	
	
	PURCHASING CARD RECEIPT LOG FORM (with meals)
	
	

	Name of User
	 
	Department
	 
	Date
	 
	

	
	
	
	
	
	
	

	Misc purchases, registrations, tickets, reservations, etc:
	
	
	

	Date
	Vendor
	Description of purchase
	Business purpose
	Account distribution
	Merchandise received?
	Amount

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	TOTAL MISC
	 $                -   

	
	
	
	
	
	
	

	Authorized Business meal receipt log 
	(Reminder:  For all overnight travel the county uses the Per Diem meal reimbursement method)

	Date
	Vendor
	Location
	Business Purpose
	Attendees
	Account Distribution
	Amount

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	TOTAL BUS MEALS
	 $                -   

	
	
	
	
	
	
	

	
	
	
	
	
	GRAND TOTAL EXP
	 $                -   

	Under penalties of perjury, I declare that I have examined this report, and to the best of my knowledge and belief, it is a true,
	
	

	correct and complete business expense.  
	
	
	
	

	
	
	 
	 
	
	
	

	
	
	Employee signature
	
	
	
	

	
	
	
	
	For Auditors Dept use: Copy sent to Department Head on:

	
	
	 
	 
	
	
	

	
	
	Department Head Approval
	Date
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