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March 28, 2011
ATTN:
Esther Sonen, Procurement Card Assistant
CC:
Eileen Klein, Executive Dean - Health Sciences Department

Melissa A. Tavassoli, Administrative Assistant III
FROM:  [YOUR NAME, DEPARTMENT]
RE:  Missing Receipt

I am missing the receipt/invoice for [VENDOR NAME] in the amount of [$0.00] on my [CYCLE DATE] P Card Report.
[Provide the purpose of the purchase here.]
[Provide the reason there is no original or itemized receipt here.]

[Provide the steps taken to obtain a duplicate receipt here.]
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P Card Holder


I have read the above memo and approve for processing.
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Eileen Klein

Executive Dean of Health Sciences


