SUBMISSION OF A

SPENDING UNIT DISPUTE FORM

If, after reviewing your statements and the appropriate back-up, you identify a charge(s) that you are disputing, please follow the steps below:
1. Complete the Spending Unit Dispute Form, providing all information requested on the form.

2. Email, fax or mail the completed dispute form.  If faxing or mailing the form, please sign the form for verification purposes.  

3. IS&C Telecomm Unit must receive the form by the statement date.  Any dispute form received after the statement date will be rejected.

4. IS&C will notify the spending unit of receipt of the dispute form via an email or fax.  If the form is received and not completed as required, it will be returned to the spending unit so the missing information can be provided.

5. IS&C will notify the spending unit within ten (10) business days of receipt of the dispute of the resolution.

