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This document contains samples of required documents for travel  

expenses (for non-Academic courses only). 

 

Travel 

 Airfare Itinerary………………………………………………………………...pg 2 

 Hotel……………………………………………………………………………pg. 3  

 Car Rental………………………………………………………………………pg. 4 

 Uber/Lyft……………………………………………………………………….pg. 5-6 
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Airfare Itinerary 

 

  

Airfare itinerary must include: 

1) Airline name 

2) Passenger name 

3) Departure & return location 

4) Travel dates 

5) Itemized fees 

6) Payment made 
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Hotel Receipt 
 

v 
 
 

  

Hotel receipt must include: 

1) Hotel name & location 

2) Employee name 

3) Arrival & departure dates 

4) Itemized fees 

5) Payment made 
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Car Rental Receipt 
 

 

  
Car rental receipt must include: 

1) Vendor name 

2) Employee name 

3) Pick-up/drop-off dates and location 

4) Itemized fees 

5) Payment made 
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Uber/Lyft Receipts 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continues on the next page… 

 

Uber/Lyft receipt must include: 

1) Vendor name 

2) Employee name 

3) Date of ride 

4) Itemized Fees 

5) Total Payment 

6) Origin/destination 
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Uber/Lyft Receipts 
(continued)  

 

Uber/Lyft receipt must include: 

1) Vendor name 

2) Employee name 

3) Date of ride 

4) Itemized Fees 

5) Total Payment 

6) Origin/destination 
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