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SUPPLY REQUISITION AND INVENTORY POLICY

All supplies for the organization will be managed, distributed, and inventoried in an effort to be efficient and protect the resources of the organization.  This includes office supplies, classroom supplies, health supplies, and janitorial supplies.

Office Supplies

1. All office supplies must be requested by completing an Office Supply Requisition Form XX-XX (Appendix FI-C).  All requisition forms will be sent to the classroom’s Program Manager to be approved.  
a. Armstrong County Program Managers will send the approved requests to the POA II at Ford City.  The POA II will fill the request from supplies on-hand, mark what has been filled, and send the form to the Secretary II at the Mt. Chestnut Office.  The Secretary II will fill the remaining request or order the items if not on-hand.  
b. Butler County Program Managers will send the approved requests to the Secretary II at Mt Chestnut.  The Secretary II will fill the request or order the items if not on-hand.
c. Indiana County Program Managers will send the approved requests to the POA I at the Indiana Area building.  The POA I will fill the request from supplies on-hand (at Gompers Avenue), mark what has been filled, and send the form to the Secretary II at the Mt. Chestnut Office.  The Secretary II will fill the remaining request or order the items if not on-hand.

2. If the classroom needs an item that is not on Appendix FI-C, staff will fill out a Purchase Request Form (Appendix FI-A).  Be as specific and detailed as possible and attach a picture of the item requested.  Staff will send Appendix FI-A to their Program Manager for approval.  Program Manager will send it to the Secretary II at Mt Chestnut to be ordered.   

3. All office supplies will be kept in locked cabinets in the front office and hallway at Mt. Chestnut, the locked conference room at Ford City, and cabinets at Gompers Avenue. 

4. A supply cabinet will be kept in the Mt. Chestnut front office from which small supplies will be distributed.

5. An inventory containing the quantity of all supplies on hand, how many were ordered, and how many were requisitioned by each classroom/office will be maintained by the Secretary II using a spreadsheet saved under J:\Agency Document Directories\Supplies\XX-XX\Supplies List XX-XX - Office.

6. All new office supplies that arrive will be checked in by the Secretary II at Mt. Chestnut and a copy of the packing slip will be used to update the inventory spreadsheet.

7. Startup office supplies will be sent to all outlying sites in a bin.  These supplies will be taken out of inventory by the Secretary II at Mt. Chestnut.  If a classroom needs additional supplies, they will follow #1 and #2 above. 

8. Empty bins will be picked up by Maintenance with mail delivery during the 1st week of September.

9. At the end of the school year, an Office Supply Inventory Form XX-XX (Appendix FI-D) will be filled out by all teachers for all items remaining in their classroom and returned to the Secretary II at Mt. Chestnut.  The Head Start End of the Year Procedures for Teachers will be followed in regard to returning items.

10. Once per year, a physical inventory of office supplies will be taken.


Classroom Supplies

1. All classroom supplies must be requested by completing a Classroom Supply Requisition Form XX-XX (Appendix FI-E).  All requisition forms will be sent to the classroom’s Program Manager to be approved.  
a. Armstrong County Program Managers will send the approved requests to the Administrative Assistant to Early Learning Programs at the Mt. Chestnut Office.  The Administrative Assistant to Early Learning Programs will fill the request or give the request to the Secretary II at Mt Chestnut to order the items if not on-hand.  
b. Butler County Program Managers will send the approved requests to the Administrative Assistant to Early Learning Programs at the Mt Chestnut Office.  The Administrative Assistant to Early Learning Programs will fill the request or give the request to the Secretary II at Mt Chestnut to order the items if not on-hand.
c. Indiana County Program Managers will send the approved requests to the Administrative Assistant to Early Learning Programs at the Mt Chestnut Office.  The Administrative Assistant to Early Learning Programs will fill the request or give the request to the Secretary II at Mt Chestnut to order the items if not on-hand.

2. If the classroom needs an item that is not on Appendix FI-E, staff should fill out a Purchase Request Form (Appendix FI-A).  Be as specific and detailed as possible and attach a picture of the item requested.  Staff should send Appendix FI-A to their Program Manager for approval.  The Program Manager should send it to the Secretary II at Mt Chestnut to be ordered.

3. All classroom supplies will be locked in the supply room at Mt Chestnut.

4. An inventory containing the quantity of all supplies on hand, how many were ordered, and how many were requisitioned by each classroom will be maintained by the Administrative Assistant to Early Learning Programs using a spreadsheet saved under J:\Agency Document Directories\Supplies\XX-XX\Supplies List XX-XX - Classroom.

5. All new classroom supplies that arrive will be checked in by the Secretary II at Mt. Chestnut and a copy of the packing slip will be given to the Administrative Assistant to Early Learning Programs to be used to update the inventory spreadsheet.

6. Startup classroom supplies will be sent to all outlying sites in a bin.  These supplies will be taken out of inventory by the Administrative Assistant to Early Learning Programs.  If a classroom needs additional supplies, they will follow #1 and #2 above. 

7. Empty bins will be picked up by Maintenance with mail delivery during the 1st week of September.

8. At the end of the school year, a Classroom Supply Inventory Form XX-XX (Appendix FI-F) will be filled out by all teachers for all items remaining in their classroom and returned to the Administrative Assistant to Early Learning Programs at Mt. Chestnut.  The Head Start End of the Year Procedures for Teachers will be followed in regard to returning items.

9. Once per year, a physical inventory of classroom supplies will be taken.


Health Supplies

1. All health supplies must be requested from the Health POA at the Mt. Chestnut Office.  All requests are made by completing a Health Supply Requisition Form XX-XX (Appendix FI-G).

