What evidence do you need to submit with your Expense Report?

You must submit itemized receipts for all of your purchases.
Please tape them neatly to 8% x 11 sheet(s) of paper.
If for some reason you don’t have your itemized receipts, please consult a staff member.

An itemized receipt must contain: This is a credit card receipt only.
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WOLFGANG PUCKE EXFP B
TCAGOD THTERNATIONAL AIRPORT

Holiday Inn

Bndges Bisto
???EM?% _______________________ A East
3916 GST 1 g Ny
Date of/v TiazeM
purchase m c0

PIZ RSTD MUGH 12.59
CHOCOLOVE BAR 2.99
SM WTR ARTC SO 7.79
7137 \ )
Item(s) VISH 20.35 Price of I:ard LTr'ﬂ:r-,f' SHIPED
. each item Trans Type: PURCHASE
purchased  SUBTOTAL 6.3 uth Code: 558365
I ' 3922
CHIBTLWTR 207001 0.05 )
AHOUNT PAID 20 .35

~--4866 Closed JUL2S D7:33PM---- £563 Victor

WE MANT TO HEAR YOUR FEEDBAGK! Amounr wz.57
PLEASE COMTACT 1-877-8T72-T487

YOUr DR CUSTOMERSERVICESKMSHOST.COM Tio Amount: 2.043
description 10 SHARE YOUR EXPERIENCE.

\ 7/ZS Disner while waitis ;604 Total Amount: 18.00
(light 10 Tulas for comforence ~

Note: If it was a meal for multiple people,
include names, affiliations, and the business
purpose of the meal in this description.

Note: it would be useful to include this
in addition to the itemized receipt if it
shows a tip amount.
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Some other, unique pieces of evidence...

Personal vehicle use
If you are requesting reimbursement of mileage on your personal vehicle, submit ONE page

from Google/Yahoo Maps or MapQuest showing start and end points of your trip and mileage.
The reimbursement rate covers cost of fuel and maintenance — DO NOT submit fuel receipts.

GO gle Maps Segal Design Institute to Shedd Aquarium Drive 15.6 miles, 43 min

.......

Map data ©2016 Google 2 mil

via Sheridan Rd and US-41 S/N Lake Shore Dr

15.6 miles

35 min without traffic

Rental vehicle use

Be sure to submit a FINAL receipt for your rental that shows actual final charges. This is different from

an estimate or receipt of deposit that you receive when you reserve or pick up the car.

You may submit receipts for fuel for a rental, but you cannot receive mileage reimbursement for it.

Foreign currency
In addition to the itemized receipt in a foreign currency, submit a page from the Oanda currency

converter as evidence of the exchange rate. http://www.oanda.com/currency/converter/
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