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- SUBJECT

ADMINISTRATIVE PURCHASI NG
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

SMALL ORDER SYSTEM (SOS), Conti nued

Vi .

VI,

VI,

HOW TO PAY:
A Upon recei pt of invoice fromthe vendor, the Accounts Payabl e Depart nment
will match the SOS Purchase Order with the invoice. Invoice will be paid

if there is no difference in price. Accounts Payabl e may choose to pay
variances of 10% of |ess.
B. I nvoi ces received by requisitioner should i mrediately be forwarded to

Accounts Payabl e for processing.

AUDI TI NG

A The Purchasing Department will conduct a desk audit of every order
witten.

B. Internal Audits will conduct periodic audits on a sanpling basis to:
1. Determ ne if purchases have been made of unauthorized itens.
2 Determine if orders are being split.
3. Check the validity of receipt of nerchandise.
4 Det er m ne adequacy of accounting control.

USE OF SOS IS OPTIONAL: Any department that desires not to utilize the SOS

alternative may submit a purchase requisition to the Purchasing Departnment in

the normal nmanner or participate in the Purchasing Card Program
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