Town of Middleboro
OFFICE OF THE TOWN ACCOUNTANT
20 CENTRE STREET

MIDDLEBORORUGH, MA  02346-2252


Policies and Procedures

PURCHASING/PROCUREMENT

The Town of Middleboro is subject to the M.G.L. Chapter 30B (the Procurement Act) that refers to the procurement of supplies and services by a government body. In keeping with this the law, the Town has adopted the following policies and procedures

UNDER $5,000

· The Department must use sound business practices in purchasing in this category   whereby Departments are encouraged to seek price quotes for purchasing.

$5,000 to $24,999

· Chapter 30B compliance form must be completed.

· Competitive prices must be evidenced by three quotes.

· State Law also dictates that a purchase of $5,000 or more requires a written contract. 

· If the item was purchased from a State or other Bid List contract award # and bid list name.

· Copy of contract/Bid accepted must be filed with Accountant

$25,000 OR MORE

· Competitive bid or request for proposal (RFP) is required.
· Use compliance form, filling out information on quote #1 for vendor or contractor that was chosen. Copy of bid/contract accepted must be filed with Accountant. 
WARRANT PROCEDURE

1. Each department reviews all invoices for their department and submits them for payment with a schedule of bills attached. The Department Head must approve & sign Bill Schedules. Department Heads may designate other employees to sign bill schedules in their absence.

2. Bill Schedules must be submitted to the Accounting Department no later than 5: 00 PM on Thursday. These Bill Schedules are for the following warrant dated the next Tuesday.

3. All invoices to be paid must be listed on the Bill Schedule and sorted by vendor. Multiple invoices from the same vendor must be listed consecutively on the Bill Schedule. All invoices should be stamped and listed should be the account number, account name, and Department Head signature on every invoice.

4. Only original invoices will be accepted for payment. Statements, packing slips, copies, and faxes will not be accepted.

5. Make a “remittance slip” or a “copy of the invoice,” to send along to the vendor with the check. (This is extremely important because the vendor needs to know how to credit our accounts properly.) Use original remittance if there is one, if not make a copy of the invoice, which shows our account number and amount, due. If there are multiple pages, (i.e. phone bill) only copy the first page.

6. Reimbursement & refunds must be on a reimbursement form. All reimbursements should be turned in for payment as soon as possible. Any reimbursement not received by the 2nd week of July for previous fiscal year will not be paid. Appropriate original invoices must accompany the reimbursement form and the Bill Schedule. If reimbursement is over $1,000.00 the Town Manager’s authorization will be required. 

7. If the purchase is for $5,ooo.oo or more attach a Chapter 30B Compliance Form.

8. New vendors must have a social security or Federal tax identification numbers. 

  CREDIT CARDS

The Town of Middleboro prohibits the issuance of ‘Town credit cards’ to employees.

Employees are required to submit original detailed vendor invoices or receipts to support reimbursements for purchases made on personal credit cards for legitimate Town related expenses. ( see # 6 above for policy on reimbursements.)

PHONES/CELLULAR PHONES
The Town of Middleboro allows the issuance of cellular phones with the following restrictions:

1. Employees must reimburse the Town for all personal calls. Employees must maintain a log with the date, time, and phone number called for all personal calls.

2. An independent employee of the department must monitor phone bills to assure personal calls are reimbursed.

3. The Department Head may issue and monitor cellular phones to department employees. The department must maintain a list of employees issued cellular phones complete with employee mane, phone number, and plan used.

4. If personal use is allowed within the provisions of the service, i.e. unlimited use plans; the value must be documented for inclusion on the W-2 form.

USE OF TOWN OWNED VEHICLES

The use of vehicles made available foe employees must be authorized and monitored by each department.

1. A list of employees issued a town-owned vehicle must be maintained. The list shall include employee name, make, model, and vehicle identification number (VIN).

2. Personal use of Town of Middleboro vehicles is prohibited.

3. If employees are allowed to travel to and from work with a town vehicle, the value of this personal use must be included on the employee’s W-2 form. The exception to this policy is in the case of public safety employees as established by State law.

MILEAGE REIMBURSEMENTS
Employees may be reimbursed for mileage while using personal vehicles for work related activities at the currant rate established by the Board of Selectman.

1. Mileage reimbursements requests must be documented in a way that includes the date, destination, miles, and purpose. Use the reimbursement form.

2. Reimbursements must be verified and approved by the Department Head.

DEPARTMENTAL RECEIVABLES

1. Departments issuing to outside parties must provide a listing of bills to the Collector and Town Account.

2. Bills must be pre-numbered and issued consecutively.

