
 
The Perfect Receipt: 
 Vendor name, address, phone number and date clearly listed 

 Receipt shows itemized list of what was purchased 
 Sales tax can be included for sit-down meals only 

 Proof of purchase shows method of payment (credit card, check, or cash) 

 Purchaser name must match reimbursement submitter name 

 
 

 
 
 

Questions? Contact clubreimbursements@kellogg.northwestern.edu 
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