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General 

 

The college maintains an inventory of commonly used stationery that is managed by the 

Receiving & Distribution Department.  These items may be acquired by submitting a Stationery 

Supply Order Form to the Receiving & Distribution Department.  The cost of the stationery will 

be charged to the requisitioning department on a monthly basis. 

 

It is the CCM policy to charge the cost of stationery back to the requisitioning department. 

 

Authority 

 

Vice President for Business and Finance 

 

Responsibility 

 

Receiving & Distribution Supervisor 

Receiving & Distribution Staff 

Budget and Compliance Manager 

 

Procedure 

1. Stationery can be ordered by completing the on-line (electronic) Stationery Supply Order 

Form found on CCM’s web page under Faculty and Staff/E-forms (copy of form 

attached). 

 

2. The Stationery Supply Order Form is to be used to order only those items which appear 

on the supply list (Items that do not appear on the list must be ordered using the 

Purchasing Department’s standard Purchase Requisition Procedures). 

 

3. Upon completion of the Stationery Supply Order Form the originating department will 

email the form to the Receiving & Distribution Department at receiving@ccm.edu. 

 

4. The Receiving & Distribution Department will verify the form was sent from an 

authorized CCM email account, verify the order for accuracy, and that the requisitioning 

department has sufficient funds to cover the cost of the order.  The initiating department 

will be advised by a Receiving & Distribution staff person if there are any discrepancies 

to be corrected prior to processing the order. 
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5. After the order is verified the Receiving & Distribution Department will fill the order.  

The initiator will be notified if any of the items requested are temporarily out of stock 

(backordered) and will be advised when the delivery of the backorder items will take 

place. 

 

6. Upon delivery of the supply order, the Receiving & Distribution Department will leave a 

copy of the form with the departmental staff person taking possession of the order. 

 

 

 

Routing 

 

The Stationery Supply Order Form may be routed via email. 

 

1. The completed form should be emailed to the Receiving & Distribution Department 

(receiving@ccm.edu) for processing. 

 

Processing and filing 

 

1. The Receiving and Distribution Department processes and delivers the order. 

2. At the end of each month Supervisor of Receiving & Distribution forwards all the 

Stationery Supply order forms to the Budget Office. 

3. The Budget and Business Services Administrative Assistant prepares a Monthly 

Chargeback Report to allocate the cost of stationery back to each requisitioning 

department. 

4. The Chargeback Report and Stationery Supply Order Forms are reviewed and approved 

by the Budget & Compliance Manager then forwarded to the Accounting Department for 

input into Ellucian system. 

5. The Chargeback Report and Stationery Supply Order Forms are filed in the Accounting 

Department for future reference and records retention compliance. 
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