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Purchasing will generate purchase orders (7 copies).

The distribution will be:

Vendor, Accounts Payable, Property Records, Ordering Department, and Site Receiving (Purchasing retains two copies).  Copies of all purchase orders, which have been pre-approved by Technology, will be sent to Data Systems/Technology.

Property Records will generate receiving reports (4 copies).

The distribution will be:

Site receiving (original and three copies).

1.
When equipment is received and checked for damage, if everything is in order, the receiving report will be signed and the original sent to Accounts Payable for payment of the vendor.

2.
Two duplicate signed copies are sent to Property Records to alert that equipment has been received.

3.
One copy is to be retained for Site Receiving's records.

RESPONSIBILITIES:

Accounts Payable:
To pay vendor once invoice and receiving report is received.

Site Receiving:
To fully inspect equipment for damage and to immediately forward receiving reports as outlined.

Property Records:
1.
To obtain signature of Budget Supervisor acknowledging receipt and assuming responsibility.

2.
To assign property records number to equipment and affix number to equipment and note number on purchase order copy.

3.
To update and maintain College's property records system.

(The intent of this change in procedure is to pay vendors in a timely fashion and eliminate discussions regarding delivery and payment.)

History:
Adopted - 6/27/95.  Filed - 6/27/95.  Effective - 6/27/95.
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