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Summary: Guideline for providing goods and services.
Related Information: 
Policy:

· Before MAPE provides any goods or services to another entity, a written order or contract must be created. The order/contract must specify the goods or services being requested and a desired time frame.
· The order or contract will be routed to the President, Executive Director or the Business Manager for signature, date and approval/denial decision.

· In the case of a denial of the order/contract, the financial specialist will inform the requesting entity of the decision in writing.
· For approved orders/contracts, the President, Executive Director or Business Manager will direct the work to fill the order/contract, with ongoing records of time spent and materials used in filling the order/contract maintained by the Business Manager. 

· After the order/contract is filled, the Business Manager will provide the financial specialist with the original order/contract, which  includes the date  the order/contract was completed. Also attached will be sufficient information to allow the financial specialist to prepare a billing. The billing must reference  the written order or contract. When materials have been produced or mailed, a summary must be attached.
· The financial specialist will prepare the billing and post the billing to the accounts receivable ledger. The billing must be mailed within thirty (30) days of the receipt of goods/services. A file of all billings will be maintained by the financial specialist.
· When payment is received, it will be posted to the accounts receivable journal and the financial specialist’s copy of the bill will be marked paid. The financial specialist will deposit the funds received.

