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Alabama Cooperative Extension System
Nutrition Education Program

Guidelines for Submitting VISA Receipts

Please use the following guidelines when submitting VISA receipts. Remember to submit original receipts, and all purchases must be tax exempt.
· Obtain an original receipt and confirm that no tax was charged. If tax appears on receipt, please contact the store or vendor to have tax credited and removed from receipt. (State ID# 41506, Fed ID# 63-6000724)
· Complete the “Nutrition Education Program VISA Receipt Form” for each individual purchase.  In order to process Visa statements, PPS requires the following:  Attach an original receipt to each form. If receipt is larger than the space on the form, attach to a separate sheet of paper.  If on a separate sheet, write your name and account numbers (376327-403501-<Item code>-3000) on that sheet.**NOTE-Receipts should be taped at the corners and should be taped flat with no wrinkles. No staples.
· Make a copy of the receipt and “Nutrition Education Program VISA Receipt Form” for your records and mail originals to:

Nutrition Education Program

Alabama Cooperative Extension System

201 Duncan Hall

Auburn University, AL 36849-5658

· Original receipt and “Nutrition Education Program VISA Receipt Form” should be mailed on the 10th of the month following purchases for a one month period. (See table for sample time line.)

	Purchases Made
	Mailed to Auburn

	November 10-December 9
	December 10

	December 10-January 9
	January 10

	January 10-February 9
	February 10

	February 10-March 9
	March 10

	March 10-April 9
	April 10

	April 10-May 9
	May 10

	May 10-June 9
	June 10

	June 10-July 9
	July 10

	July 10-August 9
	August 10
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