	[image: image1.png]



	
	FINANCIAL POLICY MANUAL

	SUBJECT:  Purchase of items distributed to the public

	Chapter:               1

	
	Section:                1.13

	REFERENCES:  
	Page:                    1 of 1

	
	Revised Date:     03-07-2014



I.
PURPOSE:


This policy provides guidance to Department of Health and Senior Services (DHSS) employees regarding the purchase of items that are distributed to the public.

II.
SCOPE:


Department-wide.

III. POLICY:

DHSS divisions may purchase and distribute items to the public provided the items help achieve the mission of the department and the items have been approved as to content by the Office of Public Information.  Such items must educate or inform the recipient about DHSS-related issues or be used by recipients to maintain/improve their health and well-being.
Other items—including but not limited to pens, mugs, key chains, calendars, T-shirts and tote bags—imprinted with very limited information (such as the department logo, division/program name, phone number, etc.), are generally considered to be promotional items.  Purchase of such items should occur rarely, and requires compelling justification.  The division director (or designee) must approve purchase/distribution of any promotional items in writing.  Such approval must accompany the payment documentation provided to the Division of Administration-Accounts Payable Unit.  In addition, the content of any promotional items must be approved by the Office of Public Information.
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