
ST. ANDREW'S PRESBYTERIAN CHURCH


POLICIES AND PROCEDURES MANUAL


APPENDIX J


PURCHASING PROCEDURES


A.
PurposePRIVATE 


1.
To provide an orderly method for the purchasing of materials and supplies for church use. 


2.
To ensure that all items purchased for the Church are within the budget of a specific commission or department. 


3. 
To ensure all items are identified with the appropriate chart of account category to permit proper accounting.


4.
To set up special procedures to be followed for the purchase of non-budgeted or over-budget items.

B.
Organization


1.
Identify one individual as the Purchasing Agent for the church who will oversee all purchasing activities and report to the Business Affairs Commission.


2.
Develop a list of Authorized Purchasers whose names will be made available to all Commission Chairs, Church Treasurer, Pastors, and the Church office.


3.
Obtain pre-printed, imprinted and pre-numbered multiple copy purchase order forms.


4.
Establish a blank purchase order log maintained by the Purchasing Agent.


5.
Establish Master Purchase order log maintained by the Church office.

C.
Procedures


1.
Pre-approved Items



a. 
In general, all items to be purchased should be pre-approved by the Business Affairs Commission in the Budget preparation process.

C.
Procedures  (Continued)




This may take the form of an annual budget amount for a commission or department or a specific item in the budget. 



b.
The individual who requires the material or item will work with one of the Authorized Purchasers to complete the purchase order form.



c.
The Authorized Purchaser will verify that the item is in fact within the specific budget amount, sign the purchase order and send it to the Church office where it will be entered on the Master Purchase Order Log.



d.
The Church office will then send the order to the designated supplier. 


2.
Items not covered by the budget or that will exceed the budget



a.
The procedure for this type of item is essentially the same as for the pre-approved item except for the following:




(1)
After the draft purchase order has been prepared by the Authorized Purchaser he will attach a note explaining the special conditions involved and forward both to the Business Affairs Chairperson for approval.




(2)
On approval, the purchase order will then be forwarded to the Church office as before.

D.
Information to be included on the purchase order


The following information must be on the purchase order form before it is sent to the Church office:



Vendor Name and Address



Date of Order



Name of Person Ordering and Chart of Account Number



Ship to Address



Purchase Order Number (should be pre-printed on the form)



Quantity, Description, Unit/Total Cost



Signature of the Authorized Purchaser

E.
Distribution of Copies of the Purchase Order


1.
One copy sent to the Vendor as confirmation.


2.
One copy to the Purchasing Agent for Information


3.
One copy to Church office to be attached to the bill when received from the vendor.

F.
On Receipt of Material


1.
A copy of the packing slip should be forwarded to the Church office to confirm that the item has been received.  This will be attached to purchase order awaiting receipt of invoice.  (Be sure the purchase order number is on the slip.)


2.
If no packing slip arrives with the shipment, a note indicating receipt, quantity, etc., should be forwarded to the Church office.  (A simple way to do this would be to copy the purchase order you have and mark those items received.)
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