HOW TO TURN IN TRAVEL RECEIPTS
It is crucial that you keep all your receipts, you must turn in ALL ORIGINAL ITEMIZED RECEIPTS and your Travel Summary Form NO LATER THAN            3 BUSINESS DAYS after your return, whether you received travel advance funds or you are being reimbursed for expenses.  
Receipts need to be in chronological order.  If you are being reimbursed, please keep in mind that it will take two to three weeks to receive a reimbursement check. Please follow the “How to turn in travel receipts” guidelines. We WILL NOT reimburse you if you do not turn in your receipts properly and on time. 

1. Have all your receipts grouped into the following categories: food, hotel, airfare, fuel, ground transportation (taxis, shuttles, parking, tolls), and other (airline baggage).
2. Then put each category into separate groups by date. So all the food that was purchased on the same date go together. Then the food purchased on the next day goes all together in another group and so on for each category day by day. 

3. CIRCLE the Date and Total on each receipt. DO NOT highlight because that fades the amounts and dates on receipt paper.  

4. Then take blank pieces of paper and on the top write your name, category, date. Here is an example: (Ronald McNair- Food- 10/01/2009). Then tape your receipts (all sides) onto the paper “neatly”. We make copies of these receipts so please tape all corners down so they can be fed through a copier. Just use one side of paper. Don’t use both sides of paper, because we need to be able to copy your receipts. 
5. Then turn in any remaining funds.  Your receipts will be totaled and if there is a difference we will let you know. You are responsible for all turning in any remaining funds or paying the difference if there is one. 
Just a Few Reminders:
· Only your actual meal expenses may be claimed.  This means that if you are traveling with another person or group of people, YOU MUST TURN IN ITEMIZED RECEIPTS FOR YOUR MEAL(S) ONLY.  
· Please turn in your receipts within 3 days after coming back from your trip.
· RECEIPTS FOR MEALS MUST BE DURING TRAVEL AND WILL NOT BE ACCEPTED FROM PLACE OF ORIGINATION OR WITHIN 30 MILES OF PLACE OF ORIGINATION (i.e., no receipts from Huntsville will be accepted if Huntsville is where you are leaving from/returning to).  
· You WILL NOT be reimbursed for GRATUITY, GUEST EXPENSES, OR ALCOHOLIC BEVERAGES, OR ANY OTHER NON-MEAL ITEM.   RECEIPTS WITH ALCOHOLIC BEVERAGES ON THEM WILL NOT BE ACCEPTED.  

· Fuel receipts will be accepted for trip expenses only, please fuel up IMMEDIATELY PRIOR TO LEAVING HUNTSVILLE, DURING YOUR TRAVEL, AND IMMEDIATELY UPON RETURN TO HUNTSVILLE.  
· Always ask for a receipt in a taxi cab. 
· Always include receipts from hotels and make sure your name is on the receipt before you leave the hotel. 

· Always get a receipt any time you purchase something. If you are not sure what category something belongs to just put it under “Other”. 
· Always get a receipt for: Hotel room, Airfare tickets, airfare baggage, toll booths, restaurants, fast food places, taxis, shuttles, buses, metro station tickets, etc. 

· McNair staff is not responsible for gathering your receipts and putting them in order for you.  

