Declaration of Missing Receipt Form - Instructions LK;SF

Complete and attach the Declaration of Missing Receipt Form to an . .. .
. P L. B . q - p . y . . Declaration of Missing Receipt Lx\a-'
reimbursement missing a required original or itemized original receipt as required
H H H H e H Adtach this form io the MyEapense Expense Report (attachment instructions), BearBuy Meeting & Entertainment
per University of California policies BEB-G-28 (Travel Regulations) and BUS-79 Paymont Roquest Form (alischment nstrocions), L i i an)  the orginal
i H H i H receipt was lost o misplacad by the payvee and you ane unabla ko obtam a dupbcate, o if an Remized orgingl receipt =
(Expenditures for Business Meetings, Entertainment, and Other Occasions) . i : y e pae b e 4

0 Enter one row for each expense missing a required receipt. If you require more Business Mot s Frisefainmant. and Other Oocasions) for e flowing Gxpansas. 1 ieoapss ars mssing o unavalabs, e
rows, attach multiple forms:

@ 00 O

Origunail receipls: for e zed (gingd fecainds for all
X i a Em_m s as repai of socidenisl car damage, & Aiire, car rentsl, and Ogng experses
e Enter the Date the expense was incurred in MM/DD/YY format ek — s oo shwig dollr st
+  Local rarsporiafion costing 575 or mons
() Enter the full Amount of the expense » Micebarwois experees of ry ober renbursable s
A crechl carnd slatenent Canmor e subsituted for B receipl.
G Choose the Expense Type from the drop-down menu If you requie mere v, provide mulbipke copees of this form,
Inchides | Alcohol | Faderal or
@ Check Y if the expense Includes Alcohol, otherwise check N 0 flnte Amoui | Expeme Trpe Alcohal? | Amount | State Funds?
j Q [o——— G - 'EN YO N Jear Fiow
@ If the expense is inclusive of alcohol, enter the amount of the alcohol only — = N Q YON Ve e
Chocas ons... - L M 1YO N Jear Riw
. . Chocas ons - W N 1¥EO N 5
0 If the expense is being charged to federal or state funds, select Y, — S 5V O R Vo H
otherwise select N o w OvY O N YO N
R SN w 1Y [ 1IYOM
Enter the name of the Payee; The entered name is automatically populated in et = :’ : :':: :
the Name of Payee field Churoas orm... = O¥ 0N YO N
Ctupzia ova - W M 1Y N
Enter the Title of the Payee Crocas one »[OY ON IYON
= - b M 1YOMN
Enter the Date signed in MM/DD/YY format. If you do not know when the — A : Ll :
payee will sign, leave blank and have the payee enter the date at the time of e =L YO N
f Chocas cne - Y H 1Y N
signature. Crozia ons. * OY ON 1YOMN
This form must be physically signed or approved via DocuSign — L 9 (payee), declare and atlest that the above expenses are
completely review the form before completing the appropriate process below: : ;’:;m:ﬁmﬁ will nck b claimed from any other source, and meet ol Unfversity pofciss” P
. receipl hawe been extausted or a receipl was not available
For Manual SlgnatureS: »  Required original emized reoeipts are missng becauss an ilemized onginal s nol avaitable
. . . . . «  Alcohol was urcha or incheded on receipd, or any alcohol purchased (nchudi licable sales tax
e Click the Print Form icon in the lower right-hand corner of the form to s dediutod from hia clam aﬂulmmﬂgmwg«m falpfeawl‘rmiﬁﬂ“a;"@mwm =
print the completed document purchase of alzahal beverages.
e Obtain payee’s wet signature Fame of Fayes The
e Attach scanned form in PDF format to the MyExpense Expense Report | Q
BearBuy Payment Request Form, or Travel Expense Voucher Sipralire of Payes Physcal sigraturs of DotSign Approval required] Print hen |~ Dote

For DocuSign:

“Oginal recaipts are required par Liniversty of Calloma Pobcies BB-G-2A [Travel Requladons) and T
comeetad Declraton of Missng Receipt form mursr be amachaed to the approprate repor ar fom

attach signed form o the appropriade report or form = Print Fomn

See UCSF IT’s Electronic Signature page for more information For attachment help, see:
Print the digitally signed copy then attach to the MyExpense Expense *  Altaching or F‘?‘X'“; Lo toele o s
. . e BearBuy Meetin Entertainment Payment Request
Report, BearBuy Meeting & Entertainment Payment Request Form, or e Travel Expense Voucher
Travel Expense Voucher
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https://controller.ucsf.edu/file/3176/download?token=X2gMudKH
https://controller.ucsf.edu/policy/accounts-payable/travel/travel-regulations-policy-g-28
https://controller.ucsf.edu/policy/accounts-payable-travel/travel/expenditures-business-meetings-entertainment-other-occasions
http://policy.ucop.edu/doc/3420364/BFB-BUS-79
https://it.ucsf.edu/services/electronic-signature#Functionality
https://controller.ucsf.edu/job-aids/accounts-payable/travel/adding-receipts-myexpense
https://controller.ucsf.edu/job-aids/accounts-payable/attaching-documents-bearbuy-meeting-entertainment-payment-request-form
http://controller.ucsf.edu/travel/files/BBM&EAttach.pdf
https://controller.ucsf.edu/forms/accounts-payable/travel/travel-expense-voucher-tev



