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CONFIRMATION OF DELIVERY OF GOODS & SERVICES

Numerous inquiries have been forwarded to the Business Office from concerned vendors, regarding confirmation of their delivery of goods, and subsequent payment.  As you know we presently have a receiver component that allows for rapid delivery confirmation and payment.  This system, when utilized, yields a smooth delivery and payment process.  Please be advised the receiver process must be executed by all users of the financial system.

The following steps must be adhered to, to guarantee that all parties are satisfied in the delivery, confirmation, and ultimate payment process:

1. Designate an employee to coordinate the delivery and receiver confirmation for all goods charged against your responsibility center.

2. After a reasonable time period (30 days from issuance of the purchase order), notification of goods not received should be emailed to Edward Glora or Dolores Sullivan.

3. The maintaining of a receiving log and delivery exceptions will be the sole responsibility of the school charged.

4. Any deviation from Superintendent’s Circular #FIN-7 – Purchasing Guidelines, will be the liability of the school administration.

Your review of the aforementioned, and effectively following the process will result in a mutual benefit.

For more information about this circular, contact:

	Name:
	Ronan FitzPatrick, Business Manager

	Department:
	Business Services

	Mailing Address:
	26 Court Street, 5th Floor, Business Manager’s Office

	Phone:
	617-635-9490

	Fax:
	617-635-9490

	E-mail:
	rfitzpatrick@boston.k12.ma.us


Carol R. Johnson, Superintendent

