Expense — Hotel

ltemizations 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

 |f 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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Same room/tax rate per night

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

~ (  Hotel $370.80 i

11/19/2014 Hyatt Hotels

Details ‘ ltemizations ‘
Amount ltemized @ Remaining
$370.80 $370.80 $0.00
o
O Alerts Tl Date = Expense Type T, Requested T|
O 11/18/2014 Hotel $158.65
Room and tax rates have been
[l 11/18/2014 Hotel Tax $26.75 g
O 11/18/2014 Hotel $158.65 Separated for eaCh nlght
O 11/18/2014 Hotel Tax $26.75
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Expense — Hotel Different Daily Amount

Enter the expense Details and select the ltemizations tab

New Expens
Details ltemizations
Dates of stay: Dec 02, 2014 - Dec 06, 2014 Room number: 404
Guest number: 54564 Group number:
@ Allocate Marmiott Rewards number: XXXXX4833
* Required field Date Description Reference  Charges  Credits
Expense Type *
' 12/02/14 ROOM CHARGE RB404 169.99
‘ Hotel ¥ |
' 12/02/14  Room Tax RT404 10.20
pheck-in Date ® . .Check-out Date * Nights: 12/02/14 — CT404 350
\ 12/02/2014 \ \ 12/06/2014 \ 4
' |
e Tl ® Vendor™® 12/03/14 ROOM CHARGE RB404 179.99
1210612014 || Marriott Hotels v 12/0314  Room Tax RT404 10.80
' 12/03/14  Occupancy Tax CT404 9.00
City * Payment Type
- 12/04/14 ROOM CHARGE RB404 179.99
'@ v | New York, New York ‘ Citibank VISA - US
‘ : 12/04/14  Room Tax RT404 10.80
Amount ™ Currency * 120414  Occupancy Tax CT404 9.00
| 791.95 _\ \, US, Dollar v | 12/0514 ROOM CHARGE RB404 169.99
Comment 12/05/14 Room Tax RT404 10.20
12/05/14  Occupancy Tax CT404 8.50
% 12/06/14  Restaurant Room Charge = FD6747 14.99
12/06/14  Payment - Visa V109:47AM 791.95
IO XXX XXNNX2924
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Expense — Hotel Different Daily Amount

Hotel $791.95 Dates of stay: Dec 02, 2014 - Dec 06,2014  Room number: 404
12/06/2014 Marricn Hotels Guest number: 54564 Group number:
Marmiott Rewards number: XXXXX4833

Select Different daily amount ..

Detgils  Memizations Description Reference  Charges  Credits
Amount ftemized [x] Remaining 12/02/14 ROOM CHARGE RB404 169.99
$791.95 $777.06 $14.89 )

12/02/14  Room Tax RT404 10.20
New Itemization 12/02/14 Occupancy Tax CT404 8.50

Gosccoomw® ]
Expense Type " 12#03."14 ROOM CHARGE R.B404 17999
Hotel w
\ 12/03/14  Room Tax RT404 10.80

Recurrence * @

2/03, ’ /
Different daily amount v 120314 Ocoupancy Tax CTi04 9.90

12/04/14 ROOM CHARGE RB404 179.99
B Nights: 4

12/04/14  Room Tax RT404 10.80
Date Room Rate® Room Tax Tax 2 Tax 3

12/04/14  Occupancy Tax CT404 9.00
ToReRme i Silic 12/0514 ROOM CHARGE RB404 169.99
1210312014 179.99 19.80 12/05/14 Room Tax RT404 10.20

p &

12/05/14 Oc ; Tax CT404 8.50
12/04/2014 179.99 19.90 \ S

12/06/14  Restaurant Room Charge = FD6747 14.99
el 16390 1870 | ) 12/06/14 Payment - Visa VI09:47AM 79195

) ) OOIIXXXX 2924
(Ameounts in USD) Add Tax Fields
T Enter varying room rates and tax

Select Save ltemization

48 NBCUniversal



Expense — Hotel Different Daily Amount

Hotel $791.95 Amount and ltemized are equal

2/06/2014 Marriot Hotels

Dates of stay: Dec 02, 2014 - Dec 06, 2014 Room number: 404
Guest number: 54564 Group number:
Mariott Rewards number: XXXXX4833

