ILOVEVACATIONS

SUBMITTING RECIEPTS FOR
CHARGES ON A COMPANY
CREDIT CARD



ANYTIME YOU MAKE A PURCHASE WITH YOUR
COMPANY CREDIT CARD AN EMAIL NEEDS TO BE

SENT TO EVERNOTE WITH A COPY OF THE RECIEPT
THIS NEEDS TO BE DONE WITHIN 24 HOURS OF PURCHASE

Email Address: accounting1182.13ee98b@m.evernote.com

Subject Line: @XXXX (the last 4 digits of your credit card)

Body of email:

-Description of what you purchased.
-Property name you purchased item(s) for.
-If items purchased for stock, please indicate.

Receipts should have your name, property name or stock, and brief description written


mailto:accounting1182.13ee98b@m.evernote.com

= get more done.

1595 EAST FRONTAGE RD
’ARK CITY, UT 84098 (435)649-1467

4415 00008 01399 05/22/22 10:58 AM
SALE CASHIER PRESTON

033056914151 TOILET <A- 219.00
__ CADET3 WHT CH ELG TOILET ZM
7503014652034 WAX EXTENDER <
H35 EXTRA THICK WAX RING wllH Bull‘
7503014652003 BWL <A> 1.98
#1 PLAIN WAX RING

SUBTOTAL
SALES TAX

TOTAL
XXUKXXKXKANX9902 VISA

$244.93
USD$ 244.93
AUTH CODE 07468G/508382/ A
Chin Read
AID ADOC0000031010 CHASE VISA

P.0.#/J0B NAME: OFFICE

: cqj-TTH"ﬂﬂiﬁi/:2:2//:2:)
4415 08 01399 05/2

RETURN POLICY DEFINITLONS
POLICY ID  DAYS POLICY EXPIRES ON
A 1 90 08/20/2022

KKKKKKKKKKKKKKKKKKKKKK KKK KKK KK KKK KKK KKK

DT EEAW B N AT ST T2

Takz a short survey for a chance TO WIN
A $5,000 HOME DEPOT GIFT CARD

Opine en espanol
www . homedepot . com/survey

User ID: HB9 7502 3095
PASSHORD: 22272 3087

Fntries mist ha comnlated within 14 days

EXAMPLES OF CORRECTLY FILLED OUT RECEIPTS
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How doers
A get more done.

9570 S HIGHLAND DR
AMANDA BAXTER-STORE MANAGER 801-619-6261

4421 00051 65774 05/24/22 08:45 AM
SALE SELF CHECKOUT

e
047871114078 10 YR WF HW <A>
10YR-WF HRDY ION SMOKE ALARM
4@29.97 19.88
SUBTOTAL 119.88 §
SALES TAX 8.69
TOTAL $128.57 ¥
XXXXOXKKKNN48051 VISA -
UsD$ 128.57
AUTH CODE 08664G/3513070 TA
Chip Rea
AID AO000000031010 CHASE VISA >
P.0.#/J0B NAME: O ! %
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RETURN POLICY DEFINITTON
POLICY ID  DAYS  POLICY EXPIRES ON
1 90 08/22/2022

HEXKKKKKKKKKKKKKKKKKKKK KK KKK KKK KK KKK KKK

DID WE NAIL IT?

Take & short survey for a chance TO WI
A $5,000 HOME DEPOT GIFT CARD N

Opine en espafol

www . homedepot . com/survey
User ID: H89 136258 131888
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IF AN OWNER NEEDS TO BE CHARGED

In ADDITON to sending an email to evernote:

Within 24 hours of purchase create a new Maintenance Breezeway task or add
notes to an existing Maintenance Breezeway Task to charge the owner.

Include the following:

* Copy of the receipt/invoice
* Photos of what the items were used for. Before and After photos are super helpful!

* Details as to what was done, how was it repaired, where in the property was the work
done, were any items or materials replaced from stock? The more details the better! This
will prevent questions coming through from the owner once the charge is viewed on the
monthly owners statement.

Complete the task once finished. *Tasks should not be closed until everything is completed
on the task.



VENDORS

Vendors should not be charging credit cards without
approval in advance.

Receipts must be sent itemizing each charge.



