








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 for the purchase of ITCS equipment, supplies, 1-card system equipment, and departmental furnishings within ECU Materials Management guidelines by Departments (not including Facilities Services) such as ITCS against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts.

This FSSP does not address filing requirements at the Department level.

III. DEFINITIONS

For reference, note the following abbreviations in this FSSP.

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

· Facilities Engineering & Architectural Services abbreviated as FE&AS.

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

IV. PROCEDURE

A. PURCHASE ORDER 

1. Department enters requisition into the Purchase Order System and sends it electronically to the Capital Accounts Manager.  Department shall specify the project that the cost is to be charged against.   

2. 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 entering the correct account number and giving Division Approval in the Purchase Order System.  The Capital Accounts manager shall notify Department by email of the approval.

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

4. If bidding is required, the Department will work directly with Materials Management on bid process and award, as appropriate.
5. The Department 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 Department.  
6. Materials Management issues a Purchase Order (PO) and forwards the PO Receiving Report and PO Department Copy to the Department. 
7. The Department shall forward a 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.    

8. The Department shall track receipt of purchase, sign PO Receiving Report when order is complete, and send a copy of 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.   
B. CHANGE ORDERS 

1. Change Orders to a PO must be approved in advance by the Director, FE&AS.  

2. Department shall track Change Orders and email the Capital Accounts Manager with a description of proposed Change Order for approval by the Director, FE&AS.  

3. 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 signed PO Receiving Report.  The Capital Accounts Manager authorizes processing of the Change Order by forwarding the email to Materials Management and copying Department.   

4. Materials Management issues the Change Order and forwards the Change Order original yellow section to the Department.

5. The Department shall forward a copy of the issued Change Order 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. ID TRANSFERS 

1. At the beginning of a project when budgets are set, reserves shall be set aside for audio-visual equipment, telecommunications work, departmental furniture, etc.  During project plan reviews, budgets shall be revisited and revised prior to bid date.  A list should be provided to FE&AS by ITCS of expected purchases against the reserve amounts set aside.  

2. A work order is created by the FE&AS Project Manager or the ITCS technician.  A quote is done from the work order by the vendor and has to be signed by the FE&AS Project Manager before work is done.  The Capital Accounts Manager shall log the estimated amount into the project datasheet.

3. Once work is complete, the ID Transfer from ITCS is sent to the Capital Accounts Manager.  The Capital Accounts Manager attaches a printout of that project datasheet with the ID Transfer and forwards to the appropriate FE&AS Project Manager for review and approval to pay.  

4. The packet is then given to the Director, FE&AS for review and approval.  The Director, FE&AS indicates approval by signing the ID transfer and returns the package to the Capital Accounts Manager.  Once the Director, FE&AS approves, the ID Transfer is forwarded to the Capital Improvements Accountant for processing with the appropriate account number entered on the ID Transfer by the Capital Accounts Manager. 

5. All ID Transfers against Accounts are processed by the Capital Improvements Accountant. 

	PREPARED BY:  DLM/HRB

APPROVED BY: GWH
	DATE OF ISSUE:  04/05/04

SUPERSEDES:  
	PAGE:  1 of 4



_917420359.doc
��



�
















