LOST RECEIPT FORM
Purpose:  This form is to be used in the rare instance where a receipt or invoice is lost or destroyed and the vendor cannot reproduce another copy.  This form will be used as back-up documentation to attach to your paperwork that goes to your Service Center.  All expenditures for the State of Maine must have a related invoice/receipt.  If it is lost, this form must be used to substantiate the expense.  This form is not meant to be used habitually – only in the infrequent case of a lost receipt.
P-Card/Travel Cardholder Name: __________________________________________________________

Address and Telephone: _________________________________________________________________

Agency and Account Coding String: ________________________________________________________

Vendor Name: _________________________________________________________________________

Vendor Address and Telephone: __________________________________________________________

Vendor Contact Information (if known): ____________________________________________________

Invoice or Receipt Amount: ______________________________________________________________

Date of Service/Receipt/Invoice#:__________________________________________________________

Description of Invoice or Receipt Item(s): ___________________________________________________

_____________________________________________________________________________________

RE Number (if known): __________________________________________________________________

Statement/Circumstances (why is invoice or receipt not available?): _____________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Signature of P-Card/Travel Cardholder: __________________________________ Date: _____________

Printed name of Agency Authority (Manager/Director/Commissioner): ___________________________
Signature of Agency Authority: _________________________________________ Date: _____________

Notes and Coding Instructions for Service Center: ____________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
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