OAK HILL								
Purchasing Policy & Procedures

INTRODUCTION
The goal of Oak Hill’s purchasing policies and procedures is to provide reasonably priced, high-quality goods and services to user departments, while preserving organizational and financial accountability. Purchasing functions include obligations for ethical behavior, compliance with government regulations, proper transaction documentation and fiscal responsibility. This policy is intended to help department employees to fulfill these obligations, as well as to ensure consistent purchasing practices across the organization.

This policy applies to all Oak Hill employees.

NON-CAPITAL PURCHASE (includes any item with a value of under $1,000 or a useful life of less than 3 years; or any service agreement of one year or less) 
Requisitioning
· Required:  A Purchase Request Form must be completed for all purchases over $50.00.
· Employees with authority to complete a purchase request form:  group home/day program managers, teachers, supervisors, maintenance mechanics and higher. These employees will identify the item (model, price, etc.) and the Preferred Vendor.
· A list of Preferred Vendors is maintained and periodically reviewed by the Purchasing Department. New vendors: approval must first be obtained from the Purchasing Manager (PM). New vendors must be verified with the Medicaid Administrative Actions List and, if applicable, a completed IRS W-9 form must be obtained. The Code of Ethics and Conflict of Interest policies applies to the vendor selection process.(Please refer of Oak Hill’s Policy Manual, Chapter 3) 
· Approval: form must be approved by the employee’s supervisor before it is sent to the PM to place the order.  With the exception of Capital Purchases, all approvals must be handwritten. (Please refer to separate section on Capital Purchases.)
· Exceptions: purchases of office supplies (Please refer to section on Ordering Office Supplies.), maintenance supplies and program (group home, day program or education classroom) purchases such as food, household supplies (Please refer to section on Purchase Cards.) or services such as landscaping and snow removal.

Approval Levels and Amounts:
· Department Managers and Program Supervisors can approve any order over $50.00 and under $300.00. 
· Department Directors, Directors of Community Programs or Assistant Director of Education must approve any order over $300. 
· Any purchase over $1,000 requires the approval of a member of the Management Cabinet.
· Any purchase over $5,000 must be approved by the President or Vice President – Finance and Administration. 

Processing
· All approved purchase request forms will be sent to the PM.  
· The PM verifies that the purchase request forms are properly approved, and prepares a purchase order (PO).  
· In the absence of the PM, the PO can also be prepared by the Assistant Purchasing Manager (APM).  
· Once the order is placed, the PM or APM will email a copy of the PO to the employee that completed the order request. 
· The original PO is maintained by the PM. 
· A copy of the PO will be stapled to the purchase request form awaiting the packing slip and invoice.
To expedite the purchasing process, the use of “blanket” PO’s for reoccurring items (ex. printer cartridges) are at the discretion of the PM.

Ordering office supplies: Office supplies can only be purchased by a department head, or designee, and an office supply request form must be completed. On a daily basis, the APM will fax the office supply company the order forms. 

PURCHASE CARDS (P-CARD)
Use of the P-Card 
· In the group homes, day programs and education classrooms use the P-Card for normal, day-to-day purchases of food and household supplies. The monthly total of petty cash and the P-card spending limit are determined by the budgeted expenses for each program.  
· Maintenance supplies and parts under $500.00 can also be purchased with the P-Card and without submitting a purchase order request.  Most of these purchases are done by maintenance mechanics for the upkeep of one of the group homes, day programs, education sites or for on-campus maintenance.  
· Additionally, on a select basis, other departments and individual employees have been approved to use the P-Card for specific business related purchases. All applicable policies and procedures would apply to these purchases which includes signed approval.
Monthly Reporting 
· The program manager, maintenance mechanic or department head will submit a monthly report to the Finance Department to itemize the money spent for that month along with receipts.  Any excessive spending above the budgeted amount will be investigated by the Program/Department Supervisor and/or the Finance Department.

