Credit Credit Lost Receipt Form
Cardholder Information
· Full Name: _______________________________
· Credit Card Number (Last 4 Digits): _______________________________
· Contact Number: _______________________________
Transaction Details
	Transaction Date
	Merchant Name
	Amount
	Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Reason for Missing Receipt
Provide an explanation for why the receipt cannot be provided:

Cardholder Certification
I, _______________________________, declare that the above-listed expenses are valid and were incurred for authorized purposes.
Manager Approval
· Manager’s Name: _______________________________
· Signature: _______________________________
· Date: _______________________________
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