
 

Fiscal Aid Kit – Acceptable Receipts for DPIs and Petty Cash Requests 
 

All DPIs that are submitted for reimbursement of expenses paid out-of-pocket must 

include the original paid receipts with the appropriate documentation. 

 

Why are original receipts needed?    

To prevent multiple copies being resubmitted, and the payee getting paid more than 

once. 

 

Why do I need to tape the receipts to a sheet of paper? 

It makes it easier for Accounts Payable to scan the receipts. 

It helps loose receipts from becoming lost receipts. 

Please avoid putting tape over the amounts; it makes it hard to read and to scan clearly. 

 

An acceptable receipt is defined as: 

 the original receipt 

 indicates how the expense was paid; i.e., credit card, paid by check, etc. 

 has the itemized detail of charges included 

 

An acceptable receipt shows proof that an out-of-pocket expense has been incurred and 

paid. 

 

The following are not acceptable receipts: 

 a confirmation 

 a faxed copy of a receipt 

 a credit card receipt for food that does not include the itemized detailed receipt 

and names of attendees 

 a credit card receipt for a car rental that does not include the itemized detailed 

receipt  

 a conference checklist 

 a conference brochure with costs highlighted 

 any invoice that does not show how it was paid or that it has been paid 

 

Internet printed receipts are acceptable (no copies or faxes), as long as the acceptable 

receipt information is contained in the body of the receipt.  

An example is: An airline itinerary that includes how it was paid, i.e., it usually shows 

credit card type and last 4 digits. 

 

For additional information, view: 

UNM Policy 4320, section 5, Purchasing Goods Off Campus 

Fast Info Answer 1086 

_______________________________________________________________________ 

 

SEE THE FOLLOWING EXAMPLES OF ACCEPTABLE & UNACCEPTABLE 

RECEIPTS 

 

 



Unacceptable Food Receipt 

 

 
 

 



 

Acceptable Food Receipt – Page 1 

 

 

 

 

 
 

 

 

 



Acceptable Food Receipt – Page 2 

 
 



 

Unacceptable Conference Registration Receipt 

 

 
 

 

 



 

 

Acceptable Conference Registration Receipt 

 


