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Organization Maintenance in Procurement Desktop

1.0 PURPOSE

The Finance Cabinet has developed a guideline that will provide standards for the Organization Maintenance table in Procurement Desktop (PD).  Updates to the information will be carried out by the Customer Resource Center, based on information provided by agencies.

2.0 PROBLEM

Reorganization of state government cabinets precipitates changing agency names in MARS.  

3.0 SOLUTION

Customer Resource Center staff will update the Organization Maintenance table based on the reorganization of cabinets and information provided by agencies using the Organization Maintenance Data Collection Form.  

To facilitate this process, the central MARS staff will create a new address type – Deleted.  As existing records are updated, each organization name will be marked as deleted and the address type will be changed to Deleted.  Within the organization names that are currently used, the other address types, contact names and addresses will be deleted.  These records will be purged after the entire update process is finished.

New organization names will include the cabinet abbreviation and agency name (e.g. FAC OFC OF THE SECRETARY).  The name field is limited to 30 characters.  

The Finance Cabinet will continue to enter all organizational maintenance information for agencies.  The guidelines presented in this document detail the standards that will be used when creating information for and entering data into the Organization Maintenance table.  Any data that does not conform to these standards must be justified by the requesting agency and approved by the Finance and Administration Cabinet before it is entered into the system.

All agencies are strongly encouraged to use only the new records when creating documents in MARS.  During a future upgrade, all of the old entries not conforming to these standards will be deleted.  Any activity referencing deleted information will be adversely affected.

The new records can be identified by the format of the address.  The old entries will begin with DELETED, and each will have only the Deleted address type.

4.0 PROCESS TO UPDATE ORGANIZATION MAINTENANCE

During January 2001 and again with the July 2004 reorganization, a statewide update of PD Organization Maintenance will be conducted.  The Customer Resource Center will serve as the main Finance and Administration Cabinet point of contact. 

5.0 ONGOING PD ORGANIZATION MAINTENANCE

	Responsibility
	Action

	Cabinet/Agency
	1. Develop an internal procedure to update PD Organization Maintenance information and communicate it to the AIL

	MARS AIL
	2. When a change occurs, retrieve the Organization Data Collection form and complete it based on the format prescribed in this document and instructions with the form.  

	
	3. Email the form to CRC at Finance.CRCgroup@mail.state.ky.us 

	Customer Resource Center
	4. Check form for completeness – contact AIL if there are questions or discrepancies

	
	5. Enter information from the form into PD

6. Send confirmation email to the AIL

	MARS AIL
	7. Immediately verify that the information is correct before it is used


6.0 GENERAL FORMATTING STANDARDS

6.1 TYPE IN ALL CAPS

6.2 Enter punctuation in name and address only when it is a part of the official name.

6.3 Do not use the following:

· Period (.)

· Parentheses ( )
· Double quotation (") 

· Double hyphen (=) 

· Brackets [ ] 

· Ellipsis (...) 

· Colon (:) 

· Semi-colon (;) 

· Pound sign (#) 

· Percent symbol (%) 

· At symbol (@)

6.4 Use the ampersand (&) instead of the word "and."

6.5 Abbreviate words when possible.  See sections 10-12 for acceptable abbreviations.

7.0 ORGANIZATION NAME

7.1 The organization name is limited to 30 characters.  Abbreviations due to space limitations should be at the end of the name if possible.

7.2 All organization names should begin with the abbreviated cabinet or agency name found in section 10 and include the agency name based on abbreviations found in section 11.  The abbreviated agency name should be easy to understand by individuals outside of the Commonwealth’s agencies.

Organization Name Examples:

FAC OFC OF THE SECRETARY 

FAC CONTROLLER’S OFC 

7.3 Punctuation in the name and address of a company should only be entered when it is part of the official name.

7.4 Generally, acronyms do not have spaces between the letters.

7.5 If the official name includes a numeral, enter the numeral rather than spelling the number out.

8.0 ADDRESS

8.1 The first line of the address should be used for the actual street address   When applicable, enter room number/location and building as the second line of the street address.  

