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The University of Connecticut 
Department of Student Activities 

Itemized Expense Receipt Guidelines 
 
 
 
The following outline is intended to provide general overall guidance for receipts submitted to the 
Department of Student Activities Business Office for individual reimbursement.  Vendor receipts 
should include an itemized listing of purchases made, not just the amount paid.  Vendor receipts 
should include business name, address, itemized listing of purchases made, total charges and 
amount paid.  The following are not acceptable:  customer copy of credit card receipt listing only 
total amount, illegible copies, and copies where information is cut off by the copier.  Please 
submit original receipt and one copy. 
 
Examples provided include, restaurant, store, taxi, parking, train, hotel, and air fare.  You should 
use these as a guideline and apply the principles to various types of transactions.   
 
 

• Restaurant receipts should include:  (see Example 1) 
 Name of restaurant 
 Date 
 Number of guests 
 Itemized listing of food/beverages and price of each 
 Total charges 
  Amount paid 

 
 Not acceptable: 

• Customer copy of credit card receipt listing only amount  
• Copies not legible or information cut off by copier 
• Purchase of alcoholic beverages 

 
 

• Store receipts should include:  (see Examples 2 & 3) 
 Name of store 
 Date 
 Itemized listing of purchases and price of each 
 Total charges 
 Amount paid 

 
 Not acceptable: 

• Customer copy of credit card receipt listing only amount 
• Copies not legible or information cut off by copier 
• Personal purchases can not be reimbursed 
• Purchase of alcoholic beverages 

 
 

• Taxi receipts should include:  (see Example 4) 
 Name of taxi company/driver 
 Date  
 Destination from/to 
 Amount including tip if applicable 

 
 Not acceptable: 

• Blank receipts 
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Parking receipts should include:  (see Example 5) 
 Name of company 
 Dat
 Date and
 Total charges 
 Amount paid  

 
 Not acceptable: 

• Blank receipts  
 
 

• Train receipts should include:  (see Example 6)

e and time in  
 time out 

 
 Name of railroad  
 Date  
 Number of tickets purchas
 Total charges  
 Amount paid 

 
 

• Hotel receipts should include:  (see Example )

ed 

 7  
 Name of hotel and address 
 Check in date 
 Check out date 
 Number of guests/rooms 
 Room rate/taxes/fees per ni ht’s 
 Total charges 
 Amount paid 

 
 Not acceptable: 

• Customer copy of credit card receipt listing only amount 
• Copies not legible or information cut off by copier 
 
 

• Hotel/Airfare itinerary receipts should include:  (see Examples 8 & 8a)

g stay 

 
 Name of business and address 
 Dates of travel 
 Number of guests/rooms 
 Room rate/taxes/fees per ni ht’s stay 
 Names of all traveling if in roup  
 Total charges 
 Amount paid 

 
 Not acceptable: 

• Customer copy of credit card receipt listing only amount 
• Copies not legible or information cut off by copier 

 
 

• Car rental receipts should include:  (see Example 9)

g
 g

 
 Name of business and address; contact information 
 Dates of rental 
 Type of vehicle rented 
 Rates/taxes/service fees per vehicle 
 Total charges 
 Amount paid 

 
 Not acceptable: 

• Customer copy of credit card receipt listing only amount 
• Copies not legible or information cut off by copier 
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Example 1 - Restaurant Receipt 

Example of itemized 
receipt 
 
1. Business name 
2. Date 
3. Itemized listing 
4. Total charges 

and amount paid 



 

Example of acceptable store 
receipt. 
1.  Shows detail of items 
purchased 
2.  Total charges and amount 
paid 

Example 2 - Store Receipt - Credit Card Payment 
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Example of itemized receipt 
showing payment by cash  

Example 3 - Store Receipt - Cash Payment
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Example 4 - Taxi Receipt

Example of taxi receipt 
 
1. Business name 
2. Date 
3. Amount paid 
4. Destination 
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Example 5 - Parking Receipt 

Example of Parking Receipt 
 
1. Business Name 
2. Date and time in 
3. Date and time out 
4. Total charges and amount 

paid 

Example 6 - Train Receipts

Example of train receipts 
 
1. Dates of travel 
2. Number of tickets purchased 
3. Total charges and amount 

paid 
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Example of hotel receipt. 
1.  Name of business and 
address 
2.  Number of guests in room 
3.  Dates of travel 
4.  Room rate and taxes per 
each night’s stay 
5.  Total charges and amount 
paid 

Example 7 - Hotel Receipt 



Example 8 - Travel Itinerary Receipt 

 This is example of an itinerary submitted for reimbursement for complete travel including 
airfare and hotel. The itinerary is submitted when E-tickets are used for travel. 
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This is continuation of itinerary showing amount due and credit card payment made. 

Example 8a - Continuation of Itinerary Receipt 
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Example 9 - Car Rental Receipt 

Example of car 
rental receipt 
1. Dates of Rental 
2. Rental location 
3. Total charges 

and amount paid 


