FIN 600 ALLOWABLE BUSINESS EXPENSES POLICY

ATTACHMENT A
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TEXAS CHILDREN’S NO ORIGINAL RECEIPT FORM

In accordance with the Allowable Business Expense policy (FIN600) the No Original Receipt Form is required to be submitted with the expense report or Procurement Card reconciliation as written documentation to substantiate the transactions with missing or inadequate receipts.  Department Executive approval is required when submitting this form.  This form is not required when submitting toll charges less than $5.00 per day, parking fees less than $10.00 per day, taxi/local transportation less than $5.00 per ride and gratuity/tips less than $5.00 per day. 

Name:                                                                           
Employee ID:        
Date of transaction:                    


eBer Request ID (if available):      
Place of Transaction/Merchant:      
Amount of transaction:      
Purpose of transaction: 

	     


Item(s) purchased and approximate price of each item (provide evidence of price)*: 

	     
	     

	     
	     

	     
	     


*If an expense is over $75, reimbursement will be treated as a non-qualified expense and taxed accordingly.
My signature below will serve as my written declaration that I attest to the legitimacy of this TCH business expense claim.  I attest that although I cannot substantiate this expense with an adequate receipt, my claim is true and accurate.  I understand that falsifying information disclosed in this document can result in disciplinary actions up to and including termination.


Employee Signature                                                             Date     


Approver Signature (Manager or above)                             Date      




Controller or higher                                                             Date  


Business Expense Sign-off _____________________________     Date__________________________

