12% 3.00
Visa 28.00

Advance deposit is submitted e XXUOO0KOKTONS XXX
using “Hotel Deposit” as the I =
expense type in the report

206.08 206.08

' .
=+ NewExpense || = Quick Expenses | Import Details ~ Receipis Print / Email =
Y a

EKDE Nnses I:\ I:\ I:\ View * & | New Expense
Employees may Smeit hotel (| Date = Expense Amount Requested.

. . Adiding New Expense Expense
deposit and final charge on I o o
. Alistar Holels, Las Vegas, Nevada a R

ece
different reports e hmma o — —
O 11/202014  Hotel Tax $47.08 4708 Hotel Dt
I:‘ 112002014 Hatel Depasit 3-178.08 3-178.08 Meals-E
11212014 Hotel De it §178.00 $178.00
‘D E Al?star Hoﬂgl;LasVegas,Nevada Al EXPE
% / Business
Misc. Pr
Communi
Apprave
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Expense — Hotel Deposit

Hotel itemization is entered under final

charge from vendor

[t |

. 4 NewExpense || = Quick Expenses Import Details ~ Receipts - Print /Em

U L

Expenses View v ¢

|:| Date = Expense Amount Requested

RY ﬂl 1/21/2014 Hotel - $25.00 $25.00
Allstar Hotels, Las Vegas, Nevada

| 11/2002014 Hatel $159.00 $159.00

| 11/2002014 Hotel Tax $47.08 $47.08

| \ 11/2002014 Huotel Deposit $-178.08 $-178.08

[¥] 112172014 Hotel Deposit $176.00 $176.00
Allstar Hoiels, Las Vegas, Nevada

Deposit is listed as a negative

amount in hotel itemization
under final charge
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A
BEXLALANG 1O

Mr. Joseph Rojas

vV E G A S

Room No. 06123
Conf No. 744570335

1831 Mezes Ave Arrival 11/20/14
Belmont, CA 94002 Departure  11/21/14
DATE DESCRIPTION \ CHARGES CREDITS
11/20M14 Deposit Applied 178.08 _
11/20/14 Room Rate 00
11/20/14 BEL Room Tax - 12% 19.
11/20M14 BEL Resort Fee 25.00
11/20/14 BEL Resort Fee Tax -12% 3.00
11/21114 Visa 28.00
SOOOUXXXXXXXT045 XX/XX
206.08 206.08
Balance 2 0.00
e GESEERsS T
! 4 NewExpense | ! = Quick Expenses Imnport Details v Receipts + Print / Em
lcccccccccccccaaa mccccccccccccccaa-
Expenses (Mo - | View * ¢
|:| Date ~ Expense Amount Requested
[ w 111212014 Hotel $28.00 £28.00
Allstar Holels, Las Vegas, Nevada
11/20/2014 Hotel 159.00 159.00
$ $
11/20/2014 Hotel Tax $47.08 $47.08
[] S 11/202014  Hotel Deposit £-178.08 $-178.08
¥ 11/21/2014 Hotel Deposit $178.00 $178.00
Allstar Holels, Las Vegas, Nevada
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Expense — Hotel with VAT

An official VAT invoice from a
hotel must contain:

1.

2.
3.

The company name and
business address

Your name

The vendor VAT number

NBC Universal
30 Rockefeller Plaza Booking Ref. HANNAHMWESTCARENBCUNIL
Mew York 08
NY 10112 Roorn No. 501
Arrival : o 020%/14
VAT Mo. 820 4359 51 Departure : 05/09/14
Cashier ¢ 5519  /Manish Singh
Customer Reserv No.  © 128485589
Date L0509/ 14
INVOICE Page ©olall
Invoice No. T 009110190
Date Description Debic (£)  Cradie (£) |

2709714 Unclaimed Accor 01R0% 198
02/09/14  ACCOMMODATION 198,00
03/09/14  ACCOMMODATION 198.00
04/09/14  ACCOMMODATION 198.00
04/09/14  Paid Our Others Taxl Fare &5.00
VAT -S -ncl ded -n 05/09/14  Visa Card 857.00
I I u I Total £ 857.00 857.00

the room rate for most
international hotels

Total Balance Due £ 0.00

VAT Breakdown MNET VAT  GROSS
VAT @20% £ 49500 99,00 55400
VAT @A% £ 0.00 0.00 0.00
VAT Exampt £ 26300 0.00 26300

Total £ 75800 99.00 a57.

I

Total VAT for four nights is £99

£ 99/4 nights = £ 24.75 per night

|

Tax Rate

Room rate including VAT — Tax Rate= Room Rate

£ 198 - £ 24.75= £ 173.25 per night

|

Room Rate
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Expense — Hotel with VAT

MNewr York NY 10112

Booking Ref. : HANNAHWESTCAR@NBCUNIL

Uniced Room No. : 5018
Arrival ;020514
Dapartura + 05/09/14
Cashier ¢ 5519  {Manish Singh
Custormer Resery No. : 128685589
Datw i 0500514
INVOICE Page tolefl
Invoice No. toOow-i e
L M k v' o S 201 4 I Darte Description Debit {(£)  Cradic (£) I
ondon Market Visit Sept DT Unchimed Accammoion 0% 00
02105714 ACCOMMODATION 198,00
Surmm ary Details » Receipts » Print / Email » 0309114 ACCOMMODATION 198.00
04/09/14  ACCOMMODATION 198.00
04/09/14  Paid Our Others Tax] Farm &5.00
Exceptions 05/09/14  Visa Card 857,00
. Tatal £ B57.00 B57.00
Expense Date Alrlnunt E:cepllnn. L Total Balance Due £ 0,00
Hotel 09/05/2014 2148117 This iternized enfry has sub-enfriez with one or mor VAT Breakdown MET VAT  GROSS
Taxi 09/04/2014 $112.33 ) Missing required field: Business Purpose for Ride. VAT@0% € 495.00 9900 SR400
VAT @ 4% [4 0.00 0.00 0.0
E){pques View = VAT Exampt £ 26300 000 26300
Toeal £ 75800 99.00 B57.00
Date - Expense Amount Approved
W 09052014 Hotel 5148197 ¥1.481.97
e e @ RADISSON EDWARDIAN BLOOMS L =
D9/01/2014 Hotel $299.43 $299.43
09/01/2014 Hotel Tax $42.78 $42.78
D9/'02/2014 Hotel $299.43 $299.43
Lo e Room rate, taxes, and the taxi
-— h h b ted
woaz:  Homl w0 = charge nave all been separate
— cem e in the hotel itemization in Concur
02/04/2014 Hotel $299.43 $299.43
D9/'04/2014 Hotel Tax $42.78 $42.78
02/04/2014 Taxi $112.33 F112.35 et

0
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Expense — Hotel with Different Currency

l B}/ Date Jl ZB848/ Description E#/ Supplement &8/ Debit Credit
17-FEB-16 Room Charge 35,000
17-FEB-16 Service Charge 4,550
17-FEB-16  Consumption Tax 3,164
18-FEB-16 Room Charge 35,000
18-FEB-16 Service Charge 4,550
18-FEB-16 Consumption Tax 3,164
19-FEB-16 In Room Dining Breakfast 3,729

19-FEB-16 Visa Card 89,157

Total 89,157 89,157

Balance JPY 0

Expense Type

Hotel

Payment Type

Citibank VISA - US

48

Transaction Date
021192016

Vendor Vendor Name

THE RTZ-CARLTON OSAKA

City

LY

Amaunt
823.40

UshD | w

W

Osaka, JAPAN

When the hotel folio is in a currency other than what is listed in

Concur, you must calculate the exchange rate. To avoid this

process, remember to tell the hotel to charge the corporate card

in the country’s local currency.
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Expense — Hotel with Different Currency

To calculate the exchange rate used by the vendor, divide the total USD by the total
in the foreign currency.

