FLORIDA KEYS COMMUNITY COLLEGEPRIVATE 

MEMORANDUM

TO:



FROM:
Doug Pryor, Purchasing Director
DATE:



SUBJECT:
Purchase Requisition

I have received a purchase requisition that indicates materials or services have been obtained prior to the issuance of a purchase order. 

As you may be aware, the Office of the Auditor General is extremely critical of departures from the College’s purchasing policy. College procedures prohibit purchases without encumbering funds by a Purchase Order prior to receiving goods or services.

I am returning this requisition to you so that you may provide, in writing, an explanation for the reason that a purchase order was not issued prior to the material or service being ordered. I must depend on your explanation to justify departures in procedures to the President, the District Board of Trustees and Office of the Auditor General.

Violations of College purchasing procedures may result in non-payment by the College, thereby making the individual placing the order personally responsible for payment.

