[Organization Letterhead]

Missing Receipts Form
In order to maintain support for expenses, please use this form in place of submitting an original receipt. 
Note that original receipts must be obtained and submitted as standard operating procedures, and that this form is intended to stand in place of the original receipt only on rare occasions, not as a regular occurrence. 
Date Expense was incurred: ___________________________________
Vendor Name: ______________________________________________
Vendor Address: _____________________________________________
W-9 obtained:   o Yes, for current or previous purchase      o No
Description of Purchase: ____________________________________________________________________
Expense Amount: ____________________________________________
Payment Method, if already paid (include check # or identify credit card if applicable): _________________________________________________________________________________________
Disposition of Original Receipts: ______________________________________________________________
Account Coding (expense + class): _____________________________________________________________
Employee/Purchaser: _______________________________________________________________________
Form Submission Date: ________________________________________

