
Missing Receipts

Employee fills out
Missing Receipt
Statement Form

Send to cardholder 
for approval

Send to District Vice 
Chancellor, Business 

Services for final 
approval

Fully approved form
returned to employee

Attach fully approved 
form to pcard log as 

substitute receipt

Note: this process must be 
followed PRIOR to submitting 

your pcard log

Submit document in
accordance with its
respective process


