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John Griffin, Chief Financial Officer

Title:
Use of the Incomplete Information form for items sent to TUC for processing that have to be returned for additional information.

Statement:

This procedure is established to document the process whereby paperwork that is received by TUC that is incomplete and cannot be processed will be returned to the sender with an Incomplete Information form attached.  Both accounting and sponsored programs personnel will utilize this form.

Purpose:

To provide TUC with a common form to communicate with the campus community and internally any items that prevent the processing of documents such as a purchase order, check request or payroll timesheet, etc. 

Procedure

1. Accounting or Sponsored program personnel identify missing information in their review of the documents to be processed.      

2. The Incomplete Information form is completed and attached to the packet to be returned for corrections.    

3. A copy of the Incomplete Information form is filed by letter of the last name of the person to whom the packet is being returned. 

4. When the paperwork is corrected and returned for processing, the copy of the Incomplete Information form is retrieved from the file and destroyed. 

5. The files will be reviewed every 4 weeks for items that have not been cleared.  The copy will be given back to the person who initiated the request for missing information and an e-mail or phone call will be placed as follow-up. 

6. The form can then be returned to the file until the incomplete documentation is returned and processed. 
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