Greater Opportunities

Procedure for Ordering Maintenance & Kitchen Supplies 

Description:
Greater Opportunities strives to make the ordering of maintenance and kitchen supplies more systematic to ensure accurate records and timely delivery of items.  The Maintenance Department will have all maintenance and kitchen supplies stocked at their facilities. Orders for maintenance and kitchen supplies are to be emailed bi-weekly to the Maintenance Department no later than the Fridays that timesheets are submitted so the order can be ready for pick-up on the following Friday (Pay Day).  This helps to cut down on the amount of supply storage needed at site locations, as well as the transportation costs for the suppliers, and to allow for supplies to be restocked in between orders.  
Process:
· All requests for maintenance and kitchen supplies must be filled out on the “Maintenance & Kitchen Supply Request Form” which is located on the following drives (fillable form):
· Central (X:) – Greater Opportunities\Maintenance\Maintenance Kitchen Request Order Form

· If you do not have access to either one of the drives, email the Facilities Director to have a copy of the form emailed to you.

· If there is a maintenance or kitchen supply product that is not on the form, please manually add to one of the blank lines in the “Miscellaneous Products” section.

· The person requesting the order should fill in the name of location, date, quantity requested, and “requested by” section. Please note specific amounts (e.g. 6 rolls, 1 case, etc.) to ensure the order is filled correct
· Staff will email the form to Distro- Broome Maintenance BroomeMaintenance@greaterops.org if in Broome County or to Distro- Chenango Maintenance ChenangoMaintenance@greaterops.org if in Chenango County. 
· Maintenance will sign the form when filling order and requests will be filled by the Maintenance Department and ready for pick-up at the following locations on each Friday (Pay Day):
· Broome County – Main Office Mail Room
· Chenango County – Maintenance Shop
· If there happens to be a scheduled day off on a Friday that supplies are supposed to be ready for pick-up, supplies will be ready the previous day.
· If you do not receive all of your products, email the Maintenance Department to check on the status and see when you will receive them. 

· The Maintenance Department will be responsible for filling out a Purchase Order and a Maintenance & Kitchen Supply Request Form for the Fiscal Department to replenish stocked supplies.
Requests for maintenance and kitchen supplies should be placed prior to running out to avoid any emergency requests.
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