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Office of the Comptroller
Dean Brasser, City Comptroller
Room 406

210 Martin Luther King, Jr. Boulevard

Madison, Wisconsin  53703-3345

(Phone) 608 266 4671

(FAX) 608 267 8705
February 6, 2006
TO:
Cardholder

FROM:
Patricia A. Brill, CPA, Accounting Services Manager

SUBJECT:
Past Due Purchasing Card Statement
Dear      :

Your monthly       purchasing card statement is now past due. Purchasing card statements are due in the Comptroller’s office on or before the 15th of the month for the previous month. It is imperative that you comply with the pre-established procedures. Please have all the approved documents to us within the next 3-5 business days.

Thank you.

cc:
Dean Brasser, Comptroller


Dept Head

Approver

Karen Thompson, Accounting
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