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MEMORANDUM

DATE:

     
TO:

Procurement Services

FROM:
      
SUBJECT:
After-the-Fact Memo for a Requisition
1. Please describe the goods and/or services.

     
2. Was a requisition entered for this procurement?  
  FORMCHECKBOX 
Yes    Req. #:      
· If yes, please explain why goods and/or services were  received without the issuance of a purchase order

     
 FORMCHECKBOX 
No
· If no, please give the reason for not entering a requisition.

     
3. Please explain how the department will avoid this dilemma in the future.

     
	     

	______________________________

	Department Head Printed Name
	Department Head Signature


	
	

	______________________________
	

	Procurement Manager Signature
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