
 
Receipt # ________                      Date _______________           

Amount _______       Converted (if applicable) $_______USD 

Description ___________________________________       

Expense Type 
  Food                       Materials             Transportation  

  Other: (describe)__________________________________ 

*The Receipt Template is to be used only if an original receipt 
is not available.  Any expense over $25 USD requires an 
original receipt* 

*Make sure receipt template format matches your original 
receipt format* 
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