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FINANCIAL POLICY NO. 8
PURCHASING
General
Effective June 23, 2009, the policies listed below will be in effect for all purchases of tangible goods and/or services made on behalf of the Girl Scouts of Greater Los Angeles (“GSGLA” or “the council”).

Scope

This policy applies to all purchases made by staff and/or volunteers conducting business on behalf of GSGLA and may be subject to change as progress develops.

Definitions

Prudent Person Test - a self-evaluation to determine if an average, sensible person would consider any expenditure judicious, wisely cautious, economical and/or practical. A typical measurement is whether or not an average person with general knowledge and common sense would reach a similar conclusion.
Purchase Order (or equivalent) – a written order for goods or services that contains all requirements of the vendor and GSGLA to be a legally binding contract for goods or services.  This includes on-line orders and e-signatures as originals.
Policy
A. All staff and volunteers must strictly adhere to these written policies and procedures to facilitate prompt payment of vendors and to receive any discounts or rebates based on purchases. 

B. It is the policy of GSGLA to acquire products and/or services from the following when possible:
1) Vendors previously contracted for general supplies and services by the Office of Procurement
2) Vendors located in the GSGLA service area
3) Vendors who support the mission of GSGLA

C. Council purchases will be made as economically as possible, taking into consideration cost versus benefit and following the prudent person test.

D. A purchase order or equivalent is required for all purchases of supplies and/or services with the following exceptions:

1) Travel expenses including  meals, parking, and transportation costs

2) Gasoline (for GSGLA vehicles only)
3) Company credit cards and credit cards issued by GSGLA to individuals

a) Generic company credit cards may be available with submission of a completed Credit Card Request Form approved by the Department Director

E. No goods shall be purchased with personal credit cards then turned in for reimbursement without prior approval from the Department Manager/Director, V.P., CERO or CEO.
F. Purchase orders or equivalent require two signatures. A purchase order/equivalent when processed via web-sites or other automated process begins with an authorized originator and ends with the Procurement Administrator as the final approver who can charge to any budget up to $500. A single order totaling $500 or more will require original signature or email approval from the department’s authorized approver.   Non- automated purchases will require originator’s signature and the Department Manager/Director’s approval of the expenditure.
G. The Office of Procurement will perform all negotiations with supply and service vendors. There will be one pre-selected vendor for each of the following types of supplies:

1) Office and janitorial supplies 

2) Dell Printer Cartridges
3) Coffee services and supplies

H. There will be a number of “favorites” list created for the ease of ordering the usual items used by all locations. For items that are ordered outside of the favorites’ lists, an email or voicemail will be forwarded to the Department Manager/Director by the Office of Procurement for approval.

I. Some items may be substituted for cost and efficiency purposes, but will meet all performance specifications of the original item ordered. The Office of Procurement will discuss any proposed substitution with the originator of the order.
J. There will be a choice of vendors that have been previously contracted for the following resale and non-resale, program supplies (refer to Financial Policy #13, Store Equipment Purchases):

1) Patches

2) Pins

3) T-shirts and other apparel

4) Craft/School supplies
5) Miscellaneous items
K. All purchases over $5,000 may require at least three bids acquired by the Office of Procurement. This excludes property maintenance and repairs under the direction of the Property Director.
L. Petty Cash may be used for purchases of goods up to $75 without a purchase order, so long as a Petty Cash Advance Request/Settlement has been authorized by the requestor’s Department Manager/Director.

Procedures
A. All office product orders may be originated by persons (staff or volunteers) designated by the Department Manager/Director and processed by the Office Manager of each GSGLA location. 

B. Office supply and other program supply orders will then be forwarded to the Office of Procurement for approval.  Many orders will be processed via web-sites.
C. All orders will be coded with the appropriate accounting codes by the originator.  Failure to do so may require a delay in time of receiving the product.

D. If there are any issues with the product when received vs. the packing slip vs. the original order, it is the responsibility of the originator to contact the vendor immediately upon receipt.  Be sure to indicate the resolution on the packing slip. 
E. When product is received, packing slips need to be approved upon receipt, with signature and receipt date, and then forwarded to Accounts Payable. 
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