
Lost or Damaged Receipt Guidelines 

  
Introduction This guide provides the information for how to handle lost or damaged 

receipts. Fill in the appropriate statement and use the guide Attaching and 
Viewing Documents in WEB TPAX if needed. 

  
Reference IAW JTR U2500.B.3 & U4125.A… An Itemized receipt must be 

provided. When an itemized receipt is lost, destroyed, or impractical to 
obtain, you must provide a statement explaining the circumstances 
why the itemized receipt was not enclosed. Included in this statement 
provide the name and address of the lodging facility, the dates the 
lodging was obtained, whether others shared the room, the daily 
lodging rate, the daily taxes incurred, contact information & all other 
expenses (if any) that were included.  

  
Links Statement for Lost or Missing Receipts (other than lodging) 

 
Statement for Lost or Missing Original Orders 
 
Statement for Lost or Missing Lodging Receipts 
 
ppc/travel/PropertyRentalReceipt.pdf 

  
Sample of 
Statement for 
Lost or Missing 
Receipts (other 
than lodging) 

 
 

 Continued on next page 
  

http://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/travel/Traveler/Attaching%20Documents%20in%20TPAX.pdf
http://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/travel/Traveler/Attaching%20Documents%20in%20TPAX.pdf
http://www.dcms.uscg.mil/Portals/10/CG-1/PPC/travel/receipts.pdf
http://www.dcms.uscg.mil/Portals/10/CG-1/PPC/travel/orders.pdf
http://www.dcms.uscg.mil/Portals/10/CG-1/PPC/travel/LostLodgingReceipt.pdf
http://www.dcms.uscg.mil/Portals/10/CG-1/PPC/travel/PropertyRentalReceipt.pdf


Lost or Damaged Receipt Guidelines, Continued 

  
Sample of 
Statement for 
Lost or Missing 
Original 
Orders 

 
 

 Continued on next page 
  



Lost or Damaged Receipt Guidelines, Continued 

  
Sample of 
Statement for 
Lost or Missing 
Lodging 
Receipts 

 
 

 Continued on next page 
  



Lost or Damaged Receipt Guidelines, Continued 

  
Sample of 
Property 
Rental Receipt 
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