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Change History
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1 Mission Statement AP

The Purchasing and Asset Management Department (“PAMD?”), an administrative body of
the Korean Central Presbyterian Church (“KCPC”), will serve with a stewardship
bestowed in us for the glory of God.

SYYZ 0 70 H ArLE2E] (0|5 PAMD)= H Y ESYE 21| (O[3}
KCPC)o| AKX & XM =AM 5tLtd el &S ?Ish K20 A AT FX| 7|2
A S Cf otCt.

Our mission is to:

qAge

1. Assist departments in identifying purchasing requirements and finding the best
solution within budgetary, physical, and operation constraints;

MS0| X E mteotn 8N, =[N, 23 &2 Ao etofM =419

HZHS S+ UES X AstD

d
il

2. Procure the highest possible quality of goods and services for KCPC at the lowest
possible cost; and

-

AYESYTRULE ?IoH0] 2[¢ S E =50 MH[AE 2[4
tHo 2 F0f Z=EoHH
3. Accurately and efficiently monitor and manage asset inventory.

Hetsln abs o R i1 g 2ol U phajste ol

2 Objectives 53X

In order to accomplish our mission, the following guidelines and procedures have been
established. These guidelines and procedures must be followed in order to ensure:

flef ArE S +A5H7| 95t ChZ 2| X|H 2t BAHE = ESHRALE 0] 242 X| & 1t
A= orefel A& AretS O|F7| 2[2o|tt.
1. Budgetary control over church resources;
SolEl o it A
2. Compliance with applicable federal, state and local laws, rules, and regulations;

oy, K| MRl oE A E
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3. Maximum value for expended funds;
AHE 7| =01 CHet Z[CHIHR| &=

4. Adequate testing and inspection of purchased materials;
TOE S FS2 Heot AR A

5. Proper management of inventory; and
Mot Mo gtel, 2e(a

6. Proper disposal of assets.
XS RHAFH 7.

Scope HE|

PAMD will serve as a support group to all relevant KCPC Departments (“Department”),
and report to the Board of Elders (“Board”) to assure policies and procedures are followed
and implemented accordingly.

PAMD = tHESYHEZWD|C

Sreroinl A S| £4 A

%*%#ﬂﬁ%@ﬂ%z o dgtg
L2 gelof BBt

OOI- lo

PAMD recommends policy to the Finance Department and the Board of Elders for
acquisition, asset management, and disposal. In addition, PAMD sets procedures for
receiving, issuing, inventorying, and disposing of assets.

PAMD &= 31Q! XpALZIZ|, H| 7| S0f 2t QXIS M EQF CHS|0f| 2XSIH £,

==
e, MDA AL 7| of 2Hot BXHE = §ioHCh

—— =

Working with Departments, PAMD will determine space and operational requirements,
approve purchases up to PAMD’s authorized limit, make recommendations to the Finance
Department and/or Board of Elders for purchases beyond PAMD’s authorized limit,
conduct inventory, and dispose surplus assets.

EMSa A, S8 232 B8 /45 2d05t, PAMD 2| Hoto] 58 dt=
St LHOIM T OHE S 25HH, PAMD 2ok 8o SO0 2 M= MEFE iz2
2|0 FHSIH, M2 =ALE HAISHL, JOf XpibS T 7| M2 okot.

PAMD’s responsibilities span the complete cycle of requirement determination,
acquisition, utilization, and disposal.

PAMD o M2 HQAret 27, 7100, 280t 1 7|0f 0| 2= HH 2| =272
=3},

KCPC Purchasing and Asset Management Policy and Procedure 6
Version 1.1, 3/6/2011



QY ET YT E w2

Korean Central Presbyterian Church

4/55”17"

Purchasing and Asset Management Policy and Procedure

3.1 Definition 49|

Terms “acquisition” and “purchase” are used throughout this document. “Acquisition” and
“purchase” include but not limited to all acquisitions and purchases such as services,
utilities, equipment, special events, and supplies; except those purchases listed in Section
3.2 below.

Of X|FMef Hutof| ZX “F 5“0 2h= T 7 AFEE| 2 AL “F S ot
“TOr= 2E FHSA OIS ZROLE HEA] 0|0 mehEl A2 OfL D AfH| X,
S =
=

=
7 2ElEl SE8HAL HE=E S ofefe 3280 2 el SF=S Melst 2E

3.2 Exception to Purchase Order Policy and Procedures

THRE 18 X HFoA olelE= At

Purchases of the following services are deemed impractical for competitive bidding and
thus exempt from the PO policy and procedure regardless of amount:

CtEit 22 ME|AE T RSH0F St 42 0= B YUEO| H[ZXMXOo|2tn
UFE[7] 20 =2 2HA B10| FOiRE 81 oA FHA & L

e 7tE4=G/ Family Allowances

e 1 X|H| / Relief Fund

e = = ADP Fees/ Payroll Service Fees

e S = AMZ/Payroll taxes

e Hi=H| / Broadcast Fee

e B A} H| / Attorney Fee

o HUlF-74ZH/ Insurance - Health

e HHZF-AHL/Insurance - General

e AlZ{|H| / Wage

e ALEHH| / Housing Allowances

e MIX|& / Mission Support

e MZ & {7}/ Taxes and Licenses

e 9=/ Pension

o QEZFALH| / Honorarium & Guest Speaker

o QB ALAX| & / Outreach Program & Support

e ZX}4t=zt/ Bank Loan Pmt

KCPC Purchasing and Asset Management Policy and Procedure 7
Version 1.1, 3/6/2011
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o 2% =z=2 / Bank Service Charge
o T7| & =k H|/ Utilities
X 9|2 / Condolence
& / Auto Allowances
Z-AHH| / Accounting & Auditing

