The University of Connecticut Department of Student Activities
Trustee Student Organization Support
Itemized Expense Receipt Guidelines

Reimbursement should be minimized and thus, only done when both the purchase is necessary
and all other methods of direct payment have been exhausted. The following outline is intended
to provide general guidance for receipts submitted 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 ensure you have original receipts in hand and legible electronic versions are submitted.
Once paid, receipts should be noted as such with a date and total reimbursement amount (if
multiple receipts paid at once). then submitted to the organization for retention per financial
record retention policies.

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.

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

B Not acceptable:
e  Customer copy of credit card receipt listing only amount
e  Copies not legible or information cut off by copier
e Purchase of alcoholic beverages

e  Store receipts should include: (see Examples 2 & 3)

Name of store

Date

Itemized listing of purchases and price of each
Total charges

Amount paid

B Not acceptable:

e  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

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

B Not acceptable:
e Blank receipts
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Parking receipts should include: (see Example 5)
B Name of company

Date and time in

Date and time out

Total charges

Amount paid

B Not acceptable:
e Blank receipts

e Train receipts should include: (see Example 6)
Name of railroad

Date

Number of tickets purchased
Total charges

Amount paid

e Hotel receipts should include: (see Example 7)

Name of hotel and address

Check in date

Check out date

Number of guests/rooms

Room rate/taxes/fees per night’s stay
Total charges

Amount paid

B Not acceptable:
e  Customer copy of credit card receipt listing only amount
o Copies not legible or information cut off by copier

e Hotel/Airfare itinerary receipts should include: (see Examples 8 & 8a)
Name of business and address

Dates of travel

Number of guests/rooms

Room rate/taxes/fees per night’s stay

Names of all traveling if in group

Total charges

Amount paid

B Not acceptable:
e  Customer copy of credit card receipt listing only amount
e Copies not legible or information cut off by copier

e  Car rental receipts should include: (see Example 9)
B Name of business and address; contact information
Dates of rental
Type of vehicle rented
Rates/taxes/service fees per vehicle
Total charges
Amount paid

B Not acceptable:
e  Customer copy of credit card receipt listing only amount
e Copies not legible or information cut off by copier
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Example 1 - Restaurant Receipt

Date: 5015005
Red =k Cafe

C=tanel fizne:

Party Red
Pepoe o
Haeage
{larayrger
Baco?

Farty Yaygie

Farty Ped
Pepperani

¢ Party Red

Garden Salad
Italien
manch
Bleu heese
Large Catering Mang

fubtotel
Tax
Total

HastzrGa-d
(e

Thaw wol. Cote back azain.

Tima: 7:45 o
Bei «20-¥ 36

§25.45
§22.30

£4.40
§79. &

314724
.63
g1ah.67

(i, i)

'/

halb i e

Example of itemized
receipt

Business name
Date

Itemized listing
Total charges
and amount paid
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Example 2 - Store Receipt - Credit Card Payment

WAL*MART"

ALWAYS LOW PRICES.

WE SELL FOR LESS
MANAGER ROGER NOLL
( 860 ) 456 - 4399

ST® 2022 0P$ 00003641 TE# 15 TR
COKE 004900000663 F
CT DEPOSIT 007874235359 F
SPRITE 004500000551 F
CT DEPOSIT 007874235359 F
NESTER 008390000037 F
VFBFLDDINNER 004200035544
CANDY 001420008453 F
CANDY 001420008453 F
GV 40CTPLATE 063113172769
SUBTOTAL 1
TAX 1 6.000 %

NwMnoONOo
ﬂmnmamgﬁ
x:xxznxcxm

[=F =¥ = B N = . T

VISR TEND 10.59

ACCOUNT W
APPROVAL 3274517
TRANS ID -0084241845508527
VALIDATION -9CCY .
PAYNENT SERVICE - E
CHANGE DUE 0.00

% ITEMS SOLD 9

TC8. 3778 9043 8278 4582 2899

MR

he Yal-Mart Credit Card,
&!I 1-877-969-3668 to apply,
04 7 osaa/o4 T 19:29:17

__;*'  WeHCUSTONER, COPY s

oL 1089 %

Example of acceptable store
receipt.

1. Shows detail of items
purchased

2. Total charges and amount
paid
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Example 3 - Store Receipt - Cash Payment

that was easy.

