TER RECEIPT CHECKLIST

The following receipts* are attached to this TER:

· Detailed meal receipts ($75 and over)

· Transportation**
__Passenger receipt coupon(s)

__Rail and/or bus receipt(s)

__Airline invoice

__Omega World Travel invoice 

__Rental car
__Rental truck (relocation only)
__Taxi/shuttle bus
· Lodging**
· Parking/tolls

· Miscellaneous 

__Incidentals ($75 and over)

__Registration fee(s)**
__Abstract submittal fee(s)** 

__Unaccompanied baggage**
__Excess baggage**
__Rental vehicle gasoline**
__Other:__________________
· Alternate proof(s) of payment+
__Copy of credit card statement


for:____________________


       ____________________

__Copy of front and back of canceled check


for:____________________


       ____________________

*A valid receipt includes the following information:  your name, provider of and date(s) of service, total expense, form of payment, and zero balance or other notation that payment in full was made.  

**Receipts are always required for lodging, transportation, registration and abstract submittal fees, unaccompanied baggage, excess baggage, and rental car gasoline expenses regardless of cost.  Receipts for unaccompanied baggage must include the total weight shipped.

+Alternate proof(s) of payment are only accepted in the absence of the original receipt(s).  You may not submit an alternate proof of payment for a rental vehicle expense.  The original detailed receipt for the rental vehicle must be submitted with the TER.
Please return this checklist with your Travel Expense Report and original receipts.
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