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Missing Receipts Form
While the College policy requests receipts for all expenses submitted for payment, receipts are required by the IRS for all expenses greater than $25.00. Requests for exceptions to this policy should document extenuating circumstances and be approved by your Department Head.
Missing receipt(s):

Vendor: ___________________        Amount: ____________    Date: _________

Vendor: ___________________        Amount: ____________    Date: _________

Vendor: ___________________        Amount: ____________    Date: _________
Purpose of Expense(s): ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Reason for lost receipt: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature:

Purchase card holder: __________________________________________________

Signature:

Department Head: _____________________________________________________
Signature:

Finance Dept.: _________________________________________________________
***Please enclose with your monthly Purchase Card reconciliation or attach to your expense report. 