Exchange Rate = 823.40 / 89,157 = 0.0092354

Now multiply each itemization on the folio by this exchange rate (you can use excel
formulas as detailed below):

M Exchange Rate 0.0092354

3 JPY Formula ush

" Hotel 35,000 = B4*5B31 323.24
i Hotel Tax 4 550 = B5"5B31 42 02
M Hotel Tax 3.164 = B6™5B31 2922
"™ Hotel 35,000 = B7*5BH1 323.24
‘M Hotel Tax 4 550 = BE8"5B31 42 02
‘M Hotel Tax 3.164 = B9"5B31 2922
il Meals-Employee Only 3,729 = B10"3B%1 34 44
bN Total 89,157 = sum(D4:D10)  823.40
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Expense — Meals Multiple Attendees

Required fields have a red vertical line
Test

--------------------------------------
.+ MewExpense || = Quick Expenses |  Import Details * Receipts * Print f Email ~

___________________

Deleie Report Submit Report

Hide Exceptions

___________________

Exceptions x
Expense Date Amount | Exception »
Expenses [Move - | B view: « | NewEspense Available Receipts
:| Date » Expense Amount Requested
. Expense Type Transaction Date Expense Description ~
IMeaIs-MuIﬁ]IB m'l:endees| A | I[J1.-’DI.'2EI15 |_| Il.n[:h |

Adding New Expense
1> 12nmeoi4 Hotel $385.00 $220.00 )
0O All Suites International, Boston, Mz Vendor Name City Payment Type
| | I New York, New York | I Due Ta Traveler | W |
| 111172014 Taxi $10.00 $10.00
] persanal Expense (do nat reimburse) Comment

9@ Amount
|« |uso |v] | ‘

Q Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00

To add NBCU employees to mea
click Advanced Search T

Searc] |Sean:h Recently Used | Remowve

SR Y
TOT;;;MSOUE;E TOTN_F;E;;ES_BEB Search Attendees %
Select Employee/Contractor / - _—
O / | == WU
Enter last name, first name, or e s
SSO to search

(3
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Expense — Meals Adding Attendees

Enter employee first name, last name, and/or SSO then click Search

/
Search Attendees

Search Allendees

Favorites || Recentily Used | Attendee Groups

Choose an Attendee Type
|Empl:|yee.fcumracbr | v |

Crganization Employee ID
| cathrine | | farr | | ‘ | 206405084 ®
Search Results
¥ Email Address | Attendee Name Attendee Type | Organization
E| Cathrine Far&_.. Far, Cafwine Employee/Confr... NBCU

Cpae or) |

O

Displaying 1- 10f1

New Atiendee Add o Expense m Close

Attendee type defaults to Employee/Contractor

Click Add to Expense

S

NBCUniversal



Expense — Meals Adding Attendees

Import Details ~

Receipts ~

Print { Email ~

Delefe Report Submit Report

Hide Exceptions

Expenses

:| Date = Expense Amount Requested
¥ 01/01/2015 Meals-Multiple Attendees $40.00
@ 0 MNew York, New York
1 » 1zimEm4 Hotel £220.00
@ All Buites International, Boston, Mz
| 11/11/2014 Taxi $10.00
TOTAL AMOUNT TOTAL REQUESTED
$435.00 $270.00

52

Expense

[

Available Receipts

Expensze Type Transac ion Dale
IMeaIs-MuIﬁ:IE Athendees| b | ID1.-'IJI.'2EI15 |_|
Vendor Name City

Arnount
I 40.00

INew York, New York |

||USD |v|

Attendees/Recipients

Expense Description

~

I lunch

Payment Type

I Cue To Traveler

[ persanal Expense (do not reimburse) Comment

New tencee earn receny ses

@ Attendees: 2 | Attendee Total: $40.00 | Remaining: $0.00

Renove

O Aftendee Name Attendee Type Organization Amount
|:| Farr, Cafhrine Employee/Confr... NBCU $20.00
|:| Riddle, Byan P. Employee/Contr... NBCU $20.00

v

/ | ltemize || Aftach Beceipt || Cancel |

Both attendees are listed as Employee/Contractor

NBCUniversal



Expense — Car Rental

* Hertz and Enterprise are preferred vendors
e Insurance is included with Hertz and Enterprise

e Extra insurance for all other domestic and international rentals is not
reimbursable (except for Caribbean countries)

e Hertz #1 Gold Club rate is permitted for personal use

* Ensure that your corporate card is not charged if doing so

 Midsize or intermediate size rental should be used
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Expense — Mileage

« For personal car use, not car rentals
« Based off of IRS rate
* No receipt required

 To and From locations should be relatively specific

View Reimbursement Rates

Expense Type Transaction Date

Expense Description

From Location

To Location

Payment Type

|

[ mikeace [v] | ovorz2ms = [ vork vaver [ nome | | aioort | | Due To Traveler [v]
Distance : Amount Comment

s0 | USD |w ‘ |

:

e F
A bI V.| Mileage Calculator
cceptable Y]

View Reimbursement Rates
Expense Type Transaction Daie Expense Description From Location To Location Payment Type
I Mileage | W | I o/o12015 |_| I work fravel I nyc | I nyc | | Due To Traveler b
Distance : Amount Comment

@ | USD |w ‘I ‘ \ /

54

Not acceptable

[@] Mileage Calculat
-
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Expense — Personal Charge
2 NYC trips in early Dec. see, mons

Surnmary Details ~ Receipts »

Print / Email *

Expenses View * & | Expense
(| > Transaction D... | Expense Type VendorName Business Purp... | City Payment Type Amoun
O & 12/30/2014 Limousine SERLIN INTLLI... Citibank VISA -... $154.71 (=g . .
Entered By Thomas Seeley: Team drinks after holiday party.
121152014 Limousine CAREY Citibank VISA - $165.90
D e Expensze Type Transacton Daie
[ e 12113/2014 Taxi BEVERLY HILL .. Citibank VISA -.._ $51.3! IMemsEmphﬁ,B Onily | v | 12111/2014
> QOB 12nams Huotel SHERATON H... Stamford, Conn...  Gitibank VISA -... $1.006.2 | vendor Name City
O (=] 1212/2014 Limousine CAREY Citibank VISA -... s1g1.5| TIERNANSBAR I Stamiord, Connecticut |
[w] e@o 1211/2014 Meals-Employe... TIERNANS BAR Stamford, Conn... Cifibank VISA -... $89.00 | Payment Type Amount
- - Citibank VISA -US | v | 80.00 UsD
[ (=] 12/09/2014 Taxi UBER TECHN . Citibank VISA - $14.00
| : Reviewed
O & 12/08/2014 Taxi UBER Citibank VISA ... $23.0 PEEITA B EETEE AT MIE TR I EHEe
Mo | b |
] (=] 12/08/2014 Meazls-Employe... FORDS FILLIN.... Los Angeles C...  Citibank VISA ... $21.4
Comment
[ (=] 12/03/2014 Airline Wifi Serv... GOGOAIR COM Citibank VISA - 5409 | ||

Mail a check payable to NBCUniversal for the amount
due company on the report with the NBCU Fax Cover
Page within 14 days to:

NBCU Travel Department
30 Rockefeller Plaza
Campus 620 — Office 465-3
New York, NY 10112
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Check Personal Expense
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Expense — ltemized Personal Charge

test Due

lemCmense |© 4 OuwckDmenses © bwed  Oetalise  Recwpls s Pest/Emad v @ 3o Excschons

@ | Daine Expease
B Transadtin Date Expanse Deacrston e Hacn ity
QOQ  LENTEHILE New e Naw atz0201 fonmguoen | ewvsmue | Haew
The attendes listor this axpense e on It Thie o B ndislind et
il you add other afendees befors you can submityour reod Kysc are Meontyone | | (UHETER R e p AT G[UED ] mimiese)
e maal, " W 1o Maats Empk
uuuuuuuuuuuuuuu Expinse Dasripton
AmendessiRecipients ) Attendess: 3 | Attendes Total: $47.37 | Remaining: 5000 Enter || infor tion
[EEEEEE
Amestet Trpe | Drgaaizaton Armcant .
St = INt0 expense then
Empisysarcont  NECU 31579
——  click Itemize
TAL AMOUNT TORAL REQUESTED
$4/37 34737
rest
+ e e Cuk Bpenses | bmmed  De Huceipt: Pt Eral +
Expenses 5 B0 B vewe « | Nownemaaton Aailasle Recaipts E t
i o s o g o - nter same
\\\\\\ Allendees 4137 ary
=1~} XERHTEHALLE: b Y [ apsnse ot Transacien Diute : ity = -
Ackiig New Hemizadon [ueate-tuumpre neoce Jonzn m [ womngrocn - persanal LENNYS ILLE Pt Yo, toaw Yor I nform atlon aS
L s (o ast Comant

above, but check
e mense Oy marked
Personal Expense
for the personal
portion, then click
Save

