








I. GENERAL

All expenditures against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts require the approval of the Director, Facilities Engineering & Architectural Services.  The Capital Accounts Manager in the Facilities Engineering & Architectural Services office maintains the budgets for each individual project funded against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts. 

II. PURPOSE

The purpose of this FSSP is to describe procedures associated with purchases of materials and contractual services within ECU Materials Management guidelines by Facilities Services on each campus against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts.

II. DEFINITIONS

For reference, note the following abbreviations in this FSSP.

· Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts abbreviated as Accounts.

· Director of Facilities Engineering & Architectural Services abbreviated as Director, FE&AS.

· Facilities Service Center abbreviated as FSC.

· Assistant Director, Facilities Service Center abbreviated as Assistant Director, FSC. 

· Facilities Maintenance – Health Sciences Campus abbreviated as FM-HSC. 
· Director of Facilities Maintenance – Health Sciences Campus abbreviated as Director, FM-HSC. 

III. PROCEDURE

A. MAIN CAMPUS

1. The FSC Project Manager sends requisition requests to the Assistant Director, FSC for account coding and processing.

2. The FSC enters the requisition into the Purchase Order System and sends it electronically to the Capital Accounts Manager.  The FSC includes the account number.  

The Capital Accounts Manager logs the requisition into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the requisition and forwards the package to the Director, FE&AS for review and approval to process.  The Director, FE&AS indicates approval by signing the requisition and returns the package to the Capital Accounts Manager.   The package is filed at FE&AS in “pending file” awaiting copies of final PO.  The Capital Accounts Manager authorizes processing of the requisition to a Purchase Order by indicating Division Approval in the Purchase Order System.

One copy of the requisition is kept in the FSC’s Accounts Requisition Approval Pending” file.

4. After the Capital Accounts Manager gives Division Approval to the FSC, the FSC sends the requisition with required back-up to Materials Management for action.  

a. One copy of the requisition is kept in the FSC’s Accounts “Requisition Purchase Order Pending” file. 

b. The FSC will forward a copy of the requisition to the FSC Project Manager.

5. If bidding is required, the FSC Project Manager will work directly with Materials Management on bid process and award.

6. The Assistant Director, FSC shall approve the award and send an email to the Capital Accounts Manager for approval of the award by the Director, FE&AS.   

The Capital Accounts Manager logs the actual amount into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the email and forwards the package to the Director, FE&AS for review and approval to process.  The Director, FE&AS indicates approval by signing the email and returns the package to the Capital Accounts Manager.   The package is filed at FE&AS in “pending file” awaiting copies of final PO.  The Capital Accounts Manager authorizes the award by replying to the email from the Assistant Director, FSC.  

The Assistant Director, FSC will retain a copy of the email correspondence for the Accounts file.  

7. Materials Management issues a Purchase Order (PO) and forwards the PO Receiving Report and PO Department Copy to the FSC.

a. The FSC makes two copies of the PO Receiving Report: a white and blue copy.

b. The white copy of the PO Receiving Report is sent to the Capital Accounts Manager.  The copy is attached to requisition and project datasheet being held in the “pending file.”  This package is still held awaiting copy of signed PO Receiving Report.    

c. The blue copy of the PO Receiving Report, with cover letter, is forwarded to the FSC Project Manager to sign verifying completion of the work.  

d. The PO Receiving Report and PO Department Copy are kept in the FSC’s Accounts “Purchase Order Waiting to be Signed” file.    

8. The FSC Project Manager returns the signed blue copy of the PO Receiving Report to the FSC for processing.  

9. The FSC signs the PO Receiving Report.  

a. FSC makes two copies of the signed PO Receiving Report: a white and yellow copy.

b. The white copy of the signed PO Receiving Report is sent to the Capital Accounts Manager.  The copy is attached to package from “pending file” and filed in the appropriate project file at FE&AS.  

c. The yellow copy of the signed PO Receiving Report is given to the FSC Project Manager.  

d. The signed PO Receiving Report is forwarded to Accounts Payable.

e. The PO Department Copy and the blue copy of the PO Receiving Report signed by the Project Manager are kept in the FSC’s Accounts “Closed Purchase Order” file.  

