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Receipts are required for all non-travel procurement card 
purchases regardless of amount. Travel related transactions of 
$75.00 or more require itemized receipts except for hotel 
expenses. Hotel expenses still require itemized receipts at all 
amounts. On rare occasions, a Missing Receipt Declaration can 
be processed by the cardholder for missing receipts. The Missing 
Receipt Declaration can only be used for transaction amounts 
under $75.00 and no more than 3 times in a 12-month period. 

 
Workflow 

 
If an invoice/receipt 
is lost or not 
received for an 
expense, for $75.00 
or less, a missing 
receipt declaration 
can be completed by 
the cardholder if the 
missing receipt is 
not for Hotel or 
Business Meals. 
 
Create the 
appropriate report 
and add the expense 
to the report. 
Complete all 
required fields 
except the 
attachments. From 
the report summary 
page, click the check 
box to the left of the 
expense missing the 
receipt. 
 
 

 
 
NOTE: Only the cardholder can complete a missing receipt 
declaration. Also, only 3 missing receipt declarations can be 
completed by the cardholder in a 12-month period. 
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Click on the down 
arrow to the right of 
Manage Receipts. 
Click on Missing 
Receipt Declaration. 

 
On the Create 
Receipt Declaration 
pop-up box, read the 
message and click 
the check box to the 
left of the expense 
that is missing a 
receipt.  
 
Click Accept and 
Create. 

 
A new icon will 
appear reflecting the 
Missing Receipt 
Declaration has been 
added to the report. 
 

 
 
NOTE: If a Missing Receipt Declaration has been completed for a 
Business Meal or Refreshments, a discretionary cost center must be 
used for the expense allocation. 

 


