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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

Report Description Report Description

View Expense Report View Expense Report

Multiple
Expenses/
Generic

Single Trip/

Details

Business Purpose Confere Business Purpose ConfelencaiSestns

Description{ conference and other Report Descriptiod _SACUBO Women's Leadership

May be
less details

Reference TRAV Reference TRAVEL

Expenses 7 Expenses 7

Expand All | Collapse A Expand Al | Collapse A8

Date Expense Type . “Diate “Expense Type otion

0B1B2018 MEAL - INDIVIDUAL {DOMESTIC) NASFA Comerence R PARKING (DOMESTIC) " |vemight Parking at Holiday Inn Express /,d';
238 characters remaining 214 charactars remaining

. ; . “Iba Tees MASPA Conferens : ; . =

06132010 AIRFARE (DOMESTIC) Baggage fees NASPA Conlerence 021282019 MEAL - INDIMIDUAL (DOMESTIC) Dinner while at the confarence | E

225 characlers ramaining
- " |Bonk purchase for official Philcsophy program Y
041772019 BOOKS,PERIODICALS JOURNALS awards (i.8. they wera prizes for students who won

the Philosophy award and the Logic award)
116 charactars remaining
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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

Itemized Receipt
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Name of

Summary Receipt
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Credit/Debit Card Trans Detail

Southwest.

Rapid Rewards
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WELCOME! ACCOUNT ACTIVITY
\.-'endor to The Uﬂer 1.2:.;.- Miwshars Nama or Transsction Dassrplon & dmoume
513 King Street PAYMENTS AND OTHER GREDITS o
q The 0 Date of f43-641-0821 ans Pagmart Thark Yau B4 Pay Sarve
513 King Street urchase i i
843-641-0821 5 Ver: Sara SE87 008: 02/28/2019 e b
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Server: Sara 5887 Table 111 : i ne
Teble 11/2 Proof of s A
5 Sk payment. If -~ w2
20PN o not listed - - PE—— =
-'_—__—_""___r__ﬂl
17.00 Card £0C0N000 1865 = J—I1
5.00 Magnel . card ure w —_— )
22.00 Card Entry Method:
Subtotal i
Tax 2,42 .Appraval: 040340
Total 24,42 Amqunt ! $24.47 |
Balance Due 24 .42 + Gratuity: ____SQD
Thank you and Come Again = Total: _ﬁ_?_._ﬁ
Check us out online!
1 agree to pay the above

total amount according to the
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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
e Corporate Card
i. Amount per item is under $75 = no receipt
ii. Amount per item is S75 or greater = receipt
e Personal Funds
i. Amount per item is under $S25 = summary receipt
ii. Amount per item is $25 or greater = summary receipt and itemized receipt
b. Non-travel expenses
o Allreceipts
Conference/meeting agenda for related expenses
Tournament schedule for related expenses
Corporate Travel Management (CTM) receipts/itinerary for airfare purchases
Google Maps, MapQuest or mileage log of destinations for mileage on personal autos
Proof of payment for expenses made with personal funds
Car rental agreements when fuel has been purchased for rented car
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
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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
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