Office of Institutional Education Programs

Financial Information Notebook


PROCEDURE:

Purchase Order (form ED-1)

PURPOSE:

To purchase goods or services from authorized vendors.

SUPPORTING DOCUMENTS:

· Sole Source Letter 
 – if totals $2,500.01 or more

· Bid Documentation
 – if totals $2,500.01 or more

· No Debt Affidavit
 – if totals $5,000.00 or more

· W-9, if name or address is different in FIMS

· Receiving Report

INSTRUCTIONS:

· Enter vendor name and address as it appears in FIMS.

· Enter Contact Person – sales representative; if contact unknown put ORDER DEPT.

· Enter phone and fax number of vendor.

· Enter FEIN and FIMS vendor numbers as appears in FIMS.

· Enter Ship to address – address where goods are to be delivered.

· Enter the quantity of item to be ordered.

· Enter the description of the item.

· Enter the item number.

· Enter the unit price of the item.

· Have “Requested By” signed by the correct authorizing person, usually the Principal or Lead Teacher.
· Enter in the financial information in the box. 

· Enter in the amount of Total Funding; this number must match the Total Purchase amount or an error message will appear.

· Check Goods to be Ordered by requestor box ONLY if you will be processing the approved purchase order.  Otherwise, Finance will mail the original purchase order to the vendor.

· Enter in the contact for questions – office specific for vendor to contact regarding purchase order.

COMMENTS:

· The total purchase will calculate automatically.

· Purchase Order ONLY valid after it is approved and signed by Finance.

· When ordering from Office Max for products that are not on statewide contract indicate your consignee number in the ship to box and contact the following for pricing:
Mick Bell

Business Relationship Manager

OfficeMax

Huntington, WV
304-781-7766

mickbell@officemax.com
· OfficeMax off-contract pricing is to be considered a quote and normal purchasing rules apply.

· Office Max account number for orders less than $2,500.00 is 325226, for orders over $2,500.00 the number is 378804, also must be on the purchase order.

· Purchasing Procedures Handbook website:  www.state.wv.us/admin/purchase/Handbook
PROCEDURE: 
Release Order (form WV-39)

PURPOSE:                  To purchase goods from vendors who have statewide contracts

with the State of West Virginia.

SUPPORTING DOCUMENTS:

· Quote required for some statewide contracts, i.e. PBINKINDEQP (Grainger), MOVE.

· Receiving Report

· No Debt Affidavit
 – if totals $5,000.00 or more

· WV-9

INSTRUCTIONS:
· Fill Page 1 of __ pages.

· Leave the Release # line blank.

· Enter in Requisition date.

· Enter the financial information on the WVFIMS Account# line.

· Agency/Invoice To – OIEP Main Office & Address.

· Enter in Ship To Address – address where goods are to be delivered.

· Enter the vendor name and address as it appears in FIMS.

· Enter the FEIN and FIMS vendor numbers as appears in FIMS.

· Enter the Statewide contract reference number assigned to the vendor on the Statewide or Agency Blanket Purchase Order Number line.

· Enter the item number.

· Enter the quantity of the item to be ordered.

· Enter the description of the item.

· Enter the unit price of the item.

· Principal or Lead Teacher is to initial to the left of the authorized signature line.

COMMENTS:

· The total amount will calculate automatically.

· Items must be listed on the statewide contract.  If not listed, then items are to be ordered on a regular purchase order.

· When placing an Office Max order, the office specific consignee number must be on the release order.

· Office Max account number for orders less than $2,500.00 is 325226, for orders over $2,500.00 the number is 378804, also must be on the release order.

· Purchasing Procedures Handbook website:  www.state.wv.us/admin/purchase/Handbook
· Statewide Contract Index website:

www.state.wv.us/admin/purchase/SWC/
PROCEDURE:

Receiving Report

PURPOSE:

To provide documentation that goods have been received, 


             backordered, and/or canceled to assure payment of such.

SUPPORTING DOCUMENTS:
· Packing Slips

INSTRUCTIONS:


· Vendor name, quantity, and description should automatically carry over when the initial purchase order is typed.

· Fill in the Purchase Order Number when the approved PO is received.

· Enter in the date the goods where received.

· Enter in the date the receiving report was prepared – the report is to be prepared within 24 hours (3 working days) from receipt of goods.

· Enter in the number of items received, canceled, received on previous order or backordered in the appropriate column.

· Enter any notations regarding the order in the additional space area – i.e. wrong item received, returning item, etc.

· The authorized receiver for the location must sign and print their name along with their User ID in BLUE ink.

COMMENTS:

· A receiving report must be completed for all tangible goods.

· The receiving report must be filled out in BLUE ink if handwritten – signature and User ID must always be in BLUE ink.

· Always keep a copy of the receiving report and any associated paperwork for future reference if needed.