>t
A

4  Authorization Requirement Q1& = A

4.1 Direct Purchase &= Z3toj

Departments have direct departmental purchasing authority for purchases of less than
$1,500.00 in aggregate per purchase order. Purchases of less than $1,500.00 can be made
through:
2t 2 e TR AT S $1,500 O[3t TLofo CHStOIE RY T 4 e
HotS =Lt $1,500 O[35te| TL0f = Lt 2| BALS S5t I

1. Personal funds (to be reimbursed by KCPC),
Ml At= (20| KCPC =2 B E 225

or
S
o2 [

2. Petty cash, or

OH&d{ =1 rCCc -
~dloig, Ee

3. Direct KCPC check payment to the vendor
KCPC Of| M EHOR QIO A X E +=HE X|=

Check Request Form, see Attachment A—Check Request Form, should be used to
request any of the above listed methods of payment.

el XeLdE2 +rRYME (B A) ALY L83} OF StLf.

Exceptions: 0| 2|

Departments do not have direct purchasing authority for items identified below which
require a Purchase Order (“PO”, Attachment B) regardless of the purchase amount.

ChE0ll EAHE S50l thstol= 24 £ 2] XG0 Hoto] gl Foj o
2HA Q10| FOH A (O[5t PO, B B)E M =510 Of StCt
1. Computer and related items include, but not limited to, computers, software, and
peripheral input/output devices (e.g. printers, scanners, monitors, disk drives, etc.).

These items require approval from KCPC Information Technology Services

Department (ITS).
KCPC Purchasing and Asset Management Policy and Procedure 8
Version 1.1, 3/6/2011
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AFEH A 2H SZSS2M ARH, 2ZEQ O, FH USHo| 2A & 77|
(Ol: Z2IH, 2714, 2L, C]&3 E210| 8, 5)& Zeet 7|Et 2= EH|.
O|2{gt AS= 7 est2{ B KCPC ZEI|EAMAR (ITS)2 MHAEE
4+O}OF BHCF,

2. Audio-visual and related items include, but not limited to, projectors, projector
screen, and sound and visual components (e.g. microphones, connector cables,

projector bulbs, etc.) These items require approval from KCPC Audio/Visual
Service Department (AVS).

SHYYT| LB £BEORN ZRYE, AT, SHIY £E (O
0to| 3, A ZA 0|, ZRHEMT 5)2 E 6=.6+7|Er 2E FH|. ]2
ZH| 0] 792 KCPC D C|0jARS) & (AVS)2

|:|£
rulru
ne
o
o
ot
n

4.2 PO Purchase 7102 X A{of 2|ct FLOf

Department purchases of $1,500.00 or more in aggregate or purchase of Computer related
items or Audio visual equipment regardless of amount require a PO to be submitted to
PAMD for review and approval. See Attachment B — Purchase Order. Computer related
items and Audio visual equipment shall be submitted to ITS and AVS respectively. All
other items shall be submitted to PAMD.

SN $1,500 0|2 &AM L0 Z2 A==0f 2HA Bl0] HFE HAHEES,
S&717189 Foi7t 22 M= FOf AL 22| 2 (PAMD)O| FOIREME
|=ote] HE X =HolS gotop oty 2 B-THEM Hx HFH 2HEFH
s

o

P

—

8717|159 Fe HE7|EAIYL(ITS)Q} O|C|Of AP (AVS)Of| 22t
=8 OF StCt. 0| 2lo| C}E & E FL0§= PAMD Of X|E3tCt.

>

Annual budget is the primary vehicle for the Board’s approval of expenditures. All
expenditures should be budgeted in the annual budget process prior to submitting a PO.

X EQFEe 2ol Mz U 3E232 3|4 E 0 AR QIFEO R JHESLE],
THRHME HZsL7| O|F 0 3|41 of&F B TPHofl s SHO| ZEH|Of
2101 OF She.

In addition, a written approval by the Board is needed at time of purchase, for any single
item or service including (i) construction and/or renovation service(s) with a cost greater
than $100,000 or (ii) professional services contract terms exceeding 6 months despite of a
prior budget approval. See Section 3.2 for excepted purchases.

LS $100,000 O| MO0| AQ &= HAE Q/=2 H4 &Y L= 6 7 & 0| & Q| 7|1740]
295 = TE MH|A A S Zebot T FOfLE MH|A 2 9FA[0f = AR Of ZH|

KCPC Purchasing and Asset Management Policy and Procedure 9
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X|Z0| sQl& WEolat eX|2te 70 SA| S22 RE B AEA S 2Hotof
S

4.3 Blanket Purchase Order 2 J10j X

Purchases that meet the requirements for a purchase order, nevertheless are routine,
frequent, and/or impractical to prepare/issue a purchase order for each purchase, may use
a Blanket Purchase Order (“BPQO”).

