
BCE'S 9.20
FUPIL TR.i\flSFOm'IITION - rITll SERVICES• 1. HJEFOS8

The purpose of this regulation is to provide guidance in the
c.dministration of tJ1C pupil t.ranuj.or t.at.i on i)rCXjrdl~l.

The I·1Tli Stafi Si:ccioJ.ist JI1Ll blC (11icf of School DU5 Opcra t.i ons,
Tr<.1nStAJrt,J.Lioll ~;crviccs, ar(.! r capon: ..Lb l o for cooi.di nat.i no tf1C
il~1JlB::1entation of this nXjlllo.tion.• III. Pf2RIOO COVERED

This regulation is effective upon publication a.J1G. wi.Ll renai n in
effect until cnanjed or rescinded.

N. TRIINSFORI'ATION PROG:OURES

A. 113.ssTransit j\dministratiol1 (Hrll)

The {·rrA Section administers the State Aided TranspJrtation
Programwhi.cn prov ides free and reduced fare t.ranspor t.at.ion to
'pupils via I'ESS Transit Adr.linistration buses and the Fetro
Systen.

• 3. 'I'rarispor tzrt i on Eligibility

To be el igible for State Aided Transp:Jrtation, pupils must De

under 21 years of age1 live the r cqui red distance fran hane to
school (l.(J ru Le or roor'efor clement.ary pupils and 1.5 miles
or DOte for secondary pupils); and attend the zoned
rGgistration area school or be 61rolled in a cityvnde school
or a citywide program, except as s pe c i f ied by special
education rcquironents.

• Transr:ortation cligibili ty is det.ern.i.nedbl' rreasuri.nq the
distance fran the pupil's residence to thG appropriately
designated school. This distance is measured by the nost
direct, safe traveled route and may be alonu roads or
IValkYlays.

C. Residential Address O1anGe During School Year
Secondary pupils changing addresses during t.he school year
may elect: to remain in the current school. I-lOt/ever, they
will be cliuible for Sta tc lIidGd Transportation scrv iccs
until tho ond of the quarter in whi.ch they change address.

•
1
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BCPS9.20
ruPlL TPAtJSFDRTNI'IOt, - rn'A SERVICES

• pr ov i ceo the new ad dr ess is o.t least 1.5 r:lilos or noro fran
t.hc :::;(;CnnUr~lry .ichool. currently oJ.ttc.noc..""CJand ,U1JL school V/(1[;

the Ut::L>i0HJLo.1 u tLCllLiilnc<..:: nchool tor U1C lJrc.vious addr eas,

o. UrlSQ.fe \'lal kin~.iCondi tions

•
Sane l->wlic school p up iLs who live less than the r cqui rcc

d Ls t anco f or j uui.or high, senior hiUh, 01- ol erncntc ry schools
ITi:;YDC cllc;iulc: for trcJl1Si_'ortation sorv icec if unsafe walking
cond i t i oria ox i st. be two on the residence .-.lndthe assigned
registration area sct-ool , If unsafe Hal~(in0 conditions
e x i a t , co r.s i dc r a t i o.: r.iay be given for t empor a ry
transportation. The Bal timore City PuDlic Schools must
approve 112\"l conditions before f und s w iLl be corani t t.ed for
conditions considered exceptional. Rec.lucsts will not be
approved for t.ranspor tat.i on of pupils who live less than the
prescribed di s t.cnce s f rrm the school they a t tond unless the
request is accompanied by a plan to provitle safe ,,'alking
condi t i o n s , 'The pl an shall identify the problem, list
proposed solutions, outline Vrocedures to correct the
problem, aw_-tinclude a til~lC; schodulc for ca~LJlction of the
corrective dctions.

•
Each principal/executive director shall be r csponai.bl e [or
identifying hazardous wa Lk inq conlitions wi th iri resp::ctivc
school zones and comp l o t i nq the required lIRequest for
l\pproval of Exceptioml Conditions" fan" (Exhibit I).

E. I·ITAReduced Fare 1. O. Cards

•

TransjXlrtacion Services w i l I issue LTAReduced Fare 1.0.
Cards for those pupils not eligible for rITAticket books to
po rmi t then to r Ido at a reduced rate. Requests for
audi t iona l I·iTA'RetlucedFare 1.0. Cards w iLl be sulxni t tod on
the f orin, "Request for Additional 1·7:['.'\.Reduced Fare 1.D.
Cards" (Exhibit II). For example, School #416 desires 35
Reduced Fare 1.0. Cards. The principal will f orwa rd the
appropriate form w i th cor.ip Le t e information for the 35
pupils desigP.a.tal to receive the cards. -

These canls arc to be secured fran TranslDrtation Services
only. OJ I~ar ml1rACI' 'TIlE [,ITA. All building principals will,
however, make certain that only those pupils not eligible :~U
receive l'tfA ticket books shall be issued IITAReducedFare
1.0. Cards.

In the event a pupil' s ~1I'At.i.ckct; bock is lost, stolen, or in
sane otho r HBITI.er r'erxler'od useless, an flITAReduced Fare I.D.
Ca rti may be issued a t the discretion of the principal. To
assure continuous accountability of t.hoao 1.0. cards when
Lasuxl, principals wiL), Haintain an accountable record of all
1. O. cards issU2d.•

2
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BCPS 9.20
FUPIL TPJIlJSmm'lITJDJJ - iTI'i1 smvrms

• V. FUPIL BH1AVIOR ON TRi\NSmRI'ArION VUIIQ,ES

•

Pupil sanG the ~crcral public havo the right to travel by publ ic
t r an s po.r t a t.i on in safety and w i t.hout. fear of ha ras sraent; or
int.i.mi da ti on, 3ill t.ir.oro City Public School pupils who r.ii.sbehavc
while tr~vcling in Baltilforc City school buses, in r·ass Transit
Aora i.ni s tr a t.ion DUSCS, or in other public t.ranspcruat.i cn vehicles
arc r os po r.c i oLc for their behavior arid arc subject to
dis c ipl i na ry act i or.s if they ni.GDehave. EY>(."1ffiplcsof possible
disciplinary actions arc Listed bela..;. It is important to note
that these actions .aay r,rocccd independently of each other,
al t.hourjh coope r at.i on and b·;::r-waycamnunication are necessary to
avoid duplica tion of effort and to assure consistercy in the
application of policies and procedures.

II. School Princil:al

If the lJupil's r.usbchavior whi.Ie travel ina in Gal tirmro Ci,ty
school uuce s , In I';la~s Tr2nsit Administration bUSI2S, or in
other public tr2.I1slJOrtaticn vehicles d.i r ect.Lyaffects the
goed order and discipline of t.he school, the pr i.ncipa l or
authorized <lelega te has thee authority to take disci,)linc"1ry
action. The actions may include, but are not I imi t.od to, the
f ol Lovi.nq :

• 1. An invcsti(jation, in coopc.rat.ion w i t.h the school's police
officer(s), into the report of misbehavior.

2. A conference '.'lith the pupil and/or pa ront.,

3. Disciplinary r encval ,

4. Proposed sucpcns i.on, If ct pupil is to be ranOlC'd f roi
school on ei t.lie r disc ipl i na.ry r enovaI or a proposed
susro nsi on, the principal or del ega te Dust fol Lov the
"duo process" procedures as outlined in the current
Rul es of the BOard of School Comn.i ss i.oner a, Section
507 -"Susp2nsions and Expulsions".• 5. ConfiSCil tion of the pU1-Jil'sbus t.i.okct.s by the pr incipaI
or delc0u te whi I c the pupi l is out on di sc ipLinary
ranO/al1 suspcns.ion,

6. Susjxms.i.onof transr:ortation fjrivileges for the ronai ncer
of thee school year.

•
3
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BCPS9.20
FUPlL TRANSEQRI'ATIOI'I - IITASERVICES

• B. Transr:ortation sorvioas

1. Dri.ve r s of Daltir.'Ore City Public School.a' t.ranspor tati.on
vehicles do not have the authoritv to remove
r.usoenav irx, pupils fran the vehicle while ~it is CIITOUtC.

In~~tcC1d, thoy rq1()rt the mi sbohav Lor to their SUl.:crvisor,
who \vill .iuf'orrr,the vrincip3.1 arri the pa ront , in \vriting,
of t.18 nisbchuvior. The pr inc ipal is then to consider
L~8discipline cptions vreviously listed.

2. Drivers may request the on-site assistance of BaltirrK)re
City Public Schaab' .olice pcrnonrel ,• 3. If the misbehavior is connected with a [:lass Transit
Administration vehicle, 'I'rarispozt.at.ion Services has the
authority to notify, in writing, the appropriate
pr inc i.pa.l that the pupil's 1.D. and bUG tickets have been
confiscated J::".I the UITAand to return the confiscated I.D.
and bus tickets to the principal. The ;Jrincipal then
must; advise Transr:ortntion Services of rrcasures taken to
discourage future rni.soehev ior by pupils.

•
4. If the misbehavior is connect2c \vith a Baltimore City

?ubI ic Schools' transportation vehicle and the pupil has
not bEen identified as being handicapped, Trarillportation
Services l~y deny the pupil transIX)rtation services for Cl
set period of time. If such a decision is made, the
appropriate pr i.nci.pa l and the pa.rents will bo notified
Lmrreoia t.ojy by telephone, if possible, as wel I as in
\vritinc.

•
5. If tin pupil being t r anspor t ed in a Baltimore City

Public Schools' transportation vehicle has be en
.ident.i f i.ed a.s xing hand.icapped, Transp:Jrtation Serviccc
nt.J.yteIllporc:lrily dcn:;{ the l-Jupil tral1sport.:c.tion services
if the pupil' s misb~havior serioUSly endanscrs the
safety of either the PUIJil or others. If such c. c.enial
of tr anapor t.at.ion occurs, the appropriCltc pr.inc ips l dud
pa ren t e w.i.Ll be noti f Led ir.u;cuialcly OJ' telephone, if
possible, CiS weI I a:3 in wr i t in«, Also, by the end of
the L2Xt. school Jel:,', 'I'ranscort.at.i.on Scrivccs \.,rill rofcr
the case to the SUS1)Cl:.~ion 1l.RDCa:1;"ittcc, Division of:
In3tructional SUi="'l-,orc..sorv ico». TIle Case J.U1uger 'I.'ljl~.
not i fy the Associutc SUI)crint0nJ.cnt, D'iv i s i or; u::=

ITl:....; t r ucr i o mI SLll.JLXJrt Services, of Lh'2 rcfcr ral . i.:!hilL~
..l'.IJ<..,ic i r. , i:.~ decision, the pupil I.1C1}f bc~ denied
tTLU1SL ort.at.ion.

•
I

i O«=V. 12-16-87)l _



5
(REv. 12-16-87)

BCl'S 9.20
RJPIL TPJ\NSffiRI'hTION - rU'A SERVICES

• Tho Division of Instructional SupjX)rtservices must raY-€>
a doc i s iori regarding the t.rancpor t a ti on of the pupil
wi.tj u.n fiv(~ (5) ochool. Lk1Y~;after n;cclvilltj not.i f ica t.i.on
01. tr.:J11~:p.)JLi.ltiull dcu.i.c.L, 'l'lus \:JriLtCIl dcc i ui on w i l I be
torwarcied to the pa ront , the pr i.ncipe.l, and the Staff
Director of TranspJrtation Services.

C. russ Trcillsit l\dninistration

PLvils who ride on r.ll'h buses anJ the lEtro system are subject
to IITA ciisciplinary act.i.onc such as:

• -1. /-ITA drivers may deny ,:mpil s transportation at; free or
reduced fares un l ess the pupils pr esont. a valid bus
ticket and proper Ldcnt.if icat.i.on,

2. f.ITAdr ivers may requi re misJ:€havinc;pupils to
iI.i:ediately leave the bus or l'Etro.

3. r,ITA drivers may file written reports of pupil
misbchilv ior .

4. I..rrA drivers ILlCly rcrll1est NTA fblicc assistance.

•
5. t-1rAdrivers ou.y confiscate the bus tickets and I.D. cal:~S

of rni s be h av ing pupil G. If such action is taken, a
written report must be submitted to their supervisor
toc]ether vlith the confiscated tickets.

6. Put)il S Qisbchaving on lIrA buses or tile Hetro system r:ay
be arres t ed by ei the r the I-ITh Police or the Baltir.ore -
City Police, "lith j uverii.Lc po t.i t.i.ons filed.

HarE: PARENTS HAVE THE LEGAL f:ESPCllSIBILITY, BY S1'ATE LR'] ,
TO HAVE 1'HEIR CHILDREN III SCHOOL, EVEN IF BUS
TIOZETS/TRANSffilaATION hIm DEnIED •

•

•
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PUPIL TRANSPORTATION - MTA SERVICES
EXHIBIT I

BCPS 9.20

BALTIMORE CITY PUBLIC SCHOOLS
BUSINESS MANAGEMENT DIVISION

TRANSPORTATION SERVICES

REQUEST FOR APPROVAL OF EXCEPTIONAL CONDITIONS

SCHOOL _
DATE OF REQUEST _
GRADES OF SCHOOL _

SIGNATURE _
DATE _
APPROVED UNTIL _

FOR DOE USE ONLY:

Number of
Pup ils

CHECK ONE: D
D

ONE MILE (Elementary) .............•......

ONE AND ONE HALF MILES (Secondary) ..•....

NUMBER OF PUPILS TO BE TRANSPORTED, LIVING LESS THAN THE PRESCRIBED DISTANCE _
FIVE YEAR PUPIL TRANSPORTATION COSTS AT THE AVERAGE PER PUPIL COST _
ESTIMATED COST TO PROVIDE SAFE WALKING CONDITIONS __

I. DESCRIBE EXCEPTIONAL CONDITIONS:

II. 'DESCRIBE PROPOSED SOLUTIONS:

III. OUTLINE PROCEDURE TO CORRECT PROBLEM (Include an estimated time schedule):

SCHOOL PRINcIPAL



•

•

•

•

•

PUPIL TRANSPORTATION - MTA SERVICES
EXHIBIT II

BALTIMORE CITY PUBLIC SCHOOLS
BUSINESS MANAGEMENT DIVISION

TRANSPORTATION SERVICES
REQUEST FOR ADDITIONAL MTA REDUCED FARE 1.0. CARDS

TO: TRANSPORTATION SERVICES
FROM:

PRINCIPAL'S SIGNATURE

BCPS 9.20

SCHOOL NUMBER ___
SCHOOL NAME ___
DATE _

Please forward MTA Reduced Fare 1.0. Cards for the students listed:

ADDRESS DOB



BCPS9.21

TRAl'lSRlRI'ATJDN FOR SPECIAL EDUCATJDN SIUDENTS

• 1.

The purpose of this r'!JUlation is to provide guidance in the
administration of the pupil transportation proqran.

II. RESRlNSIBLE OFFICIAL

The Special Education Staff Specialist, Transportation services,
is responsible for coordinating and monitoring the services
ren::leredfor this regulation.

• III. PERIOD CDVERID

This regulation is effective uponpublication and will remain in
effect until otherwise notified.

IV. SPECIAL EDUCATJDN TRANSRlRrATJDN

Special education pupils' transportation needs are identified by
the Admission, Review and Dismissal Committee (ARD)'and
implemented by Transportation Services through School Bus
Operations or the MI'ASection, as required.

A. Transportation Eligibility

• To be eligible for special transportation, a pupil must first
be recommerrledby the &'<0 Crnunitteeas established by Cede of
Maryland Regula tions (COJ:1lR) and in accordance with PL
94-142. Pupils that are identified as needing special
education programming are not automatically entitled to
transportation as a related service. Pupils shall be
recommendedto receive transportation as a related service
only when:

1. '!he ARDCommitteedesignates that the pupil is IiJysically,
mentally, and/or emctionally incapable of walking to
school, regardless of the distance.• 2. The pupil is plysically, mentally, and/or emotionally
capable of walking to school, but must attend a school
beyond the distance of their zoned school to receive
appropriate progranming.

