RECEIPT FORM
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Affix Receipt Here



Transaction #: ________________________
Date of Purchase: _____________________
Purpose: ____________________________
Purchaser: ___________________________
Amount: ____________________________
Attendees (use addt. Sheet if needed):
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Receipt Checklist:
· Double check receipt
· Free of taxes
· Itemized
· Vendor Info Included
· List of attendees attached
· Gift Card Purchases: include 2 additional forms (AP Website)

Pnet Checklist:
· Transaction reviewed and approved 
· Notes added
· Index/Account correct

