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ARNE ARURDEL COUNTY SAKITARY CRMISSION Purchasing Division

1 PURCHASE REQUISITIONS

Quantity: 1 file draver, 1 bundle
fizer Letter sice

Datel: © 195700 ’ .
File Ayrangenent: By serial muabder -
Audit: Annuzl outeide audit,

Requieitions are prepared in triplicste and distributed as followst

thite original to the PFurchasing Division for preperation of the
Purchase Otxder {ltem 2)
. Yellow copy is reteined in the originsting office.
Pink copy is held by the employee ordering the material.

The Requisitions are serialized, giving nsme of the division and nams
of the person ordering, the date, numbar of units, description, and the
ecatimated cost per unit snd total cost.

Xou-gtockemzterials yequisitions are prepared in quadruplicate inthe
Warehouse and distriduted as follows: ‘

Yhite and yellow copies go to Purchasing.

Blue copy 18 retained at the Werchouse.

Pink copy goes to the recelver of the order.

coples of 2ll requisitions, except the one filed in the S’nmhanng
Diviaston for preparation of the Purchase Orxder, are conaidered nonrecord
within the meaning of the statute goveralng nongecord material (Anno-
tated Code of Msrylend, 1937 Edition as smended, Art, 41, Sec. 179),
end ray be destroyed &8 soon g9 no longer nseded by the office.

The recommendatior below applies only to the requieitions filed in
the Furchzsing Division for preparation of the Purchase Order.

{continued)
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1 (cont.) RECOMMENDATION: WETALK FGR THREEZ YEARS OR UNTIL AUDITED, WICHBVBﬁ
18 LATER, THEX N:BTKG‘L

2 :COMPANY FILES (PURCHASE ORDEFS, RECEIVING REPORTS, AID INVOICES)

Guantity: 16 file drawers

Size: lLetter sige

mt‘.‘ 1957. e .

File Avrangement: By name of vendorx
Auditt sudited in Finence & Accounting

A. Purchase Orders ore prepared from the Requisitions (Itea 1) in
quintuplicate, and are distributed as follows:

mm.e original goes to the vendox,

Youw and pink copies are retained in the Purchaalng Division until
“the ordsr has been received. Both coptes aru then forwarded to
Finance & Ascounting with the pink and yellow copies of the Se-
caiving Report (below) and the invoices. After the check is cut
ond tasued, the yellow copy of the Furchase Order, pink copy of
she Baceiving Report, and one invoice copy cre stamoed “pald” end
raturned to the Compang Files in Purchastag. Tha pink copy of
the Purchese Order and the yellow copy of the Receiving Report,

‘ ' with the original invoice copy, ere stamped “paid” and held in
. FPinsnce & Accounting. After the check te signed by the Chalrman
of the Commission, a Voucher (check) copy i attached to the
coples filed in Finance & Accounting.
. Ors: copy 18 the diary copy retaired in Purchasing.
Blue copy goes to ths Storekeeper (Warshouss) sa o receiving COpY.

. %, Woen the ovder is received by the Storeiweper (Uarehouse), a
sarislized Receiving Report is prepered tu triplicate for both stock
- and nonegtock jtams and distributed as follous:

White original and the pink and yellow copies go to Purchasing for
entry in the Inventory Record, The white ortginal is veturned
to the Storskeeper.

Fink copy 4s retained in the Purchasing Division.'

Yellow copy is attachad to the original invoice and the Purchase
T Order end filed in Finance 5 Accounting, @8 indicated above,

The Company File contains all or gsome of the following pépers:

Requigition: White original -
FPurchasa Order: Yellow copy
Packing Slip

Recelving Beport: Pink copy
Invoice copy

411 pepers listed asbove m.d in Purchasing snd in the Warehouse,
‘ except those filed in the Finance & Acoounting Division, es provided
for in Schedule (-237, item 1, are considevred nmomrecord withia the
wenning of the statute, ond may be destroyed g8 s0on as no longer
naedesd by the office.

(continuad)
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AUTHORIZATION TO DELIVER MATERIALS (MATERIAL AUTHORIZATION)

Tors: Ho.t P95

Gusntity: 2 post binders
Dates: 1957oo-

File Arr.t By serial number
Audit: Annual outside ewdit

For long-range sewer, water, end extension ptojecta requiring peri-
odic withdraval of materinls, a serialized Authorization to Daliver .
Materisls sheet is prepered by the Enginzering Division in quadrupli-
Cats, giving the date, location and description of the project, job
nuzdar, naves of the foreman and the peraon authorizing the delivery
of materisls and, in columnar form, the materials sssigned to the
project, listed according to quantity, unit and SACSC number, with a
dascription of each item, dates of deliveries and the quantity, with
totsle carried forward, e nctation of waterials returned and theiy
condition (spoiled, scrap, ar good), and net totals of meterials used.

~ The four copies are distributed os followste

White original to Storekeeper (Warehoues)
Yeuw copy is retained in Engineering
Plnk <rpy is forwarded to the Lonstmcuon &upermtendent for Come

T misston projects
‘ Blue copy to Purchasing

Foreman's Eeguisitions for Commpission project.a are fesued against
the total euthorigation. Copies of the requisitions (itews 5 and 7)
are forwsrded to FPurchasing for entry on the blug sutaorization copy,
ard to Inginsering for entry on the yellow copy. After the project
1s cooploted and all charges ars made, ths white copy is forwarded to
Fioance & Accounting for emtries ¢o the eccounting records, All copties
of this form, except the g_x%_m filed in Finance & Accounting e
the blue copy filed in the Purobgsing Diviston, are considered none
vecord within the meaning of the statute (Ann. Code of Md., 1957
edition gs amended, Art. 41, Sec. 179, and may be matroyed &8 soon
as no longer needed by the office.