•
1
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BCPS9.21

'IRANSRJRI'ATIONFORSPECIALEDUCATIONSIUDENTS

• B. Residential Address Qlange

Should the pupil vmo is receiving t ranspcr tat.i on (yellcw bus
or taxi cab) requi re a heme delivery poi.nt, that is different
than the om siomdtted by the ARDCanmittee, the principal or
delegate shall forward a "Change of Address for Pupil
Transpcrtation Lists" form (Exhibit I) to Transp::lrtation
Services. A maximum of ten (10) school days should be
al Loced before the rerouting is made.

• Should the pupil who is enrolled in a special education
program move to an addreas that is c:utside the pupil's zoned
registration area, a placement should be made within ti,e
pupil's new location. Hcwever, if the apprcpriate program is
not available at the new school, it may be necessary to
ini tiate t.ransport.at.ion to the closest available school.

C. TranSp::lrtation and the 1rrlividualized Education Program (1EP)

TranSp::lrtation must be recorrurerrled and approved by the ARD
Committee. Should it be decided that this service is
required, the foll""ing procedures should be inplanented in
the IEP:

•
1. State Aided Transportation (MI'A)- O1eck'IRANSRJRI'ATION

in the "Related Services" portion of the 1EPand write
MI'Ain the adj acent col umn.

2. Yell"" School Vehicles - Check TRANSPORTATIONin the
"Related serv i cesi" portion of the IEP and write YELWv
BUSin the adjacent col.imn,

Should any special procedures (safety considerations) or
special equipment (wheelchairs, harnesses, lap bel ts) be
required, the necessary modifications are to be addressed on
Page 3 of the IEP under Physical Factors, Behavioral Factors,
ar Elnotioral Factors, as apprcpriate.

• Additional modes of t.ransport.at.i.onmayonly be secured with
the approval of the Staff Director, Transpcrtation Services.

D. Transportation and the Special Services 1nfonnation System
(SS1S)

For each student determined to be eligible for
transportation, an SS1S form must be completed indicating
that service will be provided by either yellcw bus (Code 32)
or MI'A(Code 31).

•
2

(Rev. 12-16-87)



BCPS9.21

TEANSRJRTATIONFORSPECIALEDUrnTIONSTUDENTS

• E. Use of SH-19Forms

The SH-19form, "Request for Adjustrnent;of Education Program"
(Exhibit II), is to be use~ for a pupil who requires
transportation due to a physical .i.rapai rment;or short-term
disability. The principal or delegate is to prcvi.de an SH-19
Eormto the pazent; for canpletiun by their private physician.
The form is then fonvarded to:

•
Baltimore City PuJlic Schools
TheUpton Sc>col (#303)
811Hest Lanvale Street
Baltilnore, r~ylw1d 21217

The appropriate health official verifies the .inf orraat.Lon
received and forwards the approve.I to Trw1spcrtation Services
for assignment. The r.Brent is then notified, by nail, of the
starting date, t.irre, and modeof service.

F. 'I'ranspcrtation Reimbursement

1. The pa r ent of a child assigned to a special education
program way elect to t.ran-rpo r t; the child. This decision
shall be recorded on the IEP.

• 2. Should the assignment of a pupil be made at a school
outside the jurisdiction of Baltimore City and in excess
of 50 miles one-way, parents may receive reirnDursernent
forexpenses incurred to transpcrt their child up to four
(4) times per school year or more if the IEP reflects
individual school vacation schedules.

3. Procedures for Reimbursement

•
a. The parent must =nplete the necessary information on

the "Request for Transportation Reimbursement"fonn
(Exhibit III) and forward it to the principal for
attendance verification.

b. The principal then f orva.rect.or , Proqrem!"lanaganent,Forwards the
completed form to Transportation Services for
processing.

• 3
(Rev. 12-16-87)



BCPS 9.21

'l'Rl\llSRJRI'ATIDrT FOR SPECIAL EDUCATION SI'UDENTS

• d. Transportation Services verifies the information
received and submits a Class "A" Requisition to the
Finance and Accounting Office for processing of
payment.,

e. The payee should receive the reiml::ursementwithin four
(4) wee.'<s.

. G. Staff DevelOflll2nt

•
Fif teen (15) hours of preservice training instruction are
provided by the Bal t~, ore City Public Schools to school bus
drivers per Code of Maryland Regulations (CDMAR13A.06.07).
This training consists of nine (9) hours of behind the wheel
training and six (6) hrurs of classrocro instruction. Areas
covered. are:

1. Responsibility--Transportation Services/Contractor/
Driver

2. Vehicle M3.intenanceand Inspection

3. Accidents and Eill2rgencies

4. Pupil Managanent

• 5. Seat Bel t Policy

6. Driving Fundamental>;

7. liedia--Visual Aids

I, school bus driver returning to duty in subsequent school
years receives an advanced training course consisting of:

1- ReadwayHazards

2. Off Read Hazards

• 3. Single/Multiple Vehicle Hazards

4. Media--Visual Aids

Over and above this requirement is a two (2) hour preservice
class that is provided to school bus drivers and attendants
consisting of information regarding the handicapping
condi tion of the pupil s transported. behavior management
techniques. and the role and responsibility of vehicle
personraj ,

•
4
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BCPS 9.21
'IRlINSroRl'lITIDN FOR SPECIAL EDUCl\TIDN SI'UDENI'S

• In addition, drivers ani attendants are instructed in the use
of passenger safety restraints (harnesses, wheelchair
containments, lap belts, and child safety seats).

Another portion of the preservice instruction includes a
discussion of tlE special programming requiranents of the
pupils and the impact that transportation has on the child,
the school, and the parent ,

•
!1oreover. inserv ice workshops are provided for vehicle
pc r s onnel at individual school sites to familiarize the
drivers andatteIrlants with the nature and needs of the
individual pupils whan they transport •

•

•

(REN. 12-16-87)
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TRANSPORTATION FOR SPECIAL EDUCATION STUDENTS
EXHIBIT I
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TRANSPORTATION FOR SPECIAL EDUCATION STUDENTS
EXHIBIT I I

BCPS9.21

- -
o THE PHYSICIAN HALTIMORE CITY HEALTH UEPARTIIEIH

I Some children need speciai '~djustment of their REQUEST FOR ADJUSTMENT OFschool programs. Pleas~ supply the following
EDUCATION PROGRAM

information so that we can assist the Department
of Educ a tion in planning for your patient School and'Ad~iesc en t Heal th SCTvJCl:S

Student I 5 Name (Print or Type) I Da te of Birth l'" I, School
No. Grade/Section

Parent or Guardian I Address Telephone .No.

Date of Last Examina tion

I
Diagnosis

PERTINENT INFORMATION AND RECOMHENDATIONS: Include how the dLs a b I Lf ty affects the student I s
school rune tioning.

'UPTON SCHOOL PROGRAl1S - tillv Questions call: 396-0775

1. HOHE 2. HOSPITAl 3. CHRONIC HEALTH 4. TRANSITIONAL

;
TEACHING 0 TEACHING D IMPAIRED PROGRAJ! c===J HEAD INJURY t:::::

,I
PROGRAMReferral valid fur-

STARTING DATE STA,RTING DATE current sc hoo l STARTING DATE
year ONLY.

IN-PATIENT CARE

DURATION HOSPITAL PROVIDED BY:
I !

i -must be 4 weeks -intermittant
or more ROOM NUHBER ab s cnc es HOSPITAL

RETURN TO SCHOOL RECOI IMENDATIONS:
___ Transportation Elevator Hod Lt led Physical Ref c r r a L -t o

---
Special Bus/Taxi Service Educ n t Lcm Aim for

Special Lu.

, if not <11ready
DURATION DURATION SPECIFY PROGRAM enrolled-

: INFORHATION:
l. Is disease communicable? 2. Is student receiving medication? 3. Does 5 tuden t have

YES NO YES NO adaptive equipment?
---

How does this meuication aff ec t YES NO--- ---school functioning?

COMJoIENTS ~lEDICATION : SPECIFY ADAPTATlOH

(Please Type or Print)
, Phy sLc Lan ' s Physician' 5

Name Signnture
Address
Phone No. Date

FOR HEALTH DEPARTI1WT USE ONLY
BAlTIHORE CITY HEALTH DEPARTMENT RECOHHENDATIONS: CODE

Date Signature

Action Taken By Department of Education Date Signature

-

PLEASE PRINT OR TYPE

Return To.(Address Circled)

THE UPTON' SCHOOL
811 w. Lanva1e Street

1150 10-)1 SH J 9 FORJ1

or

SCHOOL AND ADOLESCENT HEALTH SERVICES
BAlTUlORE CITY HEALTH DEPARTIIENT
303 E. Fayette Street - 2nd Floor
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TRANSPORTATION FOR SPECIAL EDUCATION STUDENTS
EXHIBIT III

BCPS 9.21

BALTIMORE CITY PUBLIC SCHOOLS
DIVISION OF PUPIL SERVICES AND SPECIAL PROGRAMS

REQUEST FOR TRANSPORTATION REIMBURSEMENT

This form is to be completed by the parent or guardian, verified by the appropriate
School Building Principal, and then forwarded to:

Staff Director, Program Management
Division of Pupil Services and Special Programs

STUDENT'S NAME: _
HOME TELEPHONE NUMBER: _
SCHOOL: _

ADDRESS: _ ZIP:

ADDRESS: _ ZIP: _

TO _DATE(S) OF TRAVEL: FROM _
DISTANCE TRAVELED (ONE WAY):
TOTAL # OF ROUND TRIPS: _
RECEIPTS: $ _

Signature of Parent or Guardian
----------------------------------------------------------------------------------------
APPROVAL: DatePrincipal's Signature

Division of Pupil Services
and Special Programs

Date

MODE OF TRAVEL: CAR ( ), TRAIN ( ), BUS ( ), AIRPLANE ( )

COMMENTS:
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TRANSPORTATIONFOR EDUCATIONALFIELD TRIPS ANDINTERSCHOLASTIC
ATIILE:I'ICS

I. FURPOSE

The purpose of this regulation is to provide guidance in
acquiring timely, safe, and adequate service for all school
trips.

II. RESPONSIBLEOFFICIALS

•
The Divisional Specialist, Interscholastic Athletics Office, and
the Chief of School Bus Ope12tions, Business ~1'lmgEmentDivision,
are responsible for coor c i na tinq the implementation of this
regula ti on.

III. PERIODQlII'ERED

N.
This regulation is effective upon publication and will remain i-
n effect urltil changed or rescinded.
TRANSPORTATIONFOREDUCATIONALFIELDTRIPS ANDINTEP,sCHOLASTIC
A'IHLETICS

A. Educat.iora l Field Trips

The educational values of school trips have become well
recognized, and thei r use has becane an established part of
our instructional activities. However, since tl1e ca~sition
of each faculty changes annually because of the rrany teachers
new to the sy st.em arrl others who transfer from school to
school, it is suggested that principals review with their
facul ties the policies and-procedures applying to the use of
educatioral trips.

1. Preparation of Field Trip Requisitions

Requests for buses for educational field trips must be
Submitted on Class "A" Requisitions by the teachers in
charge of the trips. Each requisition must include the
follONing infonnation:• Current fiscal account number, if a funded trip.

Signature and telephone number of rEqUesting teacher.

Signature and telephone number of approv i.nq building
principal.

Signature and telephone number of approv inc executive
director.

1
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TRANSPORTATIONFOR EDUCATIONi\LFIELD TRIPS ANDIllTERSCHOLASTIC
A'IHLETICS

t

•

Destination.

Day and date of trip.

Time of pickup at school.

Time due back a t school.

Nurnb2rof fUssengcrs (pupils and teachers)

Purpose of trip.

Grade level.

Person in charge of trip (name and telephone number).

Nameof person paying for the trip, if trip is not
funded, and the f oLl ocinq statement from the
princij:BI:

"Requi red funds to pay for this trip have been
collected and (Name of TGacher) is respcnsible for
paying the basic fee of $ , plus any accrued
overtime charges. If applicable, (Nameof Teacher)
wi.Ll. also pay all cancellataion fees".

Pr iric i.pal 's Signature

ALL REQUISITIONS MUSTBE IN THE TRANSPORTATION
SERIVCESOFFICENOTLATERTHANTEN(10) SCHOOLDAYS
BEFORETHEDATEOFTHE'IRIP.

2. Routine Field Trips

Routine Field trips are def ined as those trips not funded
through ei ther O1a.pter I or sp=cial education.

Routine field trip requisitions will be prepared by the
teacher in charge of the trip, approved by the building
principal and the executive director, assigned an account
number, forwarded to the Finance and Accounting Offioe
for verification of funds and approval, and then
forwarded to the Transpcrtation Servioes offioe for final
processing.

No funded requisitions will be processed by
Transpcrtation Services wi thout the signatures of the
requesting teacher and the approv i.nc authority in Finance
and Accounting •

2
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• 'l'RAI'ISPORTATIONFOR EDUCATIONALFIELD TRIPS ANDINTERSCHOLASTIC
ATI=TICS

In the event the trip is approved by the Duilding
pr iric.i oaL and the execut ive director, but is not funded,
the name ard phone number of the person whowill 1=ElYfor
the trip and the statancnt cited unde r procedures for
CASHONDELIVERY(COD)/PREPAIDTRIPS must be on t.he
r-equiai.t i.on before it. will be processed by Transr.Drt.ation
Services.

3. QUlpter I Field Trips

• Chapter I field . r ips are aefined as those trips f unded
for all Chapt.er' I schools by '11Clpt.erI f urxis,

Q1apter I field trip requisitions ,;ill be prepared by the
t.eacher in charge of the trips, approved by t.he buildinc:;
pz i.nc ipa I and the executive di rect.or , f orwarded to (he
Chapt.er I Buoget Cont.rol Office for <enappr opr ia t.e
account number and signat.ure of the O1apt.er I apprcv i.nq
authority, and f orwa rded to the TrarlslXJrtlJ.tionServices
office for f Ina L processing.

•
lJo Chapter I funded trip requisitions wiLl 1X' precessed
f)Y Transportation Services without the signature of the
designa ted Chapter I approv i.rx, authority and an account
mnioar,

In the event the trip is approved by the builciing
principal and tile execut ive director, but is not fU.'1~ed,
the name arx; telephone number of the person whowill ]:By
for the trip and the statanent cited under procedures for
CASHON DELIVERY(COD)/PREPAIDTRIPS must be on t.ho
requisition before it will be processed by Transportation
Services.

4. special Education Field Trips

•
S"ecial education field t.r i.ps are defined as those trips
funded by the Div ision of Instruction"l Support
Services.

Special education field trip requisitions will be
prepared by the teacher In charge of the trip, appr'oved
by the building principal and executive director,
forwarded to the Division of Instructional Support
Services for an account number and apprcv inq signature,
forwarded to the Finance and Accounting Office for
verification of funds and approval , and then Eorwarded
to the Transportation Services of f i.es for processing.

•
3
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• TRAlJSPORTi\TIOrJFOR EDUCATIO,'ALFIELDTRIPS ,'J'JD INTERSCHOLASTIC
NUJLETICS

•

•

•

•

NOspecial education funded field trip re::;uisitions will
oe processed by Transportation Services without the
signatures of the requesting teacher and the approvi.nq
authorities, an account m.imoe r , and the sign,aturG or
initials of the appr ovi.nq authority in Finance and
Accounting.

III the event the trip is Clppra..rec....by the building
}Jrincipal and the executive director, but is not funded,
the nameand tele,.:,one number of the person who\Jill pay
for the tr ip and cho s ta t.eraent; cited under procedures
for CASHONDELIVERY(COD)/PREPAIDTRIPS must be or;
the requisition before it will be processed by
Transp:)rtation Services.

5. AlLot.tcd 'I'irnefor Fiela Trips

To assure that all school buses and pupils are returned
tc the uriginating point in tine for af t ern oou
dismissal, Baltimore City Public School buses and other
buses can be> used for field trips between 9 :30 A.Ii. end
1.30 P.!1.

All Baltimore City Public School buses and contractor
oper at ed school buses must; return to the origin2.ting
poi.nt, and be released nolater than 2 :00 P.I;.

6. Field Trip Charges

Charges for Bal timore City Public School ouse s are
ccmputed fran teminal to school and school to tenninal.
For trips of three (3) hours duration \'Jithin the city,
the charges are :>70•00 per city-owned bus.

