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Travel and Expense Reporting Guide 
*How to accurately report the use of Emory University Funds* 

 
1. Corporate Card: 

What were the funds spent on and why? – A detailed description of the items purchased or services received and the reason for the 
purchase as it relates to the university business purpose 
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2. If Personal Funds were used, please also include:  
a. Where were the funds spent? – The name of vendor  
b. When were the funds spent? – The date of purchase 
c. Who paid for the expenses? - The employee name 
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Per the Emory University Receipt Requirements policy 2.90, acceptable receipts must contain the following:  Transaction date, name of 
merchant, item purchased or service provided, amount, form of payment and indication that the amount was paid by the person requesting 
reimbursement.  When checks are the form of payment, a copy of the cancelled check (meaning proof that the merchant cashed the check) 
will be required.   

To avoid processing delay and to foster industry standard best business practices, please attach the supporting documents in PDF format, if 
applicable, for each expense reimbursement: 

1. Receipts 
a. Travel expenses 

• Corporate Card 
i. Amount per item is under $75 = no receipt 

ii. Amount per item is $75 or greater = receipt 
• Personal Funds  

i. Amount per item is under $25 = summary receipt 
ii. Amount per item is $25 or greater = summary receipt and itemized receipt  

b. Non-travel expenses  
• All receipts 

2. Conference/meeting agenda for related expenses  
3. Tournament schedule for related expenses 
4. Corporate Travel Management (CTM) receipts/itinerary for airfare purchases  
5. Google Maps, MapQuest or mileage log of destinations for mileage on personal autos 
6. Proof of payment for expenses made with personal funds 
7. Car rental agreements when fuel has been purchased for rented car 
8. List of attendees for meals with less than 10 guests 

a. Total count of attendees for meals with 10 guests or less 
9. Currency converter for expense incurred with personal funds in foreign currencies 

Non-compliance or lack of proper documentation can lead to loss of corporate card privileges or non-reimbursement of funds. 

Other useful resources:  
Emory University Travel and Expense Policy>Emory University Policies>Finance>Financial Operations>Travel Policies   

https://emory.ellucid.com/
https://emory.ellucid.com/

