
Reimbursement Requirements 

Receipts 
Acceptable receipts include vendor invoices, charge slips, cash register receipts, 
packing slips, or printout of E-mail or web page transaction confirmation, provided 
they include the following information.  SCREENSHOTS from phones typically cut off 
required information and are NOT recommended. 

Receipts should contain the following five required elements: 

1. Name of vendor (person or company you paid)
2. Transaction date (when you paid)
3. Detailed description of goods or services purchased (what you bought)
4. Amount paid
5. Form of payment (how you paid – cash, check, or last four digits of credit

card; or if invoice, stamped “paid” with an official vendor’s stamp, or marked
“paid” and signed or initialed by the vendor, or processed through the
vendor’s cash register to indicate a “cash sale”)

Proofs of payment 
 

Provide a proof of payment if receipt info is incomplete 

• Cleared check – obliterate the bank routing and account numbers printed on
the bottom of the check, leaving any numbers in the lower right corner
visible.  Check the endorsement side of the check and obliterate any legible
numbers.  Most cleared checks are available as scanned images from your
online bank account.

• Credit card or Bank statement – please redact/ obscure cardholder
address, account number, summary of account information (payment due,
balance, etc.) and all other details not relevant to the particular transaction for
which reimbursement is requested.  Only include relevant information that will
document payment for the specific card in question.

IMPORTANT:  
Purchases from Amazon via Personal Accounts can NOT be reimbursed.  
Items from Amazon must be purchased via UT Market Place 

Reimbursement Receipt Requirements & Examples
http://tiny.utk.edu/receiptexampleforreimbursement   
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https://irisweb.tennessee.edu/irj/portal/Shop


Printed Receipt 

DollAR TnEE STOREs, I Ne .. �-t----1 Vendor name 

Store# 5081 1<831) 464-8326 I 

---------------------------------------------
DESCRIPTION 

TABLECOVER 
TABLECOVER 
TABLECOVER 
TABLECOVER 

OTV PRICE 

1.00
1.00
1. 
1.' 

TOTAL 

1.00T 
1.00T 
1.001 
1.DOT

TABLECOVER 
TABLECOVER 
TABLECOVER 
TABLECOVER 
TABLECOVER 
TABLECOVER 
TABLECOVER 
TABLECOVER 
TABLECJ)Yf 
TABLECOVER 
I,ABLECD,yER 
TABLEC0VER 
f-ABkECOVER
TABLECOVER
TABl::ECOVER
TABLEC<:VER 

0 

• .--._. •. OOT 
1.001
1.00T
1.00T
1 oor 

1. 
1 1.

��1 1.00 
.00 
00 

TONGS 1
TONGS 1
TONGS 1 

TONGS 1 

TONGS 1 
PASTA SERVER 1 

PAST A SERVER 1 

Sub fetal 
SALES TAX 
Total 

.00
1.00
1.00
1.00
1.00 
1.00
1.00 
1.00 
1.00 

$27 .00 
$2 .,13 

$29.43 

.DOT 
1 OOT 
.Q()l 

1.00 
.OOT 

I .DOT 
1.00T
!.DOT 
1.001 
1.00T 
1.DOT
LOOT 
1.00T 
1.00T 
1.DOT
1.00T 
1.00T 
LOOT 

US DEBIT $29.43 
Approved 
Chip 

417798/044873 
chip �1nmr-mmmnffl'l1tr---

.. 

