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INTRODUCTION

Sound fiscal management of a career and technical education school requires proper procedures be followed in purchasing, receiving, dispensing, and accounting for educational supplies, equipment and services.  These procedures should be consistent with state practices and should be uniform for all personnel who interface with purchasing, receiving, dispensing and accounting processes of the career and technical education system.

As a career and technical education leader, your role is to establish uniform, consistent, and efficient procedures that are in keeping with standard policies of fiscal administration of a career and technical education school.  Specifically, it is the purpose of this competency to develop your skill at assisting in implementing or improving procedures for the purchasing, receiving, dispensing and accounting for educational supplies, equipment and services in a career and technical education setting.

GUIDE SHEET STRUCTURE AND USE

This guide sheet contains an introduction and (4) sequential learning experiences.  Overviews, which precede each learning experience, contain the objective for that experience and a brief description of what that learning experience involves.

OBJECTIVES

Terminal Objective:  While working in an actual career and technical education leadership situation, implement procedures for purchasing, receiving, dispensing and accounting for educational supplies, equipment and services.

Enabling Objectives

1.
After completing the required reading, demonstrate knowledge of purchasing, receiving, dispensing and accounting procedures for educational supplies, equipment and services in career and technical education.

2.
After completing the required reading, develop a plan to assist career and technical education leaders to establish procedures for purchasing, receiving, dispensing and accounting for educational supplies, equipment and services.

3.
Given actual career and technical education school procedures for purchasing receiving, dispensing and accounting for educational supplies, equipment and services critique the procedures and provide suggestions where improvement is needed.

RESOURCES

Learning Experience I

Required

For this competency, you may wish to select an Internet site that addresses one of the following topics.  Include the link as the final item on your documentation list.  Include a copy of page one of the site with your completed competency.

· Administration of Public Education

· School Business Management

Learning Experience II
Required

None

Learning Experience III

Required

1.
An actual school situation in which you gain access to information pertaining to particular school business procedures.


2.
A SLRP to assist you in the activities for this Learning Experience.

Learning Experience IV

Required

1.
An actual school situation in which you can implement procedures for purchasing, receiving, dispensing, and accounting for educational supplies, equipment, and services.

2.
A SLRP to provide you with an opportunity to develop and implement your procedures and to assess your competency.

3.
A FRP to assess your competency in implementing procedures for purchasing, receiving, dispensing and accounting for educational supplies, equipment and services.

LEARNING EXPERIENCE I
OVERVIEW

Enabling Objective

After completing the required reading, demonstrate knowledge of purchasing, receiving, dispensing, and accounting procedures for educational supplies, equipment, and services in career and technical education.

Activity

For this competency, you may wish to select an Internet site that addresses one of the following topics.  Include the link as the final item on your documentation list.  Include a copy of page one of the site with your completed competency.

· Administration of Public Education

· School Business Management

Activity

You will be demonstrating knowledge of purchasing, receiving, dispensing and accounting procedures for educational supplies, equipment and services in career and technical education by completing the Self Check activities on pp. 4-5 of this guide sheet.  Some questions require specific one-word answers, while others require a more detailed response.  You are reminded to be a brief, yet as complete as possible.

Feedback

You will be evaluating the extent of your knowledge by comparing your completed Self Check with the Model Answers on p.p. 5-6 of this guide sheet.

Self Check
1.
Differentiate between supplies and equipment.

2.
What procedure must be followed for large-volume purchases?

3.
What procedure should you follow if you must order an item over the telephone?

4.
Why should goods received be opened immediately and inspected?

5.
What steps should be taken before a vendor is paid?

Feedback

Compare your written responses to the Self Check with the Model Answers given below. Your responses need not exactly duplicate the model responses; however, you should have covered the same MAJOR points.

Model Answers
1.
Equipment includes movable personal property of a relatively permanent nature and/or of significant value.

Supplies are items of an expendable nature that are consumed or worn out, deteriorate in use, or are easily broken, damaged, or lost.

2.
The process of obtaining formal bids.

3.
First, notify business office and obtain a Purchase Order number. (PO#)  Alert the business office to encumber funds.  Second, upon placing the phone order, note on the requisition form the purchase order number and a note indicating confirmation of order and the date.

4.
Goods received should be opened immediately and inspected to confirm that they match the packing slip and the items ordered.  The person receiving the order should also make sure that none of the items are damaged.  The vendor should be notified if there are any problems.

5.
a.
Examine shipment


b.
Sign a receiving report


c.
Notify accounting office with signed confirmation of shipment statement

LEARNING EXPERIENCE II
OVERVIEW

Enabling Objective

After completing the required reading, develop a plan to assist career and technical education leaders to establish procedures for purchasing, receiving, dispensing and accounting for educational supplies, equipment and services.

Activity

You will be preparing a plan that will (a) delineate the sequential process that occurs from the initial request for purchase of a particular supply, equipment or service through to the accounting notation of that same supply, equipment or service; (b) identify the personnel responsible for each phase of the process; (c) determine a system of record keeping for each phase of the process and (d) provide for an evaluation of the effectiveness of your efforts.

Your plan should include:

1. A detailed, clear description of the sequential process for purchasing, receiving, dispensing and accounting for educational supplies, equipment and services

2. A list of designated school personnel responsible for each phase(s) of the above process

3. Copies of the recording forms used sequentially in each phase of the above process

4. An evaluation scheme that will determine the success of your efforts

(Refer to competency 831 for additional, supporting information.)

Feedback

You will be evaluating your plan against the following list of Check Points in this guide sheet.  Respond to each of the following seven Check Points as you evaluate your plan.

1.
Have you delineated procedures, separately, for each phase of this competency:  purchasing, receiving, dispensing and accounting?

