WELLESLEY COLLEGE
Missing Receipt Form


When  a receipt is lost or otherwise unavailable and all measures to obtain another have been exhausted, the Missing Receipt Form should be completed.  
Employee:    ____
                                    
          Date:   
___   ____         
	Date of purchase
	           Supplier
	           Description of Goods/Services
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


I understand that I am responsible for collecting and submitting original receipts for all Wellesley College related purchases and that a Missing Receipt Form should only be used on rare occasions.  I also understand that excessive use of this may revoke the privilege of providing a Missing Receipt Form in lieu of a receipt.  I certify that the amount above is the amount I actually paid, that I have not and will not submit a duplicate claim and that I have not and will not seek reimbursement from any other source.  
Please submit this form with either your Workday expense report or procurement card verification.

