January 6, 2025
To All Limerick Department Heads:

On January 13, 2025, town employees responsible for buying for their budget will begin to
use a new Purchasing Process.

The Treasurer’s Office needs to receive from anyone placing an order for anything that
requires processing a payment, a copy of a Purchase Order. This includes purchases for
materials, services, contracts, capital projects, etc.

Invoice processing is a crucial aspect of financial transactions. If we have a more formal
purchasing process then accuracy, transparency and accountability can be improved. In
addition, efficiency and error reduction can be realized for everyone involved.

The Budget Process uses the expense account numbers in the General Ledger. Everyone
who is responsible for spending funds in their budget receives a template/worksheet that
has expense account numbers that relate to funds to be spent. As a Department Head you
will need your budget template when writing a purchase order.

The goalis better informed decision making for all Department Heads and the Selectboard
as we manage the funds that our citizens have entrusted us with.

If you have any questions regarding the Purchasing portion of this process, please contact
Alesha Buzzell. If you have any questions regarding the Accounts Payable portion of this
process, please contact Julie Giles.

Thank you for your assistance with this process as we all try to improve together!

Sincerely,
LIMERICK SELECTBOARD

7 [
Gil Harris, Chair /N/J Ll/r/

/;"/ P = < ! —_

Brady Connérs Vice Chair L =ar e Ll
Wade Andrews
Katie Proctor ﬁfrr;@/%
John Medici S
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PURCHASING PROCESS

Each department and the Office of the Selectboard receives a block of numbered
purchase orders issued and controlled by the Selectboard’s Office.
1. The Selectboard, Department head or their authorized ‘buyer’ Orders the
material, or service, etc. and fills in the3-part internal form:
(Note: Use ink pen placing cardboard cover between each set)

PO Header:
0008601

PURCHASE ORDER
BILLTO SHIPTO
ADDRESS ADORESS
CITY, STATE. 21° CITY, STATE, ZP
DATE DATE REQUIRED | TERMS | SHIP VIA REQ.NO.ORDEPT, |[FOR

TO: Vendor Name

ADDRESS: Vendor Street Address

CITY, STATE, ZIP: Vendor City, State and Zip

DATE: Date order placed

DATE REQUIRED: Date to complete (each PO should have one required date)

TERMS: if applicable

SHIP TO: Person to receive or oversee service ordered
ADDRESS: Location to receive goods or have service

performed, if in Limerick.

HOW SHIPPED: as determined by buyer
DEPT: The 4-part General Ledger Expense Number from Dept.
budget passed by voters. Available on budget worksheets
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PO Body:

QUANTITY
GCRDERED

QUANTITY
RECEIVED

LESCRIPTION

il

PRICE
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UNET

2

3

(5]

Qﬁantity of what is ordered

Description of what is ordered
Price/Unit

PO Footer

When placing the order, please give the Vendor the PO humber and ask that it

appears on invoices, and any shipping documents.
PURCHASING AGENT: sign person placing the order.

Use SPACE underneath the PURCHASING AGENT For any second signature required

(,_M,,_____._

PORTANT

i,

5.2

|
\

-

o

Purchase Order Number must appear on all
inveicss - packaging, etc.

iease notify us immediately if you are unabie
0 complete the order by date spacified.

i Please cend _
with ORIGINAL BILL OF LADING.

__copies of your INVOICE

\

PURCHASING AGENT

A-5851
T-10140/46147

by the Selectboard’s Purchasing Policy. See Appendix B.
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3. Send PO WHITE copy to Treasurer’s Office (Filed numerically until closed.)

4. Note— PO is an INTERNAL DOCUMENT. If a written PO is requested by the
Vendor, a copy should be retained by the person ordering with whatever
one has been supplying to a vendor currently and this source document
stapled to the YELLOW copy.

5. Retain the YELLOW in department awaiting receipt.

6. Retain PO PINK copy in Department in the PO BOOK. Do not remove. This
is the numerical copy to be retained and sent to the selectboard office for
reconciliation when requesting another book of 50 Purchase Orders. If a
PO is VOIDED, leave all three copies in the PO BOOK. Selectboard’s office
will ensure all POs in a book are accounted for before issuing another
new book of Purchase Orders.

