UNI VERSI TY OF HAWAI |
FORM | NSTRUCTI ON

RECEI PT SUMVARY WORKSHEET ( FM S-4D)

PURPCSE:

DATA | TEM

Travel er

Docunent No.

Dat e

Descri ption

No Recei pt Ant
Recei pt Ant
Account Code
Subcode

Tot al *

Grand Total *

Certification Statenent*

Si gnhature of traveler

Dat e

To item ze accounts/subcodes for recei pts
involving nmultiple transaction and to include
certification of no receipts

COVPLETI ON | NSTRUCTI ONS

If using PDF form certain fields automatically
calculate; these fields are noted by an “*”.

Enter name of traveler

Enter travel docunent number assigned to Enpl oyee
Travel Form

Enter receipts by earliest date of transaction
Enter description of expense

Ent er dollar amobunt of no receipt

Ent er dol | ar amount of original receipt
Enter 6-digit Account Code

Enter 4-digit subcode

System will calculate the “No Receipt Am” and
“Receipt Am” totals

Systemwi || calculate the G and Total of expenses
i ncurred

System will fill the total expenses incurred
(Grand Total) and the total expenses with no
recei pts (No Receipt Ant)

Signature and date are required by traveler
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