	
	Company Credit Card Use Policy

	
	Document Number:            PL7010                
	Revision:  A

	
	Page 1 of 1


[image: ]
[bookmark: _GoBack]
Company Credit Card Lost Receipt/No Receipt Provided

On the rare occasion that a receipt is lost or no receipt is provided by the vender, this form must be completed and submitted with your Credit Card Report.  Full completion of this from is required for any charge without a receipt. 

Obtaining itemized receipts listing items purchased is a requirement and the responsibility of the company credit card holders.  This ensures we comply with IRS requirements to substantiate purchases as being business-related and protects the church and you in case of audit.  Items that cannot be proven as business purchases could be deemed to be personal and considered taxable income to the company credit card holder.  

A separate form will need to be completed for EACH lost receipt.  Before completing this form, you should attempt to obtain an itemized reprint or duplicate receipt from the vendor, and in most cases, vendors can provide duplicate receipts when requested. 


	Date of Purchase:
	
	Vendor:
	


	Total Purchase $:
	
	Reason for lost receipt:
	

	List items purchased:
	





I understand that failure to provide itemized receipts may result in my company credit card privileges being revoked.
	Date:
	

	Name of card holder:
	

	Signature of card holder 
(email acknowledgement is sufficient)
	



Card holder must sign or email approval of this lost receipt form, certifying that all information provided is accurate and that the purchase was made for Cornerstone Christian Church business purposes.   
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