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Purchasing Requisitions, Purchase Orders, Contracts Policy Template
The affiliate may use this information as a guide in developing a policy applicable to the affiliate. Reference the affiliate program of work, budget, and strategic plan to assist in development of the policy.

All requests for purchases (including Contracts) initiated for <AFFILIATE> by staff or volunteers must follow specific purchasing procedures except in those cases listed below.  
PROCEDURES

Before purchasing a product or service, the staff or volunteers must: 
For items over $500:

· Send out request for proposals (RFPs) and obtain competitive bids. 
· Review proposals with committee or board of directors
· Determine vendor selection.

· The board of directors or finance committee must approve the contract
· The affiliate president and treasurer will sign the contract (reference the affiliate authorized signature form)
· The affiliate secretary will be responsible for retaining the contract records per the affiliate records and retention policy. 
For items less than $500

· Determine vendor selection.

· The board of directors or finance committee must approve the contract

· The affiliate president and treasurer will sign the contract

· The affiliate treasurer will approval for reimbursement and for payment for goods and services and update affiliate financial records

· In the case the affiliate treasurer submits request for payment, the affiliate president will manage approval for reimbursement

· The affiliate secretary will be responsible for retaining the contract records per the affiliate records and retention policy. 

Purchases Not Subject to full Board Approval
1. Company travel, lodging, and subsistence.

Record the business expense on an expense form and forward it to the affiliate treasurer, along with the appropriate back up, project code and signature for approval.
2. Office supplies 

Record the business expense on an expense form and forward it to the affiliate treasurer, along with the appropriate back up, project code and signature for approval.

3. High volume copying under $500.

Record the business expense on an expense form and forward it to the affiliate treasurer, along with the appropriate back up, project code and signature for approval.

Legal Review

All new contracts should be reviewed by General Counsel before being signed. If the current approved contract forms are being utilized, this step will not be necessary.  
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