TOTAL AMOUNT TOTAL REQUESTED M

34737 34737
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Expense — ltemized Personal Ch

fest
o Haw Tapanes o Duek Fapaneey Impan Datsds v Racsipts Pried | Emad
Expenses RS [ B vew - € | Mewnemizsten
Dale v LCapease Amount Hequested
W 0NRNR015 Meats Lultipie ATiendees TIT 5000
oeoo LIEHNY'S B LLE, Naw York, New " Expense Tpe Transacion Daby
Acking New liemiz [ua:u.u.mn- Asandoss |~ I 0105 m
T mEen  uessanicis Aencees T Son | PamentTiee amsin
(1=1] ' =
Anendees/Reciplents
riee stondoe J isvances searcn | Favoree: B ERTTEURRCLE)
O Altendee Name
P .t u
TOTAL AMOUST TOTAL REQUESTED
$20.00 $0.00
FeEEEE LR R R N e
i == New Expense L == Quick Expenses Import Details = Receipts *
_________________ [

arge

O SowEscsgions

Avaitably Receipts

- ar
Expense Dascrption Vangar Namg city
 #euring uncn LENHTS I LLE [
Commant

Personal Expenae ida nol

[ Business porten of maal

Enter same

(I Amendess: 1 | Amendes Total: $27.37 | Remaining: 50,00

- o= [NfOrmMation again
e = w then click Save

Print f Emz

Expenses [1ove » [ Detete | Copy JRIETANEE

O Date~ Expense Amaount Requested

Adding New Expense

2h SO  LENYSHILLC New fork New: e »*" €= Qriginal charge (parent)

O Ezgné Meals-Multiple Attendees $20.00 T [ — Personai portion (itemization)
O 01/20/2015  Meals-Multiple Attendees $27.37 527.37 s BUSineSS portion (itemization)

Q0

S/

NBCUniversal



Expense — Cash Advance

If cash advances are available, when creating a new report system prompts the
addition of cash advances to the report.

Cash Advances

D Cash Advance Na...  Date Issued Foreign Amount Exchange Rate = Amount Balance
CHASE 011512015 $203.00 1.00000000 $203.00 $203.00
[7] BAMKOF AMERICA  01M6/2015 $43.00 1.00000000 $43.00 $43.00
[] cHase 01/23/2015 $203.00 1.00000000 $203.00 $203.00
[] PalISO 01/28/2015 $82.55 1.00000000 $82.55 $82.55

Assign Cash Advance to Report

Select cash advance(s) to assign to the report and click
Assign Cash Advances to Report
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Expense — Cash Advance

Cash Advances

-

Delete Report Submit Report

- bl
L+NewExpenseJ k+0ulckExpensesJ Import Details = Receipts * Print/ Email =
Expenses m View * & | New Expense Available Receipts
|:| Date = Expense Amount Requested
) 1 Expense Type Transaction Date Vendor Mame
 Adding New Expense | Bank Transaction Fee | v | | 0111512015 =] |
[ Personal Expense (do not
Payment Type Amount reimburse)
| oue To Traveler |v] f200 |[usp [+]
Comment
ATM fee for withdrawing cash
OUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED
$20300 @ $0.00 $0.00 B2 [ oo Receipt [ cancel |
Cash Advances Y < oo
= New Expense + Cuick Expenses Doataiis » Receipts * Printr Email »
Cash advance balance, P ——
Date~ Cxpansa Amount Requasied
= Expansa |
[ 01152015 Bank Transaction Fee £3100 5300 e exporre on the il aide of the Dage
Traveler (cash) items are e T
Bank Transacsion Fee Paking/Tolls
Tips Hoted
added to the report s
All Expense Types
‘Business Promations —Other
s Promolional Expense Por Dbem Meals
Cash Advance Par Diem: NEWS SOCHI 2014
Balan Ce muSt be $O OO to Cash Retumned to NBCU Praduction Locasen Expanse
L] OUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED Cureney Gaind.nas Tips
$20000 @ $3.00 $3.00 m“nm iaa & Passpent =2

submit report
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Expense — Allocations

Add all expenses to the report then click Details and select Allocations

——————————————————————————————————

+ Mew Expense + Cuick Expenses Details = Receipts - Print { Emnail -
Report )

Expenses P N viewr &
Report Header

|:| Diate - Expense FReguested
Totals

Adding New Expense /
Audit Trail

[] 1210/2014 Tips $5.00
Approval Flow

[] 12/04/2014 Gasoline Comments =100

] 09/00/2014 Taxi Cash Advances 5.00

o

60

Available
Assigned

Allocations
Allocations

Nef Expense

Expense | |

To greate a mew expense, clich the appropriale expense |

@ Recently Used Expense Types

Meals-Multiple Attendess

Gaszoline
All Expense Types

Business Promotions

Misc. Promotional Expense

[ SRR L S —

NBCUniversal



Expense — Allocations

Allocations for Report: test =
Expense List Allocations
[oremseet e |

Select Group * [[] Percentage *CostObjeet (.. | * GL Reference | Market Territory Filn TV Accou... | gode

Check the expenses you wish to allocate then click
Allocate Selected Expenses

o1 NBCUniversal



Expense — Allocations

Allocations for Report: test

0O x

Expense List

Aliocate Selected Expenses

Allocations

#] Percentage

* Cost Object (w.

“ GL Reference Market

Film/TV Accou...

Total:$40.00 Allocated:$40.00 (100%)

Remaining:$0.00 (0%)

Territo GCode

- -ADABDO144-AD...
[# Date~ Expense Group Amount [] | 100 SHMELAE |V| ul iions
[ 121102012 Tips $5.00 Type to search by:
[7] 121042014 Gasoline $10.00 o ®

Text ® Gode

li 09/09/2014 Taxi £2500 (Gode) Text

s -

(EXMK.48588) DISCOF ME

(EXMIK.4882) BSWW -
(EXMIK.4820) TV FORUM
(EXMK.4821) WORLD GONTENT MARKET
(EXMK.4B82) ATF
(EXMK.4823) DISCOP AFRICA #2
(EXMK.4824) TELESHOW
(EXMK.4825) M PCOM
< >

Enter Cost Object

Note: Employee may only type numbers, letters, and periods. All hyphens
must be omitted. Enter cost object one character at a time, rather than using

copy & paste. Once option appears in the list, click on it, do not use the tab
button.
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Expense — Allocations

Allocations for Report: test

Expense List

0O x

Allocations

Total:$40.00 Allocated:$40.00 (100%) Remaining:$0.00 (0%)

Delete Selected Allocations

Select Group

| Perceninge “ GostObject (. | * GL Reference | Market Territory Filn [TV Accou... Code
EXMK.4889-E...

E Date * Expense Group Amount [ | 100 D |V | MNane “Mone

7] 12102014  Tips $5.00 .

