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submitted to the Student Affairs Office. If a receipt is accidentally lost for any 
expense, the cardholder must complete a Missing/Inadequate Documentation 
Report Form and submit it with the credit card package. 

3. Substantiation and reconciliation 

The IRS and Southwestern’s external auditors require specific documentation to 
substantiate business-related expenses. Two requirements are that each receipt is 
dated and itemized. exp( )-5.7sesse, 
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