7.  When the material or service is received, indicate the quantity and date,
initial YELLOW copy.

* |F COMPLETE, send the YELLOW copy indicating COMPLETE.

* |IF anything is BACKORDERED, send a copy of the YELLOW copy to the
TREASURER.

* If a partial receipt the buyer may indicate CALL COMPLETE and send
the YELLOW copy to the Treasurer’s office.

* When the YELLOW copy is received in the Treasurer’s office the
Purchase is either COMPLETE or the buyer Is CALLING the PO
COMPLETE.

A PO can be cancelled at any time by sending the original YELLOW copy to
the Treasurer’s office indicating the PO has been cancelled.

The PO cannot be increased. A new purchase order is to be placed with the
vendor and the authorizing signatures obtained. Any overage receipt
MUST be approved by Selectboard or Department Head signature.
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8.  Attach a packing list or bill of lading to the YELLOW copy sent to the
Treasurer when materials are received.

9. The Treasurer’s office will staple the YELLOW copy to the ORIGINAL
WHITE copy.

10. The Treasurer’s office will match the Invoice to the YELLOW copy.

11. The Treasurer’s office will prepare the warrant for payment if everything
is in order.

12. The Treasurer’s office will resolve discrepancies with the Department
Head before the warrant is initiated.

13. The Warrant will be prepared weekly for review and authorization to pay
weekly. See Appendix C Billing Policy

MUNICIPAL CREDIT CARDS

A copy of the authorized purchase order and credit card invoice will need to
indicate the General Ledger expense accounts that are to be charged prior to
being submitted for payment. Attached packing slips to YELLOW copy when
submitting to Treasurer’s Office. The purchases must be made in accordance with

the Selectboard’s policy for credit cards. See Appendix D Municipal Credit Card
Policy.

RUNNING A TAB at local businesses.

A copy of a receipt will need to indicate the General Ledger Expense account

to be charged. The receipt needs to be signed by an authorized person to
buy.

SERVICE-BASED PURCHASE ORDERS

A high percentage of purchase orders are placed for the Town of Limerick, are
‘Service-Based’. Examples are Legal, emergency repairs, etc.

It is important that these vendors are given a purchase order number when the
order is placed to reference on the invoice they send. It is important that the
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expense number to be charged is written on the internal PO. Many of these types
of PO should only need to be created once a year with a PO price of the budget, as
there is monthly billing or on demand use billing agreement.

At the beginning of a new year, this type of purchase order should be closed out
and new ones issued reflecting any new information from the budget worksheets
for General Ledger Expense accounts for the new budget year.

CONTRACTS

Create a Purchase Order for contracts with the General Ledger Expense account or
Capital Project to be charged. Staple the WHITE PO copy to a copy of the contract
and forward it to Treasurer’s office. If the Contract is amended a copy of the
amendment needs to be sent to the Treasurer’s office referencing the original PO
number. One purchase order should suffice for the length of the contract. The
contract should reflect the PO number assigned to it and the contractor be
requested to reference it on all invoices.

The Treasurer will review the payment terms of the Contract and schedule
accordingly.

IN GENERAL

When a town warrant is approved, articles that require a purchase must have a
purchase order created and sent to the Treasurer’s office.

When a selectboard approves a purchase during a meeting, a purchase order must
be created and sent to the Treasurer’s office.

When a selectboard amends an open purchase order during a meeting, this must
be communicated to the Treasurer’s office in writing noting the PO number.

When a Department Head changes, open POs are to be turned into the
selectboard’s office and reissued to the new Department Head.

When s Department Head changes, unused POS are to be turned into the
Selectboard’s Office and reissued to the new Department Head.
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Invoices will not be paid until there is a successful two-way match between buyer
(YELLOW) and Treasurer’s copy (WHITE) or a selectboard member authorizes
overrides it in writing with an expense account referenced.

