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Purpose 

The purpose of this procedure is to describe the process that Lawrence-Douglas County Health 
Department uses for accounts payable. This document provides background information and a 
detailed method to ensure an efficient and accurate accounts payable process. 

 

Scope 

The accounts payable process consists of all payments outside of payroll, i.e. all bills and invoices. 
This applies to all vendors and other third parties requesting payment for services or products. The 
intended audience is SS&C Solutions, Inc. and all employees involved in completing accounts 
payable procedures. This document includes procedures for the VISA credit cards from Commercial 
Land. 

 

Responsibilities 

Office Assistant – The Office Assistant is responsible for the creation of the purchase order (PO). 
They have knowledge of CYMA and what to include in the PO, including the correct expense 
account. 

Financial Specialist – This role is responsible for matching all PO’s with invoices, coding correctly, 
and scanning to SS & C.  

SS & C Solutions, Inc. – Accounting firm that pays all invoices from the correct expense account. 
All the invoices get scanned and sent to SS & C.  

 

Definitions 

AP – Accounts Payable; money owed by the organization to its vendors 

PO – Purchase Order; prepared by LDCHD to communicate and document the PO number, order 
date, company name, vendor name, vendor address, product ID, product description, quantity 
ordered, unit price, and total price. 

Vendor invoice – supplier or vendor sends an invoice to LDCHD that had ordered the products or 
services 

CYMA – financial management solutions used during accounts payable process  
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Statement – amounts that remain unpaid by LDCHD from the vendor; pay only from invoices not 
from vendor statements 

Control account – credit card account that contains summary accounts (includes transactions on all 
different accounts). 

Mileage/Tolls/Parking/Meals Reimbursement Request Form – form employees fill out to get 
reimbursed for work-related traveling and meals. 

Expense Reimbursement Form – employee work-related trips that require overnight stays and meals. 

 

Procedure – Accounts Payable 

1. Place invoice/PO in correct yellow folder 
1.1. Invoice must be addressed to Lawrence – Douglas County Health Department  
1.2. Sometimes the invoices and PO’s do not come in at the same time. The vendor must send 

an invoice so the PO and invoice will not be matched up right away. Each document has a 
correct file folder, i.e. invoices, PO’s, mileage, Hy-Vee, and Kroger-Dillon’s.  

1.3. Folders are used to organize “Invoices”, “PO’s”, and “Ready to Pay” and keep track of what 
has come in.  

1.4. Invoices that do not require to be matched up with a PO include: Kerr Consulting, Metro 
Courier, Laser Logic, Quest Diagnostics, Party America, KHSA, Steven’s and Brand, LLP, 
Expense Reimbursement form, Johnson Controls, Propio, Stampede Lineage, Stericyle, K-
State, SS & C, Inc., Mileage/Toll/Parking/Meals Reimbursement Form, NCM, Midco, and 
United Way of Douglas County.  

 
2. Match invoice with PO if we have received both – clip together 

2.1. Invoice and PO should have the same price. 
2.2.  The description on the PO should be like what was bought and shown on the invoice. 
2.3. Sometimes the PO number is on the invoice, making it easier to match up. 

 
3. Place PO/invoice in the “Ready to Pay” folder 

3.1. Once the invoice is in this folder, it can be paid by SS & C and put into CYMA. We have 
every supporting documentation that we need. 

3.2. Remember: If invoice does not require a PO, place in “Ready to Pay folder” 
 
4. Code using “Chart of Accounts” sheet on invoice 

4.1. Remember to include grant if need-be. 
4.2. A good tip is to reference Cyma for previous coding used. 
4.3. Allocate across difference accounts or grants if need-be. 

 
5. Add a new Vendor if there is not one already created. 
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5.1. MaintainVendors…New 
 
 
 

6. Scan all coded A/P invoices and send in 1-single PDF to SS&C 
6.1. Gather the coded invoices and scan into one document.  SS & C does not want invoices 

sent multiple times per check run so make sure they are all in by the 16th or the 31st at 12:00 
PM. 

