Example of International Hotel Receipt with Room Rate and Taxes/Fees Only

Currency is India Rupees and the lodging takes place in New Delhi

[inie Desriptins Referente Dhehit Craedit
30120 Accominodatian Chirges 01,000, 00
01.01-20 CGST-Rooms-N-9% RI0.00
g301-20 SOST-Roomi-N-9% £10.00
040120 Accomsmodation Charges ,0010.00
0401-20 CGST:Rooms: M- o
040120 SOET-Roomd-N-i%% &10.00
05-01-20 Viga Card 21, 240.00
Select the Hotel Mosaic in Chrome River
4 - P
- % ﬁ I_' Ift' ‘™

Complete the Hotel Header

The amount field should equal the total amount paid on the hotel receipt. Click the calculate hyperlink
to complete the information for the system to calculate per diem based upon the location.



=S Hotel

Date
Allowable Total
Amount

Description

Check In
Check Qut

Merchant
Hotel Justification
Student Lodging Included?

Activity Code

Allocation

TOTALAMOUNT  REMAINING

21,240.00
01/03/2020
1,036.00USD  Show Details
21.24000INR = 297.71 USD ClickioniUSDibuttonitosselectifrom

othersavailableicurrencies

Lodging at the JW Marriott New Delhi Aerocity

01/03/2020

01/05/2020

Marriott Hotels

Field Service Location

No

--Nong--

When you click the calcuate link, the following screen appears: Note: Make sure your start and end
dates match the Check In and Check Out dates from the header.



Allowable Total >

Start Date 01/03/2020

End Date 01/05/2020

Location India, New Delhi, None

Rooms 1

Mights 2
Average Daily Room Rate 25900 UsSD
Base Total 518.00 USD
Allowable Total 1,036.00 USD

Click the Itemize button to itemize the hotel receipt.




Click the Recurring Icon and enter as follows:

TOTAL AMOUNT REMAINING

= 21,240.00 21,240.00

(5 Recurring

Check-in ‘ 01/03/2020 i ‘

Check-out ‘ 01/05/2020 i ‘

Enteritheiamountichargedionithe receiptiforione

General - Per Di
P General - Per Diem ‘ 9,000.00 ‘ n|ghtqfon-the.room.ln.the.ggngr:al.- per.diem field:
Addlthe;taxesffees‘chargedlon-the receiptifor

%, Hotel Room Tax / Fees ‘ 1620 00 [ ‘ onejnlg_hti|npthe-hotel-roomntaxffeesnfeld

Z® Internet / Wifi ‘ 0.00 E ‘

@ Parking ‘ 0.00 E ‘

4 Hotel - Other ‘ 0.00 ‘

4% Lodging / Non-Hotel ‘ 0.00 E ‘

Click the Save button

When you have fully itemized the hotel receipt, you will see a remaining amount of $0.00.

TOTAL AMOUNT REMAINING

F= Hotel 21,240.00



Click the Done button:

Add ltemization

This is what the entries will look like on the left hand side of the screen:

Fri

21,240.00

Y oz P Hotel b 308.24
E{jﬂmm,} E= General - Per Diem 9,000|.32 13061
Eﬂ'omuzn %3 Hotel Room Tax/ Fees 1.520|-32 23,51
c?ﬁqtmuzc- = General - Per Diem 9.090|-32 13061
c?ﬁttmuzu %3 Hotel Room Tax | Fees 1'520|-32 2351



