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AFTER-THE-FACT (AFT) REPORT

Goods ordered without a purchase order or services which have commenced or have been completed without a Personal Services Contract signed by the contractor and the College are unauthorized or after-the-fact commitments (ATF) and are in violation of State statute when a disbursement has been made in violation of CRS 24-30-202(2) or an obligation incurred in violation of CRS 24-30-202(3) without prior approval of a purchase order or a State contract when required under Fiscal Rule 2-2.  Individuals who knowingly place orders or allow work to commence without a signed purchase order or contract may be held personally liable.  The following information is required to document and process ATFs.
	SECTION I.  To Be Completed By Requestor:  (use the column or row next to existing text to fill-in your answer)


	Vendor or Contractor:
	

	Description of Goods / Services:
	

	Total Cost:
	

	Date commitment was made:
	

	Delivery Date / Dates of Service:
	

	Terms of Payment:
	

	Order placed by / Services negotiated by:
	

	Section I completed by:
	
	Date:  


	1. Explain the circumstances of how and when the ATF commitment was made and any payments that were made prior to approval of a purchase order or full execution of a contract.

	


	2. Explain why the proper procedures were not followed.

	


	3. Describe how the terms of the commitment were negotiated and how the prices or rates were determined. Attach any invoices, quotes, historical cost information, relevant correspondence and documents that describe the terms.

	


	4. What corrective actions are being taken to prevent a recurrence of an ATF by the department and the employee(s) involved?

	


	SECTION II.  To Be Completed By Finance & Administration or Procurement & Contracts:


	Disbursements made?
	No:
	(
	Yes:
	(
	Amount:
	$

	Requisition No. (R00_____) or Encumbrance No. (E000____): 
	
	Date Created:
	
	By:
	

	Date Approved by Human Resources:
	
	

	Other Approvals:
	

	Purchase Order No. or 
Contract No:
	
	Date Created:
	
	Date Mailed:
	

	Date Reminders (recreated paperwork) Mailed to Contractor:
	
	
	
	

	W-9 Received:
	
	Signed contract received:
	

	Date insurance certification received:
	
	

	Date Form 8233 received:
	
	

	WSC ATF APPROVAL:
	
	Date:  


	$5,000 and above - State Controller Ratification Required


Complete details and full explanation of the circumstances of an ATF purchase order or contract are required to be submitted by WSC’s Vice President for Finance and Administration to the State Controller’s Office for ratification of a commitment that violates state statute according to the requirements of the State Controller’s Policy for “Processing Commitment Vouchers that Violate State Statute”.  The approval of an ATF PO or ENC and completion of the contract or payment process will be withheld until the College’s ratification request approval has been received from the State Controller’s Office.
	1. Description of the commitment:


	Description of Goods or Services:
	

	Total Cost:
	

	Date commitment arose:
	

	Whether disbursements have been made:
	

	Relevant documents provided:
	Invoice(s)  (
	Correspondence  (
	Purchase Order  (
	Contract  (


	2. Explanation of why commitment arose before it was authorized.


	WSC Department:
Name:
Title:
of person responsible for commitment
	

	Description of internal controls and why controls did not prevent the situation from occurring:

	

	Finding with supporting facts stating whether either party acted in bad faith or fraudulently:

	


	3. Evaluation of pricing


	Assess whether the prices or rates are fair and reasonable, including the basis for that conclusion.

	

	Include other quotations received and historical purchase cost information with dates, if applicable.

	

	Describe procurement procedures that were used and whether all other required approvals were obtained.

	


	4. Expenditure and unencumbered balance


	Confirm that the expenditure is within the unencumbered balance and that the College has the funds to pay for the commitment.

	


	5. Description of preventative steps


	Describe the measures planned to prevent a reoccurrence of the violation. 

	

	If similar violations have occurred in the past, explain what prior preventative actions were taken and why they have not been effective.
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