The recomuendation bslow applies only to the blue Lom filed in the
Purchasing Divieion,.

RECOSMENDATION: RETAIN FOR TUREE YEARS GE UNTIL m:ﬁn. WHICHEVER
1S LATEX, THEN DESTIROY.

AUTHORIZATION TO INCREASE, DECREASL, OR DELETE MATERIALS

Cuantity: 1 file draver
Size: 63" x 11" gheets
tiates: 1957cae

Audit: Annual cutside asudit

he original Authorization to Deliver Haterials (litem 3) is in-
re! » decressed, gdded to, or deleted, a new form is prepared in
he Engineering Division ard directed to Stock Contrel 1o the Pure
hasing Division, euthoriging the change, the Hatexrial Authorizstior.
r, end the Material Heguisitfion rumber. 7This form is prepared
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MATERIAL SCRAP REPCOT

form Ko, P-99

Quantity: 1 file draver

Sizas 5 mn &% ghgets

Dates) 1957000 .

Filo Arrangement: By serial nuxber
Audits Mnual ouuldc audit

The uﬂauue %aterlal &crap Report form, proparcd in quadrupli.
cate, 18 used when damaged oF worneout saterial 18 returned to the
Werehouse. Coples are distributed a8 follows:-

White and Yellow to furchasing .
Blue remsins in Warehouse ‘
ﬂnk 88 & meipt Lo person retummg thn material

This report pives the nome of the person veturning the item, ree
placenent materisl supplied, if any, qQuantity and AACSC number of
the item, description, and the pcowe of person issuing replacement,
All copies of the Materisl Scrap Report except the white copy, which

‘is subject to thg recommendation below, are considered nonrecord

within the wasning of ths stetute governing nonrscorxd wmaterial and
way be destroyed as soon 28 no lenger noedad by the office. The
Material Scrap Eagon is used {n vorrection of the lnventory mord

. (Ites &),

SECOMMENDATION: BETAIN POR THKED YEARS OR UNTIL AUDLTED, WHICHEVER
) IS LATER, THEW DESTROY.

. FOREMAR'S REQUISITIONS

s‘m %. ?‘96

Quantity: 3 fils drmra. 1 binder
Dates: 1957...

File Arr,: By requisition nuxzber
Audit: Audit in Fianance & Accounting

A serislized Foremsn's kequisition is prepared by :be foremsn for
each withdrawal of ssterial from the Wershouse on long-Yange projects
{cs distinct from single withdrauwsls on Material Bequisitions, Iitem
5). The Foreman's Requisition is prepsred in quitituplicate and is
distributed a8 follows:-

White original and pink #1 copy are forwarded to the Storekeeper
{Warchouse) for entering the notation of withdrawsl in the
Warehouse Inventory kecord (ltem £), after which the pink copy
is €lled a2t the Warehouse end the white copy (original) is for-
warded to Purchasing for pricing end gorrection of the office
loventory fecord (Item €) and the Authorisation to Ugiiver iae
textals (Item 3). The white copy then goes to Firance & Accounte
ing for entry in the gsneral 1%3ger and 15 rotained and filed
in that Diviston’

Yellow copy s forwarded to Ungineering for entry in Engimeering's
T <opy of the Authorigation to Deltver Materiols.

(cont inued)
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Pink #2 and Llue coples are retained by the foremnn.

The Foreman's “equisition pives the dete and jobr number, the quane
tity end puwber of units withdroun, the stock number »nd cCescription
of the saterial, and the cost per unit. iequisition copies fouond in
Finance & Accounting ere provided for in Schedule (237, item 1.
Copies filed in ull other divisions of the Sanitary Cowission are
considered nonrecord within the meaning of the statute poverning
ronrecord meterial sad may be destroyed os soon af nd longer needed
by the office. ;

INVELTORY RECGED

Guantity: Megnadex, 3 file tubs (introduced in 19064)
27 visible file drawere (duplicated in the Warehouse)
Sizge: 95 x £ Cavds
Dates: 1957...
File Arr.t Dy stock nunber
Audit: Arnual outside gudit

The perpetusl inventory Record is posted daily from the Store-
keeper's Secefving Leports (Itex 2}, the original white copies of
the Materisl requisitions (ltem 5), kKeturngd Materlal and Scrap ie-
ports (ltems 5 and &), and froz the Foreman's Requisitions (item 7),
sfter which the keceiving heports are filed aud the requisitions sent
to Finance & Accounting for posting to the stock control records, and
then returned to the Storekeener. :

foventory hecorc Cards sre meintzined by both the Purchasing Oive
ision and the Storcheeper ir the Warehouse., The forms give tuforui-
tion in colurnar form, as followa:-

1. lsventorv Record (‘urchasing DMvistion)

Card Number
Maximun end minimum gusntities
fiame of the materisl
Mart Mumber
Surnlierts Lamc
Orderer - {Space provided for 17, entries;
ilate
tunpliecr®s Manc
{igder uxber
luantity
Keceints - (Space provided for 120 entries;
Late
iausntity
oSrder fumber
Lalnnee g
tet {os8t
issucd « (Speve provided for 120 entries;
uate
© Job Lumber
wasnt ity
Yo nepd (balance,

S ael e ghe CUTDEY ) .
Bonthus (c:rangcu in blociks for unedsting tnverntory)

(continued)
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iwentory Record {Ware':use)
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