2.
Does your plan have a clear sequence among all four phases?

3.
Have you provided examples of forms, records, and procedure memos to more fully explain your plan?

4.
Is your plan similar to or consistent with other school plans you examined prior to beginning this activity?

5.
What are the strengths/advantages of your plan?

6.
What are the weaknesses of your plan?

7.
Are the principles of your plan consistent with good school business management?

LEARNING EXPERIENCE III
OVERVIEW

Enabling Objective

Given actual career and technical education school procedures for purchasing, receiving, dispensing and accounting for educational supplies, equipment and services, critique the procedures and provide suggestions where improvement is needed.

Activity

You will be critiquing the purchasing, receiving, dispensing and accounting procedures for educational supplies, equipment and services used in an actual career and technical education school setting and providing the career and technical education leader with substantive suggestions in areas where improvement or modification is needed.

Your critique should:

1.
Clearly document the career and technical education school's existing system for purchasing, receiving, dispensing and accounting for educational supplies, equipment and services.

2.
Note and discuss any inconsistencies and/or deviations from recommended procedures in purchasing, receiving dispensing and accounting.

3.
Present copies of forms currently in use that track purchasing, receiving, dispensing and accounting transactions, and offer comparative analysis of forms with other school system form.

4.
Offer evidence of "following" one item through each phase of the procedure (purchasing, receiving, dispensing, and accounting). Note gaps or differences in any phase of the process.

5.
Present documentation of substantive suggestions for remedying or modifying any aspects of the procedure of purchasing, receiving, dispensing, and accounting for educational supplies, equipment and services.

Feedback

Analyze your critique with the Check Points given below.  Respond to each of the following eight Check Points as you evaluate your critique.

1.
Is your critique thorough, extensively covering each phase of the process (purchasing, receiving, dispensing and accounting)?

2.
Are your suggestions intended as alternatives, improvements or corrections?

3.
Did you critique this plan with assistance from the career and technical education leader/business manager of the career and technical education facility?

4.
Did you find and note errors?

5.
Did you offer a procedure to stand in place of an error?

6.
Were all necessary financial records available to you prior to your critique?

7.
Was any phase of the process computerized?  If so, were you able to read and run the computer program?

8. How did you present your critique, to whom, and what were the reactions to it?

LEARNING EXPERIENCE IV
OVERVIEW

Terminal Objective

While working in an actual career and technical education leadership situation, implement procedures for purchasing, receiving, dispensing and accounting for educational supplies, equipment and services.

Activity

As you fulfill your leadership role, implement procedures for purchasing, receiving, dispensing and accounting for educational supplies, equipment and services.  This should include:


1.
Reviewing each phase of the process.


2.
Initiating appropriate directives to personnel involved in the process.


3.
Generating necessary and appropriate forms.


4.
Centralizing the process to as great a degree as possible.


5.
Troubleshooting each phase.


6.
Evaluating the process.

As you complete the above activities, document them (using videotape, log, or in writing) for assessment purposes.  This documentation should include:

1.
A copy of all relevant records, forms and materials from each phase of the process.


2.
A procedural manual.


3.
A computer printout of inventory and program if possible.


4.
An analysis of the efficiency of the process.


5.
An example of the sequence from purchasing to accounting.


6.
Any other relevant data/information.

Note:
Arrange to have your resource person review any or all products developed under your leadership as well as the documentation of your activities.

Your total competency will be assessed by both your SLRP and FRP using the "Leadership Performance Assessment Form (LPAF)," on the following page. Based upon the criteria specified in this LPAF, your resource persons will determine whether you are at the guided application level(s) in implementing procedures for purchasing, receiving, dispensing and accounting for educational supplies, equipment and services.

COMPETENCY #830

LEADERSHIP PERFORMANCE ASSESSMENT FORM

Competency:  Implement Procedures for Purchasing, Receiving, Dispensing, and Accounting for Educational Supplies, Equipment and Services

	
	LEVEL OF PERFORMANCE

	
	N/A
	Not Attained
	Attained

	Criteria:
In determining specific supplies, equipment, and services to be obtained, the supervisor:
	
	
	

	1.  provided teachers with a requisition form which identified the item or service to be obtained
	
	
	

	2.  obtained written justification for the item or service requested
	
	
	

	3.  checked inventory to minimize duplication in new purchases
	
	
	

	4.  prepared specifications for goods and services to be provided the supplier(s)
	
	
	

	In determining the supplier chosen to provide the material or service, the supervisor:
	
	
	

	5.  decided whether or not competitive bids were necessary or desirable for this purchase
	
	
	

	6.  circulated specifications to potential suppliers
	
	
	

	7.  advertised for competitive bids when appropriate
	
	
	

	8.  considered the ability of the supplier to deliver and service the equipment, as well as, the quoted price
	
	
	

	In placing an order with the selected supplier, the supervisor:
	
	
	

	9.  approved purchase orders
	
	
	

	10.  supervised the recording and issuance of purchase orders and the obligation of funds
	
	
	

	Upon receipt of the material and service, the supervisor:
	
	
	

	11.  arranged for materials and services delivered to be checked against the invoices, purchase orders, and specification
	
	
	

	12.  provided safe storage for materials after delivery
	
	
	


	
	LEVEL OF PERFORMANCE

	
	N/A
	Not Attained
	Attained

	13.  arranged for inspection of services rendered by the person requesting work performed and/or by outside authorities, if appropriate
	
	
	

	In accounting for supplies and materials consumed in instruction, the supervisor arranged for:
	
	
	

	14.  a continual inventory of all materials
	
	
	

	15.  charging to and collecting from recipients of items produced in the instructional process, the cost of materials consumed in producing the items
	
	
	

	16.  a permanent record of charges and receipts and of the use of program earnings
	
	
	


____________    ______           ____________   ______           ___________   ______
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