Low prices. Every item. Every day.
110% Price-Match. Guaranteed.
35 Talcottville Road
* Vernon, CT 06066
(860) 870-4032

SALE 000572 1 006 45511
0108 01/12/05 11:16
QTY SKU OUR PRICE

1 125 CARD PETITE FI

071912670605 5.19
1 A-Z INDEX 11X8.5 R '
072762113230 3.59
SUBTOTAL 8.78
Standard Tax 6.00% 0
TOTAL
Cash 20.00
Cash Change 10.69

TOTAL ITEMS 2

Compare and Save
with Staples-brand products.

THANK YOU FOR SHOPPING AT STAPLES !

(I
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Example of itemized receipt
showing payment by cash




Example 4 - Taxi Receipt

American United Taxicab Services
646 South Secomd S8, wm.msm_
Phone: 414-220-5000  MD==- \

pate: 11 /HIOS. " pmount R 10.00

me;_‘@!éﬂ Frelds
Executive Ihn

e Example of taxi receipt

' To: - 1. Business name

Driver: R\A_— M I_‘;\\ > Date

— 3. Amount paid
T 4. Destination
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Nay Haven Parldna Authority

Tepele Stroel Garaoe v\

Reptf 39940 |
03/19/05 17:20 Lk 7 A 13 Turi1809%

Example 5 - Parking Receipt

03/17/05 09:25 I Q719705 17:20 Dt <

Example of Parking Receipt

Business Name

Date and time in

Date and time out

Total charges and amount
paid

bl e e

Tkl 447866 _
Tenrle § 36,00
Total Fee & 3600 /
(ASH FAID $ 3600~
Cash Tender 4 40,00 ;
Change e ¢ 400 L
Thank You
Drive Bafely
* Metrp-Horth: Railroad
. Statlon ¥ H= IEH. Ll
" Sold Tickets et
RT Adultlt Fr0P 2250

Tolal Amount ) $312.50

. Pasentt C_[vl'dl t7EPE3

Thank Yeu dor Ridiry
Petra North |
TS [0 8 02

Fraowaction & - LT
" Date £ Time 05260 09102

) MY BRECEIPT

ETA NYC TRAMSIT

17-50 5T RDCKEFELLER CTR
. ‘KER YORK CITY HY

J¥VH #:; DDOZ{N500 04G2)
 'Thurs 26 May 05 12:38
Trans: Bale D%

Pavaent Bode: Cash :
imount ; § 2.00

Caird Value: g Z.00
Chapge Due: $ 0.00
Iype; 087

ggengleﬂide

- Questiona?
Calt 1.'__212.'! NETRDCARD. -
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Example 6 - Train Receipts

Example of train receipts

1. Dates of travel
. Number of tickets purchased
3. Total charges and amount
paid




Example 7 - Hotel Receipt

DAYS INN - NORTH
1688 ROBIN HOOD RD
RICHMOND, VIRGINIA 23229
(884)353-1287 FAX (884)355-2659
FOLIO. 9577 ROOM. 112 REGH.
ARRIVE B9/22/84

RATE..43.99

Loyalty Mesber #: 8
TIME CHECKED QUT..86:32:31

TIME CHECKED IM..12:84:11

ROOM # SH DATE CD  DESCRIPTION
112 A 89/22/84 P DISCOVER

112 C 89/22/84 E ROON RENT
112 C @%/2/84F STATE TAX
iie C ©89/22/84 F LODGING TAX
12 € @we/eA 1 SHFE INS
12 C @/22/B4F STATE TAX
112 A BY/2yB4 1 SAFE
112 A B893/23/B4 1 TAX
Tmu M‘....‘ Bﬂm
ROOM RENT..  49.%9 Meee 6.5  SHE INees  ~0.85
DISCOVR... 5649
Signature X

Please contact the manager about any issue with your stay.
Days Inn Worldwide or affiliates may contact you about goods
and services unless you call 877-212-2733 or write to Box 27978,
Minneapolis, MN 55427-8978 to opt out. View our Days Imn
website about privacy. '
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Example of hotel receipt.

1. Name of business and
address

2. Number of guests in room
3. Dates of travel

v 4. Room rate and taxes per
each night’s stay

5. Total charges and amount

" paid




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.

