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CHAPTER I

THE FUNCTIONS OF A CENTRAL PURCH:SE AND PRINTING SYSTEM IN

MODERN ST.TE GOVERNMENT

A. Purchasing

Private industry found it necessary more than three
decades ago to centralize its purchases under gn efficient
director in order to secure raw materials at the most
favorable prices and to insure high standards of quality.

While the average department head or chief clerk in an office
feels that he knows what is wanted, he is unable, because of
the lack of time and training, to watch the market carefully
and plan ahead in order to avoid delays and high prices.

Modern business men, guided by the profit motive, are not
likely to create and maintain auseless office merely for the
szke of‘carrying out a pet theory or placing on the payroll
relatives and friends. They realize that there is a basic need
for centralized purchasing and have set up the necessary
organization for its efficient functioning.

Centralized purchasing in government has had a more
difficult road to travel and while considergble progress has
been mude, there remains much to be done. Formidable
opposition has been developed. First among these opponents
are the administrative officials themselves who are likely
to be cold toward centralized purchasing until they have worked

under such a gystem, efficiently managed, and have actually
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seen its advantages. The business interests of the state, both
large and small, usually wield their influence against centra-
lized purchusing. A majority of the vendors realize that their
chances of getting some of the govermment business are greatly
enhanced if the buying is decentralized% These people have

much political influeunce in their communities and seek to Dblock

legislation setting up centralized purchasing.

Advantages of Centralized Purchasing

The advantages of centralized purchasing may be summurized
as follows:

l. Tower Unit Costs and Better Delivery oService

If centralized purchasing leads to bulk orders through the
consolidation of the requirements of muny using agencies lower
unit prices ought to follow? Under a decentralized system a
larger number of small orders are placed und retzail vrices are
vaid. In addition to substantial savings from lower unit costs,
a govermment can gemerally secure a higher quality of delivery
service from the vendors when it buys in bulk.

2. Reduction(ln Overhezd Cost Through Reduction In Personnel

Under a decentralized system each operating department has a
person or persons who purchase its own supplies, materials and

3
equipment. In the smaller units one employee is usually

l. Porter, X. H., State Administration, 173.

2. Forbes, Russel, Centralized Purchasing, A Sentry At The Tax
Exit Gate, 7.

3. PForbes, Russel, Governmental Purchasing, 10.
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detailed to handle the buying as a part-time assignment. Such

& person naturally looks upon purchasing as a distraction from
his real work. Since many of these officials are buying certain
identical items, the overlapping and duplication of work is
obvious.

3+ Reduction In The Volume of“Paper Work"

A great deal of "paper work™ is involved in purchasing--the
preparation of the requisition, the receiving of bids, the
issuing of purchase orders, the payment of invoices, etc. The
cost of this Fﬁaper work" sometimes exceeds the face value of
a small order. An efficient central purchasing system should
lead to a marked reduction in "paper work" and bring about the
attendant savings.

4. BStandardization And The Adoption of Standard Specifications

By standardization we mean the reduction of the kinds of
commodities used by a government to the smallest number consist-
ent with the needs of the using agencies. Among the commodities
capable of standardization are found coal,automobile tires and
tubes, lubricating oil, gasoline, stationery and other office
supplies, textiles, office equipment, and cleaning supplies.5
The needs of the various using agencies can be consolidated into
large orders. The purchasing office can then go ihto the market

as a large buyer and reduce unit costs both by quantity orders

4. Ibid.
5. Forbes, Russel, Centralized Purchasing, A Sentry At The
Tax BExit Gate, 21.
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and increased competition.
5. Centralized Supervision Over Material Following Delivery
(a) Inspection of Deliveries

Under a decentralized system each individual departument

6
and institution usually inspects the deliveries. As a result,

deliveries are usually checked in a rather unscientific manner
and the way left open for substitution of quality apdishort-
weighting. An adequéte inspection of deliveries can be more
economically administered under a system of centralized purchasing
operated by officizls thoroughly interested in getting a hundred
cents of value for each dollar of public funds expended.