None of the above workflow supersedes any purchasing policy in place. Whenever

the purchasing policy is amended a copy needs to be sent to the Treasurer’s
Office.

When a book of 50 purchase orders is complete, the book containing 50 pink
copies is to be turned into the Selectboard’s office and filed numerically. This is

the numerical file for inquiry. PO Book should be checked to ensure that all 50
pink copies are there.

This purchasing process should always be in sync with existing Selectboard
purchasing policies and Treasurer accounts payable policy (See Appendix E).

Selectboard Managed:

Selectboard & Municipal Support
Administrative Costs

Assessing

Town Manager

Non-Tangible Service-Based:
Professional/Legal
General Assistance
Utilities
Fuel
Electricity
Internet
IT Support
Streetlights
Hydrants
School RSU 57
York County
Debt Services
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Public Access TV

Employee Benefits:
Maine PERS Retirement Program Health
Insurance & FMLA
Custodial: Town
Buildings
Public Access & Cemeteries

All Contracts and Agreements

Other Operational Budgets Managed by:

Department Heads: Animal
Control Office
Code Enforcement Officer
Constable
Elections
EMA
Fire Chief
Librarian
Planning Board
Recreation
Road Commissioner
Town Clerk
Town Tax Collector
Treasurer
Transfer Station Manager
Zoning Board of Appeals

Page 7 of 15
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APPENDIX A

General Ledger Structure

GENERAL LEDGER STRUCTURE (TRIO SOFTWARE)
G/L Account String 15-01-10-19

A general ledger
account list contains

the names and - EXAMPLE of 4 levels

numbers of all the

bookkeeping accounts 15  The 1% Level Department is Public Safety
necessary for

classifying revenues 01  The 2" Level Division is Fire Dept.

and expenses.

This list is called a 10  The 3" Level Expense is Supplies
Chart of Accounts

19  The 4% Level Object is the Expense Category

SAMPLE WORKSHEET

Dept E02 Div 01
LA 20 xxxx  Est TBA 1071072024 } 2025 Budzet l{nlnt'\lr\ll Add’l Operating Requests 513 Capitsl Project Requests $5S

Describe Descrite

Treasurer

3
' -Employer Cost

l-Fiea/Medicare i xx"s of Gioss)
11 Earned Paid Leave - Depuny Treasirer (xx
03-Training

-Professional
-Advertising

Total S Tatal S =
Attach Budget for Capital Projects and Timetine

Emait to: Assistant at

lulie Giles

10/6/2024 Town of Limerick Maine 10




SOP # 001 Workflow: Purchase Process Version 001 dated 1/1/2025 Page 9 of 15

APPENDIX B Purchasing Policy

John Miedic Offlce of Select Board
Wade Andrews Assessors and Querseers
Brady Connors Phone: 207-793-4475

Katherine Proctor Fax: 207-793-8510
Gilbert Harris

s lmercirs arg
Town Of Limerick
55 Washington Street
Limerick, ME 04048

PURCHASE POLICY

AUTHORITY:

The Select Board seeks to have the purchasing agent, or the department heads use
sound financial management of all Town funds. In an effart to contral this, they desire to set
current standards for the purchase of goods and services far the Town of Limerick as follows:

SCOPE OF POLICY:

The Select Board hereby establishes the following guidelines for the purchase of all
Town goods and services. This purchasing policy shall be in effect upon its adoption and shall
remain in effect until amended or overturned,

$0 - $1,000 Formal competitive bidding is not required. However, the purchaser should
endeavor 1o get the best value for the money spent. Department heads can approve the
purchase if it is included in their budget or If of an emergancy nature,

$1,000 - $2,500 This also does not require competitive bidding but should also be priced so that
the Town receives good value by receiving multiple quotes. Department heads can only
approve the purchase of goads and services if this was prasent in their annual budget, ifnot in
their budget the Select Board approval is required.

$2,500 - $14,999 Written quotes shall be solicited fram a minimum of three qualified bidders or
companies. The bids or estimates are to be altached to the purchase order request and
zpproved by the Select Board.

