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Notification of LOSS RePORT



(Date)




_________________, Vice Chancellor for Business and Finance
Tennessee Board of Regents
1415 Murfreesboro Road, Suite 350
Nashville, TN  37217


Dear ____________:

Please be advised that the following loss has occurred in    (Department Name)              at
                      (Institution)									

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)____.   A case resolution report will be issued to you by ____(name, title, phone number)____ at the conclusion of the investigation.



Sincerely,

______________(Name)_______________


______________(Title)________________



