
















receipts for both university-paid credit card charges and reimbursable charges 

attached in the same order as the items listed on the TR. 

Monthly credit card statements are not considered receipts. Charge tickets with 
detailed receipts are required for reimbursement. Note the number and names of 

persons, dates, type of expenses and business purposes if this information is not 
already identified on the receipt. 

After review and approval by the Supervisor on Workflow, the TR is forwarded 
on to the Travel department or Restricted Accounting department. 

H. Policy Exceptions

Any exception(s) to this policy are required to be approved in writing by the
President and CFO.
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