(b) Storage and Distribution of 3tock

The advisability of the establishment of 2 central storage
system is dependent upon a number of economic. factors chief of
which are: (1) the contiguois location of the using agencies;
(2) the location of the storehouse within easy access of good
transportation facilities; (3) if the government is not near a
good market where deliveries can be made directly from the vendor
at a moment's notice. § If these conditions exist, then a system
of central storage would in all probability be a measure of
economy.

(¢) Interdepartmental Transfers And Sale of Surplus 3tock

The purchasing officizgl should have authority to trauns-

fer material from a department or institution no longer needing

it to another which does need it, or to disvose of it by publie

6. Ilbid., 27.
7. Ibid., 29.
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or private sale when the materizl is no longer of use to any
8
branch of the government.

6. Closer Accounting Control Over Expenditures

A more adequate control over expenditures can be exercised
by finance officers if they are assisted by centralized purchase
control. It is common practice for govermnmental agencies to
end the fiscal year with a deficit of unpaid bills. They also
have been known to issue last minute orders for excess guuntities
of certain commodities in order to consume funds which would
otherwise lzpse to the general fund as an unexpended balance.
Approval of the Compiroller should be secured before any order
is issued to insure enough unexpended and unencumbered funds to

9
meet the obligation when the claim is presented.

7. BSaving of Discounts Through Prompt Payment of Invoices

Under & decentrazlized system of purchasing the saving on
the prompt payment of invoices may amount to very little.
However, when close fiscal control is established immediate pay-
ment is made upon all claims subject to discount and total

10
savings effected are considerable.

8. Ifmployment of A Full-time Purchasing 3taff

(2) Improved Buying Technique

VWhen purchasing is on a decentralized basis biying is
usually a part-time function of some official who generally

lacks both the time znd the inclination to study market trends

8. Ibid., 30.
g- m" 520
10. Ibid., 34.
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or improved purchasing techmique. Under a centralized system full
time buyers are emplcyed usually on the basis of merit and
qualifigdtion for the position. Such personnel =re better able
to acquire a thorough knowledge of supply sources, the needs of
the using agencies, the murket trends, the performszunce records
of the commodities, and all the other types of information so
necessary for expert buying.ll
(b) Tends To Eliminate Favoritism
When purchases are centralizéd the orders become larger,
eompetition is broadened, and all things being equal unit costs
are lowered. Increasing the size of the orders and contracts
increases the attention which they receive from the vendors and
the general public. As a result the purchasing office works
under constant scrutiny. Favoritism and illegal practices are
made much more difficult if not iwpossible.
9. OSimplification of The Vendor's Problem
(a) Solicitation of Business From One Purchasing Office
The sales cost to the vendor is reduced by cutting down
the numbeg of calld to be made by the sales representatives.lz
zb) Reduction In The Number of Crders and Deliveries
Centrualized purchasing decreases the vendor's sales
expense:through a reduction in the number of orders and deliv-
eries necessary.

(c¢) Reduction In Account-keeping With The Govermment

A separate invoice is usually issued against the

11. Ibid., 35.
12. JForbes, Russel, Goverunmental Purchusing, 10.
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government for each delivery mude. 1f the number of deliveries is
reduced through centralized purchasing, the vendor is benefited
and should be uble to offer lower unit costs for the govern-
ment's material requirements.

Disadvantages of Centralized Purchasing

The disadvantages of centralized purchusing may be summs-
rized as follows:

(1) The purchsse of quality unsuited to the requirements
of the using agencies.

If centralized purchasing is improperly administered conm-
modities unsuited to the ngeds of the using agency may be pur-
chased. ‘YWhere funds for the support of the purchasing agency are
limited there is a tendency to byy goods without having the
proper tests made to determine the quality. Standardization of
commodities for general use can in lérge measure insure the
purchase of the proper quality.l3b

(2) Deluy In Securing Deliveries

The operating departments often raise the complaint that
there sre undue delays in securing goods through the central
office. 1In some cases this is czused by the inability of the
small staff to carry & very heavy ourden and at the same time
maintain adequate clearance. Here uagain no fault can de found
with centralized purchasing itself for blame must fall upon the

inadequacy of the personnel. Under proper conditions w central

13. Ibid.
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agency should be able to clear orders more quickly thun a host
of small individual buyers.

