
 
 
Date: 
To: 
From: Chief Financial Officer 
RE: Unauthorized Purchase 
 

VIOLATION NOTICE OF PURCHASING POLICY 
 
Item Purchased: 
Purchase Order Date: 
Purchase Order Number: 
Vendor: 
Amount: 
 

During routine processing, the Purchasing Department of Calhoun Community College found the above purchase 
order(s) requested after the purchase date. 

The Alabama Community College System Fiscal Procedures Manual clearly outlines purchasing procedures in 
Section X.  The Calhoun Community College Personnel Handbook also outlines purchasing procedures in Chapter 2, 
II.A.1. 

A purchase order must be obtained prior to the acquisition of all materials, supplies, equipment, repair, rent, 
services, and all other obligations of the institution. 

Furthermore, the Alabama Department of Examiners of Public Accounts audits our financial statements and 
internal controls on an annual basis.  Failure to comply with the aforementioned procedures may result in an audit 
finding and affect the condition of your employment. 

Please attach your justification for non-compliance with CCC and Alabama Community College System purchasing 
procedures then forward to the President’s Office for approval.  No further purchase orders will be approved until 
this has been completed and returned to the Purchasing Department. 

Should you have any questions, please email Vanessa Looney at vanessa.looney@calhoun.edu. 

 

 

 

 

President’s Signature ___________________________________________________________________ 


