Receipts must show the DETAILS of
what was purchased

Per the IRS, “receipts should include a description of the item
purchased or service received that shows the amount was for a
business expense.”

Do I need the long detailed receipt
from a restaurant or can I use the
short summary with the total amount
as documentation?

Itemized receipts are required for the actual substantiation of business and travel meals. For
meals, oftentimes you will need two (2) receipts to show all of the necessary information. One
receipt will show what was purchased, and the second receipt will show how you paid.

An itemized meal receipt should have the name of the establishment, the date of service, the
items purchased, the amount paid for each item, and the tax. If the tip is not included in the total
it should be written on the receipt. A credit card charge slip does not suffice because it lacks the
needed details such as number of people

A receipt is any document that contains the following five IRS-required elements:

e Name of vendor (person or company you paid)

Transaction date (when you paid)

Detailed description of goods or services purchased (what you bought)

Amount paid.

Form of payment (how you paid - cash, check, or last four digits of credit card)

Please DO NOT take photos an image of a receipt on a desktop
or laptop screen.

These pictures come across as blurry and incomplete into our
accounting software.




Examples of IRS-compliant receipts

Noncompliant
Receipts ¥

£ 1/CCHUYD43CCO1

amazoncom

Details for Order #112-3406136-2069061 \
Order Placed: August2, 2023 0\‘
Amazon.com order number: 112-3406136-4000051 -

Order Total: $20.63

Not Yet Shipped

Items Ordered
1 of: steok v s J
K, Good for s Snscy, Sandwioh, Grocsry Food, and Ars & Gafs Prols
Sold by: tockYouHoms (saltprfis)

Gonion: New

Smal Szs BeneSag ke

Price
518.00

Shipping Address:

1401 KIRK RD
LITTLE ROCK, AR 72223-8004
United States

Shipping Speed:
FREE Prime Delivery

Payment information

Payment Method: ftem(s) Subtotal:

Billing address
Total before tax
1401 KIRK RD

LITTLE ROCK, AR 72223-8004
United States
Grand Total

Visa | Last cigits: () Shipping & Handling:

Estimated Tax:

§18.00
£0.00
1800
§1.64

: §20.63

Chick-fiA z
Chick-fil-4® Mabile Grdeing Receipt
A 2, 2023 31 12:22:04 PV

2 o
? p< SJ:E,C}( )79 e}(Q}\\\e—' é

Thanks for allowing
us to serve you

his purchase.

You've earmed 303 points f

Order Summary

Payment method

Restaurant

e name Quantity price

Grilled Nuggets 12 Ct Meal

8t GrilledNuggets

Chickfil-A Waffle Potato Fries®

Medi

Large Freshly-Brewed iced Tea
Sweetened

subtotal

y IS
CL& 4 4 Starbucks Coffee #19456
PB\’I’(’ ka 523 Kirk Rd \
4 O 152 "\ Little Rock, AR 501-821-3338
T Y| I & : 3
it P e et Alvays Fun! Always Fresh! \,}_ 729210 |
Lm‘l;amhng‘gm Llw?l gﬂnezu‘;aggg 10:33 AM
= K, . .
1 Gor) a31-2489 g RHUREIN
TABLER [FANE I $ 000 L wan
SERVER 100004/27 AM BA
rimas TRANGAGTION RECEED whvess A,
Tran, 1ok Table (E213.1 Gr Latte 4.75
:33 Check : 9331 Triple 1.00
2 e e ica 100 fihole Milk
2.9 b o ; Extra Hot
0.00 No Foam
Stotal 2.0 FRE-AUTH PURDNASE Gr Ic Chai Tea L 5.45
a 5 i
11:540 Tota) Due 46.53 o N e 2 pumps Chai
Food Tax 4.47 Anount wEMeS3L 000000 ST < —Q-:%\__ _______
Subtotal T sy
3 il
THANG YouI! Tip s_;Qt:@ ?lscggn;; 0 (2)8
ax 10.625% i
SCAN GR TO PAY s oS3 iratuity }(]]3
otal ?
08/02/2023 12:24:17 PN o e
00-001 592716 ange Due 013('333)

e

0 credits

Order detail
Order #: DO1-1143554-348502

Audible Premium Plus

Membership Plan
Purchased: 07-12-23 O

Amount: $14.95

Not eligible for return /

Summary

Credit(s) used: 0
Subtotal: $1495
Tax: $1.29
Total paid: $16.24

sam'’s club
Self Checkout

( 501 ) 227 - 71119
LITTLE ROCK. AR
08/03/23 09:30 2524 08104 096 9096,

DUIGHT

E 195980 DR PEPP 35

E 136196 SPRITECANS F

3 195938 DR PEPP 35PF

E 135380 DR PEPP 35PF

E 781184 MT DEU 36CNE

£ 781184 MT DEW 36CNF

E 761184 HT DE 36CNF
E 514882 OZARKA [i
E 514682 0ZARKA F
E 514882 0ZARKA I
E 514882 0ZARKA F
£ 514882 0ZARKA 3
E 514862 0ZARKA F
E 5148682 DZARKA F
E 514882 0ZARKA F
E 514882 0ZARKA F
f 514862 DZARKA F
SUBTOTAL

TAX 1 8.625 %

TAX 2 2.250 %

IIPL
VISA  TEND

Server: Mayra
01:06 P
Table 43/1

Visa

Card $XXKXXKXXKKX;
Masnetic card press
tard Entry Hethod: ¢

peroval: 124774

card

Server: Jie
12:50 Py
Table 240/1

Aporova

You can chany
You won't be

Subtotal

Free delivery

Tax

= e
o total anount according to the

Q'Ao; deXon)

henal arkway
Little Rock, A3 72223
821-1823

VISA
Card #000000000 O
Magnetic cars prosent SEEEEEG—_—E—

Card Entry Method: 35

15 202642
Retrieval : 000000580000013

4 Payment method

Ending in 1026 $22519
() Driver tip (optional) (0]

100% of tips g to the drivar

Your tip: $14.43 Edit

Donation to CMN Hospitals

00G: 08/02/2023

08/02/2023
3/30015
6291470
Anount: $39.83
+Tip:
=1 ¢ ) R ———

Jawres
't pay the above

issuer agreenent,

Valerie 00B: 08/03/202%
08/03/202%
3/3201¢

SALE
4154321

Amoutt: $61.9¢
eTipr _ Za00
= Total: __ 73§f

Jul 10, 2023 order

Reorder all

Q}k&\

$191.85

from store §355 50

5077

5897

1o |

\eXe

4

Item(s) Subtotal: $14.64 |

Shipping & Handling: :
Total before tax; $14

tax to be collected:




FORWARD emailed receipts to: receipts@card.bill.com

QUICKEST WAY to add emailed receipts =>
Dragging within Web Browser:

Web Browser

You are able to add receipts via the transactions dashboard on your Divvy web application.

¢ Download your PDF or image receipt.

e In Divvy, click the transaction that the receipt belongs to, then drag and drop the
image or PDF into Divvy.

Attaching an emailed PDF receipt using your iPhone

1. Tap the PDF or attachment.
2. In the upper right hand part of your screen, tap the three dot menu.

3. Select 'Send File..." or 'Share'
4. Select the Divvy app.

5. Select the transaction the receipt belongs to, then tap 'Add receipt'.

Android

Images

1. Tap the receipt or image
2. At the bottom left, tap the Share icon.

<

3. Select the Divvy app.

4. Select the transaction the receipt belongs to, then tap the Add receipt option.



mailto:receipts@card.bill.com

