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Few instances have come to our notice, wherein an individual Student/Faculty/Staff has
submitted the hotel booking confirmation email as a proof of his / her stay, on official purposes, for
claiming the reimbursement of the hotel expenses and particularly in cases where the accommodation
booking is done through the third party websites. In any case, the submission of Tax Invoice towards
hotel stay is must to enable the F&A Section to process such claims. In cases where the Tax Invoice
from the third party website is submitted, the document from the hotel towards proof of stay should
also be submitted.

Therefore, it is advised that during such instances an individual Student/Faculty/Staff may
obtain an endorsement from the concerned hotel clearly indicating the stay details such as check in
date/time, check out date/time, name of the guest(s), amount charged and other relevant details for
smooth processing of such claims by F&A Section and also to avoid any audit observations.
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