Trip cancellations with less than IJ,Jenty-four (24) 110urS
prior notice will carry a $35.00 cancellation fee pe r
bus for Baltimore City Public School Buses ill1dup to
$55.00 per bus for chartered buses. This charge will
be made against all account numbers cited for funded
field trips or will be payable by all teachers scheduled
to pay for nonfunded trips. Unless paid within fifteen
(15) school days af ter cancellation, a Eorrre.l re::;ucst
for collection fran the teacher scheduled to pay wi.L'lbe
filed with the City Solicitor's Office.

4
(Rev. 12-16-87)



BCPS 9.22

• "l'RANSPORTATION FOR EDUCATIONAL FIELD TRIPS AND INTERSCHOLASTIC
A'IHLETICS

Overtime charges a t the announced rate VJi11De charged
against all account nwnbers cited for fund£d field
trips. Overtime fees "ill De LByable by all t.eachors
scheduled to LEYfor nonfundecl trips. Unless raid ~'.1ithir::.
fiftecon (15) school days after the trip, a f orrae l
request fer collection r rcra the tead,er to pay will IX'

filed \-lith the City sol i.caccr ' s Office ..

7. cash on De.l iv ezy (mD) /Prepaid Trips

• Al I trips not funded with an approved a.ccount nimoe r
muut, be processed as C."SH ON DELIVERY (COD)/ PREPAID
TRIPS. That is, a teacher must be designated by nar.e
on the requisition es the par'son resp:msible for r.:oying
for thc~crip,

•

All CASH ON DELIVERY (COD)/PREPAID TRIPS rarst, be r-aic.
for by ca uh or cash c'1uivalent before the DUS (es )
delJart (s) the oris-ination po.i nt., No except i.oris will De

made to t.n i s policy. T\oreover, all CASHOil DELIVERY
(COD) / PREPAID TRIPS requisi tioned must have the
approving signatures of the building l)rincipal Cl.."1c1 the
executive director. Suilding principals will assure
that the following stateuent is p l a cc d on 22Ch
r"'juisi tion. No CASHON DELIVERY (COD)/PPBP1JD TlliP
requi si tion will be processed without it.

"Rec.;uired funds to pay for this trip have been
collected and (Na~e of Teacher) is responsible
for raying the basic fee of $ , plus any
accrued overtime charges. If applicable, (Narne
of Teacher) wi.Ll also IBy all canc2llation foes".

Princir.:e.l's Signa cure

• The teacher in charge of the trip will pay the bus
driver prior to departing for the field trip and receive
a receipt for the ".ayment. Al L contractors have been
advised not to depart the originatin<; point until they
have been paid.

In the event a CASHON DELIVERY (mD) /PREPAID TRIP is
not cancelled within the requisite twenty-four (24)
!)Durs prior to the rCCjU8sted trip, a cancellation fee up
to $55.00 per bus for all chartered buses will be
payable by all teachers scheduled to pay for these
nonfunded trips.

•
5
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•
TRANSPORTj\TION FOR EDUCATIONALFIELD TRIPS l\ND INTERSCllOLASTIC
A'IHLETICS

•

•

•

•

Unless pa i d within f .if t.e en (15) school days after the
cancellation, a formal rcxruest for collection f rcra the
teacher scheduled to pay will De filed with the City
Solicitor's Office. The ~~e procedure a~plies to
uayElent of all overtime charges for CASHONDELIVERY
(COD)!PREP1'lDTRIPS.

UNDERNO CIRaJHSTANCElULL BALTIN)RECITY IU3LIC SCHCXL
BUSES BE USED FOR CASHONDELIVERY(ClJD)!PREPAIDFIELD
TRI PS. BALTIi'DRE CITY PUBLIC SCHOOLBUSESWILL BE
ASSIGNEDONLYTO THOSE 'l'RIPS FUtJDEDBY ANDASSIGllED
VALIDACmUtIT~U1BERS.

8. Service Evaluation

To assure that quality, professional services are
provided, regardless of source, all teachers using this
field trip bus service are requested to complete the
"Eval ua tion of Field Trip Bus Service" form and r oturri it
to the Staff Director, 'I'rarispor te.t.i on Services.

To provide appropriate comments on field trips to
respective Duilding administrators, all drivers will
complete the "Driver's Evaluation" form and return it to
TransfOrta ti on sorv i ce s , 'I'r'an spor'cat.i.on Services vlill
review the form and forward copies to appropriate
building admiru sur'ator s,

TO ASSURETHATTHEREWILLBE tKJ PROBLEl'lSABOUTADEJ;2UATE
INSURANCECOVERAGEMID PAYMENTFOR SERVICES~ERED,
EDUCATIONALFIELD TRIPS \1ILL BE SERVICEDONLYBYAPPROITED
CITY SCHOOLBUSCONrPACTORS.

B. Interscholastic Athletics

1. Transportation for Daily Practice

Requests for bus transportation of athletic teams for
daily practice are to be submitted in duplicate to the
Interscholastic Athletics Off ice by using the "Request
for Bus Transportation of Athletic Teams for Daily
Practice" form according to the follcwing schedule:

110ly1st - for FALLsports

OCtdJer 15th - for I'IINTERsports

February 1st - for SPRINGsports

6
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TRANSPORTATIONFOREDUCATIOFALFIELDTRIPSANDINTERSCHOLASTIC
A'TIILETICS•

•

•

•

•

These requests are then submitted to Transportation
Services to determine if service can be secured for the
d:ttes and tines r equeat.ed, I"Ih811service is acqui red, the
reference number and corapany' s nameare identified and
given to the user.

2. Transj:ortation for Scheduled Contests

TransfOrtation for scheduled contests is requested on the
"Athletic Schedule and Bus Requisition" forra at the Fall,
vhnter, and Sprin.;; Source Sheet !·:l3eting. Each d.irect or
of athletics is required '.0 cCIJ1Pletea request; sheet for
each contest sccheduled. When contests are being
conducted away f rorn thci r hane site, tzansportat.i on for
each of those contests shoulo be requested a t the tirrJ2of
tre source sheet deve.l.oprent., The follo.ving .i.nf ozr.e t.ion
Dust be supplied:

Site/Destinctiol1

Report time

Bus size

One-waytrip or round trip

Hultiple pickup/II/hichschools

Un:l.erca=iage/Nounderca=iage

Each request is revievled by both Transportation Servicec
and the Office of Interscholastic Athletics before the
requests are finalized. Once the requests are apprcved
and final iz ed, each trip is assigned a reference number
for the purpose of identif ica tion and record keeping.
Contractors are assigned to each trip by Tcansportation
Services and schools are notified of their carriers.

If an emergency situation should arise and a trip or
contest must be cancelled, Tcansportation Services must
be notified no later than 11:00 A.H. on the day of the
sheduled trip or three (3) bours prior to the scheduled
pickup time.

7
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TRANSPORTATIONFOR EDUCATIONALFIELDTRIPS A."lDII1TERSCHOLASTIC
A'IHLETICS• 3. 'Pranspor ta t.i on uy Taxicabs

Requests for transfDrtation by tzi.cicabs to/fran athletic
contests must be approved Dy the Office of
Interscholastic Athletics. The Office of Interscholastic
Atllletics identifies the cab ccmpany under contract. The
coach or ;>2yson in d'la.r·fj'eof the trip r.ust adher2 to me
followin;; procedures to assure timely delivery of
adequa t.e transportation serv i.ccs and prope.r payment;for
services ren:'!ere::l:

• a. Contact the cab canpany OrE (1) day in advance of the
trip. Indicate the numberof cabs needed (one-way) ,
report; t.irre, pickup point, and destination.

.,
>.,

b. Verify trip cost, sign, and date the "Cab
TransjXJrtation" form along with the driver. (~.eter
charge + 15%Tip + $0.25 Per Cab for call-In Service)

c. FORRETURNTRIPS: call cab ccnlf2nyunder contract
one-half hour before returning and indicate the
number of uni ts required, pickup point, and
deat inat.i.on,

• d. Verify trip cost in the samenanner as before.

e. Send "Cab Transportation" forms to the Off ice of
Int.erucholaat.i.c Athletics ·for payment

4. Additional Service Beyond.Allocation (Contest and/or
Practice)

Whenrequesting additional services beyond.that; which is
a.lLccatod, the requesting school must have the request
approved by the Office of Interscholastic Athletics.
The Off ice of Interscholastic Athletics, upon approveL,
will contact Transportation Services and give the

• fOllewing infonnation:

School nameand number

Date service is needed

SfOrt

Destination

Report tirre

•
8
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• TRANSPORTATION FOR EDUCATIONAL FIELD TRIPS AND INTERSCHOLASTIC
A'IHLETICS

BUS size

One-wayor =und trip

Pickup lX'int

Transportation Services will then assign a reference
number.• 5. service Evaluation

To assure that quality professional services arc
prov ided, regardless of source, al I teachers using this
Interscholastic transp::>rtc.tion service are r'equest.ed to
complete UlC "Bus Reporc" form and return it to the
Staff ni reccor , 'I'ransport.acion services,

•

•

•
9
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• (r~1C purpose of this re~ulction is to lJt'ovide the user t}:th
i.r ocedur es for cbtaininq e f fe ct i.ve ccononuca.l iai nt.enar.cc a,nu
r(!:..K~ir of .inct r uct iom.l ef~uipnent ;::0(; offic= I:lachi:12B.

TT PFr;~nSlnIE o.PPICIJ\L

~L'~12Staff l\ssociate Ecuipment !:eDai!'.: :. .:. r es po naic I o- for
cOJL'c~inSlting and inl1.)lementing this. rG'Jui~:ltion.

I I!..• 'IhiD r cqu l at i on is effective uponpuoii cat.ion and I'Till renai n in
~f~ect until revision or rescission.

IV.

1\. Pcpair r~t~i.vice.s are ~Jrovicle(; fer the f o.lLowinq cO;.lL1odii:.y
are.:J..':> :

1. l\l!(~ii()-~Jib 1.121E(~l1i~l,lent

2. nl.uines~) EGucat.on end Office Ff..uiDnent

Per:::.~on:'11 Cor,lpllters

• .:1. D:1t2 Processing Equi::;xnent

5. r-hysical Sducation Equij:Jllent

6. Public I'iidrcss and tntercon Syst.ens

7. S]:Ecial Purpose Equipnent;

3. Vocatioml Technical F,r~uirxnent

D. Repair f,ervioes

• 1. Schools am offices Hill prepare a Class "D" Requisition
and forward an original and one COW to Equi.pnent;ReFair
Services, 200 Fast North I'Ncmue, Roan40%. Wee Exhibit
I) •

a. JIll inforrration on form must be completed. Similiar
items must be qr ouped on separate Class "D"
Requisitions. Failure to complete properly \vill
result in requisition being returned to sender.

•
1
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• b, sta.te the nature of wor k r cqui r ed, Inc l ude the:
rolla-ling informa.tion:

(I) 'l"yp::: of equipoent

(2) I~ake/Br,:.ndof equirr.ent;

(3) itode.L (c:)

(4) ;;crLI nurct.:er(s)

(S) Deparu.ient; of EduccL:ion Invent ory Control !'lZll:.x:r

• (7) Vendor, if !J101m

2. Adr.1inistrativG Guir.k:lincs tor HerBir ;:crvices

a , '}'hc Cl~ss "DII f:ec;uisition is t~at docur.ent; t.h at:
perwits this office to get tile best sualiii.cd
c c nt r acc or to make the ne ce s sary repai r c f111tl
adj uscrentc.

•
b. In Some case s , the cost; 0';: repairs Hill e::ceec1W:.-k:.t

woul d be co nt.i de red cconcmi.ca.l , TrlEn this ha~.{J?11;.',

the se rv icc agency has J.::Eeninstructed ~::J:

(1) Enf orra l:ne edrain i at r at cr of the nat.ur e of t112
;!L oblern and ·~-J.1e cost

(2) Contact the Office of E\~uiL-:m2nt Re~Bir to secur o
approval ((,-8759)

c. Please Lrrii ca te on tbe "Service r..uthor i.zatii on" the
appr oval da to , ~be nrme of the per son approving the
repair should also be listed. !late: "Service
Aut.hor .iza ti cn" forms e.re avai Lahlc upon reciuest from
the F,qui~"1entRepair Services Off ice.• (I. No typewritten names or "Rubber Sta.mp2d" names are
accepted. Forms as such I'lill be returned to the
school for proper signature.

e. \'lhena service techni caan reports to your school:

(1) The technician works directly for the pr i.ncipa l
or office head: Caution service technician to
inform pr incipal of rrajor repai rs needed bof oro
proceeding to work.

•
(2) Inform service techniciilJ1 of the resp::msibility

of reporting back to school office to fill in
cost of labor am materials upon completion 0:"
repairs.

2
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EqJIP!'ENTREPAIRSr,,:VICCS

• f. U~n completion of repairs:

(1) Principal or office head must sign the service
technician 's work order, keeping the school COP!
for t.r an sn i.t t.a l to Equipment Re?:'lir Scrvi02s,
BlEiness r~nnageI:1ent Division.

(2) £1,'1'1" se r r i ce technician sign all copiec of
"Serv ice Anthorization. II

(3) Principal or office head must countersign all
copies .

• C. Service Authorization

The "Service Authorization" (Sec, EyJlibit II) is that document
wh i.ch indicates that the rec;uest has been corapl.e ted in a
satisfactory nanner ,

1. preparation of "Service Author izat.i on Ferra",

a. The administr ator should part.irLly pr epar e "Service
Authorization" ron before arrival of vendor
(quadruplicate) •

b. List types of rrachines to be repaired.

• c. Indica te qua n ti ty and nature of equi pment; to be
repaired.

d. Indicate supplies or accessor ies aEsociateCi w i th
repairs.

e. Oleck total, cost of work on "Service Authorization"

f. d1eck itemized parts, hours or labor rate and total
cost.

g. Secure signature of technician on all copies.

• 2. Di.st.ri.but.ion of Signed Copies of "Service Authorization"

a. To service agency:

(1) Original (white) copy of "Service Authorization"
form.

(2) Attach duplicate (canary) copy of "Service
Authorization" wi th original copy of "Repair
Request" •

•
3
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EQ:JIPrENT PJ'l'AIR SERVICES

• b. Forward to Equipnent Repair Services Office:

(1) Triplicate (pink) copy of "Service
Authorization" •

(2) COFJ of Repair Request.

c. School retains goldenrod copy for their record.

3. Procedures in Case of Unavailability of Exact Cost of
Repairs

• a. The admini sc -"'tor gives technician an unsigned
"Service Authori.zatiion" form.

b. Technician takes th is form to hone office and later
fills in the exact cost.

c. The administrator keeps copy of "Service
Authoriza tion", rame of service agency and da to work
was completed.

d , Service agency returns "scrvroe Authorization" signed
by service technician including price.

D. Preventive 1'laintenanceAgreanentjContract

• 1. Prepare and submit Class "A"Requisition to include r__he
items listed belo.~:

a. ,lake, model, serial __numLer, contract period and cost.

b. ':l'yp? of contract.

c. Original provisions of contract must be attached.

d. Venda r name, telephone numbe rand ce rv ice
representative.

2. Retain copy of all information for school records.• E. EmergenC'JRepairs

1. Contact the Equipment Repair Services Office. Requests
are handled on an individual basis.

2. ~1henemergency repairs are requesced and processed, full
justification must be oode for all expenditures.

F. Equipnent Underwarranty

•
Newequipment is serviced without charge during guarantee
period which is normal.Iyare year fran date of purchase.

G. For fLrther assistance call the Equipment Repair services
Office at 6-8759.

4
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• CLASS

D
.BALTIMORE CITY PUBLIC SCHOOLS

Special Requisition

REPAIRS TO FURNITURE AND EQUIPMENT
DIRECTIONS:

1. This requisition is for emergency use only, Use annual forms when possible.

2. Use this form whenever labor is required on furniture and equipment to repair, refinish, disconnect,

instalt, etc. Do not use for repairs to building or grounds. (See Class B Requisition.)

