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NAVAJO COUNTY 
 

Statement of Missing Documentation 
 
Complete this form if there is no documentation to support a charge you are claiming.  One form must 
be completed in full for each case of missing documentation.  Department Head Signature Required  
 
Merchant name:______________________________________________________________________ 
 
Date of transaction:___________________________________________________________________ 
 
Amount charged:_____________________________________________________________________ 
 
Description of items purchased:__________________________________________________________ 
 
___________________________________________________________________________________ 
 
Explain why no documentation is available:________________________________________________ 
 
___________________________________________________________________________________ 
 
What action will be taken in the future to ensure receipts are available:___________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________ _________________________ _______________________ 
Cardholder Name    Cardholder Signature  Date 
 
___________________________ _________________________ _______________________ 
Manager Name    Manager Signature  Date 

    