Tojege 80 XX SYHO|H, Bt 1
R¥/I520E ot A0| ALHOX| Ret dR00=

AR SH £ olCt,

Z2 2t Tof of ot 7o
12 70 25 A(BPO)S

Attachment C — Blanket Purchase Order Items contains the list of items approved for
BPO. Only items on this list may receive a BPO. Items may be added and removed from
the BPO list at the discretion of PAMD Managing Elder.

24 C-gZEFUEM0| EF07t 518 = =5 50! 7IAH = 0] RACE O]
RO 7| e =E0 ot M2 2 E 07t 7hSotE. 0] F52 o &
AprEe| AFS H2o| MFof K2t 2FS WAL =7k = AT

Department shall request a BPO prior to the beginning of a new fiscal year, however, if a
new purchase arises where a BPO is required a BPO request may be made at any time.
BPO request and approval process is the same as the process for a PO. Copy of the
approved BPO shall be kept by the department, PAMD, and the Finance Department.
Under BPO, department shall place orders directly with vendors and payment shall
follow the payment process described in Section 6.2. Copy of the BPO shall be attached
to each payment request.

2B M 2AEE=7EAIEE 7| 0| BPO & 275 OF otrf. J2{Lt Y&+ 0jf
2YSHOoIots MEE2 02 2RI E7|H AL ML 28 5 9'Ef BPO
28050 P82 FoRE(PO) nbgit & dottt. S2lE BPO of AL

ol S+ AL, 7HO§ S At 22| 5, [ G F 7 42 22t o'”—T“JHR"*OI SolEH
Sl FAM = HOROA XY 0l RS olloF 5tH, T g K== 6.20] 7| F&
WS m2tok oot g A2 HFA|0l= MOt BHEA] O Q H MOl AF2 S
HFaHof ehLt.

If a required purchase falls outside the parameters specified in the BPO, i.e., maximum
amount, vendor, specified item, etc., the department must request new PO or BPO for the
purchase.

KCPC Purchasing and Asset Management Policy and Procedure 10
Version 1.1, 3/6/2011
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2ot 70§ LIE0| o & S0 eHd N, ZHOixl, BAlE =& LIS S BPOO| A&
HPE H07t= 82 S BM= M22 PO 22 BPO & HE5H0{Of GHt.

Department Director(s) £ A{ 2t Bt X2 $1-$1,499
PAMD & PAMD Elder PAMD ot PAMD Etgt &tz | $1,500-524,999
Finance/Accounting X’ F/2| Al £ $25,000-$99,999
Board of Elders & 2| $100,000+

5 Purchasing Process Flow Diagram 0§ & X} = &

The diagram below depicts the purchasing process. Each individual review shall be less
than 48 hours.

ofgflol EEE 0§ HAHE & OISt HO|Ch 24210 HEHE248 MZF LYO)
0/ 0/ X 0f B1e}

KCPC Purchasing and Asset Management Policy and Procedure 11
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1/24/2010

A
v Tracker (PAMD Level1)
Requisition Reviews Requisition for
On KCPC Web Site; Pchage o Accuracy, Completeness
Reguestor Initiates Requisition=IT or AV?2 —> (obtains additional quotes if Approver
Requisition => $1 500 or | ———p, »| Req is approved & forwards fp 12
T Equlpme(\l(s)/)\udm 8 el to Creator) o Ve
Visual Equipment(s) (PAF D Dnre;(;t‘?réglgef )
or =< $24,
YES Level 3
(CFO/Controller)
For =< $99,999
Level 4 NO
Approver Level 1 Is (Board of Elders)
By IT/AV Dept. o For > $100,000
A TR, Requisition Package 4
Dlrect[c))rayslthln 2 Complete and ~NOW
Accurate?
—
Approver Level 2
By IT/AV Dept. |
Coordinator(Elder) YES
within 2 Days
Requisition

Approved?

\ YES
Expense Monitor h Creator

and Tracker Create Purchase Order(PO),

/ Enters Data into Appropriate 1 Createa ing Print Hardcopy,
Spreadsheet(s) Document and and Forward to Vendor and

Note: Expense Monitor/Tracker Assign Barcode PAMD
Should Update the Spreadsheet upon
receipt of data.

*Spreadsheets

Expense Monitor
and Tracker
Create a payment
request form and
submit to Finance
Dept. with invoice

A

6 Purchasing Instructions 5t O} X] &
6.1 Review Process 4 E HX}

6.1.1 Direct Purchase & 7 L0}

Under $1,500.00 (except computer related or audio-visual equipment), Department
Director will approve the Request for Payment form. Subsequently, Department Elder’s
signature is also required to expend funds from the approved budget account.

$1,500 O[S} (HFE 2T 52 5 o 28 FH[7t ot 2], FAMEO
KNt EME sttt 3822 QFEE oAt M 7|32 A5 | RISt M=

8N HE H22 MFO| SA|0] HRBILC}.
6.1.2 PO Purchase 7t0§ 2 & A{0j| 2| ¢t 7O}

Other than the exceptions identified in Section 3.2, all purchases $1,500.00 or more in
aggregate and all computer related or audio-visual equipment, purchasing will be as follow:
320l BAIE o2& M| 2I5tl=, 5 $1,500 0] &te| 2= =&, J12(12 HRH

o
E = 59 4y 77| 0= St 20| o[ F O T

KCPC Purchasing and Asset Management Policy and Procedure 12
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1. Department Director will complete a PO and submit to the respective elder or
assignee for approval to expend funds from the approved budget account.