3. Use separate sheets for furniture and equipment. Retain Duplicate.

REQ. NO. SCHOOL DATE LOCA-,. QF MATERIAL •~ PRIN?'PAL OR1Jl,VISOR

. AHA'> ,,. .,'.. -'
,

Hone Econanics Roan 201-0101 .406 12-10-87 n.e. office. Room 6 . Auditorium, etc.) '-- Sign Here

VEAR REVENUE FUND PROGRAM ACTIVITY SUB·ACT. OBJECT I SUB-OBJ. sea, WORK ORO., OR PROJ. VERIFICATION DESK

85 3500 709 406 00 3 35 BY DATE

ITEMS INVOLVED (2) Washers and (3) Dryers

NATURE OF WORK REQUIRED
(Please Explain Fully)

Make Model Serial No. Dept. of Ed.

• Kenrrore-Washer XYZ 05532417 789106
GE-Washer AD-l 00814114 870999

Troy Dryer KZQ-l ro 08177 780801·
Troy Dryer KZQ-2 'I'D 08853 689891
Kenmore Dryer CXD-l 05332519 994523

Problem
Spin cycle not working
Water Ranains in machine

Not heating
Bad motor
Doer does not lock

CENTRAL OFFICE DATA
(PleBSe do not write beto .....this Iine.)•

APPROVALS DATE BUSINESS OFFICE DATA REQ. CLERK

SUPT., ASSO. SUPT., OR ASST. SUPT. ENCUMBERED Ct-lAHGED TO DATE

DIRECTOR r.
CODE

2.
REPAIR SHOP ORDER

3.

DIRECT PAYMENT
4.

OTHER S.

6.

I 7.
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BCPS9.31
TELErnrnE SERVICES

• I. fURR)SE

The purpose of this rEgUlation is to provide the Department;of
Education with the centrex Telephone Systan which provides direct;
inward dialing for all city gCNernmentoffices.

II. RESEDNSIBLE OFFICIAL

The Staff Associa te for Telephone Services is r'espons.ibj,ofor
coordinating and irrplanention this regulation.

III. FERrOD OF CUlERAGE

• This regulation is effective upon publiation and will renain in
effect until revision or rescission.

IV. PROCEDURES

A. Telephone service requests should be made on a Class "A"
Requisition and f orwardod to Telephone Services, 200 East
North Avenue, Rcan 409L.

1. Services would include ordering, changing and deleting
telephone service including requests for lines, sets and
featllrcs (See Exhibit I).

• 2. l'lhenever a school is closed or a progran is roncved fran
a school or office facility, a request for renovat of
telephone lines and equipnent should be surmi.ttcd, Note:
If service is not rEmCNed, the Budget Account Number
being charged for services will oontinue to be charged.

3. When requesting service inClude the line or lines
involved, the Station Identification NUITber(SID)
number(s) of the set(s) invvlved, a canplete description
of the additions or changes requested, the location (roan
number, etc.) where work is co be performed, access hours
and a contact person.

B. Dialing Instructions• 1. To place a call from 0," Centrex number to another
CEntrex numberdail 6 plus the last four numbers. (Note:
The Police Department "396" numbers are not on the city
centrex systrm.}

2. 'Ib place an cut side call dial "9" then the local number.

3. 'Ib place a 10n;J distance call fran unrestricted telephone
lines, dial 9 then the number follO;ling the procedures
for long distance dialing. (Refer to your C&PTelephone
Director. )

•
1
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BCPS9.31
TELEFHO-m SERVICES

• C. ElcnergencyG3.l1s

1. Sta te name, extension mmocr, building address and.roan
mmoer,

2. Important numbers:

Fire Department Dial "9" plus 911

Police Department Dial "9" plus 911

liIlbulance Dial "9" plus 911

• D. Hunicipal and I-letropolitan Diroctories are published yearly.
Any questions concerning di roct.or tes should be directed to
Telephone Services, 6-8779.

E. Transfer a G3.l1

Any incoming local or long distance non-CEntrex calls maybe
transferred by depressing the flash keyend listening for the
second dial tone. Dial 6 pl us CEntrex 4 digit number :that,
you wish to receive the transferrEd call. Once the mzrbe.r
begins to ring, you may announce the call or hang UL). If you
reach a busy signal, press the flash button twi.ce c2"ld you are
back with the ,original call.

• F. Directory Assistance

1. To request a non....listed Centrex number, dial "0" for the
Centrex City Hall operator.

2. For non-Centrex
assistance. tbte:
result in a charge

numbers, dial "9" plus 411 for C&P
Gllling C&Pdirectory asni st.ance will
against your Centrex numoe.r,

3. BusyVerification and Irit e.rr'upt.i.on

•
a. For Centrex numbers, dial "0" and request the

Supervising Centrex operator to verify ~ busy
corrlition or interrupt a Centrex line if your call is
an emerget1C'.I.

b. For non-Centrex numbers, dial "9" plus 0 for the C&P
operator. This should be done only in an emergency.
Note: G3.lling a C&P()~rator will result in a charrjc
being made against your Centrex number.

•
2
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BCPS9.31
TELEHIWE SERVICES

• G. TcelcphoneLine Repairs and TcelephoneSets

1. !'·lhcnever a problan exists with telephone ope rat.i on, first
check the lITelephone RePcJ.ir O1ec.~List Defore calling for
Service." (See EYJlibit II).

2. 1\11calls for tcl<?~)honc lim repairs shouldbe f orwa rded
to G-4928, f11.U1icip3.1Telephone b...-change repa.ir line.

3. Provide the follo."ing- infornation:

• Nameand phone ,.Ui.l1Y'r,agGIlc".!audress and phone number of
contact person at D1C' location ex;;eriencing the problem;
the Station Icientification l.JmJ-€r (SID) and describ€ the
problem in detail.

H. LongDistarlce Co.lls

1. All long distarce calls (and telegrams), business and
personal must be recorded uair«, Form28-1308-5118.

a. In the upper right hand corner of the form the word
lITaIGR~.N"must be ent.ereo,

b. If the message was sent to multiple lccations, the
Locations and the total nunber of telegrams scentmust
be noted on the reverse side of the form.• 2. Long distance call authorization forms must be forwarded

to the Telephone Servi.ce Office on a rJOnthlybasis. (See
attached sar;;ecopy Exhibit rri.:

1. Changes in BudgcetAccount NUinbers

1. In some instances local, state or federally funded
proqr ans 1:BYfor telephone scrv ic..-e r'equi rement.s as d ~:B.rt
of their proqrzm,

•
2. It is the responsibility of the program coordinator to

submit a Class "A" Requisition requesting a change in
budget account numbers fran the previous fiscal year to
the present fiscal year. Note: Failure to change the
budget account, nUinbercould result in the renoval of the
line (s) and equirrrent.,

J. Any questions concerning telephone services should be
directed to the Telephone Services Office, 6-8779.

•
3
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Telephone Services - Exhibit I

BALTIMORE CITY PUBLIC SCHOOLS
BCPS 9.31

'UG. CI.UIIII c ...... GI.C lO

•
ASS REQUISITION

A For Supplies
EQUipment or
CopynjSht Matenals

~or Emergency or SuppJementlil Orderin,.

Do not order supplies, equipment or Copyr"ht Materials on the ume requisition.

Prepare in dupltcate. Send original to Business Ortice. Retain duplicate.

1

2

3

4

5

•

5C'i. 01'1 NO IH.O "Ie O",l[ 5IlOMA."!"UR£Of' ""tIfClfiAL l»I SUP["VISOfil ~ON[ CJIIII [XT. NO.

A-
DEliVERY INSTRUCTIONS: FOR BUSINESS OFFICE USE ONLY

TO: SC" NO.

AOC,REE50

AT"!"N. ROOM NO.

EAR R['o·fNU!: FUND I PROGRAM ; ACTIVITY SuB·ACT I OBJECT I SUB OBJ I SCIooI, WORK ORO. OR PROJ VERIFICATiO,," DESK

, ;

! II .. !j BY DATE

iTEM NO. QUANT. UNIT UNIT PRICE I DESCRIPTION OF MATERIAL I APPROX.
'ST"TE "URPO~[ ISI:LOw EXT. COST

I I I
I I1. Add a new line to SIDS II ' ,-- ----2. Remove line from

,

I SID I-- -- I3. Install straight set in Room

I I with line ( set without buttons) . I--I ..

iI 4. Install 10 button Eagle Set(s) in
! Room(s) --'--'-- ,with lines --'-- . I
I 5. Install hunt feature from line to I! line and stop. --,

Ii --
I6. Relocate SIO(s) from to, -- -- --r I, 7. Restrict line(s) from IonI ,

6

•
distance use.

8. Restrict line(s) __ for centrex use
only.

9. Delete line( s) , and associated
equipment. ( ---sets)
(All telephonesets would be removed).

10. Delete line(s) , and SIO(s) ,
__ ' in room(s)_~

g

¥ PUR?OS[ OF MATERIAl.
,

I APPROV[D BY DATE j

II OFFICE O~.TA
." ...... 0

S.J"~ O. ,,"SST S" "1 IMPORTANT NOTICE I

IUse item number5 where avauab!e.

I
PA;i .

DE. "
O,"[eTC" tndrcate In "Umt" column: each, doz.. yd .• gross. etc.

D P.:r

I G.S.: I
I w.O"I T.V. s: I, !I I ! I P.S::. ,

:



Telephone Services
Exhibit II

•
BCPS 9.31

TELEPHONE REPAIR CHECK LIST BEFORE CALLING FOR SERVICE

I. NO DIAL TONE
CHECK ALL SETS WITH THE SAME
NUMBER

a. DO ALL HAVE DIAL TONES
b. DOES ONLY ONE OR DO A

FEW HAVE DIAL TONE

•. STATIC OR NOISY LINE
CHECK ALL SETS WITH THE SAME
NUMBER

a. DO ALL SETS HAVE STATIC
b. DOES ONLY ONE OR DO A

FEW SETS HAVE STATIC

3. LINE L1GHT(S) OUT ON SET

4. INTERCOM DOES NOT WORK
(CHECK VOLUME OF RING)

PART OF THE SET BROKEN
(DIAL, RECEIVER, BUTTON ,ETC.)

6. SLOW DIAL TONE

7. BROKEN, WORN OR VANDALIZED
WIRES

-OUTSIDE BUILDING
-INSIDE BUILDING

8. CAN NOT HEAR CALLER OR CALLER
CAN NOT HEAR YOU•• LINE NOT RINGING ON SET(S)
(IF SET LIGHTS ALSO OUT, HAVE
MAINTENANCE CHECK 110 VOLT
OUTLETS IN TELEPHONE ROOM
FIRST) •

•

10. KEY'S ON SET(S) DO NOT WORK

11. RECEIVE SERVERAL SUCCESSIVE
INCOMING CALLS AND IT IS NOT
YOUR NUMBER BEING DIALED (BE
SURE TO GET THE NUMBER BEING
CALLED)

12. "FLASH" KEY DOES NOT WORK

13. CAN NOT DIAL "g" FOR OUTSIDE
NUMBER-CHECK TO MAKE SURE YOUR
LINE IS NOT A RESTRICTED LINE.
IF YOU HAVE NEVER BEEN ABLE TO
DIAL"9", YOUR LINE IS RESTRICTED.

14. PUBLIC PAY PHONE IN GOVERNMENT
BUILDING NOT WORKING OR LOSES
MONEY

15. CUT OFF CALLS WHEN PLACEE ON
HOLD

16. RECEIVE TWO OR MORE INCOMING
ON THE SAME LINE AT THE SAME
TIME

17. TELEPHONE SET(S) OR EQUIPMENT
STOLEN OR VANDALIZED

-IF EQUIPMENT IS VANDALIZED,
BE SURE TO OBTAIN THE POLICE
DEPARTMENT'S REPORT NUMBER
THIS NUMBER IS OBTAINED FROM
THE INVESTIGATING POLICE
OFFICER.



•

•

•

•

•

r,C?S 9.31
.Telephone Services
Exhibit III

SAMPLE FORM

LO~G DISTANCE C.I\LL AUTHORIZATIO~ FORM

The form shown below. contains all necessary instructions for completion:

CITY .oF BALTIMORE T LONG DISTANCE CALL ACTHORIZ.4TION

INSTRUCTIONS:

l. Complete this form immediately upon completion
of each long distance (toll) call. 0 DATE

2. Retain form in files until receipt of monthly bill
from Municipal Telephone Exchange. TIME

3. Upon receipt of bill. compare this form to bi.Il
and resolve any discrepancies.

4. Attach this form to monthly bill for return to
Municipal Tet'ephone Exchange in accordance
with their instructions.

0
.

CALL MADE BY: C-4LL MADE TO:

NAME ORGANIZATION. IF ANY

TELEPHONE NAME

AGENCY CITY STATE

BDREA U/ DIVISION AREA CODE . TELEPHONE NO.

REASON FOR CALL:

APPROVAL SIGNATURE (Bureau or Division Chief)

28-130e-5118 REV 09/74

..



BCPS 9.32• USE OF INSI'RUcrIONAL ,1A'ffiRIALS CENTE!
FiliI/VIDEO LISRARY

I. ffiRroSE

The PUYIXJsaof this regulation
f o.ILowed in the bor rowi nq an..
belonging t a the Instructio .
Lilirarj' .

; to provide the procedures to be
use of films vrrJ/or video tapes
•1 Materials Center Filn/Video

• II. RESEDNSIIlLE OFFICIi\L

The Film Librarian, Instruct;~nill Materials center, Equipment
Repair and Telephone Servioes is resr:onsible for coordinating the
in<>lementationof this r~rulation.

III. PERIODC\JVERED

This regUlation is effective upon publication and rrmains in
effect until changed or rescinded.

N. PROCEDUHES• A. Objective - The Instructimal I''aterials Center Filnv'Video
Library exists to pr'ovi.de the finest instructioml films ano
video t.apos to all Baltirrore City Public Schools, Baltir.vre
City non-public s eho ol s , and o the r City agencies and
businesses.

B. The Instructional Haterials Center Film/Video Library ':lClkes
films and video tapes available through the fo.lLcwi.nq
procedures :

1. FilmS/Videos may be ,elected fran those listed in the
CATALOGUEOF INSTRUCTIONALFIL!1Sor its addenduma
published by the I structional Materials Center
Film/Video Library.• 2. Film/Video selections are to be written on a "Re;ruest
For Instructional Films" form. This form may be
ordered through AR-l~ or by Class "A"He;rmsitioll. 11
different form exist~ for each delivery day of the
week. Each school is assigned a weekly delivery date.

Orders are to be placed no less than one week in
advance and are for a loan period of one week
coinciding with your ..chedul.eddelivery date. Advance
ordering is encouraqec.,

•
1
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BCPS9.32• FILWVIDEOLIBRARY

3. Films/Videos may also be borrowed on a same-clay
personal pick-up basi, To do this, phone the
Instructioml /1aterials C it.er Film/Video LibralY befo-
re noon to determine av ilability. The .it.an will be
made ready for pick-up L,-lt day. The 1= pcr iod will
be for one week f rcm date )f pick-up. .

Personal pick-ups for f i.' ns/videos will not be honored
unless accompanied by ~ "Request For Instructional
Films" Eorm si<]l1ed1¥ the principal or film coorclinator
of the r'equerst.irx, school.• 4. Films/Videos may be pn"!iewed at the Instructional
t-tlterial Center Office. ,rior arrangments must be made
to receive this service.

•

•

•
2
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BCPS 9.33
USE OF INSI'RUCI'IONAL MATERIALS ffiNTER.
LOAN OF AUDIO-VISUAL EJ;;lUIH£NT•
I. fURroSE

Thepurpose of this regulation is to pro.ride the procedures to be
followed in the borrowing and use of audio-visual equipment
belonging to the Instructional Materials Center Film/Video
Library.

II. P.ESFONSIBLE· OFFICIAL• The Film Librarian. Instructional ~flterials Genter. Equipment
Repa ir and TelephoneServices is responsible for coordinating the
implementationof this regulation.

III. PERIOD <XJITERID

This regulation is effective upon publication and zcmai ns in
effect until changedor rescinded.

IV. PROCEDURES

• Obj ective - The Instructional Materials center Film/Video
Library naintains an inventory of comonly used audio-visual
equi.pront; itsns for use bY the Baltimore City Public Schools
for snergerxy or temporary purposes.

",

B. Procedures - The Instructional futerials Genter Film/Video
Library makesaudio-visual equipmentitsns available through
the folla-Jing procedures.

