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MISSING RECEIPT FORM

TO: 
APSC Finance Dean’s Office



FROM:

RE: 
Missing/Lost Original Receipt(s)



DATE:



	PAF Reference Number:
	
	        or
	Student Team Speedchart/Worktag
	


I hereby certify that the following original receipt(s) have been lost or misplaced and billable to account listed below:
	# (Correspond

to Claim Form)
	Date
	Description
	Amount
	Reason
	Speedchart/Worktag
PAF Ref Number

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


These expenses have not and will not be claimed from any other source.
	
	
	
	
	

	PAYEE / CLAIMANT SIGNATURE
	
	PRINT NAME
	
	DATE

	
	
	
	
	

	SUPERVISOR SIGNATURE

(one admin level higher than payee)
	
	PRINT NAME
	
	DATE

	
	
	
	
	

	WORKTAG MANAGER SIGNATURE 

(if different from supervisor)
	
	PRINT NAME
	
	DATE


Notes:

1) For Research Grants, please specify if there were any purchased alcohol included in the meals expense.
2) The missing receipt form must be printed on “UBC” letterhead.
LAST UPDATED MAY 12, 2015