2 z ffype to search by:

[ 12042014  Gasoline $10.00 S ®

Text @ Code
[#] osmoro1a Taxi $25.00 (Gode} Text

(UHP-EXMK.4890-E0RV.EDRVEN3753.12) EORV.EORVEN 3753.1

EDRVEDRVENS5755.12

<

GL Reference field will automatically populate based on Cost Object.
Select only not bolded option.
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Expense — Allocations

Allocations for Report: test o x

Expense List Allecations

Allocate Selected Expenses Clesr Selections m Allocate By: » ] Add New Allocation Delete Selected Allocations

Select Group * [¥] Percentage * Cost Object ... * GL Reference | Market Territory FilmTV Accou. . | Code

Total:$40.00  Allocated:$40.00 (100%) Remaining:$0.00 (0%)

100 U0251.1.1.0... || U401.U401F... | | “Na “Noi ] |-uu251.1.1.us-..
[#] Date~ Expense Group Amount Il ( ne ne iE

¥ 12110/2014 Ti

ps 1 $5.00
7| 12/04/2014 Gasoline $10.00

@) Text @ Code () Either
V| 08/05/2014 Taxi $25.00 (Code) Text

Type to search by:

{18020530) PRODUCER - TRAVEL & LIVING fac
{18025115) POST SHIF/MESSENGER \\

E n te r M ar ket y Te rrito ry {18025151) POST PRODUCTION PURCHASES

{18035430) POST PROD GENRAL-TRAVEL & ENTERTAIL
M {18028514) STUDIC ADMINISTRATICN

and/or FIlm/TV ACCOU nt {180268532) PREVIEW - EXPENSES

{180268558) EH&S- ENVIRONMENTAL HEALTH AND SAF]

{18026580) MISC. EXF- GENERAL EXFENSES

(18026859) OTHER PRODUCTION CHARGES N Ote : O pti O n S i n th e

{18026860) MISC. EXP-OTHER PRODUCTION CHARGES
{18027004) OTHER CREDITS

{16188001) PRODUCERS-TRAVEL IiSt Will Change aS
s cenucesececaruce | new characters are
entered. Click on GL

account once visible

> B3 -

E——

Click Save then Okay and finally Done

Success

Allocations have been saved.

e NBCUniversal



Expense — Allocations
test

BAITR TTAMSacio Fes

TR T ) 3 . 1 ) ) ) )
1 == Mew Expense ] == Quick Expenses ' Import Details = Receipts * Print / Email =
Expenses m View* & | mew Expense
|:| Date = Expense Amount Requested
Adding New Expense Expense| |
D 1211002014 Tips $5.00 $5.00 To create a new expense, click the appropriate expense lype below or fype the expemn
@ @ Recently Used Expense Types
] 1200412014 Gasoline $10.00 $10.00
@ Taxi Gasoline
O U# ' mx W
@\Allocanons
\ercentage Cost Object {do not use dashes) GL Reference Market Territory Film/TV Account ... | Code
1& (L10251.1.1.08) Unbroken U401.U401FM8020.60 *Mone *None (16020530) PRO...  -U0251.1.1.08-U401.U nly
\ nde

HUTTIE FTIUITE WWITETT AUUTorZed

Allocations will appear when the user or manager clicks or hovers

over the allocations icon
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Expense - Icons

' Receipt Attached

E-Receipt

Allocated Expense

Corporate Card Charge

Required Receipt Missing

© © o @

Personal Expense

=

1)

@ 0 0

Audit Flag

Missing Required Field

Comment

Multiple Attendees

Attach Receipt — Receipt Store

NBCUniversal



Expense - Submitting Your Report

In order to complete your expense report, you will need to click the “submit report”
button on the top right corner.

Hertz Annual review, Golf Channe

Delete Report Submit Report

=+ New Expense Quick Expenses Import Expenses Details = Receipts = Print/ Email = Hide Exceptions
Exceptions X
Expense Type | Date Amount | Exception
Haotel 02/03/2018 315225 () ltemizations are required for this entry.
Expenses View r € | New Expense | Available Receipts
|: | Date « | Expense Type Amount Requested -
| Adding New Expense Expense Type || |
| 02/08/2016 Limousine $260.30 $260.30 =~ To create a new expense, click the appropriate expense fype below or type the expense fype in
e HYS LIMOUSINE WORLDWIDE the field above. To edit an existing expense, click the expense on the left side of the page.
[ 02/08/2016 Meals-Multiple Attendees $141.35 §141.35 @ Recently Used Expense Types
e e WU LIANG YE, New York, New Y
Meals-Multiple Attendees
N 02/05/2016 Meals-Multiple Attendees $132.36 $132.36
ee THE AMERICAN GASTROPUB, | Airline - Miscellaneous Expenses
[] > 02052016  Hotel 560162 560162 Hotel
e @ 0 HYATT PLACE COCONUT POIN Bus/Metro/Rail
|: 02/05/2016 Meals-Employee Only $1272 $12.72 Airfare
e o THE GREAT AMERICAN BAGEL
All Expense Types
N 02/05/2016 Airline - Miscellaneous Expens: 525.00 $25.00
=1 JETBLUE 2792608304535 - Busi Promotions
TOTAL AMOUNT TOTAL REQUESTED g T e
isc. Promotional Expense
$2,575.23 $2,575.23 . o =
“ommunications
67
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Expense — Report Approval Flow

After you submit your report, the approval flow includes up to 3-4 steps

SUBMITTED 04062017

DM-127000263-APR17

Ger1,9/6.38

Submitted & Pending Concur Audit Review

Concur Audit Review
Random 20% of reports
selected

68

April 2017
$1,084.81

Approved & In Accounting Review

Accounting Review
All reports with an amount
due to company or employee

SUBMITTED 037302017

Concur Fusion 2017

$455.19

/b Exceptions

Submitted & Pending Approval
Petrello, Cathering M.

Manager Review
100% of reports

NBCUniversal



Expense - Recalling Your Report

If for any reason you need to edit your report after you submitted it, please go back
into the report and click on the Recall button on the top right corner.

Germany Training Sept 2015

Summary Details - Receipts ~ Print / Email = Hide Exceptions
Exceptions X
Expense Type | Date Amount| Exception |
Meals-Employ...  09/18/2015 £26.80 4\ REMINDER: Upon submission of this expense report, attach the NBCU Fax Cover Page along with the original hotel,car and meal bills and send -

them to - VAT Reclaim, NBCU Global Travel Management Services. 30 Rockefeller Plaza 4737E. New York, NY 10112, |:|
Hotel 09/20/2015 €1.401.90 4\ REMINDER: Upon submission of this expense report. attach the NBCU Fax Cover Page along with the original hotel.car and meal bills and send
them to - VAT Reclaim. NBCU Global Travel Management Services 30 Rockefeller Plaza 47T37E. New York NY 10112 hd
Expenses Views & | summary |
| Date v | Expense Type | Amount Approved| Repgr[ Sum mary
09/25/2015 Limousine §287.82 $287.82 <+ | Report Totals
e O MOSAIC GLOBAL TRANSPORTA |:| Amount Due Company A
09/25/2015 Limousine $224.68 $224.68 $0.00
MOSAIC GLOBAL TRANSPORTA
o0
) 09/25/2015 Hotel $362.66 $362.66
A e SOFITEL BERLIN, Berlin, GERMANY £319.60
09/24/2015 Meals-Multiple Attendees $29.21 $29.21
e Q VAPIANO, Berlin, GERMANY €25.60
09/23/2015 Hotel Deposit $1,134.72 51,134.72
FLEMING'S HOTEL CITY, Minchen €1,000.00
o0 ’ ’ ’
) 09/23/2015 Hotel 51,607.91 51,607.91
A e Q FLEMING'S HOTEL CITY, Minchen, €1.417.00
TOTAL AMOUNT TOTAL APPROVED
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Expense — Additional Expense Types

Gasoline: For car rental or company issued vehicle use only

Production Location Expenses: Location rentals for interviews, shoots, etc. Use Meals-
Multiple Attendees or Catering on Premises for coffee/food items on set

Tips: Should be reasonable and are expected for travel or business related items. Each tip
should be listed separately by day and for recipient.

Professional Associations & Membership Dues: Permissible for annual CPA, Bar,
Engineering, etc. licenses/dues as well as Emmy nominations

Bus/Metro/Rail: First class rail travel is prohibited, economy is the required class of travel
Catering on Premises: 10+ people are present at meal

Supplies: All office supplies should be purchased through Purchase Manager. Production
expenses on set such as cables, lights, etc. can be submitted using Supplies

Airfare — Miscellaneous Expense: Global Entry, TSA Precheck, Clear, etc. One program is
reimbursable if the employee flies more than six times in a rolling twelve month period.