1. Place a phone call to the Instructional Materials
Genter Film/VideoLibrary to determine that the type of
equipment needed is included in the equipment
available.• 2. Ccrnplete the "Request For Instructional Films" form
which contains a space for rEqUestingequipmentitsns.
This form may be ordered through AR-19 or by "A"
REquisition. A different fonn exists for each delivery
day of the week. Each school is assigned a del ivery
day.

•
1
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Beps 9.33
LOllI)OF!'.UDIcr-VI[;UN,EDUIP/IENT• Orders are to be placed one week in adva.nce and are. for

a Loan period of one week coinciding w i.t h your
scheduled d.elivery elate. SO":'te B:1uil~.clent is c::rvailable
for c~longer lean per i.cd,

3. Audi.o-i v i ouaL equi pment. may also be DOITOVJedon a,
sz,we-G.syp2rsoml pick-UL)basis. To do this, phone the
Instructional Hiiterials Center Film/Video Library
Lofor e noon to de t.crmi.nc avai.Lalxi.Li ty , The iten will
Le Illade ree.o.!y[o:~~)ick-up tl"kl.tday. The Loaned IJeriod
I'Jill De for one iVb..X from date of pick up.• Per sora I pick ups for audio-visucJ. equi.rroent.will not
be honored unless ac compani cd by a "Reques t; For
Instructional Films" fonn signed!:¥ the principal or
film coordina tor of the ra:;ruesting school.

•

•

•
2
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BCPS 9.34• USE OFmsrnucrIONN, t1ATERIALS CElITER
AUDIQ-VLSUN, I PROJEcrION LN1PS

I. ruRFOSE

The purpose of this regulation is to provide the procedures for
oot ai.m n.j audio-visU2.1/proj ection Lamps t ron L1.e InstructioI1:3.1
:.tlterials Ccntc~rFiln-vVideo Library.

II. EESFONSIBLE OFFICIAL• The FilIll Libraxian, Instructional Materials center, Equipnent
r.c::nir and Telephone Serviccs is resp:JDsible for coordjnat.i nq the
ir:pla"entation of this re£,'\llati on.

III. PERIOD COVERED

This regulation is effective upon publicc:tion and ranains in
ef foct; until chanced or rescinded.

• A. O::>jsctive - The Instructional ,,'atcrialG center Filrrv'Vidco
Library maintains a central inventory of aud io-vvi e ua I
~TOj ection Lampa,

1. ThesE pr oj ection Lamps are of for'ed free of charce to
Baltirrore City Public Schools and ofhoes.

2. TI,esc audio-visual proj ection lamps are only for cornon
equipment itans purchased through the school system IS
purchasing process. Lampsfor unuaua I audio-visml
itGfls or for items pur chz•sod by PI'As, etc. are not
available through this servioe and must;be purchased by
individual schools using Class "A"n.cquisitio11.• p'-'. Procedures - Audio-visua.l projection Lamps maybe obtained

from the Instructional a'lterials center Filrrv'VideoLibrary
throuqh the follo.,ing procedures:

1. "Projection LampOrder" Eorms are available at no
charge, upon request, fran the Instructiorel t'aterials
Center Filrrv'VideoLibrary. Every school should have 0

analI supply on hand to expedite requests.

•
1
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BCl'S 9.34• AUDIO-VISUAL / PROJECI'ION LNlFS

2. The "Projection LampOrder" fonn is to be canpleted.
signed by the principal or film coordinator. and
forwarded to the Instructional Materials Center
Film/Video Lilbrary by' Inter-Offioemail or with the
school's weekly film delivery/pick up.

3. Ordered projektion lamps should then be delivered with
your next scheduled film delivery/pick up.

•

•

•

•
2
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• BCPS 9.35
USEOFINSI'RUcrIONALW,TERIALSCENI'ER
PROFESSIONALSERVICES

I. FUPJ:OSE

The purpose of this regulation is to prcv ide the procedures for
ob t ai n i nqtp.r ot ess ionaI services relating to the use of the
Instructional i~terials Center Film/Video Library.

• II. RESEDNSIBLEOFFICIAL

'I'he Film Librarian, Instructional ~laterials Center, l'J:Iuiprent
Re;air and Telephone Servioes is responsible for coordinating the
ll'Pla,1entation of this regula t.ion,

III. PERIODCOVERED

This regulation is effective .....fOD ~Jublication and ranains in
sffeet u1til CDw1£ed or rescinck~.

• r~. The followirg services a.re available from the Filn
Librarian, upon request, through the Instructional Moterials
Center:
1. c:o.talog Service - Assistance in finding f ilros/videos in

the CATALOGUEOF INSI'RUcrIONl'LFIUIS appropriate to a
specific cur r icul im area or activity.

2. Equiprnen t; Advice - Assistance in determining the
appropriate audio-visull equipment; for a specific task.

3. In-School Workshop - Assistance and/or instruction to
faculties, faculty committees, etc. at the school
location.• a. Explaining the operational procedures of the

Instructional Materials Center Film/Video Library.

b. Explaining the use of rredi.a in instruction.

•
1
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BCPS 9.40

• EQUI PlENT MID FURNI'IUREllWEN'IQRY

I. FUPJDSE

The purpose of this regulation is to prOlide the -procedur'es to be
f ol.Lowed in. using,".and maintaining the Equi.jrnent; and Furniture
Lnvent.ory;

II. - ICESFOHSIBLEOFFTCIl\L

• The Staff Specialist, Env c ut ory Control Section, Procurement;
Services is responsible for coordinating the impleroentation of
this regulcJ.tion.

III. PERIODClJVEEED

This regUlation is effective upon publication and rsnains in
effect until chanced or rescinded.

N. PROCEDuP,E3

A. Objecti ves - The pr inciplc cbj ectives of the Equipnent and
Furniture Inventory are:• 1. To prov ide an accurate and urii Iorm prq:.erv.l acoounting

of significant equi.pnent; and furniture in the Bal t.irrore
Ci ty Public schoot s.

2. To provide a "visual" identification of o.mership by
the Department of Education by the use of property
tags.

3. To provide r'equd r'ed docurerrtat.i.on for various program
and grant guidelines and regulations.

4. To prov idc data to assist in the planning for efficient
use, replacement, and new ordering of equipnent and
furniture.• B. The EQUIPMENTMIDFURNITUREINVENTORYHANDBOOKpublished

by the Business ~anagernent Division fully explains all
aspects of the inventory. The general procedural steps are
as follOo\ls:

1. Inventadable ite-ns are tagged and data recorded by the
Inventory Oontrol Section staff as rJ!M items enter the
system or as existing items within the syat em are
identified for inventory.

• 1
(ReT. 12-16-87)
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BCPS 9.40
El2UIPl'ENTANDFllRNI'IUREUNEN'IDRY

2. Annually, in ~2Y, every school/office is issued an
El:[uipnentand Furniture Inventory printoot that it must
verify/update for changes, deletions, additions, etc.

3. Upon verifica.tion of accuracy by the principal or
office head, the u~dated Equipment and Furniture
Inventory is returned to the Inventory Control Section
for data entry.

4. The revised Equipment and Furniture Inventory is then
re-issued to every school/offioe prior to the cpening
of the new school tenn in September. This revised
inventory priritcut is to serve as the prcperty bock for
that location until the rext annual updating.

c. Other Inventory Uses - TheEl:[uipnentand Furniture Inventory
is a data base to supply da ta for various reports suiting
special needs. This may include school-level program
audits, syatrm-wi.decounts of a part.i.cul.ar .item, curriculum
assistance, etc.

2
(Rev. 12-16-87)



BCPS 9.41
TEXTBOOK llNENTORY

• 1. RJRroSE

Thepurpose of this regulation is to prcvi.de the prcceduros to be
folLoved in using and maintaining the TextbockInventory.

II. PJ:SRlNSIDLE OFFICIAL

The Staff Specialist, Inventory Control Section, ~urement
Services is responsible "x coocdinating the implementationof
this regulation •• III. PERIODCUJERED

This regulation is effective upon publication and remains in
effect until changedor rescinded.

IV. PROCEDUPJ:S

• 1. To prov.idean accurate and uni.formcount of the adopted
textbock resources of the system.

A. Objectives - The principle objectives of the Textbock
Inventory are:

2. To assist in the ordering, re-ordering, and
reassignment of "adoptedtextbock resources.

B. Procedures - The 'I'extbook Inventory is used and maintained
by the foll=ing procedures:

•

•
1
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ECI'S 9.50

• REr:vISITIONS: ORDERUlGOF llATERTALS, SUPH,IES, EQUIHlENT,mpYRIGHT
ITEr'S (Less TEXTBOOKS), and SERVICES.

1. RJHPOSE

The purpo ee of this regulation if3 to describe the U}O methods for
ordering materials, supp.l ics , (~guipr.1ent, ropyright items (Iess
textbooks), and nervio:es, and to 'rovi.ce procedures to be f ol Loved
using the tvo nethods. 'lhe ordering of textbool:s is di scuseed in
scrs 9.51.

II. P.ESKlNSIBLEOFFICIAL• 'I11eDirector, Procurcrnent servtces is responai.bl.e for coordinating
the Impl.enentatri on of this r ( JUla tion,

III. mRIOD mVERFD

This regulation is effective upon publication and wi.Ll remain in
effect until changed or rescinded.

IV. PROCSDURES

11. Introduction

•
1. Pr ocur er.ient; Guidelines - The method of procurement of

materials, supplies, equ ipmerrt , and services for the
Department; of Education is sst, forth in the Baltimore City
Charter and the Department of Finance Administrative
nanuat • The Off ice of Procurement Services, Business
Iianagement Division is responsible for processing all
requests and Insur inq tile proper and appropriate means of
procurement wi th in the Department of Education. Only the
.~sistant Superintendent, 3usiness ~Enagement Division has
the author ity to procure materials, equi.pnent , custodial
supplies or contractural scrv ices ,

•
2. Ordering- The ordering process for Department of Education

schools and of fices will consist of two proce.sses; the
Annual Requisition System and the Class "A" Requi.ai tIon
System.

3. Allocations- Non-salaried allocations a-re issued in
September of each year by the Budget Development and
lIanagement Office, Fiscal Nanagement Division to be
utilized in cmjunction with the requistioning process.
The ordering on the Annual Requistions (AR's) and the
Class "A" Requistions is to be accomplished considering
the allocations provided. The total ordering is not to
exceed these allocations.

•
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• PJ;QUISITIONS:ORDERINJOF11A'IERIALS,SUPELIES,EJ;)UIPl-ENT,ffiPYRIGHT
ITE'1S(Less TEXTBOOKS),and SERVICES.

B. The Annual Requisition Systan

•

1. Overview - There are twenty-nine supply and sixteen
copyright annual requisitions which are issued to the
schools annually. These catalogs are divided into four
groups, A thrcugh D, and scheduled into the schools by
group to allON for a balanced ordering, procurement;and
delivery cycle. Items ordered in SeptEmber- Decemberof
ore year are to be delivered am used the follcwing school
year. Each year, e catalogs are color coded for
convienence and ease in distinguishing ore year's order
from another. The four colors are pink, blue, gold, and
green. These colors are r ot.at.ed every year in a four year
cycle. A list of the current annual requi.ai t.i.ons published
is shewn in Exhibit I.

2. The Annual Requisition Schedule - The grouping of the
annual requisitions and the general schedule for the
issuing of the ARI s to the schools, the retum date fran
the school s and the proj ected del ivery periods for the
items ordered is shewn .n Exhibit II. This schedule is
subj ect to ref inement each year, and may be further
delineated by a circular issued in l·ay of each year for
the follcwing school year.• 3. General Policies

a. Each school may submit only ore annual requisition
by number. Duplicate requisitions, using the sameA.'l.
mmbe r will not be processed. Schools not ordering on
a particular ARmust check the "not ordering" block
and return the ARalong with those requisitions which
have been canpleted.

•
b. The front CXJVerand surnrrarypages must be caopleted,

signed and dated by the School Principal. Onecopy of
all annual requisitions received by the school must
be returned to Procurement Services, Business
Hanagement Division, or as otherwise instructed on
the front CXJVerof each AR.

c. Schools requiring additional copies of the annual
requisi t i.ons, or a change in the type of requisi tions
issued should follcw instructions on the front cover
of each annual requisition.

d. Required items which are not listed in the annual
requisitions may be ordered on Class "A"
Requisitions. see paragraph C belew.

•
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4. Items Available for Ordering - The following
classification of items are listed in the annual
requi s.i t.i.cns r

a. Stock Items - These items are stocked in the City of
Bal timore viarehouses and generally are irmediately
available for delivery. These items can be identified
by an item number which consists of ten digits
(example12-3456-7890).• b. Non-Stock Items - These items have been identified
and detailed specifications have been dfNeloped, but
these are not stocked in the city warehouses. These
itans are ordered for delivery and have a longer
delivery time than for stock items. Non-Stock ita"s
can be identified 1:¥ an item numberstarting with the
letter "E" followed by nine digits (example
El-2345-6789)•

c. Copyright Items - Copyright I tcms (less textbocks)
are considered as non-stock itans. These itEmSare
identified by item numbers configured as follws:
si-ssxx-XXXX.

• d. Perishable Items - These items are listed separately
in AR's-19, 30, 46, 135, and 137 for information
only. These materials maybe ordered using the Class
"A" Rcquisition, (see paragraph CSdbela")

e. Backordered Items - These are items (stock and
non-stock) which are not delivered with the first
shipment., but are delivered in subsequent shipnents.
The items are usually not avaiable at the time the
order is placed.

C. The Class "A" Requisition System

• 1. Overvi.ew - The Class "A" Requisition will be used to order
emergency items, items not listed in the annual
requisitions, perishible items, equipment, services
supplemental orders, and any material funded 1:¥ Federal
and State programs, and private grants.

•
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2. Policies

•
a. Continuing Orders - Department of Education Empl~ees

are not authorized to make committments for
materials, supplies, equipment, or contractual
services using allocated funds. within the Department
of Educa t i on , this function is reserved for
Procurement Services, Business M3.nagementDivision. A
confinuing ordo r, which is a request to pay for items
after ordering or receipt of items without proper
authority, will not be honored. Emergency
requirements can be met by requesting assistance fran
Procurement Services' personnel. Those individuals
responsible for confinnatory coreni.tment.s are directly
answerable to the Supe:-intendent and may be held
persomlly liable. See lBragraph N.A., BCPS9.01.

•
b. Numbering of Requisitions - Each school/office is

required to keep a copy of all requisitions submitted
for action, and to maintain a log reflecting the use
of requisition numbers and a description of these
ducument.s, At the beginning of each fiscal year, a
new log should be opened starting the requisition
numbering systGm with the number one (1) and
proceeding successively as reeded. Each requisition
must contain a different number. See EYl:tibit III for
a suggested log paqe,

c. Separation 0[- Ca:nrrodities- To facilitate processing
and to reduce ordedng errors, ccmnodity types (stock
items, non- stock i terns, perishibles, pape.rbac k
library books, hardback library books, magazines,
newspapers, corput.er software, etc.) should be placed
on separate requisitions. Equipnent items should also
be ordered on separate requisitions as well as
different contractual services.

• d. Detennina tion of Brand and Vendor - Suggested brands
may be substituted with comparable brands, and
recanrrendedvendors may be replaced by other vendors.
This substitution will be based on established
procurement practices and current contractual
d:>li gations.

•
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3. Canpleting the Class "N' Requisition - It is irrportant
that the "A" requisition be compleced prCJfX"rlY•. Special
attention rau st; be given to the description of .iterns
requested, item numbers, delivery instructions, and
heading. The Jeequisitioll must be signed by the school
principal or office head, For those itans which are not
listed in an annual req~isition, a suggested vendor is
required. P",fer to the "Hlterials and Supplies NanagE!l1ent
Plan" issued to all school s and offices.

• 4. SubTiitting the Class "A" R,'qUisition - Conpleted class "A"
requisitions will be fonJarcted to the Budget Development
and !clanagernentOffice, 200 E. North Ave., 4th floor for
fund verification and ai.t hor taa t.i on. Once a Class "All
Requisition has been approved by the Budget Development
and t.1anagernentOffice it "Jill be forwarded to PrOCuranent
Serv.i.cce for action.