(3) Securing larger Stocks Than Necessury Through

"Barguin' Purchuases

In some cuses purchasing officials have yielded to the
temptation to buy "bargains" which have failed to meet the needs
of the dsing departments. On bther occasions larger stocks have
been secured than necessary. This criticism, however, is one of
administration and should not constitute an indictment of the
system itself.l4

Personnel of the Purchusing Office

The success or failure of centralized purchasing will
depend in large measure upon the type of personnel to which
it is intrusted. If the purchasing agent and his associates
sre men of integrity aunxious to do the best possible job little
trouble will be encountered. On the other hand if the personnel
is not of the proper type, good organizu.tion and enthusiustic

co-operation from the chief executive will not be gufficient
15

to insure the saccess of such « systenm.

The Purchasing Agent

The most importaznt man in a purchasing organization is
the purchasing agent himself. He should be a man of exceptional
ability fully able to cope with the manifold problems of unis
position. He should possess judgeunent, tact, iniative, fore=-
sight, and common sense. It is highly desirable to have as a
purchasing agent a man who hus had exverience in business w8 a

buyer. Thus he will be better able to follow warket trends and
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will possess the experience necessary to deal with manufzcturers
16

and business men.

The Purchasing Staff

The selection of the proper type of subordinate staff is
also of paramount importance to the éfficient functioning of
centralized purchasing. The assistant purchasing agent should
be well qualified by training and experience for his important
tasks. He should generally possess the same qualifications
which we have discussed in connection with the purchasing agent.
The buyer like his superiors should possess tact in dealing
successfully with sales representatives and the staffs of the
departments which the purchasing office serves. He should have
& thowmough knowledge of the sources of supply and the qualities
of the goods he buys. Other employees such as clerks, stenog-
raphers, typists, telephone operators and messengers perform
rather routine duties which require little prior training or
experience. They can best be selected under a merit systen
by written examinations and personal interviews.17 Bvery
effort should be mzde to obtain security of truure thereby
encouraging efficiency and discouruging political activity.

Summary of Purchasing Procedure

Space limitutions permit only & brief discussion of the

fundamental procedures of centrulized ourchasing.

A Governmental Purchasing Cffice, 10.
16. Ibid., II.

17. Ibid., 18.
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Requisgitioning Materiasl

The purchasing process is set in motion by the receipt of

a requisition from the using agency stating to the purchasing
department what is wamted. This information is ususlly sup-
plied on a requisition form prepared and signed by the respon-
sible head of the requisitioning agency. Such a request may
cover items for immedizte or current use or it may be an

18
estimate of commodities needed for a given future period.

Standardization

Standardization of purchases is essential to efficient
purchasing. Iach operating departwent cannot be allowed to
receive its own choice of commodity regurdless of what is used
by other depsriments. OState governments buy in large guantities
a number of items which are coumon to tne gneeds of most of their
branches. Yor these articles purchzses should be reduced 10 &
minimum number of brands, sizes ond varieties consistent with
~efficient operation. S3pecifications which are drawn up should
be elastic enough to stimulste broad competition and to avoid
the excessive cogt of special manufacture.

Purchase Negotiation

in efficient purchasing agent must exert every effort to
secure the maximun comnetition on large orders and contracts.
This may be accomplished by a variety of methods. Purchasing
statutes quite often provide that expenditures for supplies,

waterials and equipment over « stated amount, usually 500 or

18. Ibid., 32.

0o
RN
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$1,000, must be advertiéed for given periods in a newspaper

or newspupers prior to the receipt znd opening of bids and the
award of the order or contract. In some states a public bulletin
board is kept in the purchasing office for publicising prospec-
tive purchases. Bids on small unimportant orders are quite often
sécured by telephone so that the order can be placed without
delay and with a minimum of expense. The most common and per-
haps the most satisfactory method is the use of a "request for
bids" form. A mgiling list is maintained of all interested
parties qualified to bid on various commodities. The bidders
send in their bids which are usually opened at a certain time
and the contract is awarded to the successful bidder. The lowest
bidder or the lowest respousible bidde{gmay get the contract

depending upon the wording of the law.

The Order or Contract

The smaller purchzses in most states are made by the use
of a purchase order signed by the purchasing officizl authoriz-
ing the vendor to deliver thé commodities at the price stated
therein and obligating the government to pay upon satisfactory
delivery. TFor large purchuses a formal contract is gquite often
drawn up, signed by the chief executive, the attorney general,
and the chief finance officer.