· Purchasing Procedures Handbook website:  www.state.wv.us/admin/purchase/Handbook
PROCEDURE:

Service Agreement (form ED-48)

PURPOSE:
To contract with vendors for services to be rendered in amounts LESS than $10,000.01.  Use form WV-48 for agreements in excess of $10,000.00.

SUPPORTING DOCUMENTS:

· Travel Expense Account Settlement

· Invoice or written request for payment

· Agreement Questionnaire if amount $1,000 or more (WV-50)

· Request for Taxpayer Identification Number and Certification (W-9)

· Vendor Registration & Disclosure Statement (WV-1 or WV-1A)

INSTRUCTIONS:

· Requisition number will be completed by the Finance Department.

· Enter in the account information (grant source funding)

Example: 0314-08-0402-472 PC 34 Grant ID: 14829

· Enter the name of the person or business providing the service (as listed on social security card).

· Enter in the home address if for a person or the business address if for a company.

· Enter in WVDE /(specific office) for organization.

· Enter in the actual meeting location for the location.

· Enter a brief description of the event/services that identify the program and the purpose.

· Enter in the dates of services (should include travel dates).

· Enter in the rate of pay $____ per _____not to exceed $_____.  Stipend rate per time period should equal total contract.

· Indicate whether travel expense will be reimbursed and if so for what amount.

· Indicate whether or not the person is a full-time employee of the State of West Virginia.  If “YES,” the certification at the bottom of the form must be completed by the participant’s supervisor.

· Vendor must sign the agreement in blue ink.

· The vendor should fill in their tax payer identification number, which is the person’s social security number or the company’s FEIN number.

· The vendor should date the agreement when they sign it.  The date should be prior to the service dates.  

COMMENTS:

· The service agreement has to be approved by the Finance Department prior to the date of service.

· Submit TWO original forms, no copies.

· Changes to the original contract must be initialed in blue ink by the vendor and the supervisor.
PROCEDURE:

Stipend Contract (ED-47)

PURPOSE:
This form is used when paying a stipend to a consultant.   A stipend would be paid to a meeting participant when the participant is not rendering a service.  

NOTE:
Invoices submitted for payment against a Stipend Contract should have the wording “payment of stipend for educational training” or “payment of educational stipend.”

SUPPORTING DOCUMENTS:

· Travel Expense Account Settlement

· Invoice or written request for payment

· Agreement Questionnaire if amount is $1,000 or more (WV-50)

· Request for Taxpayer Identification Number and Certification (W-9)

· Vendor Registration & Disclosure Statement (WV-1 or WV-1A)

INSTRUCTIONS:

· Requisition number will be completed by the Finance Department.

· Enter in the account information (grant funding source). 


Example: 0314-08-0402-472 PC 34 Grant ID: 14829

· Enter in the name of the person as listed on social security card.

· Enter in the home address of the person.

· Enter in WVDE/(specific office) for organization.

· Enter in the actual meeting location for the location.

· Enter a brief description of the event which identifies the program and purpose of the event.

· Enter in the dates of service (should include travel dates).

· Enter the stipend $____ per ____ not to exceed $_____ amount.  Stipend rate per time period should equal total contract.

· Indicate whether travel expense will be reimbursed and if so, for what amount.

· Indicate whether or not the person is a full-time employee of the State of West Virginia.  If “YES,” the certification at the bottom of the form must be completed by the participant’s supervisor.

· Vendor must sign the contract in blue ink.

· The vendor should fill in their tax payer identification number, which is the person’s social security number or the company’s FEIN number.

· The vendor should date the contract when they sign it.  The date should be prior to the service dates.

COMMENTS:

· Contract has to be approved by the Finance Department prior to the date of service.

· Submit original form, no faxed copies.

PROCEDURE:

Agreement Addendum (form WV-96)

PURPOSE:
To be used when the vendor has a contract to be signed by the Department of Education.

SUPPORTING DOCUMENTS:

· Agreement (ED-48, WV-48)

· Request for Hospitality Services (TMO 3.0)

· Purchase Order (ED-1)

INSTRUCTIONS:

· The vendor must sign the addendum and it must be submitted with the vendor’s contract.

· The addendum must be attached to the request for services when submitted to the fiscal office.

COMMENTS:

· Only the Fiscal Office can sign contracts.

PROCEDURE:

Request for Hospitality Services (form TMO 3.0)

PURPOSE:
To enter into a contract with a vendor to provide hospitality services for a meeting.

SUPPORTING DOCUMENTS:

· Vendor’s Contract, if vendor submits one.
· Agreement Addendum (WV-96), only if vendor requires a signed contract.
INSTRUCTIONS:

· Request number will be filled in by the Finance Department

· Enter in West Virginia Department of Education as the spending unit.

· Enter in the name of the person responsible for the meeting on the Contact line.

· Enter in the office phone number.