Over $15,000 Written bid specifications shall be approved by the Select Board and shall Include
text giving the Town the right to “accept or reject any and all bid”. The bid shall be advertised
by at least a weekly publication to encourage the widest possible competition. Bidders shall

Page 1 of 2 Pages
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submit sealed bids in writing to the Select Board prior to the date and time specified in the bid
package. Late bids shall never be acceptad. Bids shall be opened at a public meeting at the time
and placa specified in the invitation ta bid. The Selsct Board may award the bid to the
responsible bidder whose bid conforms te the invitation te bid and the bid that will provide the

Best value to the Town, All winning bidders must comply with proof of insurance as directed by
tha Select Aoard.

The Sezlact Board shall award the bid to the best qualified bidder with the best value [nat
necessarily the lowest bidder); keeping in mind the Town resarves the right to accept ar rejact
any or all bids or any part thereof, and to accept the bid considered to be in the best interest of
the Town. ‘

EXEMPTIONS FROM BIDDING:

The Select Board recagnizes that certain goods or services {legal, plumbing, electrical, surveyar
and others will continue to be provided by certain contractors each year and that no annual
bidding for such goods or servicas is necessary. However, this assumes good customer servica
and campetitive pricing is pravided by such contracters. The Select Board may decide to go out
to bid for such services if concerns arise with vendors. All vendors must supply the Town with
procf of insuranca if required by the Select Board.

CREDIT CARD AND PURCHASE ORDER USE:

Credit cards shall anly be far official Town business and pursuant to the current credit card
palicy in effect through the Town Traasurer,

All purchases must be accompanied by an approvad and signed purchase order with the
ariginal receipt attached to the purchase order and the department clearly stated on the
purchase order according to the Credit Card Pollcy.

Dated November 22, 2021
Updated November 28, 2022
Updated July 15, 2024

Updated August 26, 2024

3 | - ('] U
Select Board — TOWN OF LIMERICK Date: t"‘\"““" ol f

Most Current Policy Published on Town Web Site
APPENDIX C Credit Card Policy
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John Medici
Wade Andrews
Katherine Proctor
Gilbert Harris

Brady Connars
BOS@imenckme.oq

Office of Select Board
Assessors and Overseers
Phaone: 207-793-4475
Fax: 207-793-8510

Town Of Limerick

55 Washington Street
Limerick, ME 04048

Municipal Credit Card Policy

The Select Board has established this Municipal Credit Card Policy
permitting the use of the Town-issued Credit Card, Amazon, Sam's Club
& Staples to authorized Personnel as determined by the Select Board.

The authorized user for the Town of Limerick is the Treasurer.

The following procedure will be followed when requesting the use of
the above programs.

1.

Approval by two (2) Select Board members shall be required
for authorization.

. The department using the Town's Credit Card, Amazon, Sam's

Club or Staples must submit a purchase order, receipts,
documentation detailing the goods or services being
purchased, cost, date and the official business explanation
thereof.

. Above receipts must be submitted to the Treasurer the day of

or the next business day following the date of purchase to
reconcile against the monthly credit card statement.

. Sam's Club, Staples and Amazon are automatically charged to

the Town's Credit Card. The Treasurer shall be notified of all
orders from Sam's Club, Amazon and Staples. Number 1 is
exempt from these companies/stores for purchase.
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o. Municipal Credit Card users authorized by the Select Board
must notify vendors or merchants the Municipal Credit Card
transaction is exempt from Maine Sales and Use Tax (tax
exempt certificate) available if used for the goods or services in
the State of Maine.

