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Purpose: 
To define the guidelines for agency staff to use when requesting purchases. 
Scope: 
This policy applies to all employees (including full-time and part-time employees), contract providers, volunteers, students, and/or interns of Huron Behavioral Health (HBH) who are requesting to purchase item(s) necessary to their job performance and/or business needs.

Information:
1. Purchases should be made considering the following parameters, which includes but may not be limited to:
	· need

· price

· quality

· service

· delivery/scheduling
	· warranty and maintenance

· vendor reliability

· product availability

· product reliability




2. Purchases should be requested in writing using the “Purchasing Requisition Form” (90-026) with the requesting staff and program indicated on the form. Supervisor approval is required (see also “Purchasing Procedure” FM.2.02).
3. Payees (vendors) are required to have a “Request for Taxpayer Identification Number (Substitute W-9) Form” (90-495) on file with Accounts Payable before payment can be processed. Any questions regarding a new vendor’s status should be referred to Accounts Payable or the Chief Finance Officer (CFO). 
4. Capital purchases are defined as any item (or groups of items purchased at or around the same time) having a life expectancy of one (1) year or more and a purchase price (including set-up and delivery costs) of $5,000.00 or more.  If there are any questions regarding the potential classification of a purchase as capital, contact the HBH CFO.

5. All requests for the purchase of computers and/or computer equipment must be directed to the Information Technology (IT) Manager. All computer-related items are to be purchased by the IT Manager (or designee). Any computer-related needs identified by staff must be approved by their supervisor prior to submission to the IT Manager.
6. Exceptions to this policy may occur when urgent purchases are required (see section “B” below).
7. There may be sole-source exceptions to the above requirements. Under certain circumstances, HBH may contract with vendors or providers through single-source procurement without executing a competitive bid process, such as:
· the goods/services are only available from a single source

· there is an urgent or immediate need for the goods or services

· after solicitation through a number of sources, there is a lack of qualified provider candidates

· the goods or services are unique or highly specialized

8. HBH funds may not be utilized for the purchase of alcohol or tobacco products.

Policy:
A.  General Purchasing Guidelines:

1. Purchases of supplies or equipment of more than $500 but less than $5,000 must be reviewed and approved by the Chief Finance Officer (CFO), Clinical Director/Chief Operations Officer (COO), and/or the Executive Director. 
2. Purchases of supplies or equipment of more than or equal to $5,000 but less than or $20,000 must be reviewed and approved by the Chief Finance Officer and the Executive Director. These items must have written price quotations from vendors. Multiple quotations must be received whenever possible. If the item(s) purchased qualify as capital purchases (see “Information” section #4), a “Capital Purchase Justification Form” (90-538) must also be completed and submitted.
3. Any purchase of $20,000 or more must have the authorization of the HBH Board of Directors (see also board policy  “Executive Limitations – Asset Protection Policy” BD 3.05).    
4. Certain types of invoices do not require a purchasing requisition. Invoices not requiring a purchase requisition could include:
· standing monthly or quarterly invoices (e.g., DTE Energy, Consumers Energy, telephone companies, utilities, service/maintenance agreements, etc.)
· vehicle maintenance
· building and/or grounds maintenance and repairs
· expenses related to recruiting and maintaining staff employment and wellbeing (classified ads, medical lab work/testing, monthly benefit insurance premiums, funeral flowers, etc.).
These invoices must have the proper program supervisor’s approval signature on the actual invoice. If they exceed the supervisor’s spending limit, they must also have the proper administrative staff’s approval signature.  
5. Requests for construction, renovation, or repairs (unless completed by HBH staff) must follow a formal competitive bid process. (“Competitive Bid Procedure” – FM 2.22)  Approval for renovations and/or repairs must satisfy lease requirements (if applicable) for all sites.  
6. For regular or routine purchases (e.g., copy paper, office supplies etc.) should be “price compared” on a periodic basis to ensure economical purchasing. Availability, service, and satisfaction shall also be a consideration when this type of purchasing is done. Comparative pricing may be used from published and/or internet catalogs, vendor advertisements, or vendor price quotations. 
7. Request for contract providers may also involve the competitive bidding process.
B. Special Circumstances for Approval of Purchases:
1. The approval process for purchases will allow for e-mail approval signatures during epidemic, pandemic, and natural disasters and/or catastrophic/emergency situations. This will be in effect whenever the Executive Director has developed and an emergency plan allowing employees to work from home. In certain extreme conditions which force or allow employees to work from home for health and safety reasons, it may make them unavailable in-person to provide their approval signatures.  It shall be considered valid if an approval is obtained through e-mail.  