Airline Wifi Services: Used for any wifi charge while traveling on a plane for business

e NBCUniversal



Expense Delegate
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Expense Delegate

Click Profile then Profile Settings

(& CONCUR Travel Expense Approvals Reporting ~ App Tenter

Profile -

Profile Personal Information Change Password System Settings Mobile Registration Travel Vamsdlign Reas:

Cathrine Farr

Your Information

| sign Out

My Profile - Personal Information

Jump To: | Personal Information B

Personal Information

Company Information

) Administer for another user..
Contact Information

_ PLEASE NOTE: If your name is not displayed correctly: Employees: Please contact your local HR re|
Email Addresses may call the IT help desk to request a name change, or go fo hitp://itgvm nbcuni ge_ comiitservices/
Emergency Contact

' 1am a delegate or travel assistant

©@ |ama proxy
Fields marked[Required] and [Required™] (validated and required) must be completed to save yi F

Credit Cards ') lam a self-assigning travel arranger
Q
Travel Settings Important Note
Travel Preferences Your Name and Airport Security: Cancel
International Travel presenting at the airport. Due to incr
Frequeni-Traveler Programs .
Title First Mame Middle Name[Required] Nickname Last Mame Suffix

Assistants/Arrangers El
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Expense Delegate

Click Expense Delegates

\

(& CONCUR UEVG Expense Approvals Reporting ~ App Center

- 9
Profile -

Profile Personal Information Change Password System Settings Mobile Registration Travel Vacation Reassignment

Your Information

Personal Information EX p e n S e De | egate S .
Company Information g CIICk Add

Delegates Delegate For
Contact Information —

Email Addresses

Credit Cards

Delegates are employees who are allowed to perform work on behalf of other employees.

Travel Settmgs Search by employee name, email address, employee id or logon id

Travel Preferences Riddle, Ryan| e—W SearCh by Nname or SSO

International Travel Riddle, Danny -~
DRRIDDLESS@OUTLOOK.COM ~ ||it Reports Can View Receipts Receives Emails Receives Approval Emails
Frequent-Traveler Programs E Employee ID: 206430166 P pf pp
Assistants/Arrangers Riddle, Felicia
Felicia.Riddle@nbcuni.com No records found.
Expenge Se[[ings Employee ID: 206421988
. ) | rRiddle, Megan 3
Expen=clinionpalion MEGAN.RIDDLE@LOUISVILLE.EDU
Bank Information Employee ID: 206434542
Expense Delegates Riddle, Ryan
. Ryan.Riddle@nbcuni.com i
EXpensciSESes Employee ID: 206422318 -
Expense Approvers
Favorite Attendees

Delegates are employees who are allowed to perform work on behalf of other employees.

B Hame Can Prepare Can Submit Reports Can View Receipts Receives Emails Receives Approval Emails

Riddle, Ryan
D Ryan Riddle@nbcuni.com EE]

Check all boxes

e NBCUniversal
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Receipts - Airfare

Travel Invoice:
Acceptable receipt

Total Amount: 470.05 USD
ElectronicTicket Number: 0017514218725
Invoice Mumber: 0385870

Ticket Amount: 470.05 USD

Form of Payment; TR==aeani g

This ticket information applies to the following trip(s):

[American Airlines Flight 1684 from Newark to Miami on February 03
[American Airlines Flight 1598 from Miami to Mewark on February 08

Traveler

)
® travel s
ravel Summary — Agency Record Locator URZA BCD

RIDDLE / RYAN

Reference number by traveler: Mot Applicable

Date From/To Flight'Vendor Status Dep i ClassiType

Travel Itineraries:
Not acceptable receipts

Trig Mams: Trig foom Mew York to Prague
S2art D 1

Eind Dste: Sap .
Created: Aug 21, 2014, Catnrine Farr (Mocifled Sep 8, 2014y
Deseription: (o Desengnion Availabie,

Aemcy Record Locator: AILIRW
Tichmt CORTARTITIIII
Passsngara: Cathring Fare

Totsl Estimated Cost: 57,51450 US
Trie is symehresized with Tripi. L

B Ueversal Media. LLE (BCD Travel)
8882574541868 257. 5541

Limo Reservation at

02/03/2015 EWR-MIA A4 1684 Confirmed  11:15 AM/2:25 PM Economy /Q Renting bom
02/03/2015  MIA Hertz Rent-A-Car Confirmed  02/03-02/08 Intermediate 2/4 Door Fick Up: Mon Sep 15 Cotiilnmation: WABSSI84-1
02/08/2015 MIA-EWR AA 1588 Confirmed  03:25 PM/0G:25 PM Economy /M i . u a1 5 et

7S

Prore. 118 T84S0

Drop-off At: John F Kennedy Intl (JFK)
Additional Information

Flight New York, NY (JFK) to Prague (PRG)

Delta 210
This fight leaves on Sep 16 and arrives on Sep 16

Confirmation: HVXDAG
Suas ¢
Ar Frecuent Fiyer Nurber V5. 00763726200

| a
{ Trip [tinerary: Trip EWR to DFW x

Trip Name/Description: Trip EWR to DFW
Description -

Start Date 1072072014

End Date 10/20/2014

Record Lo IPGCS

@ Flight Booking Information

Airline : United

Flight # © 1218

Departure Date - 10/20/2014 8:50 AM
From :

To - DFW

€D Ticket 40161967832658 (#United, 0.00)

@ Ticket #0167497781076 (#United, $0.00)
eg Flight# From To Depart
1 515 EWR DFW 10/20/2014 1:25PM

e Ticket #0167501333590 (#United, $401.50)

Leg Flight# From To Depart
1 1218 EWR DFW 10/20/2014 8:50 AM

NBCUniversal



Receipts — Car Rental Receipt

Valid receipt: Shows date, method
of payment, and total amount

BURKE

MITIAL CHARGES 126,50
:Ir;-rr ATY 35.50 /DAY @ 3 /DAYS T: il

SUMTOTAL
CHARGES ADDED DURING RENTAL

THCLUDED TH 2444 RAETE
ﬁ': DECLIMED

pat, PEC g
PERS DECL INED

DECLINED

SERVICE CHARGES/TANES - o
At‘EN(ESh'[GN FEE RECOVERY 5 T o
VEMICLE LICENSING €OST n:cﬁunr'{: o
TRANGACTION FEE e
TAX 14, 5085 ON 119,12

TOTAL AMTDUE § 149

PAID BY MC FrerasitibEisEnns

GOLD PLUS REWARDS POINTS EARKED
THIS REMTAL: 187

FOR EXPLAMATION OF THE ABOVE CHARGES,
PLEASE ASK A REPRESENTATIVE OR GO TO
W HERTZ . COM/CHARGEEXPLATNED

=
i VEHWICLE: 91599/ 6663287 13 SIR 208 40 3.6W
LICENSE: MO FJEV3IL
FUEL: FULL &8 OUT &8 IN
g MILES CHECKIN: 49806
MILES @ RENTAL: 435008
MILES DRIVEN: 1326
g COP: S0P -NATICMAL BROADCASTING CO

Ex{H: RALELIGH-DURHAM INTL 4@
RENTAL 12/3/14 12:1
RETURN: 91/82 /15 18:3%
RETURMED: RALEIGH-DURHAM INTL AP
COMPLETED BY: 1276 /NCRAL1L

PLAN IM: 2444  RATE CLASS: F
PLAN OUT: 2444

* & % A MESSAGE FROM HERTZ ® # #

CONGRATULATIONS! THIS WAS YOUR FIRST
GOLD REMTAL! YOU'LL NOW EARN POINTS
(FOR FREE DAYS!) ON QUALIFYING RENTS
AND ENIOY THE MANY BEMEFLTS OF GOLD|

**WE LOOK FORWARD TO YOUR MEXT VISIT|*»

Sﬂ\"e up to 525 on your nest rental

by taking a brisf survey;

hertzsurvey.com

Not a valid receipt: Only shows
total estimated cost

Hertz Rental Record # 657055851

|

UM

I}

LT

HN ROUSSEY
Gold Plus Rewards Vehicle:2013 CRUZE
LotN Space: 729 LicenseNE T FS705

CONCESSION FEE RECOVERY 1m.11

HENTZL AUTO FACILITY CHARGE " ! : %%ﬁ
1.476% On Est. Taxable Tt

o sk ATeY eTil$ 40_47 s B.89

Reatal Rate* 33
Ao Bragaas”