Emergency Purchases

\

Emergency purchases should be kept to a minimum if the

19. 1bid., 36.
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purchasing department is to function effectively. Situations
quite often arise when it is necessary to purchase direct in
order to avoid delay. However, strict care should be exercised

to prevent operating departuents from taking advantage of the
20
provisions of the law.

Inspecting znd Testing Deliveries

Adequate inspectionaind testing of commodities purchased
ia of the utmost importance if the state is to enforce the
specifications which it has set up. Adegquate inspection quite
often involves the use of physical and chemical tests. 3Some
states utilize the services of state-owned laboratories while
others arglaccustomed to employ commercial laboratories for such

services.

Central Storasge and 3tock Control

At the state level it is often quite desircable to maine-
tain a central storeroom at the seat of government. 3tationery,
office supplies, a limited supply of repair parts and main-
tenance materials, and automobile supplies may be kept in such
a storerooch. Iost other articles can be bought in large quan-
tities although delivery is made by the vendor id%mall lots
as needed. 1In this way the vendor serves =s storekeeper
fupmnishing goods as mneeded.

Approval of Invoices

In the majority of states, invoices are submitted to the

purchasing office following delivery. There they are checked

20. Ibid., 39.
21. Ibla-g 40.
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against the office copy of the purchuse order to determine the
accuracy of the unit price snd with the delivery and inspection
reports. The invoice is then sent to the finance department
where the extensions are checked and the warrants issued.

Under a pre-audit and encumbrance system the gove;gment can

pay its bills promptly and secure cash discounts.

Disposal of Scraps and Surplus Equipment.

The purchasing office is the logical agency to execute
the disposal of scrap materials md surplus equipment. Its
buyers are in intimate contact with market conditions mnd are
also familiar with the needs of the using agencies. Thousauds

of dollars can be saved through the disposal of surplus
equipment and the sale of scrap materials such as iron, rags,
and p.s;per.g3
B. Printing

The procurement of the printing needs of a state is
primarily a goveinmental puréhasing funection. Although the
techniques employed differ somewhat from those of general
purchasing much of the preceding discussion is applicable
to the efficient execution of public printing.

The printing expert is not able to formalize the pro-
cedures he employs to the same dezree as the general purchas-
ing ~gent. He must be prepared to draw up specifications for

each individual job and secure the submission of copy. As a

result he is not able to secure & year oOr g three months

22. The Institute For Truining In Municipal Administration,
Municipal Finance, 431.

23. 1bid., 436.
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supply in advance as is done in other types of purchasing.

The printing needs of a state may be grouped as follows:

1. Legislative printing.

2. Departmental reports.

3. Informational and educétional reports.

4. Forms, stationery, etec.

"The method of procuring printing on the basis of the
individual job is to be preferred to a system of printing

24

classes with longtime contracts.” In some states printing
is broken down into a large number of classes so that the
work is performed on a virtual job basis. This enables the

printing executive to prepare specifications in such a way
as to permit as many firms as possible to bid om the contracts?5
"There are five steps generally folloggd in the printing
process after contracts have been secured.
1. The preparation of printing requisitions byvthe using
agencies giving a description of the type of printing desired,

style of binding, quality of puper, ete. It is usually accon-

panied by a sample or by manuscript if a public document.

2. JStandardization. Thousands of dollars can be saved
by standardization ofstationery, printed forms and similar
material. Three elements necessary in standardization of
stationery znd printed forms are: (a) the make up, (b) the

size, and (¢) the kind of paper used.

24. Sparlin, BE. E., "The Administration of Public Printing
In The United sStates," University of Hissouri Studies,
October 1937, 105. -

25. Ibid.

26. Governor's Office, Commonwealth of Virginia, Report of
A Survey of The Division of Purchage and Printing, 5.
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3. Preparation of printing orders. This necessitates
instructions as to type and size of paper, type and size of
print, number of copiées needed and other pertinent data. ‘“Jhere
annual contracts are secured it is often customary to nrepare
an analysis sheet for each order estimating the quantity and
grade of paper