8.2 Enter punctuation only when it is part of the official street address.

8.3 Use hyphens, periods, and slashes when needed for clarity or designated fractions.

8.4 Never use commas, the pound sign (#), or apostrophes.

8.5 Always abbreviate Post Office Box as PO Box.

8.6 If a mailing address should be used rather than the street address, enter the street address on the address lines and the PO Box address in the mailing address.  When a mailing address is provided it will be entered where appropriate instead of the street address.

8.7 Abbreviations for street designators are provided in section 13.  If you cannot locate a street designator on this chart, spell it out rather than using an abbreviation.

8.8 Enter all city information using uppercase letters.

8.9 Kentucky should never be spelled out – always use the abbreviation KY instead.

8.10 At least one contact name must be entered for each address.  The name of a PD user must be provided for all contact names.  A generic title can be used as a contact person, other than the primary contact, if a PD user name is given.

8.11 The person who should receive system-generated invoices should be listed in the “PD User Name” field on each organization contact detail.  This person must be a current PD user.  When this contact person changes, it should be noted in Organization Maintenance within five working days.  This is key default field used by PD.  

8.12 All pertinent address types should be added to each address.

Each agency must have the following types of addresses associated with an address and contact person.  You may associate all types with one address, or divide the types among the agency’s addresses.

8.12.1 Administering office  (administer by address)

· MARS will automatically route system-generated invoices to the person that has been identified as the contact if the Invoice to address is not populated or if there are PD errors

8.12.2 Invoice to 

· Invoice will be routed to this contact when there are not PD or Advantage errors

8.12.3 Issuing office address  (issued by address)

An organization should specify information for the address types below.  

8.12.4 Auditing office

8.12.5 Billing address

8.12.6 Contracting office address

8.12.7 Contracting office rep

8.12.8 Deliver

8.12.9 Payment office

8.12.10 Pick up address

8.12.11 Property office address

8.12.12 Receiving address

8.12.13 Remittance address

8.12.14 Requesting office

8.12.15 Shipping address

9.0 CONTACT NAME STANDARDS

9.1 Enter all name information in uppercase letters.

9.2 Enter first name last name.

9.3 First Name

· Enter the legal spelling and format of the first name.  

· Spaces and hyphens may be included in double first names (i.e., Mary Ann, Bobbie Jo). Enter both names in the first name field only if it is legally a two-name first name. 

· Do not include titles, prefixes or suffixes in either the first name or preferred first name fields. 

9.4 Last Name

· Enter the legal spelling and format of the last name.

· Enter suffixes (III, Jr) in this field. 