6.2. Save in Groups (X::)>ADMIN>scans>SS&C>AP 01.01.2099 
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7. Once, SS&C has paid all invoices, attach documents to Cyma 
7.1. Save in (X::)>ADMIN>scans>Attached in 2019>correct monthModule: Accounts 

PayableEnter – InvoiceSearch Vendor (upper left)Choose correct invoiceClick 
AttachEditAdd attachmentChoose correct documentation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
8. Add control account from credit cards in A/P and send to SS&C  

8.1. The control account is used to pay off the credit card and must be paid. 
 
 
Procedure – Credit Cards 

1. Put invoices/POs in correct CC folder 
1.1. Invoice is typically labeled with employee credit card name 
1.2. There are 4 different employee credit cards and need to be separated by account. 
 

2. Make sure all invoices have a PO if they need one 
2.1. Clip together and keep in correct CC folder 
2.2. They cannot be combined and paid if all necessary documents are attached. 

 
3. Make sure we have all invoices on Commercial Land transaction history sheet 

3.1. Ask for transaction history sheet from Finance Director or whoever has access. 
3.2. The invoice should exactly match amount on transaction history. 

3.2.1. The transaction history shows how much was taken out of account to the penny. 
 
4. Use transaction history sheet to put transactions into CYMA. 

4.1. Accounts PayableEnterInvoicesSelect vendorFill in date boxes 
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4.1.1. Invoice date=trans date, posting date=postdate, pay date=post date 
4.2. All transactions must be in CYMA in order to select them to pay. 

 
5. Change AP Acct to VISA Balance. 

5.1.  We need to make sure that we are paying the correct account, so this step is very important. 
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6. Confirm that populated code (expense acct) is correct. 
6.1. Use Chart of Account to change if need-be 

 
7. Write code on invoice 

7.1. The code must be on the invoice for future audits and should match what is in CYMA. 
 
8. Receive CC statement from the bank 

8.1. There will be a separate state for each different employee credit card and a control account 
that includes all transaction. 

 
9. Combine and pay all credit cards 

9.1. UtilitiesWorkflowsAccounts PayableSelect Invoices for Payment and Print 
ChecksFind NowSelect each invoice from the CC statement (click little box all the way 
to the left)Total is the same as the statement totalPrint ChecksChange bank ID to 
designated employee CCPost – Paid 
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10. Print checks  
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Flowchart 
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Chart of Accounts 
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Purpose 

The purpose of the Board Designated Reserve Fund is to provide financial stability to the 
organization and allow the department and Board the freedom to manage financial volatility. 
Including events such as disease outbreaks, reductions in grant funding. delays in receiving revenue 
and to pay sick and/or vacation accrual liabilities when an employee retires. 

Policy 

The Lawrence-Douglas County Public Health Department’s Board Designated Reserve Fund is a 
restricted cash reserve fund that requires Health Board approval prior to any expenditure other than 
those related to a qualified employee’s retirement.  The amount to be held in this reserve should 
reflect six months of operating expenses.  
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PURPOSE 

An actual or potential conflict of interest occurs when an employee is in a position to influence a 
decision that may result in personal gain or gain for a relative as a result of the Health Department’s 
business dealings. Therefore, Health Department employees must abstain from participation in any 
selection process, contract negotiation or decision to purchase goods or services where they, or their 
family members or business associates, have any substantial financial interest in the award or selection 
of contract.   

Health Department business operations must not only fulfill all legal requirements but also maintain the 
public trust and reflect good stewardship of public funds.  

PROCEDURE 

Members of the Health Department’s Leadership Team will be required to annually, beginning July 1, 
2018, complete and sign a Disclosure Statement that lists their affiliations with other entities that might 
potentially affect their independent decision-making.  In carrying out their responsibilities for the Health 
Department, employees will report potential financial conflict of interest to the Health Department 
Director and abstain from participating in decisions for that event. 
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Disclosure Statement 

Please initial in the space at the end of Item A or complete Item B, whichever is appropriate; complete 
the balance of the form; sign and date the statement; and return it to the Assistant Director. 

