Mount St. Joseph University
Fiscal Operations
Missing Receipt Form

For Credit Card, Expense Report and/or Cash Advance
Documentation

Instructions:

Please complete one (1) form for each missing receipt. Scan and attach to credit card transaction if MSJ
card used. Otherwise, print and attach to expense report or cash advance.)

Employee Name & ID#

Date of Charge:

Payee/Merchant Name:

Amount of Charge:

Reason for Charge:

If charge was on another
person's behalf, name of
individual(s):

If charge was for a
business meal, meeting or
event, describe the
purpose and list the
names of attendees:

| verify the above charge is related to Mount St. Joseph University business.

Cardholder/Employee Signature:

Name Date

Manager/Supervisor Approval:

Name Date

NOTE: Form not required for miscellaneous travel expenses such as tips, tolls, or parking charges for which receipts are
unavailable (i.e., parking meters).



