
Receipt Overview
• Travel policy 
• Review of receipts



LODGING - POLICY
• Every effort should be made to ensure that lodging costs are reasonable and 

appropriate. The standard room rate should be used whenever available.

• AirBNBs/VRBOs and other private home rental expenses must NOT be charged to a 
UMD travel card. A personal card should be used and reimbursed after the trip. 

• In-room movie, room service, pay per view, and any additional entertainment 
charges not included in the room rate will not be reimbursed. These are considered 
personal charges.

• UMD will not reimburse “no show” charges unless due to an emergency or to the 
benefit of the University.

- If there is a “no show” charge due to an emergency, a memo to the file should 
be attached to the expense report attachment section.

• Instate-lodging for employees must be documented on the request and prior 
approval.

• Hotel confirmations alone are not acceptable. 
- Confirmations show intend to stay. They do not confirm the traveler stayed at 
the hotel. Therefore, itemized receipts are required.



DOMESTIC HOTEL RECEIPT



INTERNATIONAL HOTEL RECEIPT



AIRBNB RECEIPT



REGISTRATION - POLICY
• Itemized receipts are required.

• Receipts should show the date, vendor name, the 
amount charged, and the form of payment.

• Donations are unallowable. 
- The expense should be removed deducted from 
the registration expense.

• Membership only charges should be paid using 
the Pcard.



REGISTRATION RECEIPT



REGISTRATION RECEIPT - Paypal



INTERNATIONAL CONFERENCE FEE 
RECEIPTS



INTERNATIONAL ABSTRACT 
RECEIPTS



GROUND TRANSPORTATION -
POLICY
• Taxi, Uber, and Lyft – Detailed receipt must be 
provided. 

• Receipts should show the date, specific service, 
vendor name, origin/destination, the amount charged, 
and the form of payment.

• Donations are unallowable.
- This expense should be deducted from the 
transportation receipt.

• Transportation Gratuity
- Reasonable; 20% is the maximum allowable.



GROUND TRANSPORTATION 
RECEIPTS



MISCELLANEOUS - POLICY
• Internet/International phone charges
- Business related

• Travel Visa 
- When required for official travel.
- Receipts should show location and dates, amount charged, and the form 
of payment.

• Medical bill
- When required for official travel. 
- Receipts should show the date, specific service, vendor name, the amount 
charged, and the form of payment.
- The Tcard cannot be used for payment. This expense is reimbursable only.



INTERNATIONAL PHONE USAGE



INTERNET AT THE HOTEL



TRAVEL VISA FEE RECEIPT



MEDICAL BILL



QUESTIONS?
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