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The purpose of this policy is to delineate the conventions used to code financial documents within the Department.

The goal of this policy is to establish a document coding system that is recognizable to all users of financial data within the Department and conforms to Comptroller requirements for document coding within the Massachusetts Management Accounting and Reporting System (MMARS).

Policy
All DYS locations responsible for coding (preparing) and/or the on-line entry of MMARS documents shall use the standard numbering conventions as described in the Procedures section of this document.

DYS locations shall be defined on MMARS using unique organization codes.

DYS staff involved in document preparation shall have unique identifiers assigned to them to enable follow up when necessary.

Each document shall be coded with an organization code representing the Location for which an expense is incurred.
Organization Codes are updated as new locations are added and are reviewed and updated annually.

Active Organization codes are found in the MMARS ORGN table that is summarized in Attachment A.

Procedures
A.     Payment Vouchers 

1. Payment Vouchers shall be numbered as follows, PV DYS 1100 7163D01, using the standard conventions described below:
                        

a. Organization Code (4 digits)

b. last number of Fiscal Year during which payment is being made (1 digit). This number refers to the fiscal year for which the payment is being made.

c. Julian Date (number of days since January first of the calendar year) (3 digits).  Accounts payable vouchers are numbered with Julian date plus 500. (For example, July 1, 1996 is numbered as 182 for a fiscal year 1997 payment or 682 for a fiscal year 1996 payment).

d. user Alpha code per Attachment B.  (1 character)

e. daily sequence (numbers 01-99) (2 digits) 



B.     Miscellaneous Purchase Orders 

2. Miscellaneous Purchase Orders shall be numbered according to the conventions described below:

f. Organization Code (4 digits)

g. last number of Fiscal Year for which funds are being reserved

h. Object Code of expenditure (Letter and two digits) as defined in the Comptroller’s Expenditure Classification Handbook for the fiscal year during which funds will be expended

i. user Alpha code per Attachment B  (1 character)

j. daily sequence (numbers 01-99) (2 digits)

C.     Departmental Purchase Orders (PD’s) and Price Agreement Purchase Orders (PG’s) 

3. Departmental Purchase Orders and Price Agreement Purchase Orders shall be numbered using the following conventions:

k. Organization Code (4 digits)



l. document identification number as printed on forms ordered from the state forms vendor (1 letter and 6 digits)

D.     Lease Orders (LO’s) 

4. Lease Orders (LO’s) shall be numbered using the following conventions:

m. Organization Code (4 digits)

n. last number of Fiscal Year for which funds are being reserved

o. Object Code of expenditure (Letter and two digits) as defined in the Comptroller’s Expenditure Classification Handbook for the fiscal year during which funds will be expended.

p. user Alpha code per Attachment B.  (1 character)

q. daily sequence (numbers 01-99) (2 digits) 



E.     Service Contracts (SC’s) 

5. Expenses classified under all subsidiaries except MM (Purchased Client Human Services and Programs) shall be numbered using the following conventions:

r. Organization Code  (4 digits)

s. last number of Fiscal Year for which funds are being reserved.

t. Object Code of expenditure (Letter and two digits) as defined in the Comptroller’s Expenditure Classification Handbook for the fiscal year during which funds will be expended.

u. user Alpha code per Attachment B.  (1 character)

v. daily sequence (numbers 01-99) (2 digits) 



6. Expenses classified under Subsidiary MM (Purchased Client Human Services and Programs) shall be numbered using the following conventions:

w. Organization Code (4 digits)

x. Last number of Fiscal Year for which funds are being reserved.

y. Sequence according to type of service.
z. DYS foster parent encumbrances shall have the word “FOSTER” appear after the fiscal year indicator. (SC DYS 9100 7FOSTER).
aa. Individual contractors shall have their last name used as the identifier after the fiscal year indicator. (For example, a contract with Fred Robinson for the Central Area would be coded SC DYS 9200 7ROBINS).

ab. Services purchased under Master Service Agreements (MSA) shall be numbered with the object code for the MSA and the initials MSA after the fiscal year indicator.
ac. Services purchased under the Purchase of Service Contract regulations shall be numbered by the Director of Contracts.                                                                                                                                                                                                                                     

OUTCOME MEASURES/ PERFORMANCE INDICATORS

· MMARS documents will be coded consistently throughout the Department.

· All MMARS coding conventions are followed.

· Use of Organization Codes will identify expenses incurred by individual sites within the Department.

· Use of Alpha codes will identify staff person preparing document.

· Organization codes are updated as new locations are added.