2. There must be clear evidence that the approval is being given for the intended purchase/expenditure.  A copy of the e-mail authorizing the expenditure/purchase must be retained with the invoice as evidence of the approval.  
3. If any questions arise as to the validity/acceptance of an approval, the CFO and Executive Director will be consulted. 

Definitions/Acronyms:

CFO – Chief Finance Officer
COA – Council on Accreditation
COO – Chief Operation Officer
HBH – Huron Behavioral Health

IT – Information Technology

MSHN – Mid State Health Network

Forms:  
90-026 Purchasing Requisition Form

90-495 Request for Taxpayer Identification Number (Substitute W-9) Form


90-538 Capital Purchase Justification Form



Records:

Financial records are retained by the HBH Finance Department in accordance with the “HBH Financial Records Retention Policy” (FM.1.03) and the “Organizational Record Retention and Disposal Policy” (ORI.1.35).
Reference(s) and/or Legal Authority

MSHN Policy “Finance – Procurement Policy”

BD.3.05 Executive Limitations - Asset Protection Policy  
FM.1.03 HBH Financial Records Retention Policy


FM.2.02 Purchasing Procedure


FM 2.22 Competitive Bid Procedure

ORI.1.35 Organizational Record Retention and Disposal Policy



Change History:

	Change Letter
	Date of Change(s)
	Changes

	A
	04/20/09
	Reviewed and revised to comply with COA 8th edition standards – added reference to Competitive Bids Procedure (FM.2.22), revised monetary amounts to be consistent with current practices, see QI Coordinator for old procedure/specific details.

	B
	04/19/10
	In “Policy” section changed #1 – from “Associate Director” to “Clinical Director”, in the header – changed “Finance Manager” to “Finance Department”, changed “Internal Requisition Form” to “Purchasing requisition Form” (2 places), added hyperlinks.

	C
	09/27/10
	Added third bullet in “Information” section, added form number 90-495

	D
	04/25/11
	Changed in #1-$500 instead of $750 and $5,000 instead of $3,000 and Chief Financial Officer instead of Finance Manager. Changed in #2-$5,000 instead of $3,000 and added Chief Financial Officer. 

	E
	06/28/12
	Added the last sentence in #2, added last bullet in “Information” section, in “Records” section removed “for seven (7) years”, added 90-538 Capital Justification Form (2 places), added “CFO” in “Acronym” section 

	F
	02/11/15
	Reviewed by the Finance Department – moved parenthetical statement from “Purpose” section to last bullet in “Information” section, no other content changes made.

	G
	03/25/15
	Added 2nd bullet in “Information” section

	H
	01/16/17
	Reviewed by the Finance Department – no content changes made.

	I
	04/13/17
	In “Information” section added 6th bullet, 

	J
	08/30/17
	In “Policy” section added #6 to comply with COA standard.

	K
	05/07/19
	In “Information” section #1 changed “Delivery” to “Delivery/Scheduling” and added “Product Reliability”, reworded #3 to include bullets and added #8 & #9, in “Policy” section added #4, in “Acronyms” section added COA, COO, IS, & IT, in “Records” section added reference to ORI.1.35, in “References” section added MSHN Procurement Policy and ORI.1.35, made several additional minor wording/grammatical changes/corrections throughout document without changing sentence content.

	L
	05/12/20
	In “Information” section #6 added “(see section “B” below)”, in “Policy” section added “B.1 – B.4”, made several minor wording/grammatical changes/corrections throughout document without changing sentence content.

	M
	04/10/22
	Reviewed by Finance Department – no content changes made.

	N
	01/08/24
	In “Information” section changed “IS Manager” and “IS” to “IT Manager” and “IT” (5 places), in “Policy” section combined B.1 & B.2 into B.1, in “Acronyms” section removed “IS”, made several minor wording/grammatical changes/corrections throughout policy without changing sentence content.

	O
	11/05/25
	In “Scope” section changed “staff” to “employees (including full-time and part-time employees), contract providers, volunteers, students, and/or interns” to standardize policy language, in “Information” section #1 added “parameters, which includes, but may not be limited to”, in “Policy” section B.1 removed “1.
Effective 05/11/20,” adjusted formatting, corrected hyperlinks, in “Acronyms” section added “MSHN”, made several minor wording/grammatical changes/corrections throughout policy without changing sentence content.
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