Details  lemizations Date Description Reference  Charges  Credits
deount bl il 120214 ROOM CHARGE RB404 169.99
$791.95 $791.85 $0.00
12/02/14  Room Tax RT404 10.20
Itemizations = slt Allacat 12/02/14  Occupancy Tax CT404 8.50
[ Alertsll Datef® Expense Typell Requested{T e
g 12/03/14 ROOM CHARGE RB404 179.99
, . 169.99 -
B | . e et locaed 10314  RoomTax RT404 10.80
O 12/02/2014 Hotel Tax fﬁi::d ik 12/03/14  Occupancy Tax CT404 9.00
12/04/14 ROOM CHARGE RB404 179.99
O & 12032004 Hotet e 120414  Room Tax RT404 10.80
— 12/04/14  Occupancy Tax CT404 9.00
O 12/03/2014 Hotel Tax e
b 12/05/14 ROOM CHARGE RB404 169.99
0O & 1204204 Hotel i 12/0514  Room Tax RT404 10.20
o 12/05/14  Occupancy Tax CT404 8.50
= Jaipsanls Hemet 1o Alccad 12/06/14  Restaurant Room Charge  FD6747 14.99
O 4 12/05/2014 Hotel 169.99 12/06/14  Payment - Visa VI09:47AM 791.95
] o locased XXXXXXKXKXKN2024
[:] 12/05/2014 Hotel Tax fllB ' }:E:I
, $14.89 .
i 12/06/2014 Meals-Employee Only i == e Employee has added a Slngle

Line item for their meal
Itemizations need to match the folio exactly
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Expense — Hotel Deposit

Y

(D
B(E'LEA/G 10

L A S V E G A S

Employees may submit hotel deposit
and final charge on different reports

Room No. 06123
1051 Mosss Ave. T Hotel advance
Belmont, CA 94002 Departure 11/21114 .
deposit
DATE DESCRIPTION CHARGES CREDITS
61120114 Deposit Applied 178.08 J . .
oom Rate 159.00
NN Itemizations show
i S o st g an overage
112114 Visa ;.ao
XOOKKXKXXXXKXXT045 XX/XX -
Total 206.08 /20608 Hotel $2800 m
Balance 0.00 11/21/2014  Allstar Hotels
Details ltemizations
Hotel itemization is - Boriied
entered under final $28.00 $206.08 $178.08
charge from vendor
O AlertsT| Date = Expense Type 1] Requested |
Enter room rate —_— O A 11/20/2014 Hotel $159.00
and taX rate —_— O 11/20/2014 Hotel Tax $47.08
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Expense — Hotel Deposit

B

ELAAG1O

Hotel Deposit expense type

Lkl FH@ES is used in the report for
advance deposit
— Room No. 06123
r. Joseph Rojas ) . . .
1831 Mezes Ave ol e o Itemizations will
Belmont, CA 94002 Departure  11/21/14
show a $0 balance
DATE DESCRIPTION CHARGES CREDITS
11/20114 DgposnApplied . 178.08 i
11120114 Room Rat 159.00 -
11120114 BELRoomeTax-12% 19.08 Hotel $2800 m
11120114 BEL Resort Fee 265.00
11120114 BEL Resort Fee Tax -12% 3.00 11/21/2014  Alistar Hotels
11121114 Visa 28.00
XXXOOKXXXXXXT045 XX/XX _ —
Tl 206.08 206.08 Details ltemizations
Balance 0.00
Amount Itemized V] Remaining
$28.00 $28.00 $0.00
"
Advance deposit is
IiSted aS a negative O AlertsT| Date = Expense Type T, Requested T)
. O A 11/20/2014 Hotel $159 00
amount in hotel
. . ; 11/20/2014 Hotel Tax $47 08
Iitemization .
0O [ 11121/2014 Hotel Deposit $-178.08 ]
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Expense — Hotel with VAT