· Enter the Function Sponsor, which is office specific, i.e. “OIEP – school name”
· Enter in the vendor’s name and address for the location of sponsor.

· Enter in the dates of the function; this should include the night before if lodging is to be included.

· Enter in the estimated expenses for each individual line with the grand total at the bottom.

· Enter in the grant name for the expense to be charged to; example: discretionary, Title I, ABE, etc.

· Enter in the grant account number on the account number line.

· Enter in the object number on the line item number. (042 for hospitality)

· Leave blank the line item balance and prior to this expenditure line.

· Enter in a brief explanation of what you hope to accomplish at this meeting in the purpose section.

· Enter in a brief explanation of why you are conducting the event and how many WV State employees and non-state employees will be attending.

· Signature lines are office specific.

COMMENTS:

· Finance Office (Office of Internal Operations is the only allowable signature for approval on contracts.
· If vendor requires the Department of Education to sign a contract, a WV-96 must accompany the request for hospitality.  

PROCEDURE:

Invoice for Services

PURPOSE:
To request payment for services completed as per approved agreement – filled out by the vendor.

SUPPORTING DOCUMENTS:

· Service Agreement (form WV-48)

· Stipend Contract (form ED-47)

INSTRUCTIONS:

· Invoice to be submitted in memo format.

· Vendor name, address and Tax ID must be filled in.

· Reference the agreement number on the Purchase Order # line.

· Enter in the amount to be paid.

· Enter in the dates of service.

· Enter a brief explanation of services performed.

· Must be signed in blue ink by the vendor.

COMMENTS:

· Attach a copy of the agreement when submitting the invoice to Finance for payment.

· If individual submitting for payment, invoice cannot be on letterhead paper.

PROCEDURE:

Request for Bids

PURPOSE:
A competitive offer to vendors when a purchase order exceeds $2,500.00.  When a PO exceeds $2,500.00, three verbal bids must be obtained.  When a PO exceeds $5,000.00, three written bids must be obtained.

SUPPORTING DOCUMENTS:

· Verbal Bid Quotation Summary (form WV-49) if PO over $2,500.00

· Request for Quotation (form WV-43) if over $5,000.00

· Purchase Requisition (form WV-35) if over $25,000.00

INSTRUCTIONS:


· Enter a detailed description of, or specification for, the item(s) being purchased.

· Enter in a delivery date, if required.

· Enter in the bid price per unit of the item(s).

· Enter in any applicable maintenance.

· Enter in the quantities of all items

· Each item should be identified by a model number or some other specific identification.

· Complete the reason for award.

COMMENTS:


· An accepted bid is not an approved purchase order.

· Item(s) must be specific.  Cannot compare apples to oranges.

· No bids are not acceptable bids.

· Internet print outs are not acceptable bids.  Must obtain a direct quote.

· All bids must be attached to purchase order(s).

PROCEDURE:

Employee Reimbursement Request (WVSAO ER1)

PURPOSE:
To request reimbursement for out-of-pocket expense for which a purchase order was not previously submitted or to obtain reimbursement from a previously approved hospitality.
SUPPORTING DOCUMENTS:

· Original Receipts

· Receiving Report
INSTRUCTIONS:

· Enter in the State organization name – Dept of Education, Office Specific.

· Enter in the grant funding numbers including object code for which payment is to be made from.

· Enter in the WVFIMS Vendor ID – DO NOT USE SSN#.

· Enter in the quantity, description, unit price and total of each item purchased individually.

· Enter in the purpose of the expenditure.  Be specific as possible.

· The employee must sign and date the form in blue ink.

· The employee’s supervisor must sign the form in blue ink.

· A complete receiving report and the original receipts (attached to a separate plain piece of paper) must be attached to the form.

COMMENTS:

· To be used for small purchases only.  Example: holding a conference and need additional pen/pencils, etc. or postage for mailing when away from the office.

· This is not to be used for large purchases when a purchase order could be completed.

· If food items are purchased, an approved Request for Hospitality Services (TMO 3.0) must be attached.

PROCEDURE:

Vendor Registration & Disclosure Statement

PURPOSE:
To register vendors to conduct business with the State of West Virginia.

SUPPORTING DOCUMENTS:

· WV-1 ($125 fee required)
· WV-1A (for hospitality services or annual purchases will be less than $1,000)
· WV-9 (Must be completed with WV-1 and WV-1A)

INSTRUCTIONS:


· Forms are to be completed by the vendor in BLUE ink.

· The forms must be completed and entered into TEAM and FIMS before purchase orders, contracts, or agreements can be approved.

· All questions must be completed even if only indicated N/A.

· Part II on the WV-1A form must be completed by the requesting office before being submitted to the Purchasing office.

COMMENTS:

· The current fee is $125 if the State does more than $1,000 worth of business with the vendor, per fiscal year.
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