5. Special Requiranents - In addition to the norroal. ordering
of materials, supplies and equapmerit., the Class' HAll
Requisition will be .i se d to obtain the type of
materials/services listed bel=:

• d. \'Jindaw Shades, Draperies, and Stage Curtains - These
items may be obtained by submitting a Class "A"
Requisi tion. Contact buyer "J", El:juipnent Section,
Procurement Services, extension 6-8844 for
assistance.

•

D. Subscriptions to Newspapers - Subscriptions for
newspapers are not to be ordered on AR- 39: they will
be requested Ona Class "!I" Requisition. The follONing
information must be provided: title, quantity, days
of week request8d, beginning aril erxli.nc, dates, and
approximate bulk rate cost. Normally, delivery should
not begin before the first day of the school year,
and end on the las t day of the school year. Summer
school s and administrative offices are exempted fran
these dates. Delivery should be cut-off during long
hol i.day periods and other long periods of non-use.
Contact buyer "E", Copyright Section, Procuranent
pervices, extension 6-8818 if further clarification
is requi red,

•
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•

c. Libraly t.1aterials - Li.orary ~aterials will norrual Iy
be ordered on the appropriate ARlisted in group D.
Ha.vevcr, a class "All requisition will be used when
ra;uestin" supplementary libracy books which are not
.i n c Luded in the cur r ent, annual requisition. 'Ii
separate class "AII requi ai t i.on \,!i11 be sWr,litte:i for
each listing of paperbackbooks or hard COler bocks ,
'1:'hedelivery instructions should be listed as: BC::PS
Central Cataloging Off ice, 5300 Pulaski High'-'ldY,
Baltimore, iD., c1205, H)rk Package for School __
Contc:.ct Buyer "E II, extension 6-8818 if further
assistance is rcr:flrircd.

•

d, Perishable Items - Perishable itffilS are Ldent i f i.eci
dCH1listed in AR-19, AR-30, AR-46, l\R-135 , and
1\R-137 .. These materials will be re<;.u~sted using- a
Cla s s "A" RCCiuisition as instructed. in the w1I1Wl
requisitioD0 list~d a0ove. 3ccause of their llilort
sne l f life, perishable Lt.erns should be ordered. in
limited quanti ties and only as needed. Duplicating"
Fluid (iten number23-4019-3000)will only be ordered
in amounts not to exceed 24 cans at one tino, Nomore
than 24 cans should be accuuulated in OlE location at
any time in accordance w i,th Bal timore City Fire
rrc9Ula t.i ons,

e. Emergency Orders - ElrtergencyrEquiranents should be
identified and the Class HA" REqUisition should be
clearly marked "EinergencyOrdez ", 'Iheae rE'C'JuisitioI15
may be "walked through the sy ster." to exveclite the
ordering and del ivery process. Prior telephone
co=dination should be made with the appropriate
Staff Sp3cial ist, Procursnent Services.

•
f. \'1elding and Industr ial Gases - 'Theest irreced annual

school needs for these gases will be identified and
ordered on a Class lIAlI Requisition not later than
.June 30 to obt ai n gases r equi red for the follaving
school y c a r , The II A II requisition will be for a
ol anke t. purchase order which will be valid for the
period 1 Septffiwer through 30 Jillle the following
year. The "A" requisition will list those persons
authorized to order gases for the school. Once tile
blanket purchase order is established, schools may
obtain their periodic requirements by contacting
buyer "N II , Supply Section, PrOCurenentServices, on
extension 6-8840. VendorDelivery Authorization forms
will be released based upon these requiranents.

•
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•

g. Report cards - RefOrt cards are not stocked for issue
as needed e . TheOffice of Instructional llanaganent is
responsible for·suhnitting a class "A"requisition in
lJay of each year listing, by school, the quantity of
report cards needed for pre-K, K, and grades 1-6 for
the follCM'ing school year. This rEqUEstwill be for
non-autrrnat.edreport cards. samples, "lith appropriate
changes fran the provious year's issue noted, must be
attachea. to t.h e "A" requisition. Procurement
Services will arrange for the printing of the report;
cards and delivery to the schools based upon the
distribution listed in the class "A" rEquisition. The
delivery should be completed by October 15, each
year. Discrepencies OeG1Cen amolli1tS ordered and
delivered, and final school requirements must be
resolved between the school and the Office of
Instructiorel I".E.na-ga:1ent.

•
h. Computer Software - All requests fer computer

sof tware must, include the rrake and mcXlelwhich will
be used with the software. In addition, the
de scription must incl ude the wor'd s 11 Computer
sot twa re" to clearly identify the r-squcet.ed itall as
sof twa rc, crass "All Requ.isitions not contJ.ining this
information will be returned to the r~uestin9
school/ of f i.co,

.i, Computer Hardware - Prior to submitting a class "All
requisition, the requestor will coordinate their
needs with the Assistant Superintendent, Educational
Data Processing Center and obtain approval for the
specific items/systems to be requested. Once
coordination has been effected, a class 'IAII

requisition will be suhnitted for action.

•

•
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EXHIDIT I - OJREENT LIST OF Al'1NUAL~'QUISITIONS

}\R NULBER N' 'J'TILE
========= ==============~========================
AR-IOD SaIOCL LIBRNY BooKS-ELEr,lENTARY

AI,-10C SERIES BOOKS-.'IL,L SQ-l. LIBRARIES

• AR-ll
.1\R-I0E ".PSY PIGURE BOOKS

REFEPJJ'Jrn BOOKS-ALL SQ-l. LIBRARI"IS

1111-12

M-13C

}\R-13E

liE-IS

AR-16• M-17

,2\.T.{-19

AR-20

AR-21

AR-22

AR-23

SQ-lCXL LIIJRARY BOOKS-SEmrIDARY

OJRRENT rnRIOD~CALS- SEmllDARY

VOCAL rUSIC-SEcONDARY

SUBSCRIPI'IONS .md PERIODICALS- ELE!l.

PAPSRBi,CK BOOKS FOR LIBRARY

mnE Emn~IICS SUPILIES

VOCA TIOllAL NEEDLE 'ffiADES

CLASSHOCt,j and (;FFICE SUPILIES-ALL SOiS.

PHYSICAL EDUCATION mPILIES-ELEr1.

HEAL'IH mITE SUPILIES FOR NURSE

SEC. and VOC., ffiYS. ED. SUPILIES-SEC.

AR-24/224 SCIENCE LAB. SUPILIES-SEmNDARY

ME01ANlCAL DRAI'ilN}• AR-2S

AR-30

AR-31

AR-37

AR-38

AR-39

•

BUSlllESS ED. - DISTRffiUTIVE ED.

mSMETCLOOY

FOOD SERVICE

LffiRARY SUPILIES

LffiRARY ~ll\GAZINES-ALL SOIS.
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E1HBIT I - QJR!lENT LIST OF NJNU.Z\L REQUISITIONS

AR /.lUi 1i3ER AR TI'ILE=~======= =======================================

Ai1-s:43 j''iAPS, GLOBES and GIARTS- ELEl1.

AR-'45B

AR-44L NJDIo-VISUAL SUPFLIES (LIB.) ELE'I.

1':rAPS, GT---03£S and Q"!ARTS - SEOJNDARY• Al,--45L

}\R-46

AR-51

2\R-62

1'.P,-79

• AR-81

AR-83

AR-84

2\fl.-85

AR-ll1

A'<.-112

AR-113• AR-122

AR-135

AR-137

AR-139

AR-219

AR-221•

NJDIo-VISUl>L :::UPP. (LIB.) SEC.

ART- ALL Sa-fOOLS

maro- LIT"(X;R}· PHY

aJSTODH'I S' and EI\CINEERS' SUPFLIES

NlHLETIC SUPFLIES-GEN. VOC. SOIS.

A'IHLETIC 82UIP. and SUPFLIT,s FALL,
SPRING and "lINTER

A'IHLETIC A\'IARDS SENIOR HIGH

."illiLETIC FIRST AID SUPFLIES

GIRLS' ATHLETIC 82UIP. SUPP. SR. HIGH

ffiONO. RECDRDS and MUSIC !1ATERIALS ELF'!·I.

t1ELODY and RHYTHMINSTRUlfl'l'IS ALL SOJS.

INSTRln'JEN]'AL HJSIC SUPP. - ELnl. and SEC.

HEALTII OCaJPATIONS

CXlNSTRUCIION TRADES SHOPS

~1!\NUFAClURIN}, TRANSPORI'ATION SERVICES
AND CXl~UNICATIONS SHOPS

HAND TCXLS

MATIl and SCIENCE EQUIP. ELEt'lENTARY

~JATIl I-JAT'LS. and SUPELIES SECXlNDARY

9
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DOlII3IT II - Sl\NFLE l\lJlllJAL r"'!2UISITIDI; SQlEDULE

• Gi:O rp 11 - -ro DE HE1UPlIED lIllY 29, "~87 10 TI-lE nrrER- SG{OLI~STIC P.'IlILE1'IC
OI.'FIG.:, AS rmED on l\H FOR1.

;;~~~;;;~;;~;~;;~[;~J~;;~~;~~~;;;~;~;~;;~[~~~~;~;;~~~~~~:;;;;;:~;;~
c::nJP D - 'TO DE REWHNED OcroBER 23, 1987 'TO BUSINESS rcr, DIVIS ION OR

!-,.(; j CTtD au 'THE A~ FOI1·1

•
-----~------_._------------------------------------------ ..... -. -----------

Clanarrxrn Sup1Jlics 19,20,25,30,46,219
and Hath (Sec) and 221 SEPTEH"ER APEIL, 1988

SCiUICC SUnplics 24/224
Prc::.ctical NurDino;" 1 122 11 wm
COc>::Lcto1eXN 31
Phy. Eo.. .suJ:iiJlie~ 21,23 1987 DEC. 1988
c...'uL;tcrli~,l SU:Jt:=-lies 3 62 -

cnaJP C - 'TO DL: REIURl-IED DECH13ER 4, 1987 I'D IJUSIlJESS IGT. DIVISION OR
r..S .1 m'JJ on TIill AT( ron l

==~~==============================--=---==---=============~============

•
-- --- ---

Shu,)s 135, 137, 139
HOI.le ECOi1Q",QCS 16, 17, 37 OCIUlER AE:IL, 1988
I-lal;:";,ClObes, Cba.rts 44B, 45B
Photo- Li thoora.pTIV 1 51 9 mm
I-lusic Supplies, 13E, 111, 112,113
Il1str1.lITlCnts,Etc. 1987 DEC. 1988
~leLilth suite SuPp. 5 22
CO,1("l211CeI":1Gnt I-tit. 1 79
Periodica1s-E1cm.& 13C,14
SeconGaYV

GROJP D - 'TO BE REWRNED FEBRlJARY 26. 1988 TO BUSIHESS ffiT. DIVISION----------------------------------------------------------------------=

•
----------------- -----------------------------------------------------
l'.lldio-Visua1 144L, 45L ocr. 1988
Library & Ref er'encc 10B,10C,10E,11 JAN. 18
Books & suool i.es 2,15,38 THID
Library I,tigazines 1 39 1988
for 1\11 Schools DEC. 1988
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• ORDERIm OF HA1'EWALS,
11'111S (Less TEXTBCXJKS)

SUPtLIES, EQUIPHElJT,
and SERVICt"-S.

mPYFJGH1'

DEPi\:,'IH:C IT OF EDUOWIOli REQUISITIOtJ Lee

School No.

ID. Tn. D.i\1'E DEsaUPT/lN OF IlATERIALS
TOTAl,

:Rr1]. CDST:
:CHlPLETED

DATE• ----------~-----------:----------------------------:---------:---------
__________ • • ~_-- 0 ---

., ..
---- 0 ---------------------------------_0_-- 0 ---., ..
___ ~ • • • __ - 0 ---

., ..
----------~------------:----------------------------:---------:---------
------------: -----------; ----------------------------: ---------: ---------

~---------:-----------:----------------------------:---------:---------

• ----------"-----------~---------------------------_._-------_._--------.. ...
----------~---~-------:----------------------------:---------:---------

----------:-----------:----------------------------:---------:---_._----
----------;-----------:----------------------------:---------:---------
--_._-----------------_._--------------------------_.---------~---------.... ...
---------_ .. _---------_ .. _------------------------------------_ .._--------- ~ ....

---------~;-----------:----------------------------:---~_._-~-:---------• --------~-:-----------:----------------------------:---------:---------
----------:-----------:----------------------------:---------:---------
----~-----;-----------:----------------------------:---------:---------
----------:-----------:----------------------------:---------:---------
----------:-----------:----------------------------:---------:---------
----------:-----------:----------------------------:---------:-~-------
----------:-----------:----------------------------:---------:---------• ----------:-----------:----------------------------:---------:---------
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I. ffiRRJSE

The purpoae of this res'llla tion is to provide the steps to be
f o'lLcwco in obtaining textbook" ana instructional rcaterial in
accor-dance with the Te<tbook IBnage;~ent Plan. Please refer to
this pl e.n, Lssued to all schools, for further details and/or
c}~Jlanations on any areas di.scussed in this section.

II. Jm3lD1iSIBLE OFFICIAL

• Trle Staf f Specialist of the Copyright off ice and the Staff
Specialist of Central Cataloging/Textbook Distribution, arc
resrDnsible ;'or the irClpler,lentationof applicable por tions of this
requl.ati on.

III. PeRIODCOVEfdJ)

This re,,'Ulation is effective upon publication and will remai n in
effect ill1til chansed or rescinded.

IV. DEFINITIDNS

•
A. Adoption Process - Tne procedure fo110.;00 to r'evi.ew, select

una apprcvc tne te;;:tlx)(ks to be used as the standard tcxtbooc
of Lnst.r uct i.on.

13. Excess r.J:1cxtbooks- standaru texts which exceed the quanti ty
:"1l2e<..1e<1for course offering c t. a given school s.i t.c,

c. Components - Instructioml rratcrials that are designed to be'
uscdin conj unction wi th the standard text. TheseL'atcrial s
rray include wor'koooku, audio..risual (",ids, etc.

D. Standarc; Textbooks - The textbooks identified trirou-jh the
adoption process is elC required text for class and/or hone
USE!.

v.• fJ'hc procedures to be f ol Lcweo in obtaining textbocks will LX?
divided into two (2) classes, i.e., Standard Textbooks and
SUjJplanenlary Instructiorel /-ate:-ials.

A. St:andanl Textbocks

1. Ordering

a. The Textbook l-lana£IClnentOff icc will distribute the
"Textbook Requi rcmcnt; Fonns" to each school for
ordering newly adopted texts.

•
1
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0. The principal is to complete the form using the
anticipated student pcpu.Iat.i on for each course to be
of fer ed the following year as a guide to ordering
quanti ties. The quant i ties reported by a school will
DC the number of texts or de red for that school.

c. Upon corap I e t i ori, make a duplicate copy for the
school's records.

• d. The form \vill >-,,_ forwarded to the Business r-J.3.na.ganent
Div i si.on, TextoxloJc :'~'nag(TIentOffioe for verification
of rccc.Ipt; ard corrc.>C:tn:?ss.

2. Distribution

Standard texcbooks will be dcl ivc red to the school fran
me Textbook Distribution center, 5300 Pulaski Hignoay,
Bal t i rno r e , U:::..ryland 21L05. These textDooks will be
packaged in accordance w i t.h the school's "Textbook
Requirrment; Forrns",

3. ~~ceipt of Textbod~sfrom the Textbook Dist~iDution
Cbnter.

• a. ]'.\11 books ael Lver ec; from tile r.rextbod-: Distribution
Center w i Ll, be ac compa n i od by a II Pac ki n« Listl!
sho/ling:

(1) School lJutnner

(2) Purchase Order llur,1ber

(3) List of Titles Shipped

(4) Quanti ty Shi.pped

(5) ISDNNumber• (6) Publishers l!umb:or

(7) Numberof cartons

b. Sign the original copy verifying the numoe r of
cartons received.

c. Retain duplicate copy.

d. Check the books ag"inst me Textbook Distribution
Center's "Packi.nq Li:;t II.

•
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e. aled, the bocks against the school's copy of the
lITextbook Requi.remer; . Form II.

f. Standard textbocks shoulo not be marked (in any fonn)
incl uding school sta lP.