An official VAT invoice from a

MBC Universal

- :15:.::;& oL Ry Booking Ref. | HANNAH.WESTCAR@NBCUNI.
hotel must contain: NY 10112 RoomNo. ;S8
1. The company name and AT R e bW PasEg
business address Costomer o ot
2. Your name InvoIce e o
. Invoice No. T 009-110190
3' The Vendor VAT number %:;f“ TJ:t:lz::e:nAccommodnﬁon 0109 DETI;B(.:)O —— I
02/09/14 ACCOMMODATION 198,00
[3313:3 AccomobATION :ZﬁzﬁﬁJ
VAT is included in / oo e =
the room rate for most Tora Balanca Dued 000

international hotels and
must be broken out to find

NET
495.00
0.00

VAT
99,00
0.00

263.00 0.00

Total

VAT Breakdown GROSS
VAT@20% £ 594,00
VAT @ 4% £ 0.00
VAT Exempt £ 263.00

€ 758.00 [ 99.00 ] 857.00

the tax rate per night

/

Total VAT for four nights is £99 47

£ 99/4 nights = £ 24.75 per night

|

Tax Rate

'Room rate including VAT — Tax Rate = Room Rate

£ 198 - £ 24.75= £ 173.25 per night

|

Room Rate
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Expense — Hotel with VAT

MBC Universal
30 Rockefeller Plaza
New York
NY 10112 Booking Ref. HANNAH.WESTCAR@NBCUNL
Room No. : 5018
WAT Mo. 820 4358 51 Arrival ¢ 020914
Departurs  : 05/09/14
Cashier : 5519 /Manish Singh
Custormer Reserv No. 128685589
Date 05/0%/14
INVOICE Page Pl
— Invoice No. t 00%9-k 10190
H Ote' £85 7 . OO m | Date Description Debit (£)  Credie (€) |
02/09/14  Unclaimed Accommodation 01Ke 198,00
09/05/2014 Hyatt Hotels 02/09/14  ACCOMMODATION 198.00
03/09/14 ACCOMMODATICN 198.00
04/09/14  ACCOMMODATION 198.00
- S 04/09/14  Paid Out Others Taxd Fare £5.00
Details ltemizations OSOHM Viee Car i
Total £ 857.00 857.00
Amount Q Remaining Total Balance Due £ 0.00
VAT Breakdown NET VAT  GROSS
£857.00 £857.00 £0.00 e o
VAT @ 4% L 0.00 0.00 0.00
VAT Exempt £ 263.00 0.00 263.00
O Alerts 7| Date = Expense Type T. AmountT| RequestedT]
O A 09/02/2014 Hotel £473.25 $284 60
O 09/02/2014 Hotel Tax £2475 $40 66
O A 09/03/2014 Hotel £473.25 $284 61
O 09/03/2014 Hotel Tax £2475 $40 66 Room rate’ taxesa and the taXI
O & ovouots sms weer — Charge have all been separated
o 09/04/2014 Hotel Tax £2475 $40.66 in the hotel itemization in Concur
O iy 09/05/2014 Hotel £173.25 $284 61
O 09/05/2014 Hotel Tax £2475 $40.66
O 09/05/2014 Taxi £65.00 $106.78
—
[ ]
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Expense — Hotel with Different Currency

. Bfi}/ Date H 884/ Description ¥4/ Supplement | ‘ &/ Debit Credit
17-FEB-16 Room Charge 35,000
17-FEB-16 Service Charge 4,550
17-FEB-16  Consumption Tax 3,164
18-FEB-16 Room Charge 35,000
18-FEB-16 Service Charge 4,550
18-FEB-16 Consumption Tax 3,164
19-FEB-16 In Room Dining Breakfast - Jrirhe
19-FEB-16 Visa Card 89,157
Total 89,157 89,157
Balance JPY 0
Expense Type Transaction Date Vendor o Vendor Name City
Hotel 02192016 W THE RITZ-CARLTON OSARKA O=zaka, JAPAN
Payment Type _ Amount - o
Citibank WISA - US ; 823.40 Ust | w

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.
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Expense — Hotel with Different Currency

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):

{8 Exchange Rate 0.0092354

3 JPY Formula uspD

L8N Hotel 35,000 = B4*5B%1 323.24
M Hotel Tax 4 550 = B5*5B%1 42 .02
M Hotel Tax 3,164 = BE"3B%1 2922
[ Hotel 35,000 = B7*$B%1 32324
M Hotel Tax 4 550 = B8*5BH1 4202
M Hotel Tax 3,164 | = B9*3B%1 2922
U8 Meals-Employee Only 3,729 | = B10"5B83%1 34 .44
BN Total 89,157 = sum(D4:D10) 823.40
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