A.   I am not aware of any relationship or interest or situation involving my family or myself that might 
result in, or give the appearance of being, a conflict of interest between such family member or me on 
one hand and the Lawrence-Douglas County Health Department on the other.  Initials:                 

B.   The following are relationships, interests, or situations involving me or a member of my family that I 
consider might result in or appear to be an actual, apparent, or potential conflict of interest between 
such family members or myself on one hand and the Lawrence-Douglas County Health Department on 
the other. Initials:                 

Corporate (either nonprofit or for-profit) directorships, positions, and employment: 

________________________________________________________________________ 

 

Memberships in the following organizations: 

________________________________________________________________________ 

________________________________________________________________________ 

 

Contracts, business activities, and investments with or in the following organizations: 

________________________________________________________________________ 

 

Other relationships and activities: 

________________________________________________________________________ 

I have read and understand Lawrence-Douglas County Health Department’s Conflict of Interest Policy 
and agree to be bound by it. I will promptly inform the Health Department Director of any material 
change that develops in the information contained in the foregoing statement. 

 

________________________ ________________________ ____________ 
Print Name    Signature    Date 
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All contracts entered into by the Health Department are subject to the State of Kansas cash basis and 
budget laws.  Any obligation incurred as a result of the issuance of the specifications binds the 
Health Department only to the extent that cash is available at the time payment is required.   
 
Furthermore, any contract that extends beyond the Health Department’s current fiscal year does not 
create an indebtedness or obligation for the subsequent fiscal year, and the Health Department 
reserves the right to cancel any contract until the first date of the subsequent fiscal year. 
 
Contracts entered into that extend beyond the Health Department’s current fiscal year should 
contain the following language:   
 

This contract is subject to the State of Kansas cash basis and budget laws.  Contract is 
contingent upon funds being available.  This contract is cancelable if funds are not available. 
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Purpose 
 
This policy exists to outline the authority to make purchases on behalf of the Health Department and the 
processes that are used for making those purchases. 
 
Acquisition via Purchase Order 
 
Buyers: Buyers are the initiator of purchase orders and can initiate a purchase order for any dollar amount. 
Purchase orders must be coded to the appropriate general ledger account, grant or other dimension in the 
accounting system. Purchase orders are then routed to the Approver and the approval is made in the system 
indicating that the item can be purchased. 
 
Approvers: Purchase orders are routed to the appropriate approver in the accounting system. When the 
Approver considers approval, the individual will review the coding and consider if the item was budgeted for 
the normal course of business in the BOD approved annual budget. Items not budgeted for must be 
approved by the Executive Director (ED) and if over $20,000 the BOD prior to acquisition. Once 
approved, the appropriate internal buyer will initiate the acquisition via phone, web or going to the location 
in person, ordering in the most efficient, cost effective manner. 
 
In accordance the Controls Surrounding Cash Disbursement, invoices will be matched to the POs prior to 
the invoice being submitted for payment. If the purchase order request is fulfilled via credit card, the 
Financial Specialist will match the credit card charge to the approved purchase order. 
 
A list of all expenditures will be provided to the ED for review at the end of the month. 
 

 Clinic Community Health Health Informatics Administration 

Buyers 

 
Clinic 

Inventory Buyer 
Colleen Hill 

Executive 
Assistant 

Colleen Hill 
Executive 
Assistant 

Colleen Hill 
Executive 
Assistant 

 
Pharmaceutical 

Buyer 

  

Linda Craig 
Director of 

Clinic 
Services 

 

Beth 
Llewellyn 

Director of 
Community 

Health 

Sonia Jordan 
Director of 
Informatics 

Approvers Linda Craig 
Director of 

Clinic Services 
Beth 

Llewellyn 

Director of 
Community 

Health 
Sonia Jordan 

Director of 
Informatics 

Dan Partridge 
Executive 
Director 

Authorization 
Limits 

$5,000 and Within Budget $2,500 and Within Budget $2,500 and Within Budget $20,000 and Within Budget 

