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Memo
TO:

All Budget Managers

FROM:

Mr. Tim Gould
RE:

This form is required for any contract that is submitted for approval AFTER the commencement date of the contracted work.  Please give a detailed explanation for the delayed filing.  Your signature is required before you attach this form to the contract and submit it for approval.  Please keep in mind if appropriate bidding or filing procedures have not been followed (where applicable), staff may be held personally liable for the contract amount. 

____________________________________



___________________

Budget Manager
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