Detailed procedures of the proper use of the P-Card are maintained by the Purchasing and Finance Departments. Specific limits (dollar and transaction) are established by the PM and approved by the Vice President – Finance and Administration. 

RECEIVING
All employees receiving purchases must:
· verify the packing slip to both the items received and their copy of the PO. 
· sign off on the packing slip noting that they received the correct order in full. 
· send the approved packing slip to the PM.  The PM will match the packing slip to the purchase request form and remove the PO, attach and send to the Finance Department for further processing. The PM will document this review process. 
If the delivery comes without a packing slip, the employee that receives it must confirm, verbally or in writing, receipt with the PM. The PM will document receipt on the original purchase request form.

INVOICING
· Process
· All mail is received in the reception area, opened and forwarded to the
Finance Department by the receptionist. 
· The Finance Department verifies the invoice against the purchase request form, PO, and/or packing slip.  All invoices for requisitioned purchases that do not have a PO or do not agree to the supporting documents are sent to the PM for investigation and approval. 
· Following approval, the invoice is sent to the Finance Department for payment.  
· The Accounts Payable Clerks (APCs) in the Finance Department process and pay all invoices. The APCs will not pay any invoice that is not approved or accompanied by an approved PO and packing slip with the exception of specific invoice types (ex. utilities, gasoline cards and insurances). These specific invoices are reviewed for any unusual items prior to payment and must be approved by the appropriate Management Cabinet member, or designee.
· If there is no invoice for a purchase that must be paid, a payment request form must be completed.  Original receipts must be attached, or obtained in a timely manner, to support the payment. 
· Throughout the month, the PM will investigate old open POs by contacting the requisitioning department to determine if items have been received and the Finance Department to determine if the invoice has been received.  If either has not been received, the PM will contact the vendor. 
· Approval
All checks must be signed by the President, Vice President – Finance and Administration or General Counsel. All checks over $50,000 require two signatures.


CAPITAL PURCHASES
A capital purchase is defined as any one item exceeding $1,000 or any multi-item purchase of like items exceeding $1,000 with a useful life at 3 years or more.

Information
· Each fiscal year Oak Hill develops a capital budget based on each department’s stated needs. However, inclusion in the annual budget does not represent approval to purchase. 
· The Preferred Vendors for vehicle and furniture purchases are determined based on set criteria and competitive bids every 2 years.
· Capital Purchases for Community Living Arrangements (CLA) and ICF/MRs must comply with DMR and DSS guidelines which include competitive bids and prior approval.
· Employees with authority to complete Capital Request form 
· Department Management 
· Approval
· Management Cabinet Member 
· VP of Finance & Administration 
· President.  
· After these approvals, the request is sent to the PM and ordered in the same way as a non-capital purchase.  

EXPENSE REIMBURSEMENT 
Allowable Expenses
· Primarily non-tangible, out-of -pocket purchases (for example, transportation and travel related) and should be properly documented on an original Oak Hill Expense Report Form. Exceptions can be made for “emergency” purchases with the approval of a Management Cabinet member.
Documentation Required
· Oak Hill Expenses Report Form
· Original receipts
Approval
· Employee’s immediate, or equivalent, supervisor (for example, “covering” supervisor)

CONTRACTS 
All contracts must be reviewed by a Management Cabinet member before signing.   The Cabinet member will determine whether the contract should be reviewed by the General Counsel.  Contracts should be reviewed by the General Counsel if they: 
· have a term of more than one year; 
· involve a transfer of real estate (whether by lease or sale); 
· cost more than $1,000; or 
· contain terms such as waivers of rights, disclaimers, and/or indemnification.  
All contracts must be signed either by the President or Vice President of Finance and Administration. The department responsible for the contract must keep a copy of the contract in accordance with Oak Hill’s document retention policy.


This policy was approved on January 24, 2007
This policy is effective February 1, 2007
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