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Missing Receipt Form 
(This is for audit and record keeping purpose only. This does not excuse the violation.) 

 
 

Date of 
Transaction Merchant Dollar 

Amount 
Detailed business 

description of what was 
purchased and why 

Reason Receipt is 
Missing 

Did you attempt 
to contact the 
merchant for 

a copy? 
      

      

      

Cardholder Signature Supervisor Signature 
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