
PennState 
Substantiation For Lost or 

Unobtainable Receipts 

Lost or Unobtainable Receipt Information 

Vendor 

Transaction Amount Date of Transaction 

Detailed Description  (Include: who, what, when, where, and why)

Accounts to be Charged 
Cost Object Type Cost Object # GL Account #* Amount 

* See the Procurement Search Tool for the appropriate GL  Account #.

Verification
By submission of this form, I verify that this transaction was for authorized University business, was not reimbursed from another 
source, and complies with University policy and procedure. By affixing my electronic signature, I agree to conduct business with 
the University electronically. Signatures and signed copies of this document transmitted by facsimile, email, or other means of 
electronic transmission shall constitute effective execution and be deemed to have the same legal force and effect as delivery of 
an original executed copy of this document for all purposes. 

Printed Name Signature and Date 

Approval
Reimbursement may not be processed until the following approvals are obtained: 

• Transaction Under $100:  Budget Assistant
• Transaction Over $100:  Budget Administrator
• Transaction Charged to Federal or Federal Flow-Through Funds: Principal Investigator

Principal Investigator signature Budget Assistant/Budget Administrator 
signature 

(2/17/2026)  substantiation-for-lost-or-unobtainable-receipts-form.pdf 

https://apps.powerapps.com/play/e/default-7cf48d45-3ddb-4389-a9c1-c115526eb52e/a/dccdc7d5-4501-420e-b57b-10aad7fa5ab0?tenantId=7cf48d45-3ddb-4389-a9c1-c115526eb52e
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