Reimbursement Receipt Requirements & Examples
http://tiny.utk.edu/receiptexampleforreimbursement

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:

I N

Name of vendor (person or company you paid)

Transaction date (when you paid)

Detailed description of goods or services purchased (what you bought)
Amount paid

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.
ltems from Amazon must be purchased via UT Market Place



https://irisweb.tennessee.edu/irj/portal/Shop
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Printed Receipt

\

A8

P [
Dollar Tree Stores, Inc. |® —| Vendor name
—
Store# 5081 (831) 464-8326
[ s e L e i \ Vendor contact
DESCRIPTION OTY  PRICE e
TABLECOVER 1 1.00 .
TABLECOVER 1 1.00 '
TABLECOVER I 1.0g .
TABLECOVER 1 o 1.
TABLECOVER 1 «1.08 N
TABLECOVER 1.C8%
TABLECOVER 1.¢ 8
TABLECOVER 10p
TABLECOVER “1.4g
TABLECOVER 1.Ggy
TABLECOVER 1
ltemized
TABLECOVER Y00 1.001
TABLECOVER .00 1.007
TABLECCVER » pup 1.00 1.00T
TONGS W 1 1.00 1.001
TONGS 1 1.00 1.00T
TONGS 1 1.00 1.001
TONGS 1 100 1.007
TONGS 1 1.00 1.007
PASTA SERVER 1 1.00 1.00T
ASIA_SERVER 1100 1001
Sub Tcral $27.00
SALES TAX $2.43 —
Total $29.43" indication of
US DEBIT $29.43 | payment (and/or
TETXXXLXRXTR Approved k
iy Chip balance of
hurchase . . 417798/044873 " "
Chip Bard AT ADODUOO0: $0.00%)

Thank You for Shopping at Dollar Tree
vhere Everything's $1.00
Now Shop On-Line at Dollartree.com

i We value your opinion! x
x Please provide vourr feedback at .
x www (nllartresfeadhart cnm x
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Hand-Written
Receipt
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) Vendor name

Vendor contact

/ information

‘ Business card
because vendor
information is not

on receipt

ltemized

Indication of
payment

\ (and/or

balance of

‘ Il$0'00")
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IReaIIy Cool T-Shirt Printers l‘-\.i Vendor Name INVOICE
— Vendor Contact

h Information

Invoice # 1234
ltemized Invoice Date June 5, 2018
| ! PO # : n/a
"Balance Due (UD) $0.00
tem Description A\ _ unitCost, Quantity Line Total
T-Shints Really Cool T-Shitts 16.00 20 320.00
Subtotal 320.00
Cf-‘f. Tasf (Shiopina 1t 23.20

California) 7.25%
. . Total 343.20

Indication of Payment
ym A | Amount Paid 343.20
(and/or Balance of
" " Balance Due (USD) $0.00
$0.00")

Terms
Payment due upon receipt
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IMPORTANT: Reimbursement Receipt Requirements & Examples

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

Invoice with Individual
Named for Billing

amazoncom
N—
Final Details for Order #113-9900000-2000000
Frint this page for your records,

Order Placed: February 4, 2018
Amazon.com order number: 113-9900000-2000000
Order Total: $17.92

ones expediiions
Sold by: ED Su pply (seller.FF oflg=

Condition : New

Expedition
Sold by: ED Su pply (seller-rofie)
Conditon: New

Inaicator Lights, White
Sold by: Amazon.com Senvices, he.

Candition: New

st be the

Y

e

Shipping Address: bursement

under the billing

address even though

Shipping Speed:

Two-Day Srlippifo

shipping address.

Payment information

To view the staus of your order, return o Qxder Summary.

