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University of Wisconsin – Madison Purchasing Card Program

Purchasing Card Missing Receipt Form
For internal use only, retain with the biweekly statement
This form is to be used as documentation only if the actual receipt, invoice, packing list or internet confirmation screen print is unavailable for a transaction made on the Purchasing Card.  It will be allowed only as a rare circumstance.  It must be filled out COMPLETELY and signed by a Site Manager.
	Supplier Name (required): 
	     

	Supplier Phone Number:
	     

	Supplier’s City:
	     
	State:
	     

	Date order placed (required):
	     

	Placed by:
	     


	Quantity
	Unit Price
	Description
	Total Cost

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Order Total (required):
	     


The University is exempt from sales tax in most instances (Tax exempt #ES40706)
	Why is the original receipt, packing list, invoice or other appropriate substitute missing (required)? 

	     

	Cardholder Signature (required):

	Print Name:
	     
	Date:
	     

	Site Manager Signature (required):

	Print Name:
	     
	Date:
	     








ACCOUNTING SERVICES
University of Wisconsin – Madison • 21 North Park Street, Suite 5301 • Madison, WI 53715

Phone: (608)-262-3300 • Fax: (608)-262-2058
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