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I.     PURPOSE:

The Division of Administration (DA) is responsible for procuring all department purchases of goods and services.  

II.   SCOPE:

Department-wide.
III.  POLICY:

Department employees shall not enter into direct bill or credit card agreements where the department is responsible for payments to a credit card company, hotel, automobile rental agency or any other vendor.  The DA shall be the only unit within the department with authority to enter into any sort of direct bill agreement on behalf of the department with various entities, including direct bill agreements with hotels and/or automobile rental agencies.

IV.  PROCEDURE:

A. All employees shall check the department’s Direct Billing Listing on the DHSS Intranet under http://dhssnet/adminreports/ before scheduling direct bill hotel accommodations.  This will allow employees to determine if the department has a current direct billing agreement with the vendor.  Please refer to the listing for periodic updates.

B. Credit Card Agreements:

1.
When an employee receives a credit card solicitation, which would require the department to pay for any purchases made on the credit card, the employee shall immediately shred the application or mark it “VOID” and send the entire solicitation package to the DA Procurement Manager.  

C. Direct Bill Agreements:


1.
Divisions will establish procedures to ensure that appropriate controls are in place so that only individuals approved for travel status should be utilizing direct bill.  

2. Any Division wishing to enter 

into a direct billing agreement with a hotel or automobile rental agency must inform the DA.   

3. The DA Procurement Unit will coordinate direct billing agreements and acquire the necessary signatures. 
4. The DA Procurement Unit will maintain an up-to-date listing on the DHSS Intranet

at http://dhssnet/adminreports/ of all hotels with approved direct billing agreements, and will maintain a copy of the original signed direct billing agreements. 

The DA Procurement Unit is available to answer questions relating to the various direct billing agreements.

5.
Only lodging (the lowest available rate for normal single occupancy) and 

appropriate taxes (no sales tax within the State of Missouri) will be paid directly to the lodging establishment under the direct bill agreements.

6.
All direct bill invoices must be sent directly to the DA Procurement Unit.  At the time of check in, any employee using direct bill should verify that the hotel will send the bill to the Missouri Department of Health & Senior Services – Attention: Division of Administration – Procurement Unit.  The bill should include the employee’s name and Division. 

At checkout, all employees will pay all charges for meals, room service, personal phone calls, movies, laundry, and any other miscellaneous personal charges.  These charges will not be allowed to be direct billed to the Department.
7.
Refer to the statewide vehicle rental services contract (http://archive.oa.mo.gov/purch/contracts/) regarding the direct billing of rental vehicles.  Employees may contact the Procurement Unit at 751-6471 with any direct bill questions. 
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