{58 Om vr
rust Rosponevitty " s
I$a||hm O 190 per rnlll; grﬁr;ﬁ,ue Ing charge of

1@5 33s0perdayTs 33.50

Starting Level (FULL /)

arges/Taxes

TOTAL ESTIMATED CHARGE $ 4816

NBCUniversal



Receipts — Meals and Entertainment

Detailed itemized receipt and signature receipt required for meals over $250

Osteria Mozza Gst?mr;”gmr::c;feza
6602 Melrose Ave >
Los Angeles, CA 90038
Los Angeles, CA 90038 -
(323) 287-0101 (323) 297-00101
: ) W mozza-1a.com
wWw.mozza-la.com
Date: Nov12'14 09:12PH 15 s
Card Type: VISA _ e Rah
Acct #: XXXXXXXXXXXK5287 Tol 40/1 ohk 1972 st 3
Card Entry: SWIPED Novi2 14 0B :45PM
Trans Type: PURCHASE RS
Trans Key: DID002674321357 e T DC Storm NOV 20‘] 4
futh Code; 0760564 —
1 Burrata Bacon 16.00
Check: 1972 )
1 agnolotti 21.00 ) ) )
Table: 40/1 1 Orrechiette 21.00 Surmmary Details - Feceipts ~ Print / Email =
Server: 116 Ralph W 2 Pork Loin 58 00
P 1 Tagliata 33,00 -
Subtotal: 393 .49 i Bonbolini 12.00 Exceptions
i .00
2? 1] Egge‘rtéma 06 13253 Expense Date Amount | Exception
VIR -{-g' '@'{3 20U VRIS N 58.00 Meals-Multiple...  11/12/2014 $473.49 Effective 4/17/2014, NBCU requires a DETAILED ITEN
SULTATAL 361,00
p : TAX 32.49
. _ 09:05PH TOTAL DUE 393.49 Expenses Vew~ «
i —— e \ Date ~ Expense Amount Approved
T (
IBEEEEEN[‘EUTE;‘;Y“:EREB%E&I%ML S\ 1122014 Meals-Multiple Attendees $473.49 $473.49
A EMENT! N - Mozzarella and cocktail for $247 (O © (@ OSTERIAMOZZA, Los Angeles, Calitc
AGREEM : Sun-Thursday @ the "Amaro Bar”

Private Event? mozza-la.com
Instagram. . . osteriamozza .

Find us on FACEBOOK & TWITTER!
Mozza 2 Go (323) 297-1130
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Receipts — Missing Receipt Affidavit

. R , ~ Receipt is required and has

+ HewExpense || = Quick Expenses | Import Details » Receipts - Print /Emg

.................. I not been attached

Move » BT _icie 'Bnmr WView s & [N

Expenses

|:| Date = Expense Amount Requested

Adding New Expense
] 01/08 Taxi $07.00 $07.00

O

=+ New Expense | < Quick Expenses |  Import Details * Receipts '%mail »
................ T eyl

i ] Receipts Hequired\_\ Click Receipts then
Xpenses | T ' i I
p Gheck Receipts ' Missing Receipt Affidavit
] Date = Expense Am .
Attach Receipt Images

Adding New Expense View Available Receipts /
O %1:;33?2'1”5 Taxi | Missing Receipt Affidavit &}

| o
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Receipts — Missing Receipt Affidavit

Select expense missing receipt
Missing Receipt Affidavit x

Listed below are items hat require receipt images. Select the box for expenses that are missing
receipts so they can be reviewed by your manager for reimbursement. (Reminder - all Hoiel Car
Rental, and Meals-Emploves Only expenses incurred outside of the US reguire OFFICIAL VAT
PAPER RECEIPTS).

To create an affidavit, choose from the Expense(s) below that require a Receipt

[#] Expense Date « Amount
¥ () Ta 01/08/2015 $27.00

| acknowledge that this expense report contzins legitim ate corporate expenses incurred by me on
behalf of NBC's benefit, and are allowable expenses as defined by NBC's Travel Palicy. | further
certify that one or more of fhe related receipis applicable o this expense report are no longer
available | certify that fhis staterment accurately describes the aciual and necessary business
expenses incurred by me, while engaged in company business.

Click Accept & Create N icceptaCreate RSN
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Receipts — Missing Receipt Affidavit

Note: Only the user him/herself is able to see Missing Receipt Affidavit as it is a
legal agreement between the user and Concur. Should only be used when a
receipt cannot be obtained from the vendor

Expenses
] Date *

] 01/08/201

80

Missing Receipt Affidavit - Taxi

Date of Expense: 01/08/2015
Amount  $27.00

I acknowledge that this expense report contains legitimate corporate expenses incurred by me on behalf of
MBC's benefit, and are allowable expenses as defined by MBC's Travel Policy. I further certify that one or
more of the related receipts applicable to this E+(|:]EFI se report are no longer availablel certify that this
statement accurately describes the actual and necessary business expenses incurred by me, while engaged
in company business.

Ryan Riddle

01/16/2015

1:53 AM Greenwich Mean Time

NBCUniversal



Receipts — Receipt Store

Email Addresses

Go to top

Please add at least one email address.

P How do | add an email address?

b Travel Arrangers / Delegates Click Verify to confirm the email address in your profile
P Why should | verify my email address?
P How do | verify my email address?

[+] Add an email address
Contact?

Emnail 1

amanda.exarchakis@nbcuni.com Mot Werified Verify Yes

Verification Email Sent Welcome Amanda Exarchakis

to Concur Email Verification!
An email has been sent to this emaill address. Copy the Verification - - -
Code from the email and paste it into the *Enter Code" box below. You have requested that an email address in your Concur profile be verified. The next

step is to log in to Concur and navigate to your Profile - Email Addresses section. Copy
the verification code listed below and paste it into the adjoining field, as shown here:

m Verification Code: 1JV143SU4CQNSKTQPKS9
Example

You are now ready to ing emails to Concur.

Confirmation box

en you are ready to start forwarding E-Mails to Concur.

Send receipts to your Available Receipts and trip reservations to your Trip List.

Verification code email, copy

For additional support, please contact your Expense and/or Travel Administrator or
code Helpdesk.

Cordially,
Your Concur Team.

81
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Receipts — Receipt Store

Email Addresses

Go to top
Please add at least one email address.

P How do | add an email address?

P Travel Arrangers / Delegates

P Why should | verify my email address?
P How do | verify my email address?

[+] Add an email address
Email 1

Contact?
amanda.exarchakis@nbcuni.com

@ Check email for code Resend | Cancel Yas

Enter Code | 1.V1435U4CQNSK7QPKBE| m

™~

Paste code into box then click Okay

Email Verification Status

Your email address has been verified.

Conﬁ I‘mation bOX You may now send receipts to Concur by emailing

receipts@concur.com

82
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Receipts — Receipt Store

Once you have the receipt image, email to
receipts@concur.com from the email address you
verified

test

e
‘L = New Expense ! L = Quick Expenses Import Details = Receipts * Print / Email =

Click Available Receipts

Expenses B View+ « | Expense Available Recei
Date Expense Amount Requested
& 011412015 Taxi $25.00 $25.00 Expense Type Transaction Date Viendor Name
o [ e [~] Jonazots [ |
Business Purpose for Ride From Location To Location
l Business trip - travel to airport | l Home | lJFK Airport |
l} Personal Expense (do not
Payment Type Amount reimburse)
lDueTnTravsler |v| lzs 00 ||usp ‘v |
Comment

TOTAL AMOUNT TOTAL REQUESTED

$25.00 $25.00

[ Itemize H Attach Receipt H Cancel ]