2. [bookmark: _GoBack]If the classroom needs an item that is not on Appendix FI-G, staff should fill out a Purchase Request Form (Appendix FI-A).  Be as specific and detailed as possible and attach a picture of the item requested.  Staff should send Appendix FI-A to their Program Manager for approval.  The Program Manager should send it to the Secretary II at Mt Chestnut to be ordered.

3. Toileting and Diapering
a. ELC will offer one type of diaper, wipes, and pull-up.
i. Diapers – Member’s Mark from Sam’s Club
ii. Wipes – Member’s Mark fragrance-free wipes from Sam’s Club 
iii. Pull-Ups – Huggies
b. If a child needs special diapers, wipes, or pull-ups, the parent must submit a doctor’s note.
c. If the parent requests special diapers, wipes, or pull-ups and does not have a doctor’s note, they will have to supply their own.

4. All health supplies will be kept in a locked closet in the FSW office at Mt. Chestnut.

5. An inventory containing the quantity of all supplies on hand, how many were ordered, and how many were requisitioned by each classroom will be maintained by the Health POA using a spreadsheet saved under J:\Agency Document Directories\Supplies\XX-XX\Supplies List XX-XX - Health.

6. All new health supplies that arrive will be checked in by the Secretary II at Mt. Chestnut and a copy of the packing slip will be given to Health POA to be used to update the inventory spreadsheet.

7. Startup health supplies will be sent to all outlying sites in a bin.  These supplies will be taken out of inventory by the Health POA at Mt. Chestnut.  If a classroom needs additional supplies, they will follow #1 and #2 above. 

8. Empty bins will be picked up by Maintenance with mail delivery during the 1st week of September.

9. At the end of the school year, a Health Supply Inventory Form XX-XX (Appendix FI-H) will be filled out by all teachers for all items remaining in their classroom and returned to the Health POA at Mt. Chestnut.  The Head Start End of the Year Procedures for Teachers will be followed in regard to returning items.

10. Once per year, a physical inventory of health supplies will be taken.


Janitorial Supplies

1. All janitorial supplies must be requested by completing a Janitorial Supply Requisition Form XX-XX (Appendix FI-I).  All requisition forms will be sent to the classroom’s Program Manager to be approved.  
a. Armstrong County Program Managers will send the approved requests to the Maintenance Lead at Ford City.  The Maintenance Lead will fill the request from supplies on-hand, mark what has been filled, and send the form to the Director of Safety/Facilities at the Mt. Chestnut Office.  The Director of Safety/Facilities or Facilities Manager will fill the remaining request or give the request to the Secretary II at Mt Chestnut to order the items if not on-hand.   
b. The Bon Aire Center Director will give the approved requests to the Bon Aire Maintenance staff.  The Maintenance staff will fill the request from supplies on-hand, mark what has been filled, and send the form to the Director of Safety/Facilities at the Mt. Chestnut Office.  The Director of Safety/Facilities or Facilities Manager will fill the remaining request or give the request to the Secretary II at Mt Chestnut to order the items if not on-hand. 
c. Butler County Program Managers will send the approved requests to the Facilities Manager at Mt. Chestnut.  The Facilities Manager will fill the request from supplies on-hand, mark what has been filled, and send the form to the Secretary II at Mt Chestnut to order the items if not on-hand.
d. Indiana County Program Managers will send the approved requests to the Maintenance Lead at Ford City.  The Maintenance Lead will fill the request from supplies on-hand, mark what has been filled, and send the form to the Director of Safety/Facilities at the Mt. Chestnut Office.  The Director of Safety/Facilities or Facilities Manager will fill the remaining request or give the request to the Secretary II at Mt Chestnut to order the items if not on-hand.

2. If the classroom needs an item that is not on Appendix FI-I, staff should fill out a Purchase Request Form (Appendix FI-A).  Be as specific and detailed as possible and attach a picture of the item requested.  Staff should send Appendix FI-A to their Program Manager for approval.  Program Manager should send it to the Secretary II at Mt Chestnut to be ordered.

3. All janitorial supplies will be kept in the basement and locked supply room at Mt. Chestnut, a locked room in the basement at Bon Aire, the locked maintenance room and storage area at Ford City, and the garage/maintenance room at Gompers Avenue. 

4. Once the order is filled, maintenance should forward Appendix FI-I to the Secretary II at Mt Chestnut.  An inventory containing the quantity of all supplies on hand, how many were ordered, and how many were requisitioned by each classroom/office will be maintained by the Secretary II using a spreadsheet saved under J:\Agency Document Directories\Supplies\XX-XX\Supplies List XX-XX - Janitorial.

5. All new janitorial supplies that arrive will be checked in by the Secretary II at Mt. Chestnut and a copy of the packing slip will be used to update the inventory spreadsheet.

6. Startup janitorial supplies will be sent to all outlying sites.  These supplies will be taken out of inventory by the Secretary II at Mt. Chestnut.  If a classroom needs additional supplies, they will follow #1 and #2 above. 

7. At the end of the school year, a Janitorial Supply Inventory Form XX-XX (Appendix FI-J) will be filled out by all teachers for all items remaining in their classroom and returned to the Secretary II at Mt. Chestnut.  The Head Start End of the Year Procedures for Teachers will be followed in regard to returning items.

8. Once per year, a physical inventory of janitorial supplies will be taken.




Best Practices

1. Staff should plan ahead when supplies are needed.  If requested supplies are not on hand, they must be ordered.  Plan for a minimum of 3 weeks.

2. Order by the units listed on the Supply Requisition Forms only.

3. No stockpiling supplies.

4. Each year, 3 classrooms will be randomly chosen for an audit.  The Supply Inventory Form that was submitted at the end of the year will be compared to the actual inventory at the site to ensure accuracy.
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