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ing Receipt Affidavit X 

!Individuals must attempt to obta in an orig:ina l r eceipt from the v endor for all e>,penses, w henever 
,possitlle. Ill the receipt ,or a copy of the receipt is unobtainatlle, sav e this expense, re.open, tt and click 
'Accept & Create', below to complete the Missing Receipt Affld1av tt. I acknowledg:e that this expense 
report conta ins al}propriate llusiness expenses incurred by me on beha lf of the Universtty, an cl are 
allow able ex penses as defined by the Un iverstty Trav el Po licy. Adc!tt ionally, I attest that the 1ttem[s ) an d 
amount(s ) are accurate, and no other ,reirnllursement of expenses :has been ,or w ill Ile sought from 
any source. I further certify that the receipt a1>1>licable to this expense is not av ailable. 

To create an affidav it , ch o ose from th e Expense l s ) below that re quir e a Reoe ipt 

I Expens e Date .. Amount I 
Dinner 03/0312015 CAD 32.50 
Otta w a, Ontario 

II acknow ledg:e that this expense report conta ins apl}ropriate business expenses incurred lly me on 
'beha lf of Queen's Universtty, and are allow a Ille ex penses as defined by the Queen's Un iverstty Trav el 
an d Expense Po licy. Adc!ttiona lly, I attest that the ttem(s ) an d amount(s ) are accurate, ancl no other 
rnirnbursement of expenses has been or w ill be sou ght or accepted from any source. I further certify 
that the above related receipt applicable to this expense is no long:er available. 

Accept & Create Cancel 

Receipts in the ERS 

Missing Receipt Affidavit 

The Missing Receipt Affidavit feature allows a user who needs to add receipt images 

to expense report line items but cannot provide them. They can instead digitally 
sign an affidavit that can be submitted instead of the actual imaged receipts. This 

allows the report to be submitted in a timely manner and comply with company 

policy on receipt submittal. This automates the paper process of printing and 

signing an affidav