FAYO0| FURYME FFot0l sl = 52 SAH IR A M =50

S E olat AFoM X2 &7 ?let 52l &=Lt

—

2. Upon the Department Elder or assignee’s approval, PO is submitted to :

a) ITS or AVS for computer related or audio-visual equipment, respectively.
Upon approval, the PO is submitted to PAMD

b) PAMD directly for all other items.
HE T2 F2 52 HEAL 522 &2 F02F M= PAMD Of M=/
PAMD 9| ZHE Y =}0lg gh=r.,
3. PAMD’s PO review will include but not limited to whether:
PAMD 9| 02 H AEA|0= Ch=2| At & 2245HA &l o
a) Itis an authorized budget expenditure;
Sl of|aho] MFE[0] /=X
b) Proper approvals have been attained;
2= Eactsos HUA=X|
c) Church already has the requested item in inventory/storage;
w3l Lof| Z /250 = 2F T 2FE =80 A=A
d) Budget account code has sufficient balance to make the purchase; 0f| At A| ™
A FOjof 2Rt SES Tt HOtU=X]|
e) Funds exist in the general fund to make the purchase; and
et Ao FLojof 2%t 7|50| A=X], 222
f) Expenditure falls within the priority of expenditure designated by the Board.

227t 28t Xg 4 =0 et /XIS AX[SH=X].

6.2 Transaction Process for All PO Purchases O 2 & 0f| o]t £ 2| AHel X}

1. When an order is place directly with a vendor, PAMD must assign a PO number.
Instructions must be given to the vendor to cite the PO number on all invoices, packing
slips, and correspondence pertaining to the order.

KCPC Purchasing and Asset Management Policy and Procedure 13
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SR 0| FRE St
SEON 2 5101 1 F
HZ g

7IEFEM SO O

E70=, PAMD = FtOiRE H= & £0{0}F oLt
=0 A E ZE EFA, 22 W& 71/ A,

rn i
o
e i
o

2. All purchases and corresponding invoices must be shipped to and received by the
KCPC Administrative Office (“Church Office”). Orders can be placed by PAMD or the
Department representative on a case by case basis.

HE 7O oY S HEA T E SLEZUZ| AL
@o 2 ©E U +FE[0{0F oty FYRE FA M 04
TR YFEAM | 2F A0 PAMD O A Z==ZotL}.

Mo 4o
mo m
Ot

m

3. Orders can be placed by PAMD or the Department representative on a case by case
basis.

21240| Z 20| W2} PAMD S 24 [{EI F22 YHAIZ 4 ULk

4. In order to avoid duplication, person placing the order must sign and date the PO form
as proof of completion.

=2 Loh7| floto F

O[] += 0| Z|ATt= Af

St

=
= HA|SHOF SHLF

n> Mo

5. All processes must be logged and tracked using the computer application (e.g.
spreadsheet or database program). PAMD will maintain all PO hardcopies for three
years.

RE EXte dREE OI83AM 7| F 5|1 FH0| £|0f0f hCt (AZ Y EA|ELY
HIO[EfH| O]~ =2 7). PAMD = T0{ YA StEFHI|S 3 E 7k 2 2kotrt.

6. All outstanding PO and estimated delivery dates must be provided to the Church
Office.

F20| € BE FHRHT} 04 +YUS D3| ARAO| HEA| SHIICL

—

7. 1t will be the sole responsibility of the Department/person placing the order to contact
the vendor to return the merchandise and for any fee associated with the return.
=% drehbs lof THof oAl HESt= A at gheto] 2tA &l B| &2 T2t
SM/AFEO| ME o2 MUFIC

- —1—
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Tojet BAE

8. For professional services rendered, service person’s full legal name, social security or

Tax ID number and contact method must be entered on PO and all original receipts
must be attached.

=7/l MB|AE BUE Ms O 7[R BA 38, M2y ot

| g N —]

SENE FOREMO| 7| S0 ot 2= 32 d=22 B M0
=
=

£} OF ShCt

=~

Business related to entertainment expenses must include full legal name of all guests,
business affiliation of all guests, and business purpose of the expenditure.
£ Aot LY E FH| (AMHS)2 §FAI0=

EX= zE
Y50 ¥ ¥ 150 4% 7|2 120 H|80| A E RO 8XS

o A| 8 OF 3L},

—

. When invoice is received, copy of the PO shall be attached to the invoice for payment

byAccounts Payable. PAMD is not responsible for payments.
QYO &t 2 X 2HTME HEL o= PO AFES HHEA
K=& Mol & FH{of otCt. PAMD = 11 X|=0f| Cio] A Y X|X| &

C}.

r|r

11. Expenditures that will aggregate in excess of $25,000.00 or more for goods and

services are subject to competitive bidding (minimum of three documented bids).
Department may either solicit bids itself or request PAMD to do so by providing
detailed specifications of the product(s) being solicited. Noncompetitive or sole source
proposals may be allowed under the following circumstances:

259 $25,000.00 0| 40| 2ZO|L} MH|A 0| 20Ol HS0
SHCF. (24 370 O Afo| A B QIA) TojR X er kS
PAMD Of XtA|3t LR E %3] o|2et 4 & QIct Cheat 28

TOH QA 20| AR T TOjS o] AL UEto| SIS0 A Y& 2

th= YO S &L

(1) Goods and/or services are available only from a single source;
=50|L MBS SEXM/LEMAMT HSE 82

(2) Public exigency or emergency for the requirement will not permit a delay
resulting from competitive solicitation;

KCPC Purchasing and Asset Management Policy and Procedure 15
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QR Z QI3 X| 10| B2 E|X| Y= BH Ol FAEIL}HAAQ] B

(3) Funding source specifically authorizes the use of noncompetitive proposals;
SE=HO 7[as EAHS M IO|Lt EhA[0|M H| BE UE S a¥Hst= 82

(4) After solicitation of a number of sources, competition is determined inadequate;
or

ol =S otz 21t Y LEO| FHGSICt HEHE

=

i

[
—
p——4

(5) Contracting source has an established record of proven performance with respect
to the provision of goods and/or services to KCPC and/or has acquired specialized
knowledge concerning KCPC’s operations that materially relates to and will
substantially enhance the anticipated performance of the contract.

A stz = 7| 80| KCPC Of| M| &=l 2Z0|LF MH| AN 2H&ES|A X277

OIFE 7|28 HQHUHLE £ KCPC o 2O Boto] S E HEX Q)

>

o
XA 2D 0NN Ao = HTIOR APHE IS IS + YTt
oNE B

12. Conflict of Interest: Any actual or perceived conflict of interest by either the person
initiating the request for goods and/or services or by an individual approving the
request must be disclosed to PAMD prior to a commitment to purchase goods and/or
services. This includes, but not limited to, any circumstances which may provide
financial gain to the church employee or a member of his or her family or household or
to a business partner.

ol &5 =25 /=2 ME|AE @Est= At £ 1 8YS S5t A4

Ol 2tA 7} 2 M = [UALE £= 2X|7t /S B0 = =50|H ME[AS

AStotz|of &M AFEOf HH:)\I PAMD Of| A O] AbedS & 2{0f otCt. O] = 1 3|
N =2 A FOIL HF, ALY IEHSOA dXH 2l =4S MEot=
EFE 20N 0|20 Yo = HE&ICt. o|lf FOjF2| AFH R FO|
ToiselS Mete = UL

Note: Each individual review shall be less than 48 hours.
Zt 4 E Z|ZH2 48 A[Zt O/ LY ojf O] SO0/ X[ £ = Bt}
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7 Asset Management X}4F 22|
7.1 Receiving =&
All items using PO must be received by the Church Office. Any shipped item must be
addressed to the Church Office.
THREME ot 2 =52 12 AARHU M +=HE[0OF oLt 255 = 552
HEEA| W3] AFR A EA R K LK Of SHLF.
If purchased item is directly transported (i.e. picked-up) by a Department representative,
the representative must bring the item to the Church Office to be “received”.
FM A AHE 25505t RFE 7IMEs 80 1 A7 13
AEAR It 9 “4HEQI"S BfOf SHLF.
Receiving activities include: =2 ¥ 2|= CtS S = 8SHLL
i. Unpacking
= 7he
ii. Matching information contained in PO, invoice, and packing slip
TOHREAM, M ZHUE 7| Al Areto| YX|5t=X| =2l
iii. Entering property details in PAMD Asset Tracking Database (see below
for proposed data fields.)
==2 ME PAMD 2| Arihte| H 4 H|O|EtH| O] 20 &1
(Of2ofl 7|=& of & HOJEt FHE HEE A)
iv. Printing and attaching a bar code label.
HIAE BPAE TS0 RAD
KCPC Purchasing and Asset Management Policy and Procedure 17
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KCPC Inventory Database

KCPC Property Details
|Assigned Status: ]u.milahie OAssigned  OSurplus  ODonation 0 Lost O0RMA
[Property condition: Jonew oused oLoner |category:
Property Type: |manufacture Name:
[vendor: |Model:
[Barcode: |PamD item:
[service Tag Number: Jserial Number:
[Purchas Date: |assign Date:
Cost: |useful vife:
[Description: Juast scan pate:
Assignment Details
[Requestor Name: |requestor Member ID:
[Requestor contact Number: |requestor Email Address:
[Department Name |pepartment Number: Department Account Number:
Coordinator Name: (Coordinator Contact Number: Coordinator Email Address:
[Director Name: |pirector Contact Number: |pirector Email Address:
[iInvoice Date: |purchase order Number: [Receive Date:
[assigned to: |contact Phone Number: contact Email Address:
[Primary Location: |current Location: |Fixed Asset Account:
Comments:

All receiving activities are performed by the staff of the Church Office. PAMD is
responsible for providing training and maintaining the Asset Tracking Database.

RE3AR= 23 AR XASO| o5 Y TICE. PAMD = Atit 2te| 4
H|O|EtH|O| A5 &tE|otn 23S MSoloF & M YO| ALt
Received item shall be held at Church Office until issued to the respective Department.

T8 ZE =52 0ld FM0| e WIHA] A0 22totr).

7.2 Issuance &=

Upon Receiving, the Church Office will notify Department’s point of contact and
designated PAMD representative that the purchased item was received and ready for
issuance.

