
 

 

• When using a credit card (either personal or P-card) an itemized receipt as well as a 
credit card receipt is required 

• Receipts need to be legible – mark the number and any notes in an open area or on the 
back, not across the entire receipt 

• Expense Description should at least detail exactly what was purchased – Listing  
activity” or “supplies” is not adequate 

• Do not group similar expense (e.g. taxi rides, meals, etc.) into one expense line; each 
receipt must be accounted for individually  


