
Florida Gulf Coast University 
 
 
 

MEMORANDUM 
 
Date:  
 
To: Purchasing Department 
 
From:  
 
Re: Late Justification 
 
 
The attached Requisition #_________ was submitted after the receipt of goods or services for the 
following reason(s):   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
----------------------------------------------------------------------------------------------------------- 
 
We have taken the following steps to ensure this does not happen in the future:  
 
 
 
 
 
 
 
 
 
 
Authorized Signature: ______________________________________________       Date: __________________ 
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