ACCOUNT PAYABLE / PURCHASING

 EXCEPTION NOTICE

DATE:

TO:

FROM:     ACCOUNTS PAYABLE / PURCHASING

The attached PURCHASE REQUISITION, CHECK REQUEST, TRAVEL ADVANCE or EMPLOYEE EXPENSE REPORT is being returned to you for the following reason(s):


__________ 1.     NEW VENDOR / OLD VENDOR - W-9 NEEDED FOR FILE

 
__________ 2.     NOT IN COMPLIANCE WITH PURCHASING PROCEDURES:

   ______ OVER $5000 - PO REQUIRED WITH 3 WRITTEN QUOTES

   ______ OVER $2500 - PO REQUIRED WITH 3 VERBAL QUOTES

   ______ NO PO ON FILE - PLEASE ATTACH MEMO PROVIDING  

   EXPLANATION 


__________ 3.     ACCOUNT NUMBER NOT VALID / NOT COMPLETE: 

 


   MISSING:  FUND / ORGANIZATION / ACCOUNT


__________ 4.     DEPARTMENT HEAD SIGNATURE MISSING


__________ 5.     VICE PRESIDENT’S SIGNATURE MISSING


__________ 6.     CHECK REQUEST TOTAL DOES NOT MATCH     

   INVOICE(S) TOTAL(S)


__________ 7.     NO SUPPORTING DOCUMENTATION


__________ 8.     ORIGINAL INVOICE MISSING 


__________ 9.     ORIGINAL RECEIPTS MISSING – (REIMBURSABLE EXPENSES)

__________ 10.   REMIT TO ADDRESS MISSING / INCORRECT


__________ 11.   OTHER:   ___________________________________________




   ____________________________________________________



PLEASE MAKE ALL NECESSARY ADJUSTMENTS AND PROMPTLY RETURN TO THE PURCHASING OFFICE FOR PURCHASE REQUISITION PROCESSING OR THE ACCOUNTS PAYABLE OFFICE FOR CHECK REQUEST PROCESSING

