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	Board of Directors
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	Purpose:
	To safeguard (ORGANIZATION NAME) finances through the proper documentation of products or supplies received.

	Mandated by:
	Funding Sources, Internal Controls

	Applies to:
	(ORGANIZATION NAME) corporate financial functions

	Definitions:
	· 

	For more information:
	n/a


Text of Policy:

Supplies that are ordered are inspected for condition, counted when received and verified for completeness of order.

If the shipment is complete, a copy of the accompanying paperwork is forwarded to the Financial Associate.  If only a partial order is received, the items received are circled on the accompanying paperwork and held until the order is complete.   The CFO may decide whether a partial payment is warranted; or in the case of a backorder of goods, whether the full amount will be paid.

