AFTER THE FACT / PAYMENT PROBLEM WORKSHEET

This form is used to document After-the-Fact procurements and/or other payment problems that may be potential after-the-fact procurements. An after-the-fact procurement occurs when a TUSD employee orders or receives materials, services or construction prior to a purchase order being issued by the Purchasing Department.   An after-the-fact procurement may violate the School District Procurement Rules and TUSD Governing Board Policy and require additional review and action.

Instructions:  Fill out the form and submit with the requisition and any other appropriate documents for any potential after-the fact or other payment problem.  

	Part I – Originator 

	School/Department
	Person Responsible (printed name)
	Phone No.

	
	
	

	Part II – Problem 

	Vendor
	Requisition Number
	Bid/RFP or Contract No. (if applicable)
	P.O. Number (if applicable)

	
	
	
	

	Problem Type (check one)

	 FORMCHECKBOX 
 Ordered from vendor prior to issue of purchase order by Purchasing Department
	 FORMCHECKBOX 
 Unauthorized delivery by vendor
	 FORMCHECKBOX 
 Over shipment by vendor

	 FORMCHECKBOX 
 Ordered from vendor prior to issue of change order by Purchsing Dept.
	 FORMCHECKBOX 
 Substitution by vendor
	 FORMCHECKBOX 
 Double shipment by vendor

	 FORMCHECKBOX 
 Exceeded blanket purchase order amount
	 FORMCHECKBOX 
 Substitution by end user 
	 FORMCHECKBOX 
 Invoice received after end of fiscal year

	 FORMCHECKBOX 
 Ordered item not allowed on blanket purchase order
	 FORMCHECKBOX 
 Installation not on purchase order
	 FORMCHECKBOX 
 Invoice incorrect

	 FORMCHECKBOX 
 Demonstration or trial product that was kept and not returned to vendor
	 FORMCHECKBOX 
 Services performed outside of specification 
	 FORMCHECKBOX 
 Delivered after end of fiscal year

	
	
	 FORMCHECKBOX 
 Other  (Specify in Explanation)

	Explanation of How the Problem Occurred (Please be specific.  Include dates, names and applicable documents.  Attach additional sheets if more space is needed.)

	

	

	

	

	

	

	Explanation of How the Problem Will Be Prevented in the Future 

	

	

	

	

	

	 FORMCHECKBOX 
 I Recommend to Process for Payment
	Signature of Director/Principal and Date

	 FORMCHECKBOX 
 I DO NOT Recommend to Process for Payment
	

	Part III – Corrective Review and Action (for the Purchasing Department only)

	

	

	 FORMCHECKBOX 
 Process for Payment
	 FORMCHECKBOX 
 Attorney Review IS Attached
	Signature of Director of Purchasing and Date

	 FORMCHECKBOX 
 DO NOT Process Payment
	 FORMCHECKBOX 
 Attorney Review IS NOT Attached
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