
Reimbursement Report Guide 

This guide is meant to be a tool to ensure that you submit all of the necessary documents to 

ensure a speedy reimbursement process. Please see the last page of the guide for important notes. 

Type of 

Reimbursement 

Required 

Documentation 

Image Examples 

Mileage 
 

(Mileage is 

reimbursed when a 

personal vehicle 

was used.) 

➢ Google/Apple 

maps route 

screenshot with 

miles displayed 

➢ Event flyer or 

promotional 

email that was 

sent out to the 

club (serves as 

proof of the 

event) 

➢ Completed 

Reimbursement 

report 

 

Gas Purchases 

 

(Gas is only 

reimbursed when a 

rental vehicle was 

used.) 

➢ Itemized 

receipts with 

date and vendor 

information 

➢ Rental vehicle 

receipt (for 

proof that a 

rental vehicle 

was driven) 

➢ Event flyer or 

promotional 

email that was 

sent out to the 

club (serves as 

proof of the 

event) 

➢ Completed 

reimbursement 

report 

 

In-store Purchases ➢ Itemized 

receipts with 

dates and 

vendor 

information 

 



➢ Completed 

reimbursement 

report 

Vehicle Rentals 

 

(Please don’t black 

out any 

information.) 

➢ Final, paid 

Enterprise/rental 

company receipt 

➢ Event flyer or 

promotional 

email sent to the 

club (serves as 

proof of the 

event) 

➢ Completed 

reimbursement 

report 

 
Hotel Rooms 

 

(Please don’t black 

out any 

information.) 

➢ Final, paid 

itemized 

receipts with 

dates and 

vendor 

information 

➢ Attendance list 

that shows how 

many students 

stayed and who 

stayed in each 

room 

➢ Completed 

reimbursement 

report 

 

 

 

 

 

 

 

 

 
 

Registration Fees ➢ Itemized 

receipts with 

date and vendor 

information 

➢ Event flyer or 

promotional 

 



email sent to the 

club (serves as 

proof of the 

event) 

➢ Completed 

reimbursement 

report 

 

Membership Fees ➢ Itemized 

receipts with 

date and vendor 

information 

➢ Completed 

reimbursement 

report 

 

Invoices ➢ The invoice 

➢ Completed 

reimbursement 

report 

 

Amazon Purchases 

 

(Please don’t black 

out any 

information.) 

➢ Final details for 

order (see the 

link on the right 

for an 

explanation on 

how to find this) 

➢ Completed 

reimbursement 

report 

https://www.amazon.com/gp/help/customer/display.html?nodeId=GRPUHK7RCNVRBURD 

  
Food Purchases 

 

➢ Itemized 

receipts with 

dates and 

 

https://www.amazon.com/gp/help/customer/display.html?nodeId=GRPUHK7RCNVRBURD


(Ex: Toppers, Little 

Ceasars, Hill Top, 

etc.) 

vendor 

information  

➢ Attendance list 

for 

meeting/event at 

which the food 

was provided 

(must show 

names and # of 

attendees) 

 

Notes: 

➢ UW System Receipt requirements state that all receipts for reimbursements must be 

itemized, display the date of transaction, and vendor information (what company you 

purchased from, ex: Walmart, Dollar Tree, Target, etc.). For more information please use 

the following link: https://www.wisconsin.edu/travel/2021/09/14/receipt-requirements-

for-reimbursement/. Towards the bottom of the website there is a section titled 

“Requirements for a Valid Receipt.” 

➢ If a receipt is missing the date of the transaction or vendor information, please also send a 

screenshot of a redacted bank statement highlighting the charge(s) that you are being 

reimbursed for. 

➢ All students need to submit a non-employee profile request (link at the bottom of the 

reimbursement report document) for each new school year, address change, or if they 

have not submitted one before. A new non-employee profile does not need to be 

submitted for each reimbursement report submitted. A new non-employee profile does 

not need to be submitted for each club they are in; only one non-employee profile 

submission is required per year.  

https://www.wisconsin.edu/travel/2021/09/14/receipt-requirements-for-reimbursement/
https://www.wisconsin.edu/travel/2021/09/14/receipt-requirements-for-reimbursement/