Action Taken 
When 

Outside 
Authority 

Executive Director Approves Executive Director Approves Executive Director Approves Executive Director Approves 
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Acquisition via Credit Card or Petty Cash (Without Purchase Order) 
 
Management acknowledges that it may be more expedient in certain situations to not issue a purchase order 
in advance but allow approved individuals to make acquisitions via credit card or use of petty cash and have 
those expenditures and their coding approved after the fact. The following positions have been issued credit 
cards or have access to petty cash and are approved to make acquisitions not to exceed the authority granted 
below. All credit card receipts or petty cash disbursements will be coded to the appropriate general ledger 
account and provided to Approver to review and sign off. 
 
Use of petty cash should be limited and not exceed $50 per purchase. 
 
This Purchasing Policy does not supersede the financial policy regarding the use of Purchasing Cards Usage 
but does govern the authorized card limits. 
 

Authorized Card Holder 
(by Position) 

Approver of Charges 
Credit Card Limit 
(Per purchase / Total Credit) 

Clinic Manager Director of Clinic Services $200 / $500 

Director of Clinic Services Executive Director $5,000 / $10,000 

Director of Community Health Executive Director $2,500 / $10,000 

Executive Assistant Executive Director $2,500 / $10,000 

Executive Director 
Director of Clinic Services 
Over $20,000 – Board of Directors 

$20,000 / $50,000 
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Surplus, obsolete, and/or non-functional property, equipment, or materials may be transferred, sold, 
offered as a trade-in or destroyed.  Any property disposed of will be stripped of all identification as 
LDCHD property.  Depending on the nature of the item, the Health Department Director may 
choose one of the following methods of disposal: 
 
1. Donation  

 
Such property may be donated to other governmental agencies, not-for-profit organizations 
or other entities if the Health Department Director determines that such donation will 
provide a benefit to residents of Douglas County. A listing of donated items (including serial 
numbers and asset tag if applicable), along with their value and the agency’s name, must be 
provided to the DAS for inclusion in the annual financial statement and removal from 
inventory. Publication is not required for donations.  A donation acknowledgement form 
must be signed by the receiver of the donation and returned to the DAS. 

 
2. Destruction 

 
Authorization for destruction of item(s) no longer required or no longer functional and 
having little value must be made by the Health Department Director. A listing of destroyed 
items (including serial numbers and asset tag if applicable), along with their value, must be 
provided to the DAS for inclusion in the annual financial statement and removal from 
inventory. The DAS is responsible for choosing the most appropriate destruction process for 
the items. 
 

3. Trade-In 
 
The Health Department Director may approve trade-in of item(s) no longer required by the 
LDCHD. A listing of items traded in (including serial numbers and asset tag if applicable), 
along with their value and the name and address of the vendor must be provided to the DAS 
for inclusion in the annual financial statement and removal from inventory. 
 

4. Sale 
 

The Health Board must approve the sale of personal property that is not fully depreciated 
and the method of sale. 
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Terms and Conditions of Donation, Trade-In or Sale 
 
No warranty or guarantee of any kind is given by the LDCHD.   All items are offered for sale or 
donation “as is,” “where at,” and “without recourse.” 
 
The successful bidder or purchaser shall be required at their own risk and expense to remove any 
items awarded within five (5) business days after notification of acceptance of bid or purchase offer 
by the LCDHD, but not before payment of the purchase price.  Receipt of each unit must be signed 
by the purchaser or its duly authorized agent at the time the item is removed.  Any item not called 
for or left behind for a period of more than five (5) business days after the date of bid acceptance 
shall be considered as abandoned and the LDCHD has the right to dispose of same in any manner 
whatsoever.  Exceptions may be approved by the Health Department Director. 
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The following items do not require a Purchase Order (PO) unless the vendor requires one be issued:   

 
1. Employment Ads 
2. Insurance 
3. Lawrence Memorial Hospital lab services and chest x-rays    
4. Biohazard vendor services 
5. Membership dues 
6. Staff Recognition expenses 
7. Basic service contracts (agreed upon amount and service occurs over time, i.e. copy 

machine, postage machine rental, telephone contract).  If purchasing agent calls to 
initiate service/maintenance, i.e. scale calibration, special telephone coding, then a 
purchase order is required. 

