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1. Documents that are pre-audited by DAS-SAE-Daily Processing may be rejected for further 
processing for a number of reasons. These include: all required supporting receipts are not 
attached, the document is not signed by claimant or appropriate departmental official, funding is 
not in the appropriate account, the document requires additional clarification or documentation, 
etc. 

2. Per your department’s preference the document may be returned to the department, the 
problem may be solved through an email message and departmental response, or a phone call. 

a. The document will be returned to the department if the department does not want to use 
email, or if it is impossible to solve the reject through email, or a phone call. 

(1) When the document is returned to the department for further processing, a "Reject 
Sheet" will be attached to the document. The reject sheet will specify the reason the 
document has been returned and will cite the corrective action necessary before the 
document may be paid or processed. 

(2) After the appropriate action has been taken by the department, the document should 
be approved on I/3 by the department and resubmitted to the DAS-SAE-Daily 
Processing. THE REJECT SHEET SHOULD REMAIN ATTACHED TO THE DOCUMENT AT 
ALL TIMES. 

(3) Explanations and documentation for expenditures of an unusual nature may be 
forwarded with the document and reject sheet to DAS-SAE-Daily Processing. 

(4) For an example of the "Reject Sheet" used by DAS-SAE-Daily Processing, see page 2 of 
this procedure. 

b. Certain rejects may be resolved through email. 

(1) Departments must first notify DAS-SAE-Daily Processing of their interest in resolving 
rejects through email. An email name of the employee who will be receiving the email 
notes must be provided to DAS-SAE-Daily Processing. 

(2) Once signed up, whenever possible, departments will be notified of problems on 
documents through email. Not all rejects will be able to be resolved through email.   

(3) Daily Processing will send the department a note an email explaining the reason the 
document cannot be processed. The actual paper document will be kept in DAS-SAE-
Daily Processing. When the department has the problem resolved, they will notify DAS-
SAE-Daily Processing of this by replying to the email.   
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(4) Responses received by noon normally will be processed that day. Any responses 
received after noon may not be processed until the next day.  

 


