
Complete Receipt
A complete receipt must have ALL of the following:
• Transaction date
• Vendor name
• Itemized/item description
• Amount paid
• Form of payment
• Payee name

IMPORTANT: Declaration of Missing Receipts (DMR) must be included when any one of these 
elements are missing. Credit card statements without a DMR are not accepted by AP as 
supporting documents to an incomplete receipt.

Link to DMR: 
https://supplychain.ucsf.edu/sites/supplychain.ucsf.edu/files/Travel%20Declaration%20of%20
Missing%20Receipt-Source%20Document.pdf
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