Memo must contain the following:
· Department or college letterhead
· Date of transaction
· Reason procedures were not followed, or receipt is not available
· Transaction details and amount in local currency and USD
· Statement of approval and amount approved
· Speedtype to which to post expenses
· Signature of Department Chair, College CFO or CAO, Assoc. or Assist. Dean, College Dean or Division AVP


College or Department Letterhead

[Date]
To Whom it May Concern,

Dr. Doe conducted research at a dig site in Yucatan, Mexico from July 1, 2018 – September 15, 2018. Dr. Doe was unable to obtain a vendor signature on a receipt for a meal that was purchased on September 12th at a road side food vendor in a remote village. The vendor did not have a cash register or paper to hand write a receipt and Dr. Doe did not have his receipt book with him at the time. The cost of the meal for Dr. Doe and his 11 field crew members that day was 500 MXN or 26.22 USD. Please use this memo as approval to post $26.22 for food to Dr. Doe’s research project SPxxxxxxx.


Thank you
Jane Smith
{signature}
Dept Chair, CFO, CAO, Assc. /Assist. Dean or Dean
Any College 
Georgia State University
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