.Conditions of Use |.Pdvacy Notice ©® 1996-2018. Amazon .com, Inc. orits affliates

RN

Items Ordered '
1 of: 8 Pack Multi Use/Color Fanasanic E'N-’JUOP fRechargeable M‘HM AM naioop $22.95

N
@(EP

1 0l 8 Pack AA Mulii Use/20ir Panasonic EM‘W Rama;reabta X atterias - Eneloop tones $23.95

1 of. Panasonic BQ-CC175BA eneiwp AMnaedf ry Charger with 4 LED Charge  $20.76

yee of the tem(s) Subtotal: $67.66
Shipping & Hendling: $0.00

ause they are listed Totdl before tax: $67.66

SdesTax: $1.87

Gft Card Amount:-$51.61

S X d h Total for This Shipment: $17.92
ammy Is unaer the Total paid by Gift Card:-$51.61

Item(s) Subtotal: $67.66
Shipping & Handling:  $0.00

Totd before tax: $67.66
Estmated tax to be collected: $1.87
Gt Card Amount:-$51.61

Grand Total: $17.92

Geedit Card ransactions Visaending in 1000: February 7, 2018:$17.92
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How to Submit Receipts for items paid via VENMO

1. Log-in to your Venmo account via a web browser on a laptop/desktop
computer. (VERY IMPORTANT- The mobile app on Android, iOS, etc. do NOT support
the required receipt image and screenshots from such cannot be processed. Must
open venmo from browser on a laptop/desktop computer).

2. Click the “Statements” menu under your profile menu options (on the left)

venmo

Hi

$11.95 in Venmo Transfer Money

. na
Lsarn mare
= e
Weriz
Q search [
& MNotifizations
Laur
154 &
@ Incompleta o
B swemens v
L Settings
.A.hl
™
? Help ™G
2 pai
) Logout v

W Payor Request

3. Capture screen image or Print Page to PDF (feel free to redact everything else
besides your name and the trans details)

Settings
Profile
e sanosezount Statement - (P
Past 80 days - Dtes DE-20.2081- - 11-133001 o ndoad £5%
Privacy
Notfications

Friends & Sccia
August 20, 2021 - Novembar 18, 2021

EORER \enme faas in this pericd: .00 Year taDate 2021 Venma fees: $0.43

Developer

Statement Completed Transactions
assmm R
1 ’ Overman ooay n;r.ub

DOFEI21 'i Sasanas and & walk $15.00
—. R

e & e ol enseten side

T ST,
T $14.00

P SLE T

YA

121 Bally Smith paid National Baking Club Convantion 10000
reyiEiraton 1aes ord LT shidants
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4. Under “Completed Transactions” click on the transaction you will be
submitting for reimbursement. It will open the transaction, showing
additional details. Once transaction is open, capture screen or print page
to PDF. The purchase note MUST indicate what the purchase was for (ex:
registration fees, etc.)

Settings

’ Sally Smith paid National Banking Club Convention

Profile & registration fees for 4 UT students -$100.00
Payment Methods

Privacy Source Bank Of America, N.a. Personal Checking -~ 1630

Notifications
Fee No Fee

Friends & Social

’ Status Complate

Security
Developer Date September 24th, 2021
Statement Time 608 PM
Transaction ID 3370150953041 789196

5. With your reimbursement request the following
documentation needs to be submitted for each Venmo purchase requiring

reimbursement:
a. Screen Image or PDF of Venmo Statements Page (example in #3)
b. Screen image or PDG of specific reimbursable completed Venmo
transaction (example in #4)
c. Registration form or any supplemental information that shows the
registration details/ costs of the event. Examples of such include:
° Registration website (print to/ save as PDF)
° Registration Packet or Pamphlet (saved or scanned as PDF)
°  Email from event organizer confirming registration details/ costs
(print to/save as PDF)
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Paypal Receipt Examples

The types of receipts that are accepted for reimbursement from the SOTF include:
1.) Registration/ Confirmation Receipt from event or vendor, which notes method of payment
2.) Email Receipt/ Confirmation send from Paypal
3.) Receipt Downloaded from Paypal.com Account
NOTE: Please do NOT submit screenshots of Paypal Receipts from a smart phone as many times most of the
necessary information for reimbursement is cut off. Please use one of the methods listed and shown below
Below are examples of the 2 of the 3 types of receipts from Paypal that are accepted
for reimbursement from the SOTF.

1.) Email Receipt/ Confirmation send from Paypal
e Save As or Print As PDF to upload to Post Event Report

From: service@paypal.com <service@paypal.com>
Sent: Wednesday, November 16, 2022 9:10 AM

To:
Subject: Receipt from CHICK-FIL-A #00994 for your $13.15 USD purchase

veilo, I

P

You authorized $13.15 USD payment to
CHICK-FIL-A #00994.

