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Facilities & Services 

Physical Plant Service Building

1501 South Oak Street
Champaign, IL 61820


Date:

Facilities and Services
University of Illinois Urbana-Champaign

Physical Plant Services Building, MC-800
Procurement Services

1501 South Oak Street

Champaign, IL 61820

Subject: F&S Policy Violation Letter - “Invoice number and Vendor name”

To Procurement Services,

1. First Paragraph- describe the circumstances that led to the F&S policy violation.

2. Second Paragraph - describe the steps that the department will take to prevent a similar situation from reoccurring.  

Sincerely,

Department Head

Department Head Title

Facilities & Services
