
LOST RECEIPT MEMO 

Date: 

To: 

From: 

I lost or misplaced the receipt for the purchase of ________________________ 

__________________________________________________________________, 

from __________________________________________, on ________________, 

in the amount of $_____________ . 

I assure that this purchase was for U.S. Government purposes and was within my 
purchase authority. 

Accept this memo in lieu of my receipt. 

______________________________________ _________________ 
Employee signature date 

______________________________________ _________________ 
Supervisor signature date 
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