10. DIRECT PAYMENT INVOICES. Direct Payment Invoices (less than $5,000) shall be approved in advance by the Director, FE&AS and processed through the Assistant Director, FSC. 

a. The FSC Project Manager sends invoice to the Assistant Director, FSC for account coding and processing.

b. The FSC enters the requisition into the Purchase Order System and faxes a copy of the invoice to the Capital Accounts Manager.  The FSC includes the account number.  

The Capital Accounts Manager logs the requisition into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the requisition and forwards the package to the Director, FE&AS for review and approval to process.  The Director, FE&AS indicates approval by signing the requisition and returns the package to the Capital Accounts Manager.   The copy is attached to requisition and project datasheet being held in the “pending file.”  This package is still held awaiting copy of final PO. The Capital Accounts Manager authorizes processing of the requisition to a Purchase Order by indicating Division Approval in the Purchase Order System.

One copy of the requisition is kept in the FSC’s Accounts  “Requisition Approval Pending” file.

c. After the Director, FE&AS approves, the FSC sends the requisition with required back-up to Materials Management for action.  

1. One copy of the requisition is kept in the FSC’s Accounts “Requisition Purchase Order Pending” file. 

2. The FSC will forward a copy of the requisition to the FSC Project Manager.

d. Materials Management issues the PO and forwards the PO Department Copy to the FSC.

e. The FSC makes two copies of the PO Department Copy: a white and yellow copy.

f. The white copy of the PO Department Copy is forwarded to the Capital Accounts Manager. The copy is attached to package from “pending file” and filed in the appropriate project file at FE&AS.   

g. The yellow copy of the PO Department Copy is given to the FSC Project Manager.  

h. The PO Department Copy is kept in the FSC’s Accounts  “Closed Purchase Order” file.

11. CHANGE ORDERS. Change Orders to a PO must be approved in advance by the Director, FE&AS and processed through the Assistant Director, FSC.

a. The FSC Project Manager will provide a written proposal from the contractor/vendor with description of add and/or deduct work required to the Assistant Director, FSC. 

b. The Assistant Director, FSC will send an email describing the proposed Change Order to the Capital Accounts Manager for approval by the Director, FE&AS.  

c. The Capital Accounts Manager logs the Change Order into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the email and forwards the package to the Director, FE&AS for review and approval to process.  The Director, FE&AS indicates approval by signing the email and returns the package to the Capital Accounts Manager. The copy is attached to requisition and project datasheet being held in the “pending file.”  This package is still held awaiting copy of Change Order. The Capital Accounts Manager authorizes processing of the Change Order by forwarding the email to Materials Management and copying the Assistant Director, FSC and FSC Project Manager.  

d. The Assistant Director, FSC will retain a copy of the email correspondence for the Accounts file.  

e. Materials Management issues the Change Order and forwards the Change Order original yellow section to the FSC. 

f. The FSC makes two copies of the Change Order Copy: a white and yellow copy.

g. The white copy of the Change Order is forwarded to the Capital Accounts Manager. The copy is attached to package from “pending file” and filed in the appropriate project file at FE&AS.  

h. The yellow copy of the Change Order is given to the FSC Project Manager.  

i. The Change Order original yellow section and copy of the email correspondence and proposal are kept in the FSC’s Accounts File with the PO.

