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Policy
A. As noted throughout the policy, there may be reason to allow for an exception to this policy.  Exceptions will not be considered without an “Exception to Policy2” form completed, signed by a line officer, and attached to the expense report or credit card transaction.
B. In order to comply with IRS, NCAA and other regulations some exceptions will not apply.  

Directions
Complete this form and attach to the expense report or credit card transaction that is otherwise considered un-allowable per the policy.


	Employee Name
	
	Date of transaction
	

	Account
	
	Amount of transaction
	

	Policy Exception Requested

	

	Justification









	

	Certification
	I certify that I am not being reimbursed from another source for any portion of the requested payment.

	Employee Signature

	

	Line Officer Signature

	