;\-’/
o~ 3
-~ —Traveling, Inc.
Norwalk, CT 06851 203-852-8100
Fax 203-852-9322 www.traveling-inc.com
SALES PERSON: MR ITINERARY /INUOICE ND. DATE: €1 NOV ¢
CUSTOMER NBER: 12345473890 FAGE: €1
Y :
TG |
\ Thantk You!
| Far:
g
:| ' ORIGINAL INVOICE
20 DEC ¢4 - MONDATY
ATR  AMERICA WEST FLT:11 ECONOHY FOOD FOR PURCHASE
LY NEW YORK JFK 7H8A E@GP: AIRBUS a3:%
DEFART: TERMINAL 7 GSHR. 4BHIN
AR PHOENIX 1340 NON-STOF
ARRIVE: TERMINAL & REF: VC44BT
SEAT—14a
SEAT-14C
HOTEL PHOENTIX QUT-R22DEC
DAYS IMN € HIGHTS
DAYS INN TEMFE ASU 1 ROGH
1221 E APACHE EBLVD RATE-S3.19U5D FER MIGHT
TEMPE AZ Q5281 CANCEL BY 04F DAY OF ARRIVAL
FONE 480-948-7793
FAX 480-244—-4450
GUARANTEED LATE ARKIVAL
CONF IRMAT ION
22 DEC €4 -~ WEDNESDAY
AIR AHERICA WEET FLT 114 ECONOMY FOOD FOR PURCHARE
LV PHOENIX 1254F EGP: AIRBUS A319
DEPART : TERMINAL & G4HR 33MIN
AR NEW YORK JFK 729F NOH-STOP
ARRIVE: TERMINAL 7 REF: VLC44BT
SEAT-21D
SEAT-21F
g2 HOV 84 - TUESDAY
OTHER MORMWALK
TRANSACT ION FEE
VOUCHER
BILLED TG &0 .95
OTHER NORUALY
TRANSACTION FEE
VOUCHER
BILLED TO 46,00
COMTINUED ON PAGE 2
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Example 8a - Continuation of Itinerary Receipt

This is continuation of itinerary showing amount due and credit card payment made.

—Traveling, Inc.

Norwalk, CT 06851 203-852-8100

Fax 203-852-8322 www.traveling-ine.com
[SALES FERSON: MR ITINERARY /INVDICE NO. DATE: 81 HuY ¢
l CUSTOMER NER: 12345467890 PAGE: 62
TO: |

Pk Youe!

r

FOR:
ORIGINAL INVGIOE
AIR TICRET T r
ELEC TET BILLED TG 380.7¢
AalR TICKET !
ELEC TKT BILLED TO 338 .76
SUB TOTAL 741,40
MEY CC BILLING 741,48
TUTAL AMOUNT DUE ' .60

»..FAA REBULATIONS REQGUIRE { 1/8 HR CKIM aND & VALID FHODTO ID.
-« « TICKETS ARE NON REFUNDABLE AND SUBJECT TO CHANGE FEES

+as [HE HOTEL IS GUARANTEED ON THE CREDIT CTARD aAHD YOU

<« .CAN PAY THEM DIRECTLY UFON ARRIVAL AND CHECXOUT

«-+THE DAYS INN HAS AN AIRFORT SHUTTLE

««»«LO0K FOR THE COURTESY FHUNE IN THE BAGGARGE CLAIM AREA

« a0 n UFOH ARR IVAL

.--THES8E ARE E TKTS

-»+ YOUR AMERICA WEST E TET MUHEBERS ARE !
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Example 9 - Car Rental Receipt

Rental Locaticm
HASHVILLE ARFT

1 TERMINAL DRIVE
KASHVILLE INTL ARPT
RASHVILLE, TN 37217
Phone: (6151275 1050

Actual 04-NOV-2004 10:30 PM
Charged 04-NOV-2004 10:30 PM

Rate Info

Charges:

TIME & DISTRANCE

UNLIMITED MILES/EM - TIME & DIST
DISCOUNT - TIME & DIST 5.00%
CDH / LOW

YOUNG RENTER FEE

CONCESSION RECOUP FEE 10.13 PCT
TH SURCHARGE 3 PCT

SALES TAX @9.350 %

Total Charges:

PAyMANtS:

Pra-paymant Visa

Amount Dus [Subject to Audit)
Message * Taxable Items

Customer service Number 1(800) 462-5265

3459

Rental Agreement #: 405223477

Invoice #

Raturn Locaticm
HASHVILLE ARPT

QT7-NOV-2004 09:14 AM
O7-NOV-2004 06:14 AM

1 Days 21
M/Ems

65.

3 Days 8.
Days 25,
B82.

173.

143.

DATE

AUTH
031218 05-HOV-2004

05D

Licenae #
State/Province
M/Ems Driven
M/Ema Crat
M/Fma In

Frice/Unit
.85

TENNESSEE
160

3792
1852

AUTH AMT
132.43

: 40004230637

192.43

-152.43

/|

Example of car

rental receipt

1. Dates of Rental

2. Rental location

3. Total charges
and amount paid
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