Missing Receipt Affidavit
Use this form only when an original receipt is lost, unreadable, or was never provided, and you have tried to get a copy from the vendor. Attach the card or bank statement line for this expense if you have it.
	Employee and expense details

	Employee name
	

	Department or cost center
	

	Transaction date
	

	Vendor name and location
	

	Amount and currency
	

	Payment method
	☐  Corporate card (last four digits: ______)     ☐  Personal funds

	Expense category
	

	Business purpose
	

	Attendees (meals and entertainment only)
	

	Missing receipt details

	Reason the receipt is unavailable
	☐  Lost     ☐  Unreadable     ☐  Not provided by vendor     ☐  Other

	Steps taken to get a copy
	



Attestation: I certify that this expense was incurred for business purposes, that the details above are accurate, and that I have not submitted this expense for payment elsewhere. I understand that repeated use of this form may be reviewed under the company expense policy.
	Signatures

	Employee signature
	Signature: ______________________     Date: ____________

	Approver name
	Name: ______________________     Title: ____________

	Approver signature
	Signature: ______________________     Date: ____________



	For finance use only

	Date received: __________     GL code: __________     Reviewed by: ______________