8. Nursing license verification 
9. Professional service agreements 
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KAY KENT PUBLIC HEALTH SERVICE AWARD FUND POLICY 

 
 
The Lawrence-Douglas County Health Department’s Kay Kent Public Health Service Award 
Fund is an account used to recognize extraordinary performance and reward excellence in 
public health service.  An annual $500 after taxes honorarium is presented to the recipient.  
Other expenditures are at the discretion of the Director or Health Board. 
 
Additional funds for this account are obtained annually from any unused contributions from 
an employee’s flexible spending/section 125 account.  According to IRS regulations, these 
unused contributions are subject to the annual “use-or-lose” rule and are forfeited to the 
employer.    
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Supplies and Services Ordered Regularly 
 
Supplies/services purchased on a regular basis and included in the agency approved budget (clinic 
supplies, pharmaceuticals, general office supplies, clinic office supplies, computer software upgrades, 
environmental health supplies) are listed on standing requisitions and requested and approved by the 
Program Director/Program Coordinator/Team Leader as outlined in Standing Requisitions. 
 
 
Other Supplies and Services 
   
Supplies/services not regularly ordered (audio visuals, reference materials, new items to be added to 
supply lists, capital equipment, new computer software) are requested using an electronic purchase 
requisition. 
 

 

 

 

 

 

 

 

 

 

 

  

http://sharepoint/policies/Financial%20Policies/Purchasing/Standing%20Requisitions.docx
http://sharepoint/policies/Financial%20Policies/Purchasing/Standing%20Requisitions.docx
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Policy Scope 
 
The policy of the Lawrence-Douglas County Public Health Department (LDCPH) is to provide fair and 
equitable treatment of all persons involved in procurement of goods and services for the Agency, to 
maximize the purchasing value of public funds in procurement, and to provide safeguards for maintaining a 
procurement system of quality and integrity. This policy and procedures are designed to ensure that all 
LDCPH funds are expended in accordance with sound business practices, recorded in compliance with 
acceptable accounting procedures, and meet the requirements of federal and state agencies that may assist in 
the financing activities of the LDCPH.    
 
Supplies/services, major equipment and facility expenses not part of routine operation expenditures 
(consulting services, audio visuals, reference materials, new items to be added to supply lists, capital 
equipment, new computer software) must follow requirements for Requests for Proposals (RFP), quotes or 
sole source procurement as outlined below 
 
In general, for purchases more than $20,000 an RFP is required. LDCPH is responsible for preparing and 
distributing the RFP.  Standard elements to be considered for the RFP include: 

• Instructions to offerors specifying when, to whom, and where proposals should be sent. 
• Project scope and requirements including indication of any monetary limits. 
• Project tasks offerors are expected to carry out. 
• Guidance for preparing costs estimates., i.e. expense categories  
• Start and completion dates for each phase of the work plan. 
• Description of screening criteria and award process 

Quotes 

In general, three (3) written quotes are required for supplies/services costing between $7,500 and $20,000. 
The request for quotes should include clear and concise specifications; all vendors responding to the request 
for quotes shall receive the same specifications. The LDCPH program director obtains the quotes. As 
applicable, vendors are to provide government pricing. Quotes must be dated and specify the quote is valid 
for a minimum of 30 days. Recommendations on which quote to accept along with copies of the quotes are 
reviewed with the Director prior to purchase approval.   

LDCPH may purchase from established city, county, state or federal pricing quotes in lieu of obtaining 
additional quotes. 

