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All documents to be submitted must be in A4 size. Any document not in the A4 size, such as a 

receipt, must be partially pasted on a blank A4-sheet of paper (only on one side) so that the 

signature/seal on the back of the irregular-sized document can be confirmed. 

 

<Regarding Air fare estimates and receipts> 
1. In case you pay the air fare by cash 

The airfare receipt and estimate are required to submit when you apply travel expense. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- Receipt issue date 

-Addressee of a receipt 

- Name of receipt issuer 

- Receipt issuer’s seal 

-Detailed statement of receipt 

-An evidence clearly indicates 

words certifying the receipts. 

-Price (tax included) 

-Are the name & personal seal 

(signature) of the card holder on 

the back side of the statement? 
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Submit an estimate that 
has the details of the 
amount listed. 

立命 太郎 

If the flight schedule and estimate are 
separate documents, be sure to submit 
the flight schedule as well. 
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2. In case you pay the air fare by credit card. 

When paying for airfare by credit card, “Original receipt” *1 or “credit card statement issued by a 

credit card company” *2 is required in addition to the receipt. Please submit it together when 

you apply travel expense. 

*1 If the receipt does not show payment details, you must submit some kind of additional 

document that shows the payment details.  

*2 Submission of credit card statement is mandatory if paid with currency other than yen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

purchase dates, transaction partners, and amounts, etc.). 

 

 

 

 

When making a payment by a credit card; 

-Credit card holder must be the applicant him/herself   

- Credit card payment must be made by a lump sum payment. 

- Credit card statement must be obtained within the same academic year (by 

February 28). 

-Name of the credit card holder 

- Statement issuance dates 

-Name of the credit card company 

-Date of bank account withdrawal 

-Date of purchase  

-Place of purchase 

-Price (tax included) 

-Are the name & personal seal (signature) 

of the card holder on the back side of the 

statement? 

*When submitting, name of the credit card 

company or a word, such as “payment 

details”must be printed on the statement to 

prove it is the actual statement. 

 

In the same manner as the receipt, the reverse side of the 
credit card statement must have the signature of the 
person paying and his/her seal stamped. 
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3. In case of using E-Ticket  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TARO RITSUMEI 

<In case of using e-tickets> 

- Receipt issue date 

-Addressee of a receipt 

- Name of receipt issuer 

- Receipt issuer’s seal 

-Detailed statement of receipt 

-An evidence clearly indicates 

words certifying the receipts. 

-Price (tax included) 

-If the flight schedule is on your 

e-ticket, it serves as both receipt and 

flight schedule 
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