
Audit Exception Memo 
 

To:   Steven J. Sutorus, Business Manager 

Campus:___________________ Division:____________________  Department:___________________ 

From:__________________________________ Title:________________________________________ 

Immediate Supervisor:_______________________________ Title______________________________ 

Responsibility Center Manager :____________________________Title__________________________ 

Vice President:_______________________________________________________________________ 

Subject:  Audit Exception for PR#_______________________  PO#_____________________________ 

Name of Vendor:______________________________________________________________________ 

                           

What Board Policy and Administrative Procedures was governing this transaction:__________________  

What Date goods/services were  delivered/rendered:______________ 

What were the goods or Services:_________________________________________________________ 

____________________________________________________________________________________ 

Describe how the goods/services were rendered prior to PO/authorization:  

 

 

 

 

Describe what processes/procedures are now in place to prevent this from happening again:  

 

 

 

 

_____________________   __________________________   _________________________ 
   Supervisor Signature    Responsibility Center Manager         Vice President Signature 
                        Signature 


	Campus: [  ]
	Division: 
	From: 
	FromTitle: 
	Supervisor: 
	RespCtrMgrTitle: 
	RespCtrMgr: 
	PRNo: 
	PONo: 
	VicePresident: 
	Dept: 
	TransactionDate: 
	SupvTitle: 
	PolicyAdminProc: 
	Vendor: 
	Description1: 
	Description2: 
	ActionDescription: 
	PreventiveAction: 
	Reset: 
	Print: 