For established vendors, purchases may be made without obtaining quotes if the prices are considered 
reasonable. However, at least every three years the program director will initiate the process of obtaining 
quotes for these supplies/services. 
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Sole Source Procurement 

LDCPH has the option of a sole source, or non-competitive procurement process, under the following types 
of circumstances: 

• Only one known source exists for supplies or services as determined by documented research 
• No other reasonable alternative source exists that meets the Agency requirements  
• Only one source meets the business need of the LDCPH (e.g., compatibility, unique feature to meet 

business need, professional expert) 
• The public exigency or emergency for the requirement will not permit a delay resulting from 

competitive solicitation 
• The federal awarding agency or pass-through entity expressly authorized noncompetitive proposals 

Written justification for a sole source vendor is reviewed with the Director prior to purchase approval.   

 
Value Approval Required Quote/RFP Requirement 

More than $20,000  Health Board RFP or sole source 

$7,500 - $20,000 Director  Quotes or sole source  

Less than $7,500 Director  None required 

 
 
Purchases shall not be divided so as to constitute a smaller purchase to avoid authorization limits. 
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Purpose 
 
To set standards for issuing purchasing cards and communicate to staff proper use of agency purchasing 
cards  
 
Policy 
 
The LDCHD issues purchasing cards and sets credit lines consistent with purchasing responsibilities of 
individual staff.  Purchasing cards are used primarily for online purchases and local vendors such as Wal-
Mart and Target that no longer issue invoices for purchases as well as costs associated with business travel.   
 
Procedure 
 
The Financial Specialist and Executive Director will work with the Health Department’s bank to issue cards 
in accordance with best practices related to separation of duties in such matters.  The Director approves all 
cards and sets credit limits prior to issuance. 
 
The Financial Specialist is responsible for maintaining all records related to purchasing cards including 
copies of Purchasing Card Cardholder Agreement and reviewing with staff expectations for proper use of 
cards.  A copy of the Cardholder Agreement is attached to this policy.  Upon expiration and renewal of 
cards, employees will sign a Cardholder Agreement and review expectations for proper use.   
 
Cards issued to staff no longer employed with the Health Department will be returned to the Financial 
Specialist and the Financial Specialist will instruct bank to cancel the card.  
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Lawrence-Douglas County Health Department 
Purchasing Card Cardholder Agreement 

 
Name of Cardholder:        
Card #:  XXXX XXXX XXXX XXXX   Expiration Date:       
 
Cardholder agrees to accept responsibility for the protection and proper use of the Visa Purchasing Card 
in accordance with the terms and conditions below: 
 
1. Cardholder agrees to use the Purchasing Card only to purchase goods for the Health Department’s 

use where the Health Department’s standard purchase order procedure is not accepted by the vendor.  
Examples include local merchants such as Target and Wal-Mart as well as purchases by phone and 
Internet.  All purchases must comply with Health Department purchasing policies. 

 
2.  Cardholder understands that purchases made with the card are tax-exempt.  Cardholders are 

responsible for making sure taxes are not charged to their purchases by informing vendors that the 
Health Department is tax-exempt before an order is processed.  

 
3.  Cardholder agrees to provide supporting documentation and/or receipts from the vendor.  

Documentation and/or receipts are to be submitted to the Financial Specialist following the Health 
Department’s standard purchasing process.  Items listed on the documentation/receipt are to be 
verified by a third party as being received by the Health Department. The receipt should be initialed 
and dated by the third party.  Failure to report or document purchases may be deemed an improper 
use of the Purchasing Card. 

 
4.  If the card is lost or stolen, Cardholder will contact Mastercard immediately at 1-800-472-1959.  

Cardholder will record the name of the person he/she spoke with; time and date card was reported 
missing, and reference number provided by the bank.  Cardholder will also inform the Financial 
Specialist immediately of the missing card.  In the absence of the Financial Specialist, the cardholder 
will inform the Health Department Executive Director. 

 
5.  THE CARDHOLDER MAY NOT MAKE PERSONAL PURCHASES ON THE CARD.  

Cardholder understands that he/she shall be personally liable for any improper use of the Purchasing 
Card and agrees to pay the Lawrence-Douglas County Health Department for any such improper 
use.  Purchases as a result of lost or stolen card shall not be considered an improper use if the 
Cardholder reported the lost or stolen card immediately as described in paragraph 4.  Cardholder 
understands that his/her improper use of the Purchasing Card may be cause for disciplinary action by 
the Health Department including termination of employment and that improper use of the 
Purchasing Card may subject the Cardholder to criminal prosecution.  