=
__I.I.

-
ot

, W2 AbF A2 ol e 22| B S A2E PAMD 2| M @) X}0f A

e Z5E THVLEOUSS SETHTH.

r

o
=
L

1K

Wo 4>
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k=)

—
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As soon as practicable, Department will report to the Church Office for the issuance of the
purchased item. The Receipt for Property form will be completed and signed. See
Attachment D — Receipt for Property.

SeHiE 7|2t otof, EMO M= L YUE S50 Has I AFFE =2 &0 20
22 J4+32 AMen MBS ¥H D- 22 A5 HD.

O

The Receipt for Property form data will be entered into the Asset Tracking Database
system by the Church Office staff issuing the purchased item and the signed form scanned
into the database.

ToE =252 E50ts 13 AR HAZ2 =5 32 H0|HE ALt

HAOO[EHo|~0f RH5I D MEE A5 A7HSH0] G| O| E{ H| O] 2 0f] X ZStCt.
7.3 Inventory X 11

All active items in the Asset Tracking Database system will be annually inventoried.

Inventory will be conducted jointly by representatives of the Department and PAMD.

Apat2te] A O|EHH| O] &~ A AJO| Y8 e 2552 A2 1 E

ZASHE S oo A ZAHE BMOE2F PAMD 7t S22 A A[THTY.

8 Disposal H| 7|

Assets shall be disposed when it becomes unusable and/or useful life has expired. “Useful
life” and technology refresh cycles will be developed in coordination with representatives
from the Department, PAMD, ITS, AVS, and the Finance Department. Disposals will
generally be donated to charitable organizations or disposed via municipal trash service.

Aat2 AL E71s W2 25+30| X|LHH I 7| 2 E CE “gas=871 7= X
(AZESOf RHO|EL 1 0|E, EFuetlt Z#2) F7|= iFF A, PAMD, ITS,
AVS, MEEo| CHESO| g4 7HY ot I 7| 22 XHd EhN[of 7| 25EALE X[
M7| 2H MH|AZ 0|23t}

—

Trade-in or exchange of church property must be approved by the appropriate Department
Elder or assignee prior to making the commitment. Trade-in or exchange must be noted on
PO and must include a full description, the asset number and the value received from the

vendor

Wl ~% EFS LS LE EGO|EQ & HR0 = A SiE B M BE E=

F2 MYXto| 52l HOtOf otLt. EBf|0| = Q10| L} Weh2 FLOj M Of BHEA|
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3§ A| £/ 0fOF 50 FEHE| Q1 AT, XFAHH S of BHOfQIO 2 HE| B2 71242 7| Ry 3o}
sk,

Upon disposal, the disposal data shall be entered into the Asset Tracking Database system.
Data fields include:

H 7| Al0f= © 7| Aret S Arib2te] OjO]E B O] 2 0f &i=3{of otCh HIO|H EE=
Ch=2t 2Lt
e Disposed (Y/N)
H 7| (Cl/OtL 2)
e Disposal Date
H 7| &l ERt:
Disposal Method: trash, donation, sale, and trade-in or exchange

7] gy A 7], 7| &, T, E0|EQ = W gt

o If Donation, recipient name and fair market value
7| RE B2 2 AL 0| =232 38 AlIY 7H4

o If Sale, purchaser name and salvage value
BHOjE A7 XS 0| 21} By 7t

o If Trade-in or exchange, trading/exchanging party name and value
EgO|EQ = n2h E2| 0| =/n 2ot ALEE O| F 1t 7HK]

System/Equipment/Tools A| AEl/XHH|/7|

PAMD will use an integrated database system to collect and store purchases, assets, and
inventory related information. However, at inception, the asset related data will be stored at
KCPC network using MS Access database. The database will be developed and maintained
by PAMD.

PAMD = 70§, R4k R0 2HE YL E 8, HY5H7| 28 S OIHH 0|2~ E
AHERICE J2{Lt ST O|EH 0| A7t 2HHD| =58 M7hX| XHitof 2HA 2l 82 S
MS Access G| O| E{H| O] A S AF23}0] KCPC | E 0] MASHE 2 shC},

G| O| E{ H| O| A= PAMD 7} 72t Zh2| St}
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Use of the bar code system requires additional equipment and supplies: Ht 3 = A| A Hl
AHE3SH7| 23 ChE2l EH|2t =282 AF =5 ottt

e Bar code scanner/reader HIZ E A7) L

1=

e Bar code printer (if special printer required) HtZ £ Z2IE(E%
39)

e Bar code labels H} 2 E 2

2IE7t 2%

PAMD will research and purchase required systems and equipment.
PAMD = E ot A| A B 0F HH[ S ZASHY  &ietCt.

Ethics 212 2|

No employee, officer, Board member or agent shall participate in the selection, award, or
administration of a contract if a real or apparent conflict of interest would be involved. Such
a conflict would arise when the employee, officer, or agent, any member of his or her
immediate family, his or her partner, or an organization which employs or is about to
employ any of the parties indicated herein, has a financial or other interest in the firm
selected for an award. The officers, employees, and agents of the church shall neither solicit
nor accept gratuities, favors, or anything of monetary value from contractors, or parties to
sub-agreements except for where the financial interest is not substantial or the gift is an
unsolicited item of nominal value. Members of the Board shall comply with all relevant
fiduciary duties, including those governing conflicts of interest, when they vote upon
matters related to purchasing contracts in which they have a direct or indirect financial or
personal interest. Officers, employees, directors, members, and agents of the church shall be
subject to disciplinary actions for violation of these standards.

