
Transaction Date 

Itemizations showing 

what was purchased 

Store Receipt Example 

Proof of Payment 

Name of Vendor 



Amazon Receipt Example 

Proof of Payment including date of 

purchase and payment method 

*Amazon orders over $75 must 

have this line shown on receipt 

Shipping address shows a 

University address (Unless 

only books were purchased) 

Item has shipped—Amazon 

does not process payment 

until the order has shipped 

Purchaser name matches 

person being reimbursed 

Itemization detailing what 

was purchased 

PAYEE NAME          
UNIVERSITY ADDRESS 

PAYEE NAME          
UNIVERSITY ADDRESS 



Proof of Payment 

Payment Date 

Itemization showing 

what was purchased 

Name of Purchaser 

Registration Receipt Example 

Name of Vendor 

Payee Name 



University of Michigan 
Payee Name 
3003 State Street 
Ann Arbor MI 48105 

Transaction Date and Proof of 

Payment Showing $0.00, “Paid” 

or last 4  Digits of Card Used 

Name of Guest 

Name and Address 

of Vendor 

Itemized Room Charge and 

Taxes For Each Night of Stay 

Hotel Receipt Example 



Airfare Receipt Example 

Airfare Class 

Name of Passenger 

Date of Purchase 

Itemization Showing Amount 

of Airfare and Taxes 

Proof of Payment 

Flight Itinerary 

Ticket Number 

PAYEE NAME 



Airfare E-Receipt Example 

Airfare Class 

Date of Purchase 

Itemization Showing Amount 

of Airfare and Taxes 

Proof of Payment 

Flight Itinerary 

Ticket Number 

PASSENGER NAME 

When flights are booked through CTP, 

an E-Receipt will be provided. E-

Receipts are an acceptable form of 
receipt. These are automatically 
uploaded to Chrome River to the 
travel arrangers profile.



Hosting Receipt Example 

Itemization showing 

what was purchased 

If alcohol is included, ask for a separate 

receipt showing alcohol only, or highlight 

the items that are alcohol 

Date and Time of Meal 

Name of Vendor 

Credit card slip showing 

total including tip 

*If an itemized receipt is not provided, please indicate if alcohol was purchased and 

the dollar amount of the alcohol portion 

The SPG does not require an itemized 

receipt for hosting if a credit card slip is 

available, however, the SSC requests this 

in order to determine if alcohol was in-

cluded. 



Taxi Receipt Example 

Itemization showing 

to/from destinations 

Proof of Payment 

Date of Trip  

Name of Vendor 

Passenger Name 

(Optional) 

1415 Washington Heights Ann Arbor, 
MI 48109 



Handwritten Receipt Example 

*Handwritten receipts are allowable 

Transaction Date 

To and From Destinations 

Proof of Payment 

Vendor Name 



Foreign Receipt Example 

Transaction Date 

Transaction Amount 

with Identification 

of Currency 

Description of what 

was purchased 

Some handwritten receipts 

have a stamp that indicates 

payment 