6. The credit card is the responsibility of the Treasurer and must
never leave the Town Office.

7. The limit on the credit card is $15,000.00.

8. There will be no exceptions to this policy.

Updated- July 15, 2024

APPROVED AND ..\CCEPTED:’:SE!; "S LQ 03 L/ Date

LIMERICK SELECT BOARD:

y ;ﬁ" [ #/’

Gilbert Hagris

Brady Connors

S

Johw Medici

/U ] ; ,//Z/L-f #

Wade Andrews

Katherine Proctor

Most Current Policy Published on Town Web Site
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APPENDIX D Billing Policy

Office of Select Board
Assessors and Overseers
Phone: 207-793-4475
Fax: 207-793-8510

lohn Medici
Wade Andrews
Brady Connars
Katherine Proctor
Gilbert Harris

BOs@imarlchme, ooy

Town Of Limerick
55 Washington Street
Limerick, ME 04048

BILL POLICY

When bills are submitted to the Select Board far payment, they should include
the follow information:

¢ The number of the account to be charged

e A brief explanation of the charge (i.e., Library Baard would list if an
expenditure was for books or office supplies

¢ The signature of the chairperson or appropriate appointed official
acknowledging the expenditure

« Bills must be presented to the Select Board's office prior to noon on
Monday, to be included on that week's warrant

e All bills must be itemized and declared to be a public record, 30- A M.R.S.A
§ 5604

Revised and Accepted: September 18, 2022
Revised and Accepted: December 16, 2024

Limerick Select Board
- i
John Medici 7M™
o 7,
Wade Andre\&;ji/‘()\{/( Gilbert Harris —/ [-] -

Brady Connors?’%iv . A — Katie Proctor

L%

Most Current Policy Published on Town Web Site

APPENDIX E Accounts Payable Policy
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Office of the Treasurer
Phone: 207-793-2166
Ext.4

55 Washington Street
Limerick, ME 04048

ACCOUNTS PAYABLE POLICY

Authority:

The Office of the Treasurer of the Town of Limerick, iMaine is an integral
part of the procurement process.

Invoices presented io the Treasurer need to be cross referenced o the
general ledger account to be charged for the expense. When this
information is presented during the accounts payable process significant
benefits can be realized.

The process staris to be streamlined. Valuable data will be the result when
the correct budget and account is posted. This leads to opiimized
spending practices and decision makers being able io visualize undar-
funded or over-funded departments so informed and decisive adjustments
can be execuied.

Scope of Policy:

The Treasurer hereby establishes the following guidelines for ihe
purchase of all Town goods and services and works in conceri with the
Selectboard’s policies: PURCHASE POLICY adopted §/26/2024 and BILL
PCOLICY adopted 9/19/2022. This policy shall be in effect upon its adoption
and shall remain in effect until amended or overtumed.
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1. Invoices will not be placed on the warrant for payment uniil ihe
Dept/DiviExpense Account is received in the Treasurer's office by either
the Department Head or a Selectboard member in writing. This includes
all purchases noted in the Selectboard's PURCHASE POLICY in effect.

2. When an authorized buyer is purchasing for muliiple departments, the
buyer will be responsibie for submitting the correct Dept/Div/Expense
General Ledger Account number against each line of the purchase when
presenting the invoice for payment.

3. A copy of all multi-year purchases/contracts must be presenied to the
Office of the Treasurer clearly indicating the Dept/DiviExpense General
Ledger Accouni number to be charged.

4. A copy of any passed warrant article must be presenied to the Office of
the Treasurer clearly indicating the Dept/Div/Expense General Ledger
Account number to be charged UNLESS the warrani article states an
account number is io be established.

5. All budget worksheets will contain the Dept/Div/Expense General Ledger
Account numbers for reference for Department heads and Selectboard
members. When a new account is requested from the Treasurer’s
Office budget worksheets should be updated during the year. Before the
budget process begins, a copy of any changes to the departmental
budget must be sent to the Selectboard’s office in August for
adjustments to the master templates before the start of the budget
process for the following vear.

To facilitate and streamline this process, a three-part purchase order form
can be employed indicating the Dept/Div/Expense General Ledger account
to be charged and signed by the authorized buyer. One copy to the
Treasurer; one copy to the Selectboard Office, one copy kept by the
buyerireceiver and delivered to the Treasurer upon receipt of goods or
services.

JA~11=-3H

lie T. Giles Treasurer Date







