


PROCUREMENT PROCEDURES

· REQUISITIONS (REQS) 

A requisition requesting materials or services must be submitted to Budget Control at the Central Business Office (x541).  Requisitions must be approved and initialed by an appropriate administrator. Under NO CIRCUMSTANCES should anyone contact a vendor to order materials or services PRIOR TO submitting a requisition and receiving a copy of the purchase order.

If there are sufficient funds in the budget, and the Business Manager and the Controller approve the requisition, it will be processed and a purchase order will be issued.

Requisition preparation:

1. Fill out the top section with the following information:

Account # - is generally provided by the principal or director

Vendor # - will be filled in by the Central Office

Vendor Name – provide the name, complete address (including city, state & zip), 

telephone and/or fax # (if available to you). If vendor information is being provided for an individual, you must also include his/her social security #.


Date – the date you are completing the requisition


Ship To – the name and address of the school where you want the materials shipped to OR where the service will be provided


Contact Person – is the name of the person (principal, director or teacher) who is requesting the materials or services. This will also be the person who will receive the “ok to pay” copy of the purchase order when issued.


Telephone – the phone number where the initiator of the order can be reached should questions arise

2. Pricing - Make sure to use a current vendor catalog with accurate prices and apply all discounts (see #3 detail on discounts).

3. Discounts - A discount offered by a vendor MUST be calculated within each line item price.  The discount cannot be taken as a lump sum at the end of the requisition. The financial system used by the City of Malden does not have the physical capabilities of entering a bottom line discount.

4. Shipping Charges - Check with the vendor to see if shipping/handling charges should be added to the order – determine how much of a percentage is standard, and apply it to the order.  If shipping is “free”, the vendor rep’s name or a code #, authorizing FREE shipping, must be indicated on the requisition. In the event that there are no shipping charges or authorization for free shipping indicated on your requisition, the requisition will be returned to you as incomplete.

Important Notes:
· If incorrect pricing and/or shipping charge errors result in an increase to the purchase order, and funds are not available in the budget line item to cover the increase, the order will be canceled and returned to the initiator.

· Requisitions prepared incorrectly will be returned to the initiator, causing delays in the ordering process. Under no circumstances should anyone phone, fax or mail in a requisition or a purchase order to a vendor.
· PURCHASE ORDER (PO) 

1. A purchase order is issued after a requisition has been approved and processed by the Business office and the Controller’s office.  The original PO is mailed to the vendor from the Controller’s office and the Business office will send a copy to the order’s originator. The copy will have an “ok to pay” sticker and is a key tool used in paying for goods or services (see section on vendor payments).

Notes:

A. If you do not receive a PO copy within two weeks of sending your requisition, please call Budget Control @ x541 to make sure that your requisition was received at the Central Office for processing.

B. Purchase orders are NOT transferable.  If the purchase order is not used for its original intent, it must be canceled.  To do so, please notify Accounts Payable (OM – Ordinary Maintenance) @ x254, Accounts Payable (Grants) @ x207 or Budget Control @ x541.

C. The purchase order is only valid for the current fiscal year.  The Business office will initiate the process of closing any inactive and open balance purchase orders beginning the first week in April in preparation of fiscal year end closing.
2. Reserve PO Numbers – In the event of an “emergency”, a reserve purchase order number may be requested by calling x541 at the Central office.  An emergency PO is for the purchase of goods or services that is so badly needed that the school will suffer financial or operational damage if it is not secured immediately. What constitutes an “emergency” will be determined, and will need approval, of the School Business Manager and/or the Superintendent of Schools, as well as the city Controller.
3. Unauthorized purchases – Ordering materials or services PRIOR to submitting a requisition should NEVER be done and does NOT constitute a reason for requesting a Reserve P0#.  If a purchase order has not been obtained through the required process, prior to ordering materials or requesting services, the Controller’s office will deny payment of the vendor’s invoice.  It will then be the initiator’s responsibility to resolve payment conflict with the vendor and/or the Controller’s office.

· VENDOR PAYMENTS
Vendors are instructed to submit invoices to the Accounts Payable department at the Central Business Office.  However, in the event that an invoice is mailed to the school in error, it must be forwarded to Accounts Payable immediately in order for payment to be processed.

1. Sign - As soon as goods are received or services have been rendered, sign and date your “ok to pay” copy of the purchase order (colored label copy).

2. Return -Return the signed copy as soon as possible to Accounts Payable OM or Grants Management sections, which can be determined by the billing address located in the upper left-hand corner of the purchase order.  

3. Payment - As soon as the invoice and the “ok to pay” have been received, payment to the vendor can be processed.  The Controller’s office mails out checks on/or about the 15th and 30th of each month.

IMPORTANT:  Delays in processing payments due to missing “ok to pay” copies can result in vendor account “holds”. This could result in non-shipment of future goods and existing orders to other school departments.

· “YOU” ARE THE VENDOR
When a purchase order has been issued to you for services rendered or for  a purchase reimbursement, the steps listed below must be followed.

1. Services Rendered – An ORIGINAL Malden Public School Invoice, found on the Central Business office website www.malden.mec.edu/mps/administration.htm, must be submitted to Accounts Payable as soon as the services have been provided.  Please remember that your purchase order IS NOT an invoice.

2. Reimbursements – Purchase of materials/supplies: All ORIGINAL receipts must be attached to an ORIGINAL Malden Public School Expense Voucher (link to form) www.malden.mec.edu/mps/administration.htm and submitted to Accounts Payable within 30 days following the date of purchase indicated on your receipt.                                                                Travel expenses: Original receipts and MPS Expense voucher are submitted in the same manner and must also be submitted to Accounts Payable within 30 days after your return from travel and/or conference attendance.  You must follow School Department policy on all travel expense reimbursements. (Refer to the Employee Travel section at  www.malden.mec.edu/mps/administration.htm)
3. NOTE – Under IRS and Malden Public School regulations the following items are NOT acceptable items and/or documentation for reimbursements.

· Photocopies of receipts

· Sales Tax (We are a tax exempt public organization.)

· Receipts that are illegible (faded, “marked up”, etc.)

· Receipts that do not include complete information (merchant name, purchase date, item descriptions, amount paid, etc.) – This includes credit and/or debit card summary receipts.

· Purchases that do not meet the description on the approved purchase order
· Gift Cards and Gift Certificates

· Purchases made by anyone other than the party named on the purchase order

· Purchases made (receipts dated) prior to the date of the purchase order 

If YOU HAVE ANY QUESTIONS, PLEASE CONTACT ONE OF THE

CENTRAL BUSINESS OFFICE STAFF MEMBERS LISTED BELOW.
Budget Control (Requisitions and Budget Control) – Denise Todisco  x541

Accounts Payable (OM – Ordinary Maintenance) – Angela Cronin  x 254

Accounts Payable (Grants Management) – Nancy Camarata  x 207

