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Because we purchase our materials and supplies with taxpayer money, it is essential that we are attentive stewards of how we account for the expended funds. 
The following procedures will ensure that we meet Auditing standards as we document our use of these funds. Staff at USL, as well as mobile library program staff, will be following these procedures.
1. In pen, tick or check off each item on the packing slip. This step provides accurate documentation that each item has been received. Please do not use “all” to replace this step. 

2. If an item that was ordered was not received, make a note of this on the packing slip, and initial the note. If an item is on backorder, you do not need to make a note of this.

3. Stamp the packing slip with the received stamp. New stamps will look like:
ORDERED BY _________________________	DATE____________
RECEIVED BY ___________________________	DATE____________
UNIT ________________	OBJECT CODE ____________





· Items or materials are ordered (or selected by) the Librarian.
· Items or materials are received by the Technician. 
· Unit is your Bookmobile number, for example, 3324 or 3335.
· Object code is the Financial Code for the items purchased (see next page)

4. Fill in all the information on the stamp. If you have additional object codes, for example, on an order with both books and audio-visual materials, you can add the second code either on the stamp, or next to it.  For example:
ORDERED BY      Chad Bartlett___________________	DATE__1/18/12___
RECEIVED BY     Patricia Demott _________________	DATE__1/19/12___
UNIT _3335_____________	OBJECT CODE     6251, 6254





5. Mail the completed packing slip to USL. All packing slips and related documentation for purchases should be mailed to USL at least weekly. This insures timely payment of invoices.


OBJECT CODES

	Code
	Item
	Description

	6251
	Library Materials
	Books, pamphlets, multi-volume sets. Includes McNaughton books.

	6254
	Library Materials
	Audio-visual materials – DVD, Books on CD, Blu-Ray, etc.

	6256
	Library Materials
	Patron cards, barcodes, and items not covered by 6251 or 6254.

	
	
	

	6181
	Office Supplies
	Paper, pens, folders, staplers, paper clips, and similar items.

	
	
	

	6136
	Postage
	Postage for meters, stamps, PO box rentals, postcards, mailing envelopes

	
	
	

	6194
	Utilities – Other
	Propane

	
	
	

	
	
	




If you need an object code number that you use often, but is not on this list, please contact your Supervisor by phone or email.























1/5/12
SLW
image1.jpeg
PACKING SLIP




