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DATE:
June 28, 2004 
TO:
Executive Committee Members, Assistant Vice Presidents, Chairs, Directors, Department Heads, Assistants to the Deans and Vice Presidents, and Departmental Administrators  

FROM:
Harry S. Lynch, Jr. 
Executive Vice President for Business Affairs/CFO  


Business Affairs Bulletin No. 09 - FY 2004
SUBJECT:
Safe and Vault Combinations 
The Board of Regents’ Rules and Regulations, PART TWO, Chapter VII, Section 4 states: 

The combinations to all vaults and safes used by component institutions 
shall be filed under seal with the chief business officer.   
The Handbook of Operating Procedures, Chapter 2, Section 2.7, Policy 2.7.1 is the Health Science Center’s policy on safe combinations.  All combinations to safes utilized at the institution must be on record at the Office of the Executive Vice President for Business Affairs and Chief Financial Officer.  

Procedures for filing safe or vault combinations with the Office of the Executive Vice President for Business Affairs are to list the following information on the department’s or office’s university letterhead.    

Name of the custodian: 
Location of the safe or vault: 
Brand of safe or vault:  

Combination of safe or vault: 
Date combination was last changed:  

Seal the above information in an envelope and label the outside of the sealed envelope “safe combination for (department or office name).”  Then place the sealed, labeled envelope with a transmittal letter in a campus-mail envelope addressed to the Office of the Executive Vice President for Business Affairs, MSC 7866, Room 426A-Med.  The sealed envelope will be date-stamped over the seal and stored in a secure place.  Also please send a copy of the department transmittal letter to Chief Bratten.    

Procedures for safe and vault combinations are to be followed each time the combination to a vault or safe is changed.   

Please distribute this information to employees who are responsible for university safes and vaults.    
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