Ponca City Public Schools
ASSUMPTION OF RESPONSIBILITY

Ponca City, Oklahoma

PO # _____________
      VENDOR ___________________________     DATE ___________
FUND ____________
      ACCOUNT __________________________
This form is to inform you that the attached transaction you are requesting is a violation of State Law and/or Board of Education policy due to the following reason(s).

_____
1.
This invoice should have been paid in the prior fiscal year.  It is not a legal



obligation and/or expenditure of this year’s funds

_____
2.
The purchase/obligation was made prior to the Purchase Order being 


prepared.  In order to be legal, a Purchase Requisition must be prepared and Purchase Order issued to encumber funds BEFORE goods/services are ordered or purchased.
_____
3.
Other ______________________________________________________

PLEASE NOTE:  In the event of disclosure during an audit, this letter will be presented to the auditor to show that you have been made aware of the violation, that you have been told by your supervisor as to the proper procedures for the future, and the Ponca City School District is not legally responsible for payments of these obligations.  In the event fines, fees or penalties are assessed regarding this payment, you agree that you are personally responsible to the district to pay such fines, fees or penalties.  This form will be filed with the Purchase Order for possible review by the auditor as documentation of the District’s obligation to educate employees and managers of Board Policy and State Law.

___________________________________

________________________________
Supervisor of Employee




Signature of Employee

__________________________



__________________________

Date






Date

This form can be approved by the individual incurring the expense and/or their direct Supervisor who authorized the purchase in advance.

Please sign and return to the Central Office.

Feel free to note pertinent information for the auditor’s information.

cc:  Dr. David Pennington, Superintendent
       Dr. Nancy Niemann, Assistant Superintendent
 7/17/2006