Thank You for Shopping at Oo 11 a,- Tree 
Where Everything's $1.00 

Now Shop On-Line at Dollar-tree.com 

We value your opinion! 
PI ease provide your f eedba,.k o t

www dn 1 I ;ir I rP.P.f �rlhflr•I- rnm 

* 

" 

1 

�------� 

Vendor contact 
information 

Itemized 

Indication of 
payment (and/or 

balance of 
"$0.00") 
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I 

Hand-Written 

Receipt 

� 
)14-�-----1.__V _e_n _d _o _r _n _a _m _e_,

!"-""!"""�� 

This nunber will be called when your ader is ready. l 

7��/ a:aW7 

2 

Vendor contac t 
information 

Business card 
because vendor 

information is not 
on receip t 

Itemized 

Indication of 
payment 
(and/or 

balance of 
"$0.00") 
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EXAMPLE



Really Cool T-Shirt Printers 1 ◄◄111-----1 

diiiii)4-� -----1

Invoice 

Vendor Name 

Vendor Contact 

Information 
�-------� 

Itemized 

Item Description 

T-Shirts Really Cool T-Shirts 

Indication of Payment 

(and/or Balance of 

"$0.00") 

Terms 

Payment due upon receipt 

3 

Invoice# 
lnvoi e Date 

D) 

California) 7.25% 

Total 

.... 
Amount Paid 

Balance Due (USO) 

Quantity 

20 

INVOICE 

1234 
June 5, 2018 

n/a 

$0.00 

Line Total 

320.00 

320.00 

23.20 

343.20 

343.20 

$0.00 
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Invoice with Individual 

Named for Billing 

amazon.com· 
._.. 

Final Details for Order #113-9900000-2000000
Rini this �e for your records. 

Oder Plac ed: Fetfua-y 4, 2018 
Amazon.com order number: 113-9900000-2000000 
Oder Tolal: $17 .92 

llems ordered Price 
1 ol: 8 Pack Mufti Use/Color $22.95 
tones expeditions 
9:)ld by: ED SJ i:py (seller oll<f 

Ccnditia,: NH 

1 ol: 8 Pack AA Mufti Use/l r Panasonic . Ni�HM batteries• Eneloop tones $23.95 
Expedition 
9:)ld by: ED SJ i:py (seDer W!!J.e) 

Ccnditia,: Noll 

1 01: Panasonic BO-CC 17SBA en d lnd�idual Battery Cflarger witl'J 4 LED Cflarge $20. 76 
Indicator Lights, White 
9:)ld by: .om axon .com &nri ces, h c. 

Ccnditia,: � .. 

91ipping Address: 

91Ipplng speed: 
T\o\0-Day Sllppng 

Payment Meflod: 
\Ilsa I Last digi1s: 1069 
Git Gad 

Ellllng address 

credit card transactions 

Billy must be the 

payee of the 

reimbursement 

because they are listed 

under the billing 

address even though 

Sammy is under the 

shipping address. 

Payment information 

Item(s) Subtotal: $57.66 
Slippng & Haidling: $100 

Tota tefore tax: $57.66 
Scles Tax: $1.87 

Git Card ,Amount:-$51.61 

Total for This 91ipment: $17 .92 
Total paid by Gift Card:-351.61 

llem(s) SUblotal: $57.66 
Slippng & Ha,dling $:l.00 

Tota before tax: $57.66 
Estmated tax to be c ollected : $1.87 

Git Gard .Amount:-$51.61 

Qand TOT.al: $17.92 

\llsaenclng In 1000: Februa-� 7, 2018:$17.9'2 

To view t7e status of your order, retrn to Qder sum mar\!.. 

Condition• of U.e I Pri.,,..ey Notice Q 199:1-2018, Amaza, .com. Inc. or its aflliU!S 

4 

IMPORTANT: 
Purchases from Amazon via Personal Accounts CANNOT be reimbursed.  
Items from Amazon must be purchased via UT Market Place
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 
 
 

Reimbursement Receipt Requirements & Examples 
 Page 7 of 11



Reimbursement Receipt Requirements & Examples 
 Page 8 of 11



Reimbursement Receipt Requirements & Examples 
 Page 9 of 11



Reimbursement Receipt Requirements & Examples 
 Page 10 of 11



Reimbursement Receipt Requirements & Examples 
 Page 11 of 11


	Reimbursement Requirements.pdf
	Reimbursement Requirements
	Receipts
	Proofs of payment


	Receipt Submission Example_Redacted.pdf

