
    McNair Scholars Program 

 

INSTRUCTIONS 

SUBMITTING TRAVEL RECEIPTS 
 

IMPORTANT:  It is crucial you obtain receipts for all transactions when travelling.  Original receipts for 

every transaction must be submitted along with the Travel Summary Form within three business days of the 

final day of travel.  This applies if you received travel advance funds or if you will be reimbursed for expenses.  

If you will be reimbursed, please note that it will take two to three weeks to receive a reimbursement check. 

Please follow the instructions below when submitting travel receipts: 

1. First, order your receipts chronologically by date. 
 

2. Second, group your receipts into the following categories: 

(1) Transportation related expenses such as airfare, fuel, public transportation, toll fees, parking fees, 

and baggage fees. 

(2) Hotel 

(3) Food 
 

3. Third, put each category into separate groups by date.  So, all food purchased on the same day go 

together.  Then, food purchased on the next day go together and so on for each category day by day.  
 

4. Fourth, circle the date and the total dollar amount on each receipt.  PLEASE DO NOT HIGHLIGHT this 

information – this renders the information illegible. 
 

5. Fifth, neatly tape each receipt, on all sides, to a blank sheet of white paper.  Ensure that all corners of the 

receipt are taped securely to the paper thus enabling the paper to be fed through a copy machine.  Use 

only one side of the paper – do not tape receipts to the front and the back of the paper. 
 

6. Submit the receipts (taped to the blank sheet(s) of paper) and any remaining funds to the McNair office.  

You are responsible for returning all remaining funds and for paying and difference, if one exists, 

between remaining funds and total expenses as accounted for with receipts. 
 

REMINDERS 

 Regarding meals - only your meal expenses may be claimed.  So, if you are travelling with another 

person or a group, you must submit an itemized receipt for your meal only. 
 

 You will not be reimbursed for tips/gratuity, guest expenses, alcoholic beverages, or non-meal items. 
 

 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. receipts from Huntsville or any location within 30 miles of Huntsville). 
 

 Fuel receipts will be accepted for trip expenses only. 
 

 Please get a receipt for every purchase!!  This includes:  taxis, shuttles, buses, metro tickets, hotels,  

 airfare tickets, baggage fees, toll booths, restaurants, fast food, etc.  If you fail to get a receipt, YOU 

WILL BE RESPONSIBLE FOR PAYING THE AMOUNT OF THE PURCHASE. 

 


