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UNIVERSITY

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.

2.

All receipts must be taped to an 8 %2 x 11 sheet of paper unless the receipt itself is
that size.

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.

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

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.

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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PubliXx
publix in the Highlands (BB3)607-4522
Store Manager: Samantha Clifton

STARBUCHS $18 15.00
toocount #XKﬁX(IXYYKXXaEDE
STARBUCKS 825 25.00
focount EXEXGONOORYKTE00
OLIVE GARDEN $25 25.00
account #XXX&XFXX?XKXUrdE
OLIVE GARDEN 325 25.00
Ancaunt 000K KKXB436
-DLIVE GARDEM $25 25,00
Aecount #XKXKXOKNKEEZE02
. CARRABBA'S $50 50.00
" Account #XXEXKKMKXXKKT91Z
CARRABBA'S $50 ‘50,00
Account ¥XXXUOGNKXKTIBT
Balance Due 215.00
SUBTOTAL 215.00
Sales Tax 0.00
ORDER TOTAL 215.00
Credit  Payment 21500
-PRESTO!

Reference #: 510951- 003
Trace #: (010010021

neet #: xonooooocon TR
Purchase American Express
Arount: $215.00

duth #; 560995

Change ' 0.00

Your cashier was Jasming
Today you shopped at store 0671

P.0. Box 407
Lakeland, FL 33802-C4C7

11/14/2007 17:08 S0671 R151 1513 Co411

phere Saving Is
Part of the Pleasure

Publix Super Markets, Inc.
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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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o ;k/ I | 7z ]
HOUSTON'S /2 | /

310) 557-1285

R | ]
. : |
" Server: TIM 245 10/24/200 : HOUSTON'S

Table 37/1 [ §8:17 pl ! (310) 557-1285
R ! 10008
2 _ ver: TIM 245 DOB: 10/24/:
. : 12 PH 10/24/
PLE JUICE 3.0 le 37/1 10/100
MIGNON 3.0
! FRIES 4.1 A 7340
'PLE JUICE 3 d #noocecnco il
A ALE 3.
' . RFORD RIB EVE 2. aetic card present: [N |
S 7. wroval: 536733
33.
3, Amount : 195,94
15
3 + Included Gratuity: 35.27
12 ~
UHEESE TDAST i
28 ..

BARBECUE RIBS

Subtotal .
14,

. Tax -
Total \ ‘ 195,93 |
Gratuity 8.27 i
Total 231 0 | This example demonstrates what
0 happens when tape is placed over the
] 8 b CRATUJH\QD words/numbers on a receipt.
Ba~ ——= Due 231 .2
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e
Welcome to Crispers!
217 N KENTUCKY AVE.
‘LAKELAND 'FL, 33801
(BE3)662-7708
cer: TERMS 1
e B3/1
itsr 1
#5

it Chicken
aney Lime
| Baverage
sgular Size Cold Bev
|1 Caesar
1esar
tken Caesan Wrap
{ Baverage
wgular Size Cold Bev
ilers - Dozen
“ite-Chocolate ~———— -
1 - Chicken
ney Mustard
B Wixed Cheese
) Avocado
") Eges
/FOR Tomatoes
.} Broccol
| Beverage
rge Size Cold Bev

. rotal

with: 528620
|

{02/
1:0

00

lance Due

te would love to hear from
you. Please call at
1-877-249-0673 Ext. 199

0.

Now offering fast & friendly

curbiside service for your

nnnuenignne!

This example demonstrates what

HiLE - )
. Hi EBIE IHV: @pae3y

WO 03, 07 TIHE: 16t
“oglll . AUTH: 18885
GaSE $8.14
. /-90

TIP | I—

[l

TOTAL §.)

happens when tape is placed over the
words/numbers on a receipt.
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WHOLE
FOODS.

21105 Biscaune Blvd
Aventurs, Florida 32180

LUNDBGY RTLL CK 06

HONEST TER 0G MANG

CAPRIND CLASEICD 5 .
wdnn TAX .67 Bal 13.14

- =

WD B WD
oA s
=

VF AMEN 13.14
Acct 4 ti*!ﬁ-i!!!!-.l&!*i-
Seq # ¥411
Authorization & 532108
CHANGE
[

TOTAL NUMBER OF 1TEMS SOLD = 3
THA13707  5:24 PM GEOS 01 D483 140
|
Your cashier todsy is DYANME
a LAy g TE4F
APty e e b B bt ety o '

o

No r"
overlapping ‘l
of receipts. |

2428 East Sunrise Blvd. Do
. Fort Lauderdale D
Server: Tracy C 11/713/2007 |
Table 501/3 ergpm |
Guests: 1 0018
. . ) ]
Pan-Seared Snapper 19.95
Sub Total 13,95
' ! Tax ’ 1.20 )
' Total . . 21,15
Balance Due Z21.15
: _ l.o©
Vigit us at a~£§f:
wuw . SeasonsS2. com
. e dining at
52
, v \
VWIN J[l):,i_,
21105 Blscayne Blvd
Aventura, Florida 33180 ’
HONEST TER DG Lpgpp 1.49 g
365 DK CHOS WInT ¢ 165 8 1
V.74 LB @ 7.99 ;13 TARE = .1g
ut PREPRRED Foops wot 13,80 71 f
ITEW = 20037 |
0.97 BB 7.99 ;p TARE = 10
Wt SALAD BAR TS T |
ITEN = 15708
Axk® TAX 1,74 pa 26.57
VE AMENX 26 .57

foct 4 i‘i-r!b*l’i(k}-

Seq 4 13499

Authorization ¢ 527829

CHANGE

00 |

TCTAL NUMBER OF [TEMS soLp . 4 |

ThArasay

1.58 P 0805 07 0238 ixo

Your cashier teday is Unvugspg

P T
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