LOST/NO RECEIPT FORM

This form is to be used when a receipt is not available to attach to the appropriate expense in Council’s Corporate Purchasing Card system – Flexi Purchase. The purchaser should make every attempt to obtain a receipt before using this form.  The cardholder must certify that an expense receipt was lost accidently, destroyed or unobtainable.  The declaration form must be attached to the transaction in Flexi Purchase.

	Supplier/Vendor Name:

	Supplier Address:

	Date of Purchase:		
	Purchase Amount:

	Item Purchased:

	Business Purpose:

	Reason receipt is not available:



	Explain the action steps taken to obtain a duplicate receipt:
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Cardholder Certification

I hereby certify the following: 
· Original documentation is not in my possession for the reasons stated above.
· This expense was incurred in the conduct of official Council business. 
· I acknowledge that repeated lack of documentation could result in revocation of my purchasing card.

Payee signature:____________________________________________________
Please attach this form to your transaction in Flexi Purchase which certifies the transaction.
