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American Express Receipt Guidelines 
 
 
 
The Business Office has implemented a new procedure to increase the efficiency of 
storing our back-up documents.  We now scan documents for storage instead of keeping 
them boxed for long periods of time.   
 
To ensure that the documents are accurate, legible and easy to scan we ask that you 
adhere to the following rules. 
 

1. All receipts must be taped to an 8 ½ x 11 sheet of paper unless the receipt itself is 
that size. 

2. When taping receipts, please be careful NOT to tape over wording as the tape 
removes the wording off of most receipts and once scanned are not able to be 
read. 

3. DO NOT fold receipts before taping them.  If the receipt is too long, please cut at 
an appropriate location and tape both items separately. 

4. DO NOT put receipts together and tape as one.  For example, if you have a receipt 
for a meal that list the meal items and you have a receipt that only shows the cost, 
tip and total, please tape each receipt separately. 

5. Lastly, please do not over use the tape in case the document imaging specialists 
have to adjust any of the receipts you have submitted. 

 
If you submit an AMEX bill with attached receipts that do not adhere to the above rules, 
they will be sent back to you to fix.  This will reduce the amount of time wasted by the 
specialists re-doing your work. 
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This is an example of good 
detail to add to a receipt. 
 
The cardholder explains the 
detail behind the purchase. 
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This example demonstrates what 
happens when tape is placed over the 
words/numbers on a receipt. 
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This example demonstrates what 
happens when tape is placed over the 
words/numbers on a receipt. 
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No 
overlapping 
of receipts. 


