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Notification of LOSS RePORT



(Date)


Shahrooz Roohparvar, Vice President for Finance and Administration
and
Blayne M. Clements, Chief Audit Officer
Austin Peay State University
601 College Street
Clarksville, TN  37044


[bookmark: _GoBack]Dear Mr. Roohparvar and Mr. Clements:

Please be advised that the following loss has occurred in    (Department Name)              at
Austin Peay State University.

Below is a brief description of the loss: 

(Include individual’s name, approximate amount in question, and the nature of the loss)______________________________________________________________________________________________________________________________________________________________________________________________________________________________________                                           

The situation is currently being investigated by ___(investigating unit)____.   The results of the investigation will be issued at the conclusion of the investigation.



Sincerely,

______________(Name)_______________


______________(Title)________________

*All losses must be reported immediately to the Vice President for Finance and Administration, except cash losses less than $500.    Cash losses less than $500 should be reported immediately to the Associate Vice President for Finance.  


