To:
Margot Surridge


Vice President for Finance and Administration
From: 
<NAME>

Dean or Vice President for <AREA>
 Subject: 
Authorization for a deficit 
Date:
<DATE>
In accordance with the “Policies and Procedures for Departmental Account Deficits” which requires that accounts with deficits must have written authorization, the following information is provided concerning the deficit for <name of account/department>.

This documentation will serve as request for authorization of the department deficit.  
Deficit as of:



Amount of Deficit Authorized: 



Reason for Deficit:
 


	Vice President for Finance and Administration Use Only:

Amount Approved:

​​​​​​​

_________________________________      ____________________

Authorized Signature
Date


Cc:
Department Head


Director of Accounting Services 