HHNZ 2 F50 O[S A7t 7= 2% 12| o= A3, BEAL I/ 0|2t
F

SR|2E A MY, A, B S A
=

g2 19 H& JtE 74, T} EEgbink= oom

188 7|Bo|, HYE FA0| ZHN S T2 HEHQ| OjsiE 21 US HE

Uit D0 B, HYR, 2l AN ZO, EE ok 7| MO R RE AL
= OFE|LY, CiBF FH of6h7t

=

—
Qe K7t He Mol Hos of
(@]
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At 0|28 B3| 0|#5t0{0F BITE 0|23 7|1 F S 07| & M3l HEA, N,
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Attachment A — Check Request Form =121 @ X A

- L= o
(Front Page)
20113 HAE K& =P A(FY2011 Requestfor Payment)
S (Dept) S HE A (Director) MURET AY (Elder
DIETHI MBS OlETAHI SHES
elE (&g olE ol
NEHTE EETHIER #2E HEotH A=
Email:pamd@kcpcorg
Submit request %1,500 & over (except honorarium, lawyer and previously app ) to procurement dept mailboo.
olefol Foio EEf o|fE &%l 3442 (describe purchase justification ) PD#:I
Final Total Price: |
Signarure“
USA3| 82 oimA nayTue HTZ Wk
E&Eufﬂ] (Expense Category) {Description of Payment) [Request Amount)
N _ s 72
==X (Check) I:l & = (Cash) [Totel Request ﬁmt.nti'
WEwE: %z fom | to 2u | =z
o=

o4 S/Receipt &  E/Attached| ) TERHSE(

[if no receipt, please submit a note signed by committes ohairperson)
== Ol [Pay to the orderof) -

= i (Address) :
T} 4 SikiName) (Ex

JAL MM EF U, sseg aze_ [ [

= 08

) Wk / !

(=Helo) B o2 melg 3% &= o8 2 o8B0l 25 @28LICH)

G2 OILEE BI| S22, SHHE S F2 n8Jt =o S¥TH ¥ SUE A3 APF oSS gLich
By marking box to the left with my initials, | authorize Korean Central Presbyterian Church (KCPC) to initiate a direct
deposit electronically to my bank account in the amount displayed above.

283 Bank:

T3} Account & EF Type |:| Checking

Savings
2% Rounting & I:l

olEtel U2 WES BELCH (Pleass do not write below. )

HEANYEF EH ! !

|FIngnce dept Elder) [Treasurer) I S S

=H HE /M3 =3 J=1 EESTCT]

(Check Number § Cash) {Amount) {Mame of Recipient] {Signaturs of Reoipiant)

KCPC Purchasing and Asset Management Policy and Procedure
Version 1.1, 3/6/2011
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(Back Page)
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Acct# Accont Acct# Accont Acct# Accont Acct# Accont
Loful 1 ofuf 2 ALH A 7. Fd 1 ool At & 1 AR 1 At Il ekl 18. A H 2 A A
01 ofuir|E 2 & 210 G obs Nursery 510 At £ 750 MY EF
05 SEAMR 215 ok Preschool 55 Abed bl x| £ 752 3| AH &
020 e 220 K-13td Grades K-1 2. At 2 g PN ] 754 A== R
025 ofHi &4 & 225  |2-3 &d Grades 2-3 520 TAE 756 NE
2. of|Hf 2 of b ZFQFAL S | 230 4-6 54 Grades 4-6 525 ME29E 758 Housing Allowance
050 Rt 292 235 StE2MAnAE 530 It 2d8 760 Family Allowance
056 SALFRRECH 240 Of 2L AWANA 535 2SI E 762 Auto Allowance
061 =2 22| o} zh2kL} s zoo|28 537 o|c|ojcD&E 764 Book Allowance
066 | =zt oaretr) Good Neighbor 13. Ated 3 |FHEojCiojAle 766 oHAMZ
080 RHtEl 2048 250 |Children's Choir 540 HEI|a8 768 HuES
085 LHAEBE 255 WA H| 2 EAH| 545 E(Web)Atd £ 770 oAZ
3. 1H 1 FmAre @ 260 f=Ll| 550 pSESH T 772 EE/S IHH LA
10 [ 265 Sl At 555 HEY/ ST 774 S2l3| A ZEA|
1 HAEAIAE 270 ZoustEstnE x 560 EHEOIE 776 Payroll Service
20 P2 8. #d 2 HadAly gl 14. MY 4 HEYE ALY 778 Bank Service Charge
©5 HsF 300 Ao ZLSH (Al Stars) 565 K| AALE| SAHRE 780 Rent
B0 LIPS RS 305 |¥o{IEH (JG) 570 o2 Al L 782 EIE]
B5 SUA IO HE XY 30 B0l &1 S F(Agape) 575 thel7| e 2 784 3| 9| &7t
4. WH 2 E2AA9 35 All Star Choir & Orchestral 15, Afgd 1 HEZAlg & 786 Clol 2 A2 5(H|
4o MIIER 320 JG Choir & Orchestra 610 MNEo|Eg 788 HR2EAIF 5[]
u5 o|&H| Ajoig 325 Youth Musical 615 HEzay 790 WA M|
150 HiLHf Afod & 330 Agape Choir & Orchestra 620 LEhEENMER 792 AbS|H|
155 = Rt 335 Youth Joint Activities 630 He|ME & 794 Ct3|H|
160 neseEs 340 Youth Teacher Training ||16. Al 2 Mu A 2 796 W XIM 2|
5. 1A 3 ZHE ALY & 345 Youth Parent Seminar 635 MmX| el 8 798 ImiezPAYN L]
165 | AFEIARSY R (AFEREl A HIE 350  [YouthKBC(CIA) 640 M mE 800 SAtare
70 |A Al s 355 |znsgc|Mm 645 D|MESESR 802 Relief Fund
s o{ HAA R 9. £FH 3 A AL @l 650 HMungEHL 900 WE AR A
180 Z252AYE 410 HA1R(oHS) 655 Setduf
B1 HAEAY R 45 2R dE8Ah 657 ctestaMduf
6. IH 4 2O FAIA A 420 delofuf ! £53] 660 oAt &
B2 |20sseusm 425 [HAg$H3 665 WE| M mMALE ZxH|
84 LOFERERE 430 FolH A (S&L) 670 M E(Seed)X| &
186 |AOSEHAME 0. =& 4 EEANGR 7. #FEX A ] "HHEAA
188 LOEHALE 435 Jlzss 710 YA T
190 |20Ezwe 440 (AAmSE 715 mEA M|
445 HA=H g 720 =S Tol/ Rt
450 |spzszE 725 e I
730 AFged/aeF
735 =22 Maintenance
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Attachment B — Purchase Order 7102 X A
(FRONT PAGE)

