FORT FOOTE BAPTIST CHURCH

PURCHASING PROCEDURE

Overview: The purpose of this procedure is to establish the steps for requesting prices for procuring items for the Fort Foote Baptist Church using purchasing forms. This purchasing procedure applies to all committees, ministries and staff who purchase goods or services on behalf of FFBC. This process is to be used when making purchase requests of $50.00 or more. Individuals funding activities or procuring goods should attempt to identify the goods, services and supplies during budget preparation. All contracts for goods and services must be reviewed and approved by the Church Administrator or designee and Trustee Chair or designee.
 The purchase requisition is the internal document necessary to begin the procurement process. A requisition is necessary for all products/services requests of $50.00 or more. Note that a requisition identifies a need. If your need is for a recurring activity, please note only one requisition is required at the beginning of the budget year.  A purchase order is the legal document which fulfills that need. As such, a requisition form is NOT to be sent to any vendor for any reason.  

Procedure

Requisition Procedure: To be used to identify a need to purchase commodities and/or services from outside vendors.

1. The requestor completes the Purchase/Requisition Order Form by filling out all sections, ensuring the committee/ministry budget has enough funds to cover the request and obtaining the signature of the Pillar Lead..
2. If the request is for Capital items costing $1000.00 or more, the requestor must attempt to identify three vendors and attach quotes to the Purchase/Requisition Order Form.
3. This information should then be entered on the Purchase/Requisition Order Form, indicating your vendor of choice.
4. If you waive the low bid you must justify the waiver. This decision may trigger questioning and should be not become a practice.
5. The Pillar Lead must then submit the form for approval of funding from the Church Treasurer or their designee.

6. If approved by the Treasurer, a purchase order number will be assigned and the request will either be returned to the Pillar Lead or forwarded to the Church Administrator’s office for purchasing.

7. If disapproved, the request will be returned to the Pillar Lead with a written explanation.
Purchase Order (PO) Procedure:  Tracks who ordered commodities or services and allows the fiscal person to bill the correct cost center. It is also a means to track when supplies are delivered and that they make it to the correct committee/ministry. 
1. The Buyer (the finance person) receives the completed Purchase/Requisition Order Form. (See attached). 
2. The Buyer verifies the Purchase/Requisition Order Form is properly completed, validated, and approved. NOTE: Purchase/Requisition Order Form not properly completed or approved will be rejected and returned to Pillar Lead. Each Purchase/Requisition Order Form will have a sequential number and the proper account number identified.
3. The Buyer gives a completed copy of the Purchase/Requisition Order Form to the Pillar Lead. 
4. The requestor or the Buyer will then place the order. 
5. Once the supplies are received, the Purchase/Requisition Order Form will be completed and filed for audit purposes. 
If the Purchase Order is for Capital items or equipment a copy of the completed form will be forwarded to the Property and Space Committee for inventorying purposes. All goods purchased with church funds become the property of Fort Foot Baptist Church.
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PURCHASE REQUISITION/ORDER FORM

                                                                                                 ____________________










Purchase Order Number

	Department/Ministry/Committee:


	Requested By:                    
	Date:

	Requisition Dollar Amount:

	Approval Signature of Pillar Lead and Date:


	Review Signature of Church Administrator:

	Approval Signature of Treasurer and Date:
	Deliver To: (Account Name & Number)


	Item No.
	Quantity
	Unit
	Description
	Unit Price
	

	
	
	
	
	
	

	
	
	
	Special Instructions:
	Total Amt
	$


All items purchased with church funds will become property of Fort Foote Baptist Church.
FORT FOOTE BAPTIST CHURCH
Preferred Vendor:

Vendor Name: __________________________ Contact Person: _________________

Address: ______________________________   Phone Number: _________________

Delivery Date: __________________________   Fax Number:  ___________________

2nd Vendor:

Vendor Name: __________________________ Contact Person: _________________

Address: ______________________________   Phone Number: _________________

Delivery Date: __________________________   Fax Number:  ___________________

3rd Vendor:

Vendor Name: __________________________ Contact Person: _________________

Address: ______________________________   Phone Number: _________________

Delivery Date: __________________________   Fax Number:  ___________________

---------------------------------------------------------------------------------------------------------------------

Awarded to:

Vendor Name: __________________________ Contact Person: _________________

Address: ______________________________   Phone Number: _________________
Delivery Date: __________________________   Fax Number:  ___________________

Complete Front and Back of Purchase Requisition/Order Form. Submit to Pillar Lead for review then to FFBC Finance Office for processing.