 
6. Cardholder understands that he/she is responsible for securing the Purchasing Card entrusted to 

him/her.  Cardholder shall safeguard card and card numbers and prohibit others from using the 
Purchasing Card. 
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7.  Cardholder understands that should his/her employment with the Lawrence-Douglas County Health 
Department be terminated for any reason, the Purchasing Card must be returned to the Health 
Department.  Cardholder also understands that the Health Department may withdraw authorization 
to use the Purchasing Card and require the return of the Purchasing Card at any time for any reason. 

 
8. If in doubt that a purchase is authorized under this agreement through the use of the Purchasing 

Card, Cardholder understands that he/she should seek prior approval from the appropriate Director.  
Such approval presumes the proper use of the Purchasing Card. 

 
9.  Cardholder acknowledges by his/her signature to this agreement that, he/she has received training in 

the proper use of the Purchasing Card, understands the Health Department’s purchasing procedures, 
and has read and understands this agreement. 

 
 
Cardholder Signature         Date       
 
 
FOR DEPARTMENT USE ONLY 
 
 
Limit Per Purchase  $ 
Monthly Limit   $ 
 
 
Approval:                    Date:       
        Executive Director  
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Expectation for Proper Use 

 
Retention of receipts and other purchase documentation is required.  As with any purchase made for the 
Health Department, sales slips, cash register receipts, invoices, order forms and receiving documents 
must be retained. All purchases must be coded to the appropriate general ledger code including relevant 
grant information.  
 
Purchasing cards are not intended to avoid or bypass appropriate purchasing or payment procedures.  
The purchasing card program would complement the existing policies, procedures, and processes. 
 
Purchases must be for the use and benefit of the Health Department.  No personal purchases will be 
allowed. 
 
Receipts must list items purchased and must be itemized. 
 
Vendors will need to be notified at time of purchase of the Health Department’s tax exempt status. 
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The LDCHD makes every effort to recognize employees for their continued employment and service 
every five years.  The LDCHD also recognizes employees upon retirement.  The recognition 
committee is charged with purchasing food and supplies as part of the recognition and planning the 
retirement reception.  
 
An annual allowance of up to $100 will be provided for coffee, paper products and utensils for 
recognition purposes. 
 
Total expenses per individual staff recognition should not exceed $50. 
 
Total expenses per individual staff retirement, should not exceed $750. 
 
The purchase of items for the recognition should be in the following manner: 
 

1. Order/purchase items from vendors with whom the LDCHD has an established 
charge account:  Dillon’s and Hy-Vee (check out card from purchasing agent), 
Panera Bread, Munchers Bakery, Wheatfields Bakery and Einstein Brothers Bagels 
(present tax exempt certificate and business card). 

2. Submit all receipts to the Accountant after purchasing with documentation of which 
staff member is being recognized. 

 
The purchase of items for the retirement should be in the following manner: 
 

1. The recognition committee will submit a budget to the Health Department Director  
not less than six weeks prior to the event.  This budget should be all inclusive, 
including invitations, postage and food.  The budget will specify the quantity, dollar 
amount and vendor for purchases.  No alcohol purchases are allowed with LDCHD 
funds. 
 

