
APPENDIX 16

 GENERAL ASSISTANCE: PURCHASE ORDER PROCEDURE

PURCHASE ORDER  PROCEDURE

Rent:  A purchase order (P.O.) will be written (see form #1, P.O. #26370).  The P.O. has 4 parts. The
white copy (Vendor copy) will be completed with the name and address of the vendor; the “Ship to”
section contains the words General Assistance (GA) as well as the client’s name.  The upper left hand
corner contains the account number (rent) and the total $ amount for this particular P.O.  This page as
well as the gold page (Receiving Copy) will be mailed to the vendor.  The yellow copy (Finance
Dept.) is forwarded to the Finance Department (Accounts Payable). The GA Director will retain the
pink copy (Department Copy).  The gold copy as mentioned previously will also be given to the
vendor (see form #2).  This page contains a section to be completed by the rental agent certifying that
only the client occupies the unit.  It then requires the rental agent to sign and date.  This gold copy is to
be returned to GA along with an itemized bill.  Once the gold copy of the P.O. is received, along with
an itemized bill (form #3), it is stamped, dated, okayed by the GA Director and forwarded to Accounts
Payable for payment. see form #4).

Groceries/Medications/CMP/Oil Vendors: Other P.O.’s for vendors such as grocery
stores/pharmacies/Wal-Mart/oil companies/CMP are completed in the same fashion (see form #5
Purchase Order #34586.  In this example, the P.O. will be completed in the same way as before.  The
name and address of the vendor, the “ship to” section contains the words General Assistance as well
as the client’s name.  The description section will state: groceries; oil for residence at (give complete
address of client); medications (list the medications and the Medicaid rate); personal items; clothing;
electricity for (give the complete address of the client as well as their CMP account number and the
name that shows on the bill).  With any food purchases, I also write tax exempt, no alcohol or tobacco
(see form #6) and I attach a list of “non-allowable snack items” to the P.O.(see form #7).  In the case
of personal items, I attach a list of allowable items.  In this particular case, either the white copy is
given to the client, or in the case of CMP, the white copy is forwarded to the vendor (CMP). I have
also spoken to CMP and advised them of the amount to be paid by GA and have informed them of the
P.O. number. The yellow copy is given to Accounts Payable and the GA Director retains the pink and
gold copy.  Once the bill is received, the gold copy is stamped, dated and okayed by the GA Director
and forwarded to Accounts Payable for payment. (see form # 8).

Rockland has only one person in Accounts Payable.  She is the only person who sees this
P.O. and would have knowledge of the client’s name.  She has already been advised as to
confidentiality.

Brenda Harrington
General Assistance Director
City of Rockland
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