No. 260

Distribution SUBJECT Date
PURCHASE ORDER LOG 09-01-2014
PURPOSE; To provide a simple method of updating the job budget
monthly and (o keep a record of all approved
expenditures including Purchase Orders, Field Purchase
Orders, and Debit Memos.
PREPARED BY: Construction Secretary (CS)
PROCEDURE: Step I: CS sets up a loose leaf binder in accordance
with Chart of Accounts selected by C.M.
Step II:  CS enters Purchase Orders and contract
amounts in Purchase Order Log
Step III:  CS enters FPOs and CO when issued
Step TV:  CS totals amount column monthly
Step V:  CM reviews monthly, making revisions in
budget as necessary by 12th
Step VI CS totals budget column and enters
appropriate figures on monthly job cost
report and gives to DA on 12th
CIM-FDC-260
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