Thanks for using PayPal.

Transaction details

Transaction ID Transaction date
1BC79517SY189410T November 16, 2022

Authorization code: 2LRNPO
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Subtotal $13.15 USD
Total payment to seller $13.15 USD
Transaction summary
Payment method:
BANK OF AMERICA, N.A. x|} $13.15 USD

Fees/taxes collected by PayPal
$0.00 USD

Payment from
Payment to

CHICK-FIL-A #00994
Address: 9646 KINGSTON PIKE, KNOXVILLE, TN 379220000

For returns or refunds, check the CHICK-FIL-A #00994 policy on your store receipt or contact the
store directly for help.
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2.) Receipt Downloaded from Paypal.com Account -
e Save As or Print As PDF to upload to Post Event Report

1. If you have an established account, please log in.

2. Once logged in, click on Activity on the top header, second on the left.

Kerri Lovegrove Developer  Help & Kerri Lovegrove

' Home  Activity Pay &Get Paid  Marketing For Growth  Finanang  App Center

PayPal balance : Quick links EYTIN

$0.00 USD A / > » 4

/\ Feedback

. for v x
Insights Last? da
o b QR codes
[f.a]
o3 :
Money in :
g Actions Edit# Show
Send Money o Edit Actions
Money out Notifications
Ama Am -

3. Scroll Down to Recent Activity and click on the payment you would like to pull a
full receipt for.

Kerri Lovegrove

Developer  Help ()

' Home Activity Pay & Cet Paid Marketing For Crowth Financing App Center

Send Money WP ot Actions

Money out Notifications =
%
=
Py °
$70.25 @ Recent activity 2
o
Payments received Payments sent  Activity (including balance & fees) <

View transactions Sep 21, 2022 ?aymenl,!ﬂ,Miuos@ll Corporation -$3.99 USD

4. The following receipt will pull up.
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Home

3

Activity

Piy&GrtPald  Marketng For Growth

< Back

Transaction details

Payment Sent
September 21, 2022 at 8:30:29 PM POT

Payment Stitus: | COMMETED

We have nopostal address on fie

Ordex details

Microsoft Corp
Mirosoft Corp

Your Payment
Purchase Tetal
Sades Tax
Shipging Arsount
Handiing Amount
InNsurnce Amount

Gross Amount

Finanung  App Center

Transaction D: SMWVB26378F665760S

Quantity

$3.99 USD

$0.00 USD
$0.00 USD
$0.00 USD
3000 USO

-$3.99 USD

& P
Cross amount
-$3.99 USD
Price Subtotal
$199USD $399UsD
Purchase Total $399USD

5. Click Print on the top right and then Save as PDF or Print as PDF.

Transection cetails - PayPe!

Transaction details

Payment Sent
Payment Status:

: Completed

‘We have no postal address on file

8/22/22, 943 AM

September 21, 2022 at 8:30:29 PM PDT | Transaction |D: 3MW826378F666760S

Gross amount

-$3.99 USD

Order details Quantity Price Subtotal
Microsoft Corp 1 $3.99 USD $3.99 USD
Microsoft Corp
Purchase Total $3.99 USD
Your Payment
Purchase Total -$3.99 USD
Sales Tax $0.00 USD
Shipping Amount $0.00 USD
Handling Amount $0.00 USD
Insurance Amount $0.00 USD
Gross Amount -$5.99 USD
PayPal Fee $0.00 USD
Net Amount -§3.99 USD
Invoice ID Z5INGGADARZW
Contact info Microsoft Corporation
t Eive yine verified

Payment Sent to

Funding details

Need help?

MicrosoftBilling donotreply @microsoft.com

MicrosoftBilling.donotreply @microsoft.com

Funding Type: Bank Account
Funding Source: -$3.99 USD - BANK OF AMERICA, N.A. ending in x -

Backup Funding Source: MCARD ending in x--

Goto the Resolution Center for help with this transaction, to settlea dispute or to open a claim,

Memo

Microsoft Corp

View Billing Agreement Terms & Conditions

Page vol1
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