City of Flemingsburg

Statement of Missing Documentation

For Credit Card

Complete this form if there is no documentation to support a charge on your Credit Card. One form must be completed in full for each instance of missing documentation. Original form must be promptly forwarded to the Accounts Payable Clerk for processing. Delays in forwarding this document may result in finance fees being charged to the account.

Vendor Name: ________________________________________________________________

Date of Transaction: ____________________ 

Amount Charged $ _____________________

Description of item(s) Purchased:

________________________________________________________________

________________________________________________________________________________________________________________________________

________________________________________________________________

Explain why the documentation is missing:

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

What future action will be taken to ensure receipts are available:

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

__________________________________ _____________________________

Cardholder Signature 





Date

__________________________________ _____________________________

Supervisor Signature 





Date
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