ROUTING  of  16A/16C   or  Purchasing Violation Forms
(Both Forms are Attached)
	FROM:   __ _______________________________________________(Originator)
TO:   __ ______________________________ (Person Responsible for violation)
(If you are both the Originator and the Person Responsible for Violation, enter your name in both places)

	The attached invoice, contract*, PO or proposal (circle one) indicates that there is a contracting violation that requires an executed 16A/16C Form prior to processing.

   □    Invoice indicates work started prior to contract* encumbrance 

 [ Fill out PART II  of 16A.15-16C.05 Form ] complete  TWO Forms

           Invoice indicates work started prior to contract* execution 

[ Fill out PART II  of 16A.15-16C.05 Form ] complete  TWO Forms

   □    Proposal that is attached to the contract* drafting request  indicates work started prior to contract execution [ Fill out PART II and III of 16A.15-16C.05 Form] complete  TWO Forms
   □    Contract* indicates work started prior to contract execution [ Fill out PART II and III of 16A.15-16C.05 Form] complete  TWO Forms
   □    Purchase order (PO) or other document indicates material was ordered prior to execution of the PO that is attached to the contract* [Fill out “Purchasing Violation Form” ]
            □    Other.  Describe _Work continued after contract expiration._______________________
          [ Fill out: (circle one)   PART II    PART III  of 16A.15-16C.05 Form   “Purchasing Violation Form”  ] complete  TWO Forms

After completing, attach copies of the applicable invoice, contract* or purchase order.  Keep a copy for yourself should you need to follow-up.

	* The term “contract” is defined as an original contract or agreement;  or an amendment or supplemental agreement to the contract or to the agreement.


ROUTING
□    Name of Originator  ____________ __ Date Sent to “Person Responsible”________________
□    Person Responsible _______________Date sent to “Supervisor”_____________________
□    Supervisor of Person Responsible ___________________Date sent to “Director”  __________
□    Director        Date sent to “FMR”  _____________

□    FMR ________________________        Date returned to Person Responsible  _____________
□    Person Responsible  ___________________ Date returned to Originator  ________________