Delete Report CliCk arrOW to

. attach receipt

Import Details = Receipts » Print/ Email =

Expenses B view* « | Expense Available Receipts
Date Expense Amount - = = B “ Add receipts by emailing them to receipts@concur com
[ 01/14/2015 Taxi $25.00 pah Ll fansaction Date Manage My Verified Emails
Taxi v | 01/14/2015 |
[0
Vendor Name Business Purpose for Ride (BNa] Delete () Delete
| | | Business trip - travel to airport |
From Location L ) )
Home | 1 ;
Ta Location R
JFK Airport | Payment Type b
BCEDDBO02BBD4979BA3B.
[Tl personal Expense (do not =
e reimburse)
lzs 00 [|usp | ~|
< | y | Comment
| | i
TOTAL AMOUNT TOTAL REQUESTED
$2500 $2500 [ Itemize ][ Attach Receipt H Cancel ]
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Receipts — Scanning & Attaching Recelpts

te St Delete Report

A —
L"’NewExpens L_+OickE pens Impot Detail Receipts Erint / Emnail
Expenses [Move - | B view- « | expense | Available Receipts
¥ Date ~ Expense Amount Requested
Iz' 0111 15 Taxi §25.00 $25.00 Expense Type Ti tion Date Vendor Mame Business Purpose for Ride
I Taxi | v | I 01/14/2015 || I | I Business trp - travel to airport |
From Location To Location Payment Type Amount
I Home | I JFK Airport | | Due To Traveler | v| I 25.00 |usp | v |
("] Personal Expense (do not reimburse) Comment
TOTAL AMOUNT TOTAL REQUESTED
$25.00 $25.00 [ nemize [ Atach Receipt J | cancel |

"

Once you have your receipt saved on your computer, click Attach Receipt
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Receipts — Scanning & Attaching Recelpts

Attach Receipt x

Click Browse and select a .png, .jpg, Jpeg, .pdf, .htmil, .tif or .tiff file for upload. 5 MB limit per file. CI ICk B rowse

Mo Receipt? Create a missing Receipt Affidavit here.
File Selected for uploading: Browse... 4E )|
Mo file selected

Or choose an image from your Available Receipts.

Find document, select,
and click Open

Available Receipts

Attach Receipt

Click Browse and select a .pnag, .jpg, .jpeq, .pdf, .html, .tif or .tiff file for upload. 5 MB limit per file

@ Fie Upicad

" )i | <« Documents » My Documents » Receipts » = Search Receipts o

Organize + New folder

= O @

0 Favorites
Ml Desktop
4 Downloads

= Recent Places

- Libraries
B Documents

J’ Music

[E=] Pictures

B videos

il Computer
&, WIPRO32V301 (C3)
¥ 206405084 (\\nbcuni.ge.com\usershus-nyciHormi =

<

Do_cuments library Arrange by
Receipts

Folder =

Name

T Petrello-RightMove.pdf

@ Petrello-Aberdeen.pdf

L 236526,pdf

] Taxi 10.pdf

| Tai 25.petf

'E Grosvenor Square March 2014.pdf

@ 5t Pancras March 2014.pdf

@ ‘Weisenthal FC13882E8B9D4DBEBEFC. pdf
@ MNgategizeGumbs BFD75B303479413E83B2. pdf
1 Pacauesi FF1 FNAR1733R47RTRSFI.ndf
S———)

File name:  Taxi 25.pdf

85
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Receipts — Scanning & Attaching Recelpts

Attach Receipt X

Click Browse and select a .png, .jpa, .jpeq, .pdf, .ntml, .tif or .4iff file for upload. 5 MB limit per file.

Mo Receipt? Create a missing Receipt Affidavit here.

File Selected for uploading: EOEE _ C“Ck AttaCh

Taxi 25 pdf

Or choose an image from your Available Receipts.

Available Receipts :]
Uey Ue

= Hover over recelpt icon to

e SR

ey B view receipt

Expenses
¥] Date * 58

i 01EW Taxi

Date

&

Licensed London
Blnek Tax Receipt

usD | v

..............

Detach From Entry

TOTAL AMOUNT TOTAL REQUESTED

$25.00 $25.00
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Receipts — Fax

Click Print/Emall then select NBCU Fax Cover Page

Print / Emnail ~

Import Details Receipts

Delate
Expenses [Move + JDelete Jf Copy Template Detailed Report
v Date = Expense Amount .
= Receipt Report Transaction Date
01/14/2015 Taxi $25.00 —
ITaxi |01;14«2015
From Location To Location
I Home I JFK Airport

[_] Personal Expense (do not reimburse) Comment

Fax the NBCU Fax Cover Page and the page(s) of receipts together

iendor Name

Payment Type
I Due To Traveler

Available Receipts
Business Purpose for Ride
I Business trip - travel to airport

Amount
I 25.00 uso

TOP

ToP FAX COVER PAGE

see instructions below

Fax this page and your receipts to:
866-428-9026 Inside US/Canada

Report Summary
Report Name : test

ID: 206405084
Company ID: ABCAC
Report Total : $25.00

Amount Due Employee : $25.00
Amount Due Company : $0.00

Returning Funds to NBCUniversal

1) Make a check payable to NBGU for the amount owed
2) From the expense report, select the Print / Email option
3) Print out the NBG Fax Cover Page

4) Mail Check and forms to:

NBCU Travel Department
30R Plaza
Office 4737E

New York, NY 10112

Page 1

Receipts to Fax
01/14/2015; Taxi; 525.00:

Employee Name : Farr, Cathrine
Report Key : 545452 %

Licensed Londoy

Black Tuxi Receipt
-
.

AT Proms
R il san

Page 2
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Policy Reminders

NBCUniversal



Policy Reminders

Policy

Receipts

Food and
Beverage

Timely
Submission

Personal
Charges

Travel Class

Expense
Description

Mileage v
Gasoline

89

Description

Required for a) all hotel and car rental expenses b) out of pocket expenses >= $25 c) an
itemized receipt for food/beverage expenses > $250 d) paper receipts must be mailed to
travel office for international hotel and car rental expenses for VAT reclaim

Detailed/itemized receipts are required for all food and/or beverage expenses > $250.
The expense type Meals-Multiple Attendees should be used for all food or beverage
related entertainment expenses.

Ideally complete one expense report per month

Corporate cards should not be used for personal expenses at any time. You may not
use your corporate card in place of a personal card.

Unless otherwise permitted, coach class is required for all flights. For international
flights greater than 6 hours, one cabin upgrade is allowed. Premium economy is required
where available on international flights greater than 6 hours.

This field should be populated with the business reason for the expense you are
entering. If you do not have enough space for a detailed business reason, please use
the comments box.

Mileage is permitted for the use of a personal car for business needs, such as trip
to/from an airport for a business trip. Gasoline is only permitted for car rentals and
company issued vehicles.

NBCUniversal



Policy Reminders

Policy
Gifts

Life Cycle

Card Suspension

Entertainment
Expenses

Attendees

Airfare

Hotel Deposit

Description

Gifts to employees are prohibited except for lifecycle events. One gift from the Company
(i.e. not per employee) up to $150 is allowed. Gifts for retirement must be coordinated
through HR. Gifts for promotions, birthdays and anniversaries are not permitted.

Defined as the birth of a child, wedding, employee hospitalization or death of a family
member.

Corporate cards will be suspended for all aged charges over 60 days (from the
transaction date), excluding airfare charges and for all expense reports not reviewed by
the manager within 30 days of receiving it in his/her approval queue. Reinstatement of
cards, which takes 2-3 business days, cannot be expedited.

Employee (non-client) — used for NBCU employee/contractor events

Entertainment Expense (incl. employee functions) — used for events with a mix of
NBCU employees/contractors and clients, vendors, or gov't employees

Non-Employee (Client/Vendor) — for entertainment events where only clients, vendors,
or gov't employees are present (no NBCU employees/contractors at event)

Ensure the proper label is used for NBCU employees/contractors versus clients,
vendors, and gov't employees

Airfare should be expensed when trip is completed. Cards will not be suspended for
aged airfare.

