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CORRECTIVE Action Form:
Failure to comply with Procurement Standards

Date:

REQUISITION NO.

EMPLOYEE NAME: ' Supervisor Name:

CH (LOCAL) POLICY

The Board shall assume responsibility for debts incurred in the name of the District so long as
those debts are for purchases made in accordance with the adopted budget, state law, Board
policy, and the District’s purchasing procedures. The Board shall not be responsible for debts
incurred by persons or organizations not directly under Board control. Persons making
unauthorized purchases shall assume full responsibilities for all such debts.

Describe the Corrective Action to Prevent Future Non-Compliance

CORRECTIVE ACTION

| understand that District employees may be held financially liable for purchases (goods or
services) made without authorization. Therefore, in the future, | will ensure that prior approval
is obtained for all purchases made with District funds.

Employee Signature Date

Supervisor Signature Date

**Please attach completed form to requisition**
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