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MEMORANDUM

DATE:

     
TO:

Procurement Services
FROM:
      
SUBJECT:
After-the-Fact Memo for an Independent Contractor Packet 

1. Name of Independent Contractor :

     
2. Date of services:

     
3. Please describe the services:
     
4. Please explain why the IC packet was turned in after the event date:

(the policy is to turn in  the IC Packet 5 working days before event date)
     
5. Please explain how the department will avoid this dilemma in the future.
     
	     

	______________________________

	Department Head Printed Name
	Department Head Signature


	
	

	______________________________
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