12. WAREHOUSE PURCHASES.  Generally, warehouse purchases total less than $500.  Therefore, warehouse purchases do not require prior approval by the Director, FE&AS. Warehouse purchases can be used for Accounts projects only by following these requirements set by the Warehouse and Facilities Services.  

a. A work order is created for the project.  This work order is used to track expenditures for each project. 

b. Warehouse staff shall contact the Assistant Director, FSC to advise of the material purchase, including the warehouse ticket number, dollar amount, and work order number, to receive an account number.

c. The Assistant Director, FSC shall email warehouse staff the account number and copy the Capital Accounts Manager.  

d. The Capital Accounts Manager logs the warehouse ticket purchase into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the email and forwards the package to the Director, FE&AS for review and approval. The Director, FE&AS indicates approval by signing the email and returns the package to the Capital Accounts Manager.   The copy is attached to project datasheet. 
e. The Warehouse will process the transaction, keeping the white copy of the warehouse ticket and forwarding the yellow copy to the Assistant Director, FSC.

f. The warehouse ticket shall reference the work order number and project name.

g. The Assistant Director, FSC will file the yellow copy in the FSC Accounts file and forward a copy of the warehouse ticket to the Capital Accounts Manager.  The copy is attached to package from “pending file” and filed in the appropriate project file at FE&AS.  

13. STANDING ORDER PURCHASES:  Standing Order purchases can be used for Accounts projects only by following these requirements:    

a. The Assistant Director, FSC shall send an email describing the Standing Order purchase to the Capital Accounts Manager for approval by the Director, FE&AS.  

b. The Capital Accounts Manager logs the Standing Order purchase into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the email and forwards the package to the Director, FE&AS for review and approval to process.  The Director, FE&AS indicates approval by signing the email and returns the package to the Capital Accounts Manager.  The copy is attached to project datasheet and held in the “pending file.” The Capital Accounts Manager authorizes processing of the Standing Order purchase by replying to the email from the Assistant Director, FSC.  

c. The invoice for the Standing Order purchase is forwarded to the Assistant Director, FSC for processing.  The FSC Project Manager is responsible for verifying that the work is complete or the material is received.

d. The Assistant Director, FSC will put the budget code, date, and his/her initials on the invoice.  

e. FSC shall make two copies of the invoice.  One copy is retained in the Accounts file. One copy of the invoice is forwarded to the Capital Accounts Manager. The copy is attached to package from “pending file” and filed in the appropriate project file at FE&AS.

f. The invoice is forwarded to Accounts Payable by the Assistant Director, FSC.

g. See FSSP 53-0002 for procedure for Small Projects Annual Unit Price Contract.

14. REIMBURSEMENTS TO O&M ACCOUNTS. Reimbursements to departmental O&M accounts require authorization in advance by the Assistant Director, FSC.  These reimbursements are only allowed in the same fiscal year that the expense was made from the departmental account. Back-up documentation of expense is required.  Only the Capital Accounts Manager shall process reimbursements to Accounts Payable.  

B. Health Sciences Campus:

1. A work order is created for the project.  This work order is used to track all requisitions or other expenditures for each project. 

2. The FM-HSC Project Manager sends requisition requests to the Departmental Secretary, FM-HSC for account coding and processing.

3. The FM-HSC enters the requisition into the Purchase Order System and sends it electronically to the Capital Accounts Manager. The FM-HSC includes a memo attached with the code and item number. 

The Capital Accounts Manager logs the requisition into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the requisition and forwards the package to the Director, FE&AS for review and approval to process.  The Director, FE&AS indicates approval by signing the requisition and returns the package to the Capital Accounts Manager.   The copy is attached to requisition and project datasheet being held in the “pending file.”  This package is still held awaiting copy of signed PO Receiving Report. The Capital Accounts Manager authorizes processing of the requisition to a Purchase Order by indicating Division Approval in the Purchase Order System.

One copy of the requisition is kept in the FM-HSC’s Accounts “Requisition Approval Pending” file.

4. After the Capital Accounts Manager gives Division Approval to the FSC, the FM-HSC sends the requisition with required back-up to Materials Management for action.  

a. One copy of the requisition is kept in the FM-HSC’s Accounts “Requisition Purchase Order Pending” file. 

b. The FM-HSC will forward a copy of the requisition to the FM-HSC Project Manager.