9.5 Use apostrophes (') when the symbol is part of the proper, legal name.

9.6 Use hyphens to separate double names.

9.7 Generally, do not use periods. 

9.8 Never use commas.

10.0 Primary Cabinet/Agency Abbreviation for Name Field

	AG 
	Attorney General

	AGR 
	Department of Agriculture

	AUD 
	Auditor of Public Accounts

	CC
	Commerce Cabinet

	CHFS 
	Health and Family Services Cabinet

	COR
	Department of Corrections

	DLG
	Department for Local Government

	DMA 
	Military Affairs

	EC 
	Education Cabinet

	EDC 
	Economic Development Cabinet

	EPPC
	Environmental and Public Protection Cabinet

	FAC 
	Finance & Administration Cabinet

	GG
	General Government

	GOPM
	Office of the State Budget Director

	GOV 
	Executive Office of the Governor

	JUD 
	Judicial Branch

	JUST 
	Justice and Public Safety Cabinet

	KRS 
	Kentucky Retirement Systems

	KSP
	Kentucky State Police

	KYTC 
	Transportation Cabinet

	LEG 
	Legislative Branch

	LRC
	Legislative Research Commission

	LTGOV
	Lieutenant Governor

	PERS 
	Personnel Cabinet

	PPRC 
	Public Protection and Regulation Cabinet

	PSED 
	Council on Post Secondary Education

	SFCC
	School Facilities Construction Commission

	SS 
	Secretary of State

	TRSY 
	State Treasurer

	UNIV
	Universities

	UPS
	Unified Prosecutorial System

	VA
	Department of Veterans Affairs


11.0 AGENCY NAME ABBREVIATIONS

	ACCT
	Account
	INFO
	Information

	ADMIN
	Administration or Administrative
	INSUR
	Insurance

	AGCY
	Agency
	INTL
	Internal

	BR
	Branch
	LBR
	Labor

	BDGT
	Budget
	MGMT
	Management

	BUS
	Business
	OFC
	Office

	CTR
	Center
	ORG
	Organization

	CMTE
	Committee
	PROG
	Program

	CNT
	Contract
	PROJ
	Project

	CG
	Contracts and Grants
	RES
	Research

	CORR
	Correction
	RTS
	Rights

	CO
	County
	SECT
	Section

	DEPT
	Department
	SVC
	Service

	DIV
	Division
	ST
	State

	EDUC
	Education
	TECH
	Technology

	EMPL
	Employment
	TRN
	Training

	FAM
	Family
	TRANSP
	Transportation

	FIN
	Finance
	UNIV
	University

	FIS
	Fiscal
	UTIL
	Utility

	GOVT
	Government
	VEH
	Vehicle

	HLTH
	Health
	VEND
	Vendor

	HR
	Personnel
	WHSE
	Warehouse


12.0 STREET ADDRESS ABBREVIATIONS

	ANX
	Annex

	BLDG
	Building

	FL
	Floor

	RM
	Room

	STE
	Suite

	STOP
	Stop

	
	

	ALY
	Alley

	AVE 
	Avenue

	BLVD
	Boulevard

	BR
	Branch

	BYP
	Bypass

	CIR
	Circle

	CT
	Court

	CTR
	Center

	DR
	Drive

	HWY
	Highway

	LN
	Lane

	PWAY
	Parkway

	PL
	Place

	RD
	Road

	ST
	Street or Saint

	
	

	KY
	Kentucky

	
	

	N
	North

	S
	South

	E
	East

	W
	West

	NE
	Northeast

	NW
	Northwest

	SE
	Southeast

	SW
	Southwest


13.0 EXAMPLE:
Organization Maintenance Data Collection Form

	PD Organization Maintenance Data Collection Form

	Submitted By:
	 
	Submitted Date:
	 

	Form ID:  _____
	 
	Please check one of the categories below

	
	NEW ENTRY_____
	UPDATE_____

	Organization Name: 
	 Designated cabinet abbreviation (from section 11) and chosen agency name abbreviation

	Short Code
	 Two-digit number or letters

	Address Line 1
	 Organization’s physical address
	Contact Name
	 First name first

	Address Line 2
	
	PD User Name
	 Last name first

	City
	 City in which the organization is located
	Title
	 Title of the person listed in the contact name field

	State
	 
	Room No.
	 Contact’s room number

	ZIP Code
	 ZIP in which the organization is located
	Phone Number
	 Contact’s phone number

	Country 
	 If not USA
	Fax Number
	 Contact’s fax number

	Mailing Address
	 If different from street address
	Email Address
	 Contact’s email address

	City & ZIP
	 For the mailing address
	Primary (Y, N)
	 

	Phone Number 
	 Organization’s primary phone number
	
	

	Fax Number
	 Organization’s fax number
	Cabinet Name
	 Full name of the cabinet

	Address Types
	 Note which type(s) for this contact person from list
	Agency Name
	 Full name of the agency

	 
	 
	 
	 

	Complete the additional sections to designate other address types as needed
	

	Organization Name:
	 Same as above

	Short Code
	 Two-digit number or letters

	Address Line 1
	 Organization’s physical address
	Contact Name
	 May be a name or generic title if not the primary contact

	Address Line 2
	
	PD User Name
	 Last name first – May differ from contact name

	City
	 City in which the organization is located
	Title
	 Contact’s title, if a contact name is provided

	State
	 
	Room No.
	 Contact’s room number

	Zip Code
	 ZIP in which the organization is located
	Phone Number
	 Contact’s phone number

	Country 
	 If not USA
	Fax Number
	 Contact’s fax number

	Mailing Address
	 If different from street address
	Email Address
	 Contact’s email address

	City & ZIP
	 For the mailing address
	Primary (Y, N)
	 

	Phone Number 
	 Organization’s phone number
	
	

	Fax Number
	 Organization’s fax number
	Cabinet Name
	 Full name of the cabinet

	Address Types
	 Note which type(s) for this contact person
	Agency Name
	 Full name of the agency


