Receipts

Travel Authorization: _____________

Traveler: _______________________

Trip Dates:  _____________________

Trip Destination: _________________

Per Diem allowed:  ________________

Travel Tips

All expenses except Per Diem for meals must have original receipts.  

A valid receipt will have: 

   An itemized list of what was purchased, 

   The amount of the purchase, 

   The date(s) of the purchase, 

   The name of the vendor and


   The business purpose of the purchase.

A credit card slip is not a valid receipt by itself.

Phone calls on hotel bill must be business calls and justified.

Tips for food service and room service are not reimbursable if you are claiming per diem as they are part of the “incidental” on “meals and incidentals”.

If a meal is included in the conference registration you may not claim Per Diem for that meal.

Get baggage handling and taxi receipts.

Any expenses on personal time are not reimbursable. Personal time must be approved in advance.

Car Rental must be justified and authorized in advance.