5. If bidding is required, the FM-HSC Project Manager will work directly with Materials Management on bid process and award.

6. The Director FM-HSC shall approve the award and send an email to the Capital Accounts Manager for approval of the award by the Director, FE&AS.    

The Capital Accounts Manager logs the actual amount into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the email and forwards the package to the Director, FE&AS for review and approval to process. The Director, FE&AS indicates approval by signing the email and returns the package to the Capital Accounts Manager.   The copy is attached to requisition and project datasheet being held in the “pending file.”  This package is still held awaiting copy of signed PO Receiving Report. The Capital Accounts Manager authorizes the award by replying to the email from the Director FM-HSC.  

The Director FM-HSC will attach a copy of the email correspondence to the requisition and purchase order in the Accounts file.  

7. Materials Management issues a Purchase Order (PO) and forwards the PO Receiving Report and PO Department Copy to FM-HSC.

a. The FM-HSC shall forward one copy of the PO Receiving Report to the Capital Accounts Manager.  The copy is attached to requisition and project datasheet being held in the “pending file.”  This package is still held awaiting copy of signed PO Receiving Report.  

b. FM-HSC provides the PO Receiving Report to the FM-HSC Project Manager to approve completion of the work or receipt of the items ordered for the project. 

c. The PO Receiving Report is kept in the FM-HSC Project Manager’s pending file until the work is complete.  

8. The FM-HSC Project Manager signs the PO Receiving Report and returns it to FM-HSC for processing.  

a. FM-HSC makes two copies of the signed PO Receiving Report: a white and green copy.

b. The FM-HSC shall forward the white copy of the signed PO Receiving Report to the Capital Accounts Manager. The copy is attached to package from “pending file” and filed in the appropriate project file at FE&AS.  

c. The FM-HSC shall file the green copy of the signed PO Receiving Report in the Accounts R&R “Closed Purchase Order” file. 

d. The signed PO Receiving Report is forwarded to Accounts Payable.

9. DIRECT PAYMENT INVOICES.  Direct Payment Invoices (less than $5,000) shall be approved in advance by the Director, FE&AS and processed through the Director, FM-HSC.

a. The FM-HSC Project Manager sends invoice to the Departmental Secretary, FM-HSC for account coding and processing.

b. The FM-HSC enters the requisition into the Purchase Order System and sends a copy of invoice to the Capital Accounts Manager.  The FM-HSC includes a memo attached with the code and item number. 

The Capital Accounts Manager logs the requisition into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the requisition and forwards the package to the Director, FE&AS for review and approval to process.  The Director, FE&AS indicates approval by signing the requisition and returns the package to the Capital Accounts Manager.   The copy is attached to project datasheet being held in the “pending file.”  This package is still held awaiting copy of final PO. The Capital Accounts Manager authorizes processing of the requisition to a Purchase Order by indicating Division Approval in the Purchase Order System.

One copy of the requisition is kept in the FM-HSC’s Accounts “Requisition Approval Pending” file.

c. After the Director, FE&AS approves, the FM-HSC sends the requisition with required back-up to Materials Management for action.  

1. A copy of the requisition is kept in the FM-HSC’s Accounts “Requisition Purchase Order Pending” file. 

d. Materials Management issues a Purchase Order (PO) and forwards the PO Department Copy to FM-HSC.

e. The FSC makes a copy of the PO Department Copy.

f. A copy of the PO Department Copy is given to the Capital Accounts Manager.  The copy is attached to requisition and project datasheet being held in the “pending file” and filed in appropriate FE&AS file.  

g. The PO Department Copy is attached to the requisition in the FSC’s Accounts  “Closed Purchase Order” file.