2. Upon receiving approval of budget, the recognition committee will coordinate with 
the Purchasing Agent to purchase approved supplies/services. 
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The standing requisition is designed to assist the programs in purchasing items on a 
regular/repetitive basis.  Requests to purchase are made by completing a current inventory and 
determining the amount to purchase based on prior usage.  All standing requisitions are kept 
electronically within Excel spreadsheets.  The standing requisition is used by programs to purchase: 

• Clinic Supplies 
• Pharmaceuticals  
• Environmental Health Supplies  
• Clinic Office Supplies 
• Office Supplies 

 
Clinic Supplies 

  
a) General Clinic Supplies are supplies that are used by more than one program, where 

Family Planning uses the majority (i.e. table paper, gloves, biohazard bags).  The Clinic 
Assistant will complete the request section on the spreadsheet.  The Family Planning 
Nurse Practitioner will complete the approval section on the spreadsheet except for 
cotton balls, syringes and needles which will be approved by the Immunization Team 
Leader and Hemocues which will be approved by the WIC Coordinator/Nutritionist if 
for WIC and the Family Planning Nurse Practitioner for Hemocues used for programs 
other than WIC.  

 
b) Pharmaceuticals are broken into two parts: Family Planning/STD and Immunizations. 

 
1.   Family Planning/STD:  The Family Planning Nurse Practitioner will complete 

the request and approval section on the spreadsheet.   
2. Immunizations:  The Immunization Team Leader will complete the request and 

approval section on the spreadsheet.   
 

Environmental Health Supplies 
 
The Environmental Health Specialist will complete the request section on the spreadsheet.  The 
Director of Environmental Health will complete the approval section on the spreadsheet. 

 
Clinic Office Supplies 
 
The designated Office Assistant will complete the request section on the spreadsheet.  The Clinic 
Office Coordinator will complete the approval section on the spreadsheet. 
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Office Supplies 
 
The Administrative Support Specialist will complete the request section on the spreadsheet.  The 
DAS will complete the approval section on the spreadsheet.  
 
Processing Standing Requisitions 
 

a) The Purchasing Agent/Administrative Support Specialist is then notified via email that an 
order is requested and the date when the items are needed.  

b) The Purchasing Agent completes the purchase order number portion of the spreadsheet. 
c) The Purchasing Agent completes the purchase order and places the order. 
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The standing requisition is designed to assist the programs in purchasing items on a 
regular/repetitive basis.  Requests to purchase are made by completing a current inventory and 
determining the amount to purchase based on prior usage.  All standing requisitions are kept 
electronically within Excel spreadsheets.  The standing requisition is used by programs to purchase: 

• Clinic Supplies 
• Pharmaceuticals  
• Environmental Health Supplies  
• Clinic Office Supplies 
• Office Supplies 

 
Clinic Supplies 

  
a) General Clinic Supplies are supplies that are used by more than one program, where 

Family Planning uses the majority (i.e. table paper, gloves, biohazard bags).  The Clinic 
Assistant will complete the request section on the spreadsheet.  The Family Planning 
Nurse Practitioner will complete the approval section on the spreadsheet except for 
cotton balls, syringes and needles which will be approved by the Immunization Team 
Leader and Hemocues which will be approved by the WIC Coordinator/Nutritionist if 
for WIC and the Family Planning Nurse Practitioner for Hemocues used for programs 
other than WIC.  

 
b) Pharmaceuticals are broken into two parts: Family Planning/STD and Immunizations. 

 
1.   Family Planning/STD:  The Family Planning Nurse Practitioner will complete 

the request and approval section on the spreadsheet.   
2. Immunizations:  The Immunization Team Leader will complete the request and 

approval section on the spreadsheet.   
 

Environmental Health Supplies 
 
The Environmental Health Specialist will complete the request section on the spreadsheet.  The 
Director of Environmental Health will complete the approval section on the spreadsheet. 

 
Clinic Office Supplies 
 
The designated Office Assistant will complete the request section on the spreadsheet.  The Clinic 
Office Coordinator will complete the approval section on the spreadsheet. 
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Office Supplies 
 
The Administrative Support Specialist will complete the request section on the spreadsheet.  The 
DAS will complete the approval section on the spreadsheet.  
 
Processing Standing Requisitions 
 

a) The Purchasing Agent/Administrative Support Specialist is then notified via email that an 
order is requested and the date when the items are needed.  

b) The Purchasing Agent completes the purchase order number portion of the spreadsheet. 
c) The Purchasing Agent completes the purchase order and places the order. 
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