To: Asher Curtis
From: [Student Name], Forensic Analyst
Subject: Questions for [Insert Agency or OK State] P-Card Usage
Date: [Insert date]
Summary of Findings (1–2 paragraphs)
Brief overview of evidence discovered, with relevance to possible misuse or ethical violations of P-Card policy.
Analytical Methods Used and Evidence Found
Describe broadly the tools focused on for this report and their purpose i.e., keyword analysis to identify prohibited items. To discuss the evidence you find for each tool you used consider a format of tool used as a subheading and list of evidence like below:
1. Tool Subheading
a. Evidence …

Questions and Recommendations
Citing the specific evidence discussed above, i.e., 
· for 1a the question is what kinds of exceptions allow an individual to spend $$$ on a single transaction/monthly spend/specific items etc. 
Conclude with any additional requests for documentation or other suggestions.
Attachments
(use screenshots from the workflow, use consistent labeling as in the list)
