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Lost or Missing Receipt Form

[Parish/School Name]
Lost or Missing Receipt Form

Date of Request:		________________________________
Date of Purchase:		________________________________
Amount of Receipt:	________________________________
Vendor's Name:		______________________________________________________
Ministry:			______________________________________________________
Purpose of Purchase:	______________________________________________________
				______________________________________________________
				______________________________________________________

I have lost or misplaced my receipt and request approval for lost or missing receipt.

Sincerely,

Name of Purchaser:	_________________________________
Signature of Purchaser:	_________________________________


___________________________________________________________________________


I approve the amount of purchase in place of an original receipt.


Approved by:		_________________________________
Approval date:		_________________________________


Please complete the above and return this signed form to [bookkeeper/business manager] after you have obtained written approval from [pastor] or his designate to receive reimbursement for the expense documented herein.