4. Reporting DiscrEPancies

•
Report any discrepancies to the Staff Specialist,
Textbook D'i s t.r i.ouri.on Center, within 48 hours. These
discrrpanc ics way include:

a. Recei.pt; of bocks not r'equest.edr

b. Receipt of books in a quanti ty less than or greater
than that shown on t.ne Textbock Distribution CEnter
"Packing List II:

c. Receipt of books in a quanti ty in excess of that
r'equest.od by the school;

d, Receipt of cocks in a damagedcondition:

e. H:ll1-r2Ceiptof bodes requested;

• f. ArrJ other errors as rcccssa ry,

5. "EmergeI'D.! Textbod,- Requi ranent FormII

use the "Einergerr;yTextbock Requirrment; Forms."to request
additional adopted standard textbooks only - one per
r-equirod title. In the event that the school's actual
enrollment is greater than the projected enrollment, the
need to acquire additional standard texts will arise.
Forwarci all fOTIOSdirect to the Textbook llanagement
Office, 200 East North Avenue, 4th floor, for processing.
ld:litional fonns mayalso be cbtained fran this 'of r ice,

• 6. Transfer of Standard TextboOks

In the event that the school's actual enrollment is less
than the projected enrollment, the need for transfer of
the excess texts maybe necessary to ,meet syst.emw.i.de
requi rements. Report all overages to the TextboOk
11inagementOffice.

•
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• hQlUISITIOU OF TEXTBOOKS AND SUPH.,E!'EN'I'AL INSI'RUCIIOIIAL ,1lI.TI:RIALS

7. Schools' Accountabil i ty

•
a. Contract - B8f01'8 lIistributing 000;;S to students,

students must be iSSLEda "Textbock Contract". (see
Appendix N of the Textbook l1anagem8ntPlan.) This
contract Dust be signed by t.ho parent or guardian
giving the school their pranise to replace any lost,
stolen or damageCi»coks which were distributed to
their child. Q)nt:racts' are to be kept on file at the
school. Contac ; the Textbook Hanaganent Of f i.oe for
"Jditional contracts as needed,

b. ;\11 standani/adopted textbooks will be markedwith an
identification number on the inside COV8r of the
text. ;\11 textbook mmoers must be recorded a t the
school for proper acocuntability.

c. Textbook Receipt - Students will be required to sign
a "Textbook Receipt" (ordered On AR-19 Classroan
Supplies, Item #28-4922-0070) for all bocks issued to
them. The book identif ica tion number should be
recorded with the child's rome by each teacher wnen
distributing the texts~

• (1) Keep signed receipts on file by teacher issuing
the bocks.

(2) Rec8ipts arc to be returned to the student when
books are- returned to the t.eachor ,

8. Reporting Lost, Stolen or C8magedBOOks

If a teacher or principal is unable to secure the return
of the textbook(s) or payment for lost or damaged
textbooks, the follOtJing must be dore:

• a. The receipt bearing the student's signature is to be
attached to the student's permanent;record card.

b. Continued attempts should be made in an attempt to
secure payment.

c. If unable to collect, withhold further issumce of
bocks to the student.

d. If it is determined that the textbook cannot be
recoverEd, the principal may take arE or ITOreof the
follOtJing administrative steps:

(1) Withhold the issuance of any records fran the
student;•

4
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(2) vlithhold the
card;

,lease of the student's rEJ;X)rt

(3) \'lithhold ~TadU? "ion di.p.lxrnas.,

9. Collection of 110ney for Lost, Stolen or Damaged
Texl:books

•
Refer to price list and darraged schedule. (See !\ppendix
Oof the Text:l:Jookn r~',=nt Plan.)

(a) It is the reslX)ns:Jility of the pr i.nc i.pa.l to
collect mODGY :or lost, stolen or damaged
textbooks.

(0) Payment should beccCllmted for Dy use of the
"Pr i nc i.pa I ' s Ca. Receipt Form", This f orm is
distributed J:¥ the Revenue & Disbursement Office of
Finance &: Acco.m t., . ;].

D. Instructioral SUPPlEmentaryClterials

•
Instructioml uuterials oth.rr than the standard textbooks or
tn e i,r corup o ne n ts a rx. pur ch ascd by way of t he Class "A"
Requisi tion process using .chool funds. (See SEction BCPS
9.50 of this handbook regardi;1g Class "A" Requisitions.)

1. Choose titles f rom the approced supplementary lcaterials
listing.

2. Place desired ituns on a Class "A" Requisition in
acmrdance with Section.

3. Make a copy of the r equ.isi t i on t s ) for the school's
records.

• 4. Submi.t; rEquisition(s) to the appropriate Associate
Superintendent for approval and signature. l'lithout
approval, the requisition(s) cannot be processed.

C. Requesting Status of Requisitions - lfuen requesting the
status of requisitions fran the Business Maraganent Division:

1. Pull the copy of the requisition in question.

2. call or write the Procuranent Records unit (PRU),200
East North Avenue, Roan 40lD, Extension 6~8846.

3. Supply the school number, requisition numberand the date
found on the requisition.

•
5
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• ACJ:)UISITIDN OF T=OOKS AND SUPfLD1ENTAL INSI'RUCI'IONAL !1ATERIALS

4. If received in PRU, the mme of the buyer vlill be given
for continued f ol Lcxv-up,

D. Delivery

Delivery of materials ordered on Class "A" Requisitions can
be expected w.i thin 4 to 6 weeks fran date found on the blue
copy of the purchase order (blue receiving notice).

E. Receipt of Supplement~"_~,1aterials fran the Publisher• 1. Each school will have received a blue copy of the
purchase order - your receiving notice. This rece rvi.nq
notice should be checked against the material and
accompanyingpacking sl i.p received iran the pulJl"sher.

2. If all are in agr-effilenL, 1. e,.; blue r'cce.iv rnq not.i ce,
packing slip and material, s i cn and date cho Ll ue
receiving notice and rerum co the Ste..±t Specialist,
Cbpyright Office of the BUSlness /'ErlElgEffi'OntDivision, 200
East North Iwenue, 4th F'loor,

3. Order Shippad Incanplete (DiscrePancies)

• If an order is not sh i.ppeci =nplete or if thore an, otner
discrepancies, rre.ke (1 copy of the Dlue receiv l.ngnotice,
check those i tG1lSreceived, givin(i a brief sumrraryof tno
existing problem, at tach a copy of the packi.nu sli~J ano
forward to the Staff Speciallst, Cbpyright Office. The
form "Receiving Notice II (ordered on AR-19, IteL~
#28-4922-0070) may also De used in lieu of the copy of
the bIm r ece.iv inc not.i ce ,

F. Special Cautions

1. Only textbooks purchaseu from school funds may De
stzmped, i.e., supplementary materials.• 2. If books shipped in error have been stamped, this shoula
be noted on the receiving notice, because the publisher
"lay not accept, for fuil credit, the return of oool,s
whi.chhave been stamped oy the iropr int; of a school.

3. The schools should not correspond directly with the
publi sher regarcling dt screpancf.es in del iveries. contact
the Staff Specialist in the Cbpyright Office on extension
6-8818.

•
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G. Disposal of Obsolete Textbooks/Suppl<nentar.f Instructional
Haterials

Textbooks and supplementary instructional materials d~t
become obsolete and a re no longer considered relevant for
classroan instruction and textbocks that are darraged beyorrl
use must be disposed of in accerdance with Department of
Education aJ>:.1 City of Baltirrore policy.

1. Requisition Procedu. ....;• a. A Pink - lie" Transfer Requi.s.i t i.on should be isslEd ~r
the Principal requesting the remcval of such books,
(f:1a.rkr'equi ai.t.ion "Obsolete Texts. II)

b. The approximate numberof books to be rrmored should
be listed on the requisition.

c. Give the location fran which the bocks will be picked
up, i.e., of f i.cc, roan number, etc.

Q. Forward the completed "C" Transfer Reo;uisition to
Procurement Services of the Business llanagement
Division.• 2. Packaging Procedures

a. The books should be bundled and tied up in the
follcwing groups:

(1) Booksdarragedand unfit for further use;

(2) Books on active list that may be repaired and
can be used by other schools;

(3) Obsolete bocks in satisfactory cendition but of
no further value to the schools;• (4) Surplus books on active list satisfactory for
redistribution.

b. Each bundle should be tagged and clearly marked in
regard to the above classification of books included.

c. It is recommended that the size of the bundles be
such that they can be easily handled by the truck
driver for loading and unloading.

•
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I. RJRffiSE

The purpose of this regulation is to provide procedures to be
follONed to rEqUest repair of fur. .i t.urc, play"TOund equi.pnent., and
atr!lctic equi.pnent ,

II. m:sKlNSIDLE OFFICIAL

• The Staff Special ist, Equi.praeriL Section, Procur e.tent. 3ervices,
Business l1anagernentDivision iE' responsible for coordinab.ng the
ir.l"l",oentation of this regulatiol

III. PERmO COJERID

This re<;'Ulatior...is effective UpJD publication and vlil) n~nain in
ef feet until chanqod or resc incec

A. Repair of Furn.i ture dIlU IJoveabje Athletic Equipnent

•
1. Repair of furni t.ur o dl1<.1 moveable atllletic cCJUlrl.lCnt. wi.I L

be requested on a Class ''D'' Requisition. It is l:~"polr.ant;
to list the .i.trms, descrLbe the tYi=€ of repairs, anc llst
the location of the itEns

2. Canplcted Clas3 "D" R.e:{L.o..o..sitionswi.Ll De f01.WarUL~ LO the
Procurarent Records Unit , Procur'sment. sorv iccs,

B. Repair of Athletic Etiui,;:rnent (1ixedl

1. Repa.ir of f ixeo a thLet,~ equi pnent; such as cack-coarcs,
cli~bing ro~es, and gOdl posts will be requesteu on 3
Class IID" Requisition.

• 2. Completed Class "0" REquisitions will be forwarded to the
Procurement; Records unit, PrOCuranent Services.

C. Charges - For rnoa; repairs, [here ",ill be no direct charge to
the school. Howev e r , in sane instances, because of ths nature
of the repairs, the school \., 11 be expected to CCNerthe cost
from their allocation. The ,.rincipal or central office nead
will be notified when funding "s necessary.

•
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• 'LR'\:lSFER of H"TERIALS, SUPl'LIFS,and EDUIPlENT

I. RJRRlSE

The purpose of this regulation is to pr ov ide procedures to be
fol Icwed co transfer materials, supplies, and "'Juipnent.

II. T<ESRlNSIDLE OFFICIAL

Tne Divisional Specialist, Equipn"nt Section, Procur-ement.Services
is r es pon s ibl e for coordinating the .i.mp.l.ernent.et.Lon of this
regula tiona• III. PEfUOD COVEPID

This re<;JulCltion is effective UlX-JU LJublication and ",·-.'ill rCI:l.:~ini:1
effect until changed or rescinded.

rv. PROCEDUF£S

•
d. Overv iev. - It may De necessary to n1(J\rCor transfer ;~accl-ials,

suppl ies , books, or equi.pment, f rrrn one Locati on tc ,',.Hot:.ller.
Also, as rna t e r i c.I s , SUppl1GS books, or e.:lui~)rr.Cl!t beccme
obsolete or unserviceable .ir w i l I be necessary to ...us~:.:Dseof
t.hem, The bu i.Ld.i.r.c,principal is r csponai.ol.c for identifying-
aurp.lus, obsolete or unserviceabl e itans and takir«, cct.ion to
ar ranqc for their transfer. 'I'he Class lieu REquisition will be
used to rcquost this scrv ice.

B. Transfer of 1~·E.terials, Suppl1.es or Equirr;-ent - Ge.J.l.erall~i, the
comp.le t.i on of the Class IIC" RB:Iuisition is self-cxtjlana ..tory ,
Howeve r , certain spec.i f.ic entries are r'equi re;' uLd2r c2rtain
ci rcunstzinces , These are ci.escribed tclo.v.

•
1. Budg-et ACCOULt Nurrll:X2r- The 011dget ClCCOWlt mmoer is not

nonoally r equi red, however, when riggin0 services arc:
needed to effect the tri;:1sfer, the 0udget account; nur.ber
must, be entered. JI~so, in cases where serviceable stock
itcns are l:eing returned to city warehouses for a cre::lit,
the budget account number to be crediteo Dust be
provided. In this case, a copy of the original Celivery
document Dust also be attached

2. Description - The it~n being transferred Dust be
comple tely identi f Leu, Equipment descriptions must
contain rncxlel numbers, stock numbers, serial numbers, and
inventory tag number (i f any). I'Ihen stock i terns or
non-stock items are being moved, the item number as
listed in the annual. r8::J.~isitions must be provided in the
description.

•
1
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• C'P)\J'JSFEP 0: . ~\TEnIALS, SUPFLIES, .ind EX JIPH:-;NT

o , Approvals - Only the [.'_incipal' s signature is required
for the transfer of ita; ; procured w.i th local funds, The
appropriate superintendc .rt; Dust sign the re;ruisition for
the transfer of items 'unded from federal, state or
private grants.

Di sposaI of ;·:aterials

• 1~ Overview - Depart.L.ont (!,: EcJucation prCJp2:rD./ (raterials,
supplies, and equipnin t) must be disposea of in
e.ccordance h'ith Ci Ly licy a s enumer e t tcd in CiLy of
Ealtlnore n: 306-1.

2 • Procedures

•

a. qhen pr opc rt.y }1(~;'! been deternined obsolete or
s u.rp.l us to tne nc rds of e n individual school or
office, a Class IIC" .~e::.ruisition 'v/ill be prepan£ and
forwarded to Pr oc u r erue n t; Services, :susin2ss
I'lanagementDivision. The requi ai t ion will Lncica t.e

whe trie r the :-:1dter L...1s 1isted are e i ther curpl us,

obsolete, ur ocyon, use. r.:aterials shoul d be liste::
on separate Class "C" Rec:.:.uisitiens ac cozd i n., to
tLeir categoI}.

b. The Director, ?ro,;un::uent Services, w iLl, rev ie,:]
those i teras repor ':.0::.1 as surplus o:c c.bsolete to
de tenaine 2. need i! othar schools or offices .. Itel":":.s
not needed by the :Jepartment of Educzt.ion will be
declared sur~lusdnd reported to the Bureau of
Purchases for dis1Dbrll.

c, In the case of it csus purchased ~,I]ith speci.e.l funds,
the f und Proj eet hi 1inistrator will be contact ed to
detennine transfer, reuse, and d.isposa.l Lirai.cat.Lons,

• 0.. Science chemicals and hazardous wastes should be
identified and pack,'ged for proper trans;;;ort
(additional guidance maybe obtained fran the Office
of Safety). Class "C" Requisitions sulmitted for the
di sposal, or transfer of these materials will include
a detail rani.rest of the i.t.cm,quanti ty, and tYTCof
oontainer. In depth consultations with the Office of
Safety and the off icc of sctcnce will be rrade prior
to regl,lesting the transfer of these ita,lS.

D. l\ll Class "C" Requisitions <Jill be forwarded to Procurement
Record<:;Unit, Procurement Services.

•
2
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c. Disconnecting Heavy EQuipnent - E:juipn2nt which is secured to
t;w floor or walls, or hi'S utility conne ct i.ons must be
clisconn!?cted prior to the: Class "COORequisition being
submit ted. The ·Class "D" R~lUisiti6n \/ill :.oe used to request;
the ili=tling or disconrect.i on, Refer to ecps 9.30.

•

•

•

•
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The purpose of this r~"Ulation is to provLde procedures to be
fol Loved to ;1ii)lO tool s r'eco.xl.it i.oued,

•
,The Sta f f StJccialist, Supply Section, Pr ccur cment; Services,
Du::..;iness j":Clnag~cnt Division is l-esI=Qnsible for coord.i.natri nq the
iJ,plEDentatiol, of this regulation.

rrr. 7';;(10D QJVEPm

This re~ula tion is effective upon ~)ublicati0L and wi.II rrmain .ir:
ofi~ct until chanjod or rescinded.

