[bookmark: _GoBack]MISSING RECEIPT FORM

Cardholder or Approving Official must complete the following:

Date of Purchase or Service:	___________________________________________
Vendor Name:			___________________________________________
___________________________________________
Description of Purchase:		___________________________________________
___________________________________________
___________________________________________
Quantity Purchased:		___________________________________________
Dollar Amount:			$__________________________________________
Steps Taken to Obtain Duplicate Copy:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