Should be expensed when incurred. Include the deposit in the itemization as a
reduction on the final bill when trip is completed.
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First Time Log In — E-Receipts

E-receipt samples

Sample Car E-Receip

Sampe Hotel E-Recept

[& concur

Travel

Expense Approvals Reporting ~ App Center

- 9
Profile -

Profile

= Your Information

Personal Information

Personal Information

Change Password System Settings Mobile Registration Travel Vacation Reassignment

E-Receipt Activation

1) Gall 1-B00378-1555 or
Vst WA HIRTZSURVIY.COM

Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

7) Eniee Aceass Cote: 01280

Thiank you for réeting fram

RENTED: " " " " " " T " "
RENTAL 0201408 E el il Company Information Enable the automatic collection of electronic receipts and folio data, or "e-receipts”, from participating suppliers!
RETURN. 031408 . -
MLES B4 7485 0T MANGAOHAR, KAPS SEATILE, Wk Contact Information Click here to enable the automatic collection of electronic receipts and folio data. or "e-receipts”, from participating suppliers!
MILES ODRNVEN. 100 Arrtsl Dy 24 N Email Addresses E-Receipt Activation
GAR FOGUS 248 SUN 8 H3500C Copaetion Oaln (GNAC008 .
oLEl Conration # S4S056 AdutiChid 10 B0 TR Emergency Contact Once you lete the e-receipt activation, the e-receipts generated by your transaction with a participating supplier will be automatically collected and matched
20w8 B099 10199 ol ¥2200, Credit Cards with your itinerdNgs and expense reports. You can access and print these e-receipts at any time from your Trip Library. If your company uses Expense, then your
ACCATIONAL CHARGES™ 18870 DATE | MEPABACE Ll e e-receipts will be Sgomatically matched with your itineraries and expense reports, as applicable, 0 you can avoid keying in folio data and submitting paper receipts.
,':’IMI.I A% J:: g 2nAKE (FOCM RATE Travel Settings for your expense rej . Participating suppliers of our e-receipt program are identified by our icon during the online booking process: (}
P.K-KJBY-\’B aEndee SHid e | GENERAL TANES RiOOM CHARGES Vi I " Hotel T
SRR 4 SilaTadf | PARNIG CHARDES iew sample e-receipts: r Hotel Taxi
CRECIT AR ¥, sLit] g ||M4ﬁ Hoealcn | MEGBAR CHARTES Travel Preferences & &
3 S AR MG |MOVE CHARGES
anrwltrmm CHARGES i qpnane i NTERHET ACCESS. International Travel
ARFORT FER 1863 E | e MEST AT SIS Frequent-Traveler Programs
L8 LCENSETEE  0.00 i ; .
= T2 T, | GFTSHOP CHARGES Assistants/Arrangers
TOMEREAGIITY: 7200 n4EE MM [LALNDRY CHARDES 14 53 9
FleL semce 1w e P
4 it — E-receipt activation links
Expense Information p
HOWWAS YOUR EXPERIENCE?Y
WET LIKE YOUR FERDRACK Bank Information

Other Settings

E-Receipt Activation
System Settings

E-Receipt Activation and Use Agreement

|LX

Please read the following E-Receipt Activation and Use Agreement. To view the rest of the agreement,
please scroll down.

E-receipt privacy agreement

2, You understand and agree that such e-receipts may include any and all details regarding your
transactions with participating suppliers,

3. You understand and agree that such e-receipts will be transmitted aver the Internet and may be
subject to interception by third parties,

E 4. You hereby release each of the data processars fram any and all liability in connectian with our
! e-receipt program, including without limitation any damages ar harm that you may incur in

} connection with the uses authorized by you above, the interception of e-receipts by a third party,
E ar any other event autside of the reasonable contral of the data processars.

Click I Accept

You must ACCEPT all of the terms of the E-Receipt and Use Agreement in arder to proceed with use of aur
ipt program by pushing the TACCEPT button below. If you da not wish to proceed with such use of
aur e-rec; ram, then please press the I DECLIME button below and you will not participate in our e-

receipt pragram.
I Accept | IDedine |

Ll
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First Time Log in — Triplt and Hertz Gold

Home Travel Expense Approvals Reporting ~ App Center

Profile -

CONCUR £ 0 0 0 00

New Required Available Open Cash
Hello, Amanda Approvals Expenses Reports Advances
TRIP SEARCH ALERTS
,.15 - e E @ @ 1BC Universal Media, LLC is giving Triplt Pro to all employees Ho thanis

@ vou haven't signed up to receive e-receipts @ Sign up here

‘ Please note, if you book travel to a high risk country, you will ‘

Travel Prefe
Eligible for the following discount travel rates/fare classes

Triplt Pro

DAANCAA DGnvernment Dlmlltary DSemnrJAARP

Air Travel Preferences

Seat Special Meals Ticket Delivery
Don't Care D Regular Meal D E-ticket whe

Preferred Departure Airport @ Other Air Travel Preferences Medical Alerts

Hotel Preferences
Room Type Smoking Preference Message to Viendor @

Dont Care EI Don't Care

| prefer hotel that has:
(] agym (] apool ] a restaurant [ room senvice ] Early Check-in

Accessibility Needs
L‘i Clwnesicnair access [ Blind accessible

Car Rental Preferences

Car Type Smoking Preference Car Transmission
Any Car Class B Don't Care El Don't Care B D\n-carGF’Ssystem

age to Vendor @

Hertz Gold

Frequent-Traveler Progra

[+] Add a

Please ensure the number associal th your Program Number is correct and valid (active). In addition, the name the vendor has on file must i ——

match your name as listed in your profile

Not a member of Hertz #1 Gold Club? - fo join click here .
Your Frequent Traveler, Driver, and Hotel Guest Programs
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FAQS

What is the manager’s responsibility regarding approving expenses?

» Itis the responsibility of managers to review and approve their employees’
expenses in a timely manner (30 days). Managers should review and approve
or question and reject any submitted expense that is not in accordance with the
policy and/or is excessive.

What is the employee’s responsibility regarding expenses?

* As an employee, it is your responsibility to conduct NBCUniversal business with
integrity and good judgment and to exclude considerations of personal
advantages when traveling or entertaining on behalf of the company. Expense
should always be reasonable and kept to the minimum amount necessary to
perform authorized NBCUniversal business.

Can | purchase a gift for an individual | am staying with in lieu of a hotel stay?
 Employees are not permitted to reimburse a gift purchased for an individual who
houses them while they are traveling for business.
How do | book my travel arrangements?

* You should book all travel arrangements through the Concur online booking tool
or in cases of a complicated international trip by contacting BCD. If you work for
DreamWorks, please contact Karoline Zarian at BCD to book your travel for you.

Is Amtrak first class permissible if | am allowed to fly first class for air?

* As a policy, no on is able to book first class on Amtrack. Exceptions to this policy

must obtain approval from the manager, the business CFO, and the

NBCUniversal CFO. ;
% NBCUniversal



FAQS

* |Isthe Acela an accepted mode of transportation when traveling for business?
* Everyone is encouraged to take the Amtrak regional train which is significantly
less expensive, however Acela is permitted when required to meet business
needs.
« How do I reimburse the company for a personal expense?
 Mail a check payable to NBCUniversal for the amount due company in the report
and the NBCU Fax Cover Page to:
NBCU Travel Department
30 Rockefeller Plaza
Campus 620 — Office 465-3
New York, NY 10112
* Where can | find the NBCU Fax Cover Page”?
* Open your expense report that contains the personal items, click the Print/Email
button then select NBCU Fax Cover Page from the drop down menu.
« Where do | mail my original, paper receipts for international hotel and car rental
expenses?
« Mail the original paper receipts and the NBCU Fax Cover Page to:
NBCU Travel Department
30 Rockefeller Plaza
Campus 620 — Office 465-3
New York, NY 10112
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FAQS

 If my reportis returned to me, where can | view the comments or explanation?

* Open the report, click Details then select Comments from the drop down menu. A
new box will appear showing all comments on the expense report header.

« How can I discover when | will be reimbursed for my out of pocket expenses?

* Any funds owed to you by NBCUniversal will be deposited into your bank account
3-5 days after your report has been approved. Once you see Payment Status
Extracted for Payment on your report, open the report, click the Details button
and select Report Payments from the drop down menu. This box will populate
with the estimated payment date and amount of the finds that will be deposited
into your bank account by EFT (electronic funds transfer).

e How do | know what bank account will be used for my reimbursements?

« To confirm the account used by Concur for reimbursements, go to Profile Settings

and click Bank Information
« How can |l increase the credit limit on my corporate card?

« Torequest a credit limit increase, go to the Travel Portal (travel.nbcuni.com) and
click Credit Card Limit Updates on the left hand side of the screen. You must be
on an NBCU network to request the increase.

« What if | have a plane ticket that costs more than $10,000?
e Send a note to travel.admin@nbcuni.com with the cost of the ticket

o7 NBCUniversal
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