Attachment 22 – US Bank Visa
(Missing Receipt Affidavit)
In accordance with the State of Arizona, General Accounting Offices’ Statewide Purchasing Card (P-Card) Policies and Procedures (Technical Bulletin 08-1, 02/22/08), the cardholder shall maintain all receipts that document charges, credits or adjustments incurred on the P-Card. A written affidavit must be prepared by the cardholder detailing the purchase date, merchant name, product, costs, tax, other charges, purchase total and reason the receipt is not available.
Sections 1 through 4 MUST be completed by the cardholder
Section 5 must be signed by the cardholder’s supervisor

	1.

	Agency:      

	Cardholder’s Name:      
	Cardholder’s Title:      

	Phone:  (       )      
	Fax:  (       )      

	Purchase/Transaction Date:      
	

	Merchant Name:      
	Purchase Total $      

	2. Provide full description of materials/services purchased to include per unit price, sales taxes, and any additional charges:      


	3. Describe why the receipt is not available and/or what efforts you have made to obtain the receipt from the merchant.      



4. Cardholder’s Signature:  By signing below, I acknowledge I have, to the best of my ability, tried to obtain a receipt for the items/services described and that this/these purchases were for legitimate State of Arizona purposes.


Cardholder’s Signature

Date
5. Acknowledged:

Cardholder Supervisor’s Signature

Date
