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The purpose of this policy is to clearly define the procedure for encumbering Department funds.

The goal of this policy is to ensure that funds are available to pay for goods ordered or services rendered to the Department.

Policy

All authorized DYS personnel shall use the encumbrance process to initiate the purchase of goods or services.

Procedures

A.     Purchasing

1. The subsidiary and object code of the intended procurement shall be identified with the use of The Commonwealth of Massachusetts Expenditure Classi​fication Handbook.

2. The uncommitted balance in the identified subsidiary shall be examined by the 
     originator to determine the availability of funds. This information is available in MMARS and/or through contact with the fiscal staff person responsible for management of the appropriation (account supervisor).

3. The completed Spending Request Form shall be submitted to the account supervisor.

4. There shall be an authorized, approval signature (Area Director/designee) 
     on the Spending Request Form.

5. The account supervisor shall double check fund availability (if unavailable, package returned to originator).

6. The account supervisor shall use the Expenditure Classification Handbook to determine which encumbering document is to be used for the purchase. 

7. The account supervisor shall prepare and process the encumbrance.

B.     Audit Trail
         1.     For an Electronic Data Interchange (EDI) purchase, a screen print of the 


     transaction shall be sent to the Location that requested the purchase.  This is 

     an electronic purchase, vendors do not receive a paper.

         2.     When hard copies for non EDI purchasing are received from the 

 
     Comptroller they shall be distributed as follows:


     a.     copy #1 to the Vendor (this initiates the purchase)


     b.     copy #2 to the Location of purchase request


     c.     copy #3 is to be attached to the input form 


     d.     copy #4 is an extra copy to the Location

OUTCOME MEASURES/PERFORMANCE INDICATORS

· Encumbrances are in place before purchases are made.

· Funds are budgeted to cover obligations.

· Key personnel (with fiscal responsibility) are aware of fund balances.

· An accurate breakdown of availability of funds by subsidiary is presented. 







