SOP 3A.12.1

R. 7/1/04
R.2/15/06

REGION BUDGET FOR RECRUITMENT AND TRAINING
COA STANDARDS:

· NA

LEGAL AUTHORITY:

· NA

PROCEDURES: 

1. Each Region may spend up to $500.00 per quarter for expenses related to Resource Home parent recruitment training, except Jefferson, Northern Kentucky, Bluegrass and Fayette, which may spend up to $1,000.00 per quarter. These funds are may NOT be used for printing costs. 
2. Existing state government resources provide printing, which necessitates routing of printing requests through Purchasing in Central Office, with a copy to DPP Out-of-Home Care Branch. Recruitment and training material requests are submitted to Central Office on a CHR-156, Request for Purchase. Costs are reimbursed upon completion of the CHR-101, Authorization for Payment. The Region, as part of their annual diligent recruitment plan as described in SOP 3A.12, provides specific details on how funds for recruitment will be spent.  Funds for Regional recruitment are available and paid on the basis of the state fiscal year.  Requests for recruitment expenses may be made quarterly or all at one time.
3. The R&C FSOS submits a request to spend recruitment funds on a Request for Purchase CHR-156 to the SRA or designee for approval.

4. The SRA or designee submits the approved CHR-156 to the Out-of-Home Care (OOHC) Branch for approval and processing at:

Resource Parent Recruitment

OOHC Branch Manager

275 E. Main, 3C-E

Frankfort, KY 40621

5. If the recruitment material request is approved by the OOHC Branch Manager or designee, and the request was successfully processed through CHFS Procurement the Region submits the following material to the OOHC Branch once the requested items are received from the vendor:

(a) A CHR-101, Authorization for Payment; and

(b) Copy of the invoice from the vendor.

6. If the expenditure is in excess of $500.00 but less than $1,000.00 $2500, the Region seeks three informal bids with the lowest bidder receiving the contract after prior approval from Central Office the OOHC Branch. 
7. Food and drink purchases for recruitment may be charged to a local grocer and billed to Central Office General Accounting by completing a CHR-101, Authorization for Payment and attaching receipts of the purchase.
7. Each Region is responsible for monitoring expenditures related to recruitment and training.