10. CHANGE ORDERS.  Change Orders to a PO shall be approved in advance by the Director, FE&AS and processed through the Director, FM-HSC.

a. The FM-HSC Project Manager will provide a written proposal from the contractor/vendor with description of add and/or deduct work required to the Director, FM-HSC. 

b. The Director, FM-HSC will send an email describing the proposed Change Order to the Capital Accounts Manger for approval by the Director, FE&AS.

c. The Capital Accounts Manager logs the Change Order into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the email and forwards the package to the Director, FE&AS for review and approval to process.  The Director, FE&AS indicates approval by signing the email and returns the package to the Capital Accounts Manager.   The copy is attached to requisition and project datasheet being held in the “pending file.”  This package is still held awaiting copy of Change Order. The Capital Accounts Manager authorizes processing of the Change Order by forwarding the email to Materials Management and copying the Director, FM-HSC and FM-HSC Project Manager.  

d. The Director, FM-HSC will attach a copy of email correspondence to the PO in the Accounts file.  

e. Materials Management issues the Change Order and forwards the Change Order original yellow section to the FM-HSC.

f. A copy of the Change Order is given to the FM-HSC Project Manager and a copy is sent to the Capital Accounts Manager.  The copy is attached to requisition and project datasheet being held in the “pending file.”  This package is still held awaiting copy of signed PO Receiving Report.  

g. The Change Order original yellow section and copy of the email correspondence and proposal are kept in the FM-HSC’s Accounts File with the PO.

11. WAREHOUSE PURCHASES.  FM-HSC does not make warehouse purchases using Accounts funds.

12. STANDING ORDER PURCHASES:  Standing Order purchases can be used for Accounts projects only by following these requirements:

a. The Director, FM-HSC shall email a description of Standing Order purchase to the Capital Accounts Manager for approval by the Director, FE&AS.

b. The Capital Accounts Manager logs the Standing Order purchase into the project database. The Capital Accounts Manager attaches a printout of the project datasheet to a copy of the email and forwards the package to the Director, FE&AS for review and approval to process.  The Director, FE&AS indicates approval by signing the email and returns the package to the Capital Accounts Manager.  The copy is attached to project datasheet and held in the “pending file.”  The Capital Accounts Manager authorizes processing of the Standing Order purchase by replying to the email from the Director, FM-HSC.  The reply shall include the budget code. 

c. The FM-HSC Project Manager is responsible for verifying that the work is complete or the material is received and forwarding the packing list and signed PO Receiving Report to Accounts Payable as soon as the work is complete or the material is received.

d. If the invoice for the Standing Order purchase is mailed directly to Accounts Payable, Accounts Payable shall contact FM-HSC for budget code etc. to process payment.  FM-HSC shall request a copy of the invoice from Accounts Payable.  If FM-HSC receives the invoice for the Standing Order purchase, FM-HSC shall forward the invoice to Accounts Payable.  

e. The FM-HSC shall put the budget code, date, and his/her initials on the invoice or provide the information to Accounts Payable to process payment.  The budget code was included in the reply from Capital Accounts Manager in 12.c. above.   

f. FM-HSC shall make two copies of the invoice.  One copy of the invoice is retained in the Accounts file. One copy of the invoice is forwarded to the Capital Accounts Manager. The copy is attached to package from “pending file” and filed in the appropriate project file at FE&AS.  

g. See FSSP 53-0002 for procedure for Small Projects Annual Unit Price Contract.

13. REIMBURSEMENTS TO O&M ACCOUNTS. Reimbursements to departmental O&M accounts require authorization in advance by the Director, FM-HSC.  These reimbursements are only allowed in the same fiscal year that the expense was made from the departmental account.  Back-up documentation of expense is required.  Only the Capital Accounts Manager shall process reimbursements to Accounts Payable.  

C. Refer to FSSP 51-0010, Informal Contract Bidding Funded by Capital Accounts, for the procedures associated with informal contract bidding funded by Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts.

D. Refer to FSSP 51-0013, FE&AS Internal Operating Procedures, for the procedures associated with moving funds among lined items in Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts to support approved expenditures.
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