I. ItGJ.:1S :"'G(luiri::.~s .:>l.::J.e sh L-.t='enin0, such 0."~ .--<15:iS, J,)i":1'.:.2i.":..:,
_Jla.:-:",."?r ,-:::1ivcs, J..::C:~:<2::C cutter ol.adcs, cu t.l.o ry , dld oc i s sor a,

2. Printinf,;shop rollers rBJuiring recasting.• 3. S~lal.T..:.cningsorv icos

1. sc.iool s w i.Ll, prE,pure clI'l.D.submit a Class "D" Requisition zo
G1C a.~propriatGvccatf oraj Educe t.ion sfEcialist for revi.ew,
The s;:ecialist will forvza.rdthe requisition to BU'.Ier llFII

,

Procur cncnt, Services, Busi.nees I'11naga.1entDivision. \"lhen
~b2:CC::is no supervd sinq vcx::atioml Education apecial i.at ,
G10 requisitions arc to be sent directly to Procuzeucnt;
Services.

2. Re.;'Uisitions must be suomit t.ed bebNecnr-By1st and nay 31st
to oot.ain serv ice during- the fol Lo-zi.nqyear.• 3. Requisitions must include a description and quantity of
each type of .itom to be sharpe red. In addition. the naiae
and telephone rnnnoar of a contact per-son in the school 1.1USt
be incl udod,

4. After a purchase order i,:; .iasued, the contact parson wi.I I

bo notified of the vendor and vendor location. School
personnel wiLl handcarry the itEms to De sharpened to the
vendor and make arrangenenLs with the vendor for SubSEqU0Dt
pick-up after the service is provided. All Lt.ensdelivered
to the verdor must be prcperly tagged for identification.

•
1
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C. Recasting of Rollers

1. Schools w i.L'L prEPare and >ul:rnita Class "D" Requisition to
ouy e r "FII Procurernent .;ervices, Business Management
Division.

2. The rEf.juisition must be ,,-.hnittErl between !.1ay1st and r'1ay
31st to cocai n serv ioe during the follaoing school year.

• 3. The requisition must Lnr'Lude the quantity and type of
rollers to lJe recast, tho st.oraoe location in the school,
and the name aile. telephone number of a contact per'son at
the school.

4. Schools must tag all rollers to be recast, listing the
school numoer, school naiue and address, anc, the name and.
t.e.lephone numberof the contact person at the school.

5. \';hen a purchase order is isaued, 01e select.od vendor "ill
contact the school and ar:.mge to pickup L.1.e rot Icrr, to be
recas to The rollers will oe returned to the school u.I Ole
verricr after the recasting is =npleted •

•

•

•
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• RECEIVTI'lG!11\TEIUALS.SUPR.IES,and EQUIP!'ENT

1. RJRRJSE

The purpose of this regulation is to pr ovi.de policies and
procedures to be follo,'ed in recaivinc rcdterials, supplies, 'and
cqui.pnent.,

II. pmRJNSIBLEOFFICIAL

• The Director, Procurancnt ....crvices, Business H:U1agenentDivision
is responsible for coordinating the implementation of this
rC9ula tion.

III. ~:RIODmvEPID

'I'hi s re(;Julation is effective upon publication and "ill renai.n in
2ffect until changed or rescinded.

•
A. Overview - Each principal is responsible for the proper

receipt and accounting of materials, supplies, and equijment;
ordered and delivered to the school. It is irrp:Jrtant that
receipts and timely acknowledgements of deliveries be
processed properly to provide for praopt paymentof vendors
and/or the reconcilation of discrepencies (if any).

B. Records - Each school/office will maintain copies of all
orders placed, delivery receipts, and ;;ackingslips for the
purpose of acrountiliility.

•
c. Verifica tion of Deliveries - In each instance, the principa.l

will insure that materials delivered by Bureau of Purchases
warehouse staff or by private vendors are verified against
p2.cking"slips or receiving notices. This verification should
take place at the time of delivery, but not later than five
(5) working days af tnr delivery. h'hen there is a di scr'epcncy
between the items delivered and the receiving notice or
packing sl ip, the di.screpencywill be noted On the documents.
Receiving documents to be reviewed and signed include
warehouse requisitions (green copy), purchase orders (blue
copy), packing slips, or vendors ' delivery tickets. Only the
purchase order (blue copy) is to be forwarded to PrOCuranent
Services as a receiving notice. BUX'eauof Purchases warehouse
requisitions and packing slips, and vendor packing slips will
be kept on file at the school for fut.uro reference.

D. Posting Ordering Documents- After receiving and verifying a
delivery, the staff person involved will post the order
received against the original ordering document (Annual
Requisition or Class "A" Requisition).•

1
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•

• F. Discrepellcies - All discrepencies must be reported to
Procureroent Services wi thiri five (5) \'Jorking days of rl;ceipt
of t~18materials. All df st.r epenc i.e s w i l I be reported by
wr i t ten uenorandurn. There ",ell be no direct contact L>etI'Jeen
Vendors/Publishers by the r oco ivirx; schools/offices in this
regard •

PECEIVll'lG l1ATERIALS,SUPILIES,and B;)fJIH<ENT

E. Receiving llotiees - After receipt and vedfication of the
del~ve1Y' receiving notices (Bureau of Fu~cha8esor The
D2partrnentof Education Purchase Orders - blue copies) wi.Ll,be
signeci, cia ted, and forwarded to the =urEment Records Unit
or aopyright Office, ProcuremGntServices respectively. In the
event the order is Lnccroplet c, a lBrtial receiving notice is
to be forwarded. The blue COpy is forwarded when the order is
=plete regardless of ':0Tiously sul:mitted part.i.al s•

•

•

•
2
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• roLLal-UPONsrA'IUSOFORDERS

I. RJRroSE
.~."

The purpose of this regulation is to provide procedures to be
follcwed to follo.v-up on the status of orders.

II. RESFONSmLEOFFICIAL

•
The Director, Procur'enent;
is responsible for COG
re.;;ula t.i.on,

Servic"es, Business H=.magaoentDivision
1ating the implementation of this

II I. PERIODCUJERID

This regulation is effective upon publication and will remain in
effect until changed or rescinded.

IV. PR0'J'DURES

•
A. Overview - It is the respcnsibility of the ordering school or

of f ice to rraintain accurate records which reflect the reCeipt
of materials versus the material ordered. In most cases,
materials will be delivered within a reasonable ti:rre after the
orders are submitted. However, for various reasons, some
orders may rrmai,n outstanding for 10Dg' periods of t.irre and an
inquiry maybe needed to determine the status.

B. Annual Requisi tion Orders- Principals may irquire as to the
status of annual requisition orders onCe the estimated
delivery dates reflected in the annual circular have passed,
B.C. P. S. form "Inquiry or FoIION-UPon Requisi tion" (itEI:l
number 23-4906-0180) will be used for this purpose, The form
is to be completed in duplicate and forwarded to the
Procuranent Records Unit, ProcurEment Services. After the
status of the order is determined, one copy will be returned
to the sender with apprcpriate canments.

• c. Class IIAII R.e:;Iuisitions - Procedures for irquiry into Gass "A"
Requisition orders will be as stated above, using the same
form. Hcwever , it will be necessary to provide the school,
number, class "All requisition nurnbe r , and the Class "AII

Requisition date.

D. All Other Requisitions - Refer to paragraph C. above.

E. Telephone Inquiries - Nonrally, telephonic inquiries will not
be accepted. HONever, follcw-up on Emergencyorders and single
item orders may be honored telephonically by calling the
Procurement Records Unit, extension 6-8846.

•
1
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• i'JEri/REPLhCD'jEm SQKXJL PRamer: OPJJERIrG FDPJIIIDRE !\I'ID EQUIH-ENT

1. FlJRmSE

Tile purpose of this regulation is to provide procedures to be
[cllowed for preparing furniture and equipment list for
;Ie·ill r cj.;,lacCIn0nt school s lists i and for subsequent receipt,
location a:.Jd audits.

II. :m;mNSIDLE OFFICIAL

T~0 Staff SiJecialist, Ir'~~ag~ncy C0IDL1itteefor Public School
Construction (lAC), ProCUrWLi.l.t Services is r csponui.Lj e for

• coordi.rz.t.irs; these regulations.

III. PERIOD mvERED

'I'n.is regulation is effective U1-OD publication and w.i.Llrenain in
of fect until changed or rescinde .

IV. PROCEDUHES

•
A. Ovel~icw - The funding c~ capital improvements (new or

r'epLa.ccr.ienc schools) in t.h., Bal tirrore City School Systan is
pr'oviocd a.n part oy the Sl" te of Maryland Ii'\Cfor ;,>rojects
authorized prior to FY 188. '11is a~fencyal.uo pro/ides funding
for the acquisi t ion of furri ture and oquipnent for these DEW

Lui.Lc.Lncs, The guidelines )rOlided bel o» must be adhered to
30 that, adequate ordering, delivery, and acrountability of the
furni ture and equip:nent roquired for tile IlC\>'/renarate:.lschool
can bG&ccompliSJ.~ecl. capital imprOlements autnor izod after IT
'88 will De funded by the' City of Baltimore, and need not
fol Io» state guidelines and .;..:o::edures for apprcva'l,

•
3. Preparation of The Furni cur.; and Eciuip:~lcnt List - The school,

iJrir.'-cii,;6.1will be r espona.Ll.e for t.he preparation of the
furniture and equipment list for each new or re~lacement
school. The Staff Specialist, IAC,will assist the principal
in the preparation of the list. The list will include all
furniture and equipment ita .s not considered fixtures to the
building. The list will be uevelopad by roan and will inclde
quantity, item number, and jescription of all furniture and
equipment to be placed in that, roan. 'Ib further assist in the
preparation of the list, the following suggestions are
offered:

1. Examinethe facility pr,:x::;ramfor the rJeN project.

2. Obtain a copy of the ~rchitectural drawings fran the
Construction Coor di na t.or in the BCPS Design and
Construction Office; arx, locate all areas to be equipped.

•
1
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3. Contact all Instructional Coordinators in the various
curriculum offices for guidance in their areas of
expertise.

4. Contact the Staff speciatist., IAC, ProcurementServices
for assistance in developing the new school fu±niture and
equi.pnent; list.

• Administration of the new School List - Once the list is
prepared by the principal of the new school, it will be
forwarded to the Staff Specialist, IAC, Procur-ement; Services
for review, pricing, and f orraat.t.i.nq,This list will then be
submitte:i to the State IACfor approval , After approval tr.l the
State IAC,deletions maybe necessary to adjust the total cost
to approved amounts of allocated funds. The final decision
regarding these deletions rests with the school principal.

D. Delivery of Items - The staff of Procurment Services I'Jill
coordinate the delivery and placeQent of furniture and
eq ui pr.icnt; wi thin the new building. The principul will
designate a person to be responsible for accepting the
mat er i aj s at the new or renovated facility. Furniture w'1.U
equipment will be placed in the building in accordanceWiL"-
the appr'oved furniture and eq:.:ip.~lent list.• E. Prel iminary Audit

1. State audi tor s w iLl audit those itans of furniture and
equijmont. purchased with State capital Impr'ovcrnent. Funds.
Part of the audit process will include on-sits
~ccountability of the materials purchased for the
facility. Each school level admirri st.rat.or mast; account
for everJ it"," so purchased and be able to have the itan
available for .inspect i.onby the State Aud.i t.or'a,

• 2. State guidelines mandate that all roat.er i.als purchased for
a new facility must, not be transferred fran its apprcved
location without approval by the State Interagency
Committee On Public Construction. Transfer request s must,
be submitted to the Assistant Superintendent, Business
r'JanagementDivision. Such requests can only be appr'ovod
for transtcr between IACfunded schools.

3. \'lithin ninety (90) days after the school has been opened
for students, a preliminary audit will be held by school
level personnel to account for items not received,
daraaqed in shipment, or not suitable for intended use.
Procurement Services personnel will assist in the audit
and take steps necessary to cot.ai.n undelivered !Paterials
and cfose rot orders.•
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F. Final Amit - In accepting state funding, certain requi rement.s
of the State lACDust be met, as indicated belew.

1. ~'Jithin six (6) months after cccupancy, II canplete audit
Dust be c\.br,litted to the State lAC. This audit will
include an accolli~tabil~tyof all items purchasec and
t.hoar actual costs. Tlus reporting wi.Ll be ecccmpli shcd
by the Procurancnt Services staff.

• 2. After submitting this uuWt, a physical .irrspecti.on \'Jill
De made by t.ho State I\C in company w i t.n Pr ocur-e.ient;
.services pe r aonneL, Du.r i.nq this visit, state officials
w i.Ll, be accoun tLnq for Lccmswithin school locations as
originally List.ed on the appro.red furni tur e and equi.pnent;
lists.

3. It should be noted that audit exceptions are subject tc
:ccimbursement of funds to the State for the vel UE. of the
Exceptions noted. To avoid audit exceptions, 0100" itff:',
purchased with state funds must be in use within tl~
facility u..rXt in usable conditron, Itails in need of repair
choul o be scheduled for repair; arx; all itans should be
out of packing cartons and shcwirx, si~n:::;of use.•

•

•
3
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• 1. RllUDSE

'Il10 ;:JLU:).Xl"'" of this res;ulation is to prooido policy and ...,rocedures
cobe follcWed. t.o vacate a bui.Ld.irxj,

II. FTSffiNSIBIEOFFICIAL

1'110 Director, Pr'o cur enent; Services, Business t1anaganentDivision
. is rcs pon s iol e for coordinatihg the .impleinerita t i.on of thi s
rt..~ulation ..

:L~1. PL:RIODCXJVC:RED

'I'hi s r8~ula tion is effective UfOD puo.l i ca Lion and wi.Ll, rxmai n i[1
Gf~ect antil changed or rescinded.

A. overv Lew - Once Co decision is Blade to vacate a building, the
Assistant Su~)erintendent, Division of Physical Plant will
e s t ar.Li ah a date for the vacating of t.hc building. The
folla.'Jing offices w i.Ll, be notified of LTISelate:

1. Assistant Superintendent, Business I·anagenent Division

• 2.. Chi.ef , School Police

3 .. Staff Di.z'ect.or , Office of Planning

4. School Princi;al

D. Vacaling Steps

•
1. The school principal will develop, with the assistance of

the Assistant Superintendent, Business r'ianage.-nent
Division, a schedule for the rGJOJ"alof all mat.cr i.aj s,
supp.l i.es , and equ.i pment r and for temlinating telephone
services. Thi s schedule will be forwarded to all of t.nc
offices listed above, as well as to the Assistant
Superinterli:.Ient, Division of Physical Plant.

•

2. The Staf f Director, Pr=urenent services will ranind the
school princir:al involved of the need to sulx.u.t Class lie"
Requ.is i tLons in accordance with regulation 9.53 of this
manual., Items may be transferred to other schools or sent
to Warehouse #9 for storage. Items designated for
viarehouse #9 will be listed On separate Class "C"
Requisitions and listed as surplus. Loose nat.eraal s and
supplies will be packed in boxes or wrapped in twine for
ease of handling. Upon receipt of the Class"C"
Requisitions, the Staff Director, Procurement;Services
will schedule movement of the materials fran the
building.

1
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3. The StQff Engineer, ~uipment Repair and Telephone
Services w i Ll, De res"XJilsible for disconnecting and
r ernova.l of all public, private, and Centrex telephone
lines and equipmc=nt f-'or:1the building". This must be
,-.~ccomplisl:.cd ?rior to he building being cd.sposed of or
...x:::rrL"L""""...l'lcntly c.l osed;

,~.Ti1Cschool pr i.nci.pal, "iL De responsible for fol.Loe-up to
detennine if al ; .it a is have been removed and 2.11
t.cl ephcoe services have ~.€en di.aconrrrct.ed,• 5. Removal of science chen cal s and hazardous wast;e vzi.L], De
accorzp.l i.shed in accorr' [Dee w i th paragraph NC2d, BCPS
9.53 this roanual.

6. Trash DisI=Osal - Once .he bu i.Ld.i.nq 112.5~en enpticci of
all materials and equi merit , the school princilxiJ. \,"il~
.iot i fy t.he Division of Physical Plant. 'Ihi~ c.iv iai.or; is
.....esponc.ibl.e to have the rash rrmcved fran the bui.Ld.irx, ..

7 After the ~)uilding has oen cl.eaned of all r:o.terials a.- ~~
trash, the Assistant Sup'rintendent, Division of Physical
Plant will be z-esponsioj e for the salvaging operat.i cn,
The Chief, School Polcce will be notified "hen this
operation is axnplete:i.•

•

•
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