.5!% KCPC | A EFYHERY

e Lom iy o et PURCHASE ORDER

Centreville, VA 20121
Phone (703)815-1200 Fax (703)815-1299

Thee following number must appear on all related
cormespondence, shipping papers, and invoices:

P.O. NUMBER:
TO: SHIP TO:
[Mams] Purchasing & Asset Management Department
[Company Mame] Korean Central Presbyterian Church
[Sereet Address] 15451 Lee HWY
[City, State, ZIP Cade] Centreville, VA 20421
[Phone] Phone: 703.815.1200
[Fax] Fax: 703.815.1299
DELIVERY DATE REQUISITIOMER SHIPPED VIA F.0.B. POINT TERMS
qQmr UNIT DESCRIPTION UNIT PRICE TOTAL

SUBTOTAL
SALES TAX
SHIPPING & HANDLING
OTHER
TOTAL
1. Plesse send bwo coples of your nnaice.
2. Enter this ordér in socordance with the prices, terms, delivery
method, and specifications lsted abowe.
3. Please notify us immedSiately if you are unable to ship as
specied.
Send all cormespondence to:
Purchasing and Assst Management
Korean Cantral Presbyterian Church
15451 Lee HWY
Centreville, VA 20121
Phone (703)B15-1200 Fax (703)815-1299
Authorized by Ciate

KCPC Purchasing and Asset Management Policy and Procedure
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(BACK PAGE)

¥
#a KCPC | 2 ETFTR UL
KCPC PURCHASE BUDGET APPROVAL FORM-INTERNAL REVIEW

Request Date: Ministry] Committee:
Person Completing Form: Account Number:
Induded in Budget, it not, why not? Project Name:
[IT Related Item: Software Audic-visual Related Ttem: None

Project Scope (Briet summary of request):

Approvals:

We, the undersigned, have reviewed the above information and approve KCPC funds are
encumbered for the purpose as stated.

Department Director Signature: via email Date:
Department Elder Signature: Date:
gy
Purchasing Department Signature: Date:
CFO/Finance & Accounting Signature: Date
ojg=

[ Board of Executive Lommittes Signature: Liate

KCPC Purchasing and Asset Management Policy and Procedure
Version 1.1, 3/6/2011
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Attachment C — Purchase Items Approved for Blanket Purchase Order
WM C- A 7o) 20| YT EEE

Blanket Purchase Order may be used for the following purchases only.
Ct22l = &S0l ehoto] & ol 2740| 7}SStCt.

Department £A{ | Item & $ Amount @i~ | Description &

KCPC Purchasing and Asset Management Policy and Procedure
Version 1.1, 3/6/2011
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Attachment D 888 D — Receipt for Property Xjat @S A

KCPC Property Inventory Receipt

User's Name |member o Joepartment  |Primary Location Jcontact Phone #

Equipment Delivered
|Barcode # sexial # |Equi t Type/Model

Signatures below acknowledge that the equipment listed abowe has been issued as indicated and custody of the
equipment has been transferred to the assigned user.

KCPC Property Custodian Signature: Diate:
User Signature: Date:

Equipment Returned to Stock
|Barcode = Serial # |Equipment Typesmadel

Signatures below acknowledge that the equipment listed above has been returned as indicated and custody has been
transferred to KCPC PAMD.

KCPC Property Custodian Signature: Date:
User Signature: Date:

KCPC Purchasing and Asset Management Policy and Procedure
Version 1.1, 3/6/2011
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