Financial Policy 1.22

Attachment B 

Revised:  03-07-14

A.  Utilities and Phone Service
To ensure prompt payment and reduce the likelihood of interruption of service, invoices for utility services are to be sent from the vendor directly to the Office of Administration (OA), Division of Facilities Management Design and Construction.  This includes electric, gas, and water services.  Telephone services invoices are to be sent from the vendor directly to the DHSS Division of Administration (DA), Bureau of General Services (BGS).
B.  Mail
Mail is sent depending upon the size and weight of the envelopes being used.   Next-day and other delivery services are to be use prudently, and the cost of such service will be charged to the division/program utilizing the service.  Mailings 200 pieces or more for the same purpose, size and weight (i.e. a quarterly newsletter), will be chargeable to the grant or other funding source designated by the program/division.  These mailings do not have to occur in the same day.
1.  Mail items that weigh in excess of 13 ounces will be sent via the United Parcel
Service (UPS).
a.   Jefferson City offices, which use UPS delivery services, will require a reference number to designate the accounting distribution - fund/organization code/appropriation/reporting category - for each package.  Staff that sends items through the Jefferson City mailroom shall stamp and complete the reference number information below the return address.
b.   To request packages be mailed from the warehouse, send the request by mail, e-mail, or fax with the pertinent information.  The reference number is to be clearly indicated on the request. 
c.   Requests received by the warehouse external to the department that cross multiple programmatic areas will be codedto Department Operation funding. External organizations requesting shipments from a single programmatic area may be charged to the program based on the dollar amount of shipments from the prior fiscal year. Contact your fiscal liaison for specific information. Warehouse staff will request funding for these instances when it is necessary.
d.   The DA-BGS will be responsible for processing invoices for delivery services, including proper coding of charges as indicated from the reference numbers.
2.  Mail items that weigh 13 ounces or less will be sent through the United States Postal
Service (USPS).
a. Standard envelopes (4 1/8 x 9 ½) will be sent to the OA mail room for processing.  Mailings of 200 pieces or more for the same purpose, size and weight, (i.e. a quarterly newsletter), will be chargeable to the grant or other funding source designated by the program/division.  These mailings do not have to occur in the same day.  Division staff shall inform mailroom staff when they are processing mailings that consist of more than 200 pieces . The mailings must be accompanied by a yellow funding card.  These cards are available at the DHSS Mail Room.  Charges for these mailings will be reflected on the monthly invoice from the OA Mail Room.
b. Mail items sent in brown or non-standard size envelopes (flats) are sent to a vendor for processing utilizing the statewide contract for mail services. Division staff shall inform mailroom staff when they are processing mailings that consist of more than 200 pieces sent in flats.  The division shall provide mailroom staff with the funding information to cover the cost associated with sending the mail.  Charges for the mailings of the flats will be reflected on the payment document to the vendor for mail services.
3.  Requests for postage are to be prepared on a DH-59 and processed according to Procurement policies and procedures.  For postage meter replenishment, write meter number and amount on DH-59.  In order to avoid depletion of postage, offices located outside of Jefferson City are advised to reorder postage before postage falls below a two-week supply.
4.  Questions or requests for assistance concerning mail services can be directed to the
DHSS Mail Room at (573) 751-6462.
C.  Office Supplies
The divisions shall purchase office supplies from state contract(s).  If a state contract is not available, office supplies may be purchased from local suppliers unless otherwise denoted below.
1. The division’s office support staff will place orders for office supplies from state contract(s) if one is available or from a local vendor if a state contract does not exist.  Staff must ensure that state and departmental procurement policies and procedures are complied with when ordering office supplies.  Department procurement policies and procedures are found at http://dhssnet/AdminPolicies/TOCAdmin1.html#Procurement, and OA procurement policies and procedures are found at http://www.oa.mo.gov/purch/agencyinfo/deptpad.pdf.
2. Office supplies stored and distributed through the department’s warehouse to Jefferson City central offices may be charged to Department Operations funding. In addition, the costs for white copy paper, 2-part carbonless, and 4-part carbonless paper for all offices will be chargeable to department operations funding.  A listing of supplies currently stored at the warehouse can be found on the intranet at http://dhssnet/Warehouse/IntranetSupplies.html.
a. Office support staff located in offices outside of Jefferson City:  To order white copy paper, 2-part carbonless, and 4-part carbonless paper, submit a DH-10 to your division central office fiscal support staff.  Note: Do not include any other supplies on the DH-10 and PDQ or PGQ. The central office staff will enter the items requested into a SAM II purchase order (PDQ or PGQ), which will route through the DA for approval of purchase from department operational funds.  DA staff will provide accounting information for department operational funds necessary to complete the DH-10 and the SAM II purchase order. See SAM II Policy and Procedures Manual, Coding Instructions, for more information on entering a purchase order document.
b. Office support staff located in Jefferson City:  To order white copy paper, 2-part carbonless, 4-part carbonless papers, and other supplies stored at the Jefferson City warehouse, submit a DH-10 to the Warehouse.  Note:  Make sure the address on the DH-10 correctly shows the physical location where supplies are to be delivered.  A listing of supplies currently stored at the warehouse can be found on the intranet at http://dhssnet/Warehouse/IntranetSupplies.html.
c. Office support staff in all locations:  All other office supplies are to be ordered from the state contract(s) or from local vendors if a state contract does not exist, and are to be charged to the division appropriations. Contact your division’s central office fiscal support staff for more information on purchasing your unit/section’s office supplies.  Search for office supply contracts via OA’s website: http://www.oa.mo.gov/purch/contracts/index.htm.
d. The cost of copy machine toner is paid from department operational funding. These purchases are coordinated through the DA, BGS. The order of toner must be made from statewide contract via a SAM II purchase order (PO)document (PGQ). Once the PO is complete, inform the BGS that the order is ready. The “ship to” and “bill to” addresses should indicate where the toner should be sent. Once the toner is received, a SAM II receiver document (RC) should be prepared. Once the invoice is received, indicate the PGQ and RC document numbers on the invoice and forward to BGS for processing.
e. All other office supplies will be chargeable to the grant or other funding sources designated by the division.  For offices outside of Jefferson City, office memo tablets shall be ordered directly from Missouri Vocational Enterprise (MVE) rather than from the warehouse.
D. Repair of Copy Machines
The cost of copy machine repair is chargeable to department operational funding on an as-needed basis. These payments are coordinated through the DA, BGS.
1. The repair should be performed from a vendor available on the statewide contracts for copy machine repair and maintenance. When a copy machine breaks and is in need of repair, the division fiscal staff should enter a SAM II purchase order document (PGQ) to act as the authorization to proceed with the repair. Once the PO is complete, inform the BGS that the order is ready. The “ship to” and “bill to” addresses should indicate where the repair is being done.  Once the repair is complete, a SAM II receiver document (RC) should be prepared. Once the invoice is received, indicate the PGQ and RC document numbers on the invoice and forward to BGS for processing.
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