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PURCHASE ORDERS – PROCEDURES FOR CLOSING

The purpose of this circular is to outline the role and responsibilities of each party associated with monitoring and maintaining the BPS Open Purchase Order File.  Effective monitoring and management of Open Purchase Orders ensures timely payment to BPS vendors and accurate reporting of account balances.

Background

An entry appears on the Open Purchase Order report because one of the following situations exists:

a) Goods or Services have been ordered but have not yet been received.

b) Goods or Services have been ordered and delivered but indication of receipt has not been entered in the BAIS Financials application. 

The Accounting Unit, Business Services

On a periodic basis, the Business Office will generate an Open Purchase Order Report for each RC Manager to review and take appropriate action.  The RC Manager should return the signed and annotated Open Purchase Order Report to the Accounting Unit.  

On a periodic basis the Accounting Unit will coordinate the mailing of an Open Purchase Order Report to Boston Public Schools vendors.  The Accounting Unit will coordinate the efforts of RC Managers, Fund Managers, and Accounts Payable staff to resolve any issues, which may require further action.

RC Manager

The RC Manager is responsible for monitoring and timely liquidation of all Open Purchase Orders initiated by their RC, inclusive of Funds 100, 200, 201, 202, and 300.  On a regular basis the RC Manager will be required to review and sign-off on an Open Purchase Order Report.  The RC Manager will have ten business days from the distribution date of the Open Purchase Order Report to return it to the Accounting Unit.  An exception report will be generated and distributed to the Chief Financial Officer and the Chief Operating Officer listing any RC’s not responding in a timely manner.

The following analysis should be performed on all Open Purchase Orders:

· If no receipt of Goods or Services is expected, indicate that the Purchase Order should be closed.  

· If the Goods or Services have been delivered but the order remains open, it may be because the item(s) have not been “received” in the BAIS Financial application.  The Accounts Payable Unit cannot initiate the payment process without indication of receipt. The RC Manager must “receive” the goods in the BAIS Financials application.

· All invoices received by the RC should be forwarded to the BPS Accounts Payable Unit.

Fund Managers

On a periodic basis Fund Managers will receive an informational copy of the Open Purchase Order Report.  It is expected that Fund Managers will work in cooperation with RC Managers to assist in the management of this effort.

Accounts Payable

Facilitate payment to vendors for goods or services, which have been properly ordered, delivered, “received”, and invoiced.
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