
• Itemizations must match folio exactly as it appears

• Room rates and tax rates must be separated

• Hotel deposits are included in the itemizations 

• In-room movies/phones are not reimbursable 

• If traveling to another country, request that the bill is charged in the local 
currency, not US dollars. This allows Citibank to calculate the foreign 
exchange conversion, not the hotel.
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Expense – Hotel
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Same room/tax rate per night

Taxes can be combined
on a single line item for 
each night

Room and tax rates have been 
separated for each night

Expense – Hotel
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Enter the expense Details and select the Itemizations tab

Expense – Hotel Different Daily Amount
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Expense – Hotel Different Daily Amount

Enter varying room rates and tax

Select Different daily amount

Select Save Itemization 
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Employee has added a single 
Line item for their meal

Expense – Hotel Different Daily Amount

Amount and Itemized are equal

Itemizations need to match the folio exactly
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Employees may submit hotel deposit
and final charge on different reports 

Expense – Hotel Deposit

Hotel advance 
deposit

Itemizations show 
an overage

Hotel itemization is 
entered under final 
charge from vendor

Enter room rate 
and tax rate
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Advance deposit is 
listed as a negative 
amount in hotel 
itemization

Expense – Hotel Deposit

Hotel Deposit expense type 
is used in the report for 
advance deposit

Itemizations will 
show a $0 balance
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VAT is included in 
the room rate for most 
international hotels and 
must be broken out to find 
the tax rate per night

Total VAT for four nights is ₤99

₤ 99/4 nights = ₤ 24.75 per night 

Room rate including VAT – Tax Rate = Room Rate

₤ 198 - ₤ 24.75= ₤ 173.25 per night

Tax Rate Room Rate

Expense – Hotel with VAT
An official VAT invoice from a 
hotel must contain:
1. The company name and 

business address
2. Your name
3. The vendor VAT number
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Room rate, taxes, and the taxi
charge have all been separated
in the hotel itemization in Concur

Expense – Hotel with VAT
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When the hotel folio is in a currency other than what is listed in 
Concur, you must calculate the exchange rate. To avoid this 
process, remember to tell the hotel to charge the corporate card 
in the country’s local currency.

Expense – Hotel with Different Currency
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To calculate the exchange rate used by the vendor, divide the total USD by the total 
in the foreign currency. 

Exchange Rate = 823.40 / 89,157 = 0.0092354

Now multiply each itemization on the folio by this exchange rate (you can use excel 
formulas as detailed below):

Expense – Hotel with Different Currency


