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ALL EXPENSES PAID FOR
WITH RESTRICTED MUST
BE UNDER A TRAVEL REP’S
NAME!!! ANY NON-TRAVEL

REP THAT PAYS WILL NOT
BE REIMBURSED
THROUGH RESTRICTED.

REMINDERS:

Submit all receipts and a travel receipt log within 3 days of your club’s return. Each travel rep that
wants reimbursement will have to fill out a travel receipt log and turn in receipts!



Gas and toll receipts — turn in receipts along with travel receipt log.
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Travel Reps may only turn in
THEIR receipts. We will not except

travel logs with receipts containing
more than two different credit card

transactions.



Example:

Travel receipt log — found at http://recreation.ku.edu/sport-clubs-resources

XU Sport Clubs

Travel Receipt Log
Use the same dates
Directions: S S found on the
1) Each Travel Representative wishing to receive reimbursement must turn ina Travel R DoSportsEasyKu
o Travel Form

2} Submit all travel receipts with this docurnent within 5 Business Days of Return. (Gas, To
Hotel, Entry Fees)

3} Receipts will only be accepted if legible, within the travel dates an the corresponding ITT,
and comtain only travel purchases (no food, drink, or non-travel-related purchases will be

reimbursed).
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By signing this, | confirm that.l have turned in the aforementioned receipts:
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http://recreation.ku.edu/sport-clubs-resources

Parking Receipt (from a hotel parking garage) — Turn this in with any other
receipts and the receipt log.
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10-24-12 Paranrg: Seif 18.00
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