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The purpose of this policy is to establish procedures for the ordering, receipt, and payment of all location supplies.

The goal of this policy is the procurement of all the departmental supplies in a uniform and efficient manner.

Policy

All locations shall designate a supply liaison responsible for the ordering, receipt and payment of all location supplies.

Supply liaisons shall inventory all location supplies on a quarterly basis and project needed items.  

Supply liaisons shall verify, prior to order, that the supplier has an active contract with the Department of Youth Services or the Commonwealth of Massachusetts as an approved vendor.

Supply liaisons shall have a documented system of fiscal accountability. The system shall ensure that funds are available prior to purchase and that a declining balance is recorded upon payment.

Supply liaisons shall verify receipt of all items ordered, facilitate the distribution of these items and ensure payment is made in a timely manner.

Procedures
A.     Ordering Supplies

         1. 
Location Managers ordering supplies shall submit their requests to the Location supply liaison indicating the items to be purchased and the quantity and cost of the items.

         2. 
The Location supply liaison shall identify an appropriate vendor, verify that an active contract exists and that funds are available in the appropriate accounts.

         3. 
The supply liaison shall communicate with the appropriate fiscal field office concerning any items to be purchased that require billing through the field office. This communication shall occur prior to purchase.

         4.
The supply liaison shall submit a written order to their field office for items to be purchased if such items must be billed through the field office.

B.     Non-Contracted Vendors
         1.
The supply liaison shall recommend a suitable non-contracted vendor to the Location Manager when supplies cannot be obtained from a contracted vendor.

         2. 
The supply liaison shall communicate requests for purchases and the name and cost of the non-vendor item to the fiscal field office.

         3.
The fiscal field office shall order the requested supply from the non-contracted vendor.

C.     Receipt and Payment of Supplies

1.
All ordered supplies shall be delivered to the appropriate supply liaison prior to distribution.

2.   
The supply liaison shall visually verify that all items ordered are received and sign and date the packing slip verifying the same. 

3. The supply liaison shall attach the signed packing slip to the bill on non-Electronic Data Interchange (E.D.I.) items when received, fill out a payment voucher when indicated, and forward these to their designated fiscal field office.

D.     Fiscal Review
         1. 
The supply liaison shall reconcile supply accounts on a quarterly basis and submit a copy to their Location Manager.

2. The supply liaison shall formally review their accounts with their designated fiscal field office on a monthly basis to ensure the accuracy of their records and that they agree with the fiscal field office accounts.

         3.
Fiscal field offices shall submit a monthly fiscal report to Location Managers.
.

OUTCOME MEASURES/PERFORMANCE INDICATORS
(     All supplies are procured in a uniform manner.

( 
Supply accounts are kept accurate and up to date.

( 
No supplies are ordered from a non-contracted vendor when an active contract with the Commonwealth exists.

( 
All ordered supplies are received and distributed by supply liaisons only.

( 
Supply liaisons review their accounts with their field office on a monthly basis.

(
Monthly fiscal reports are submitted to the location managers.

(
Supply liaisons reconcile supply accounts quarterly.

(
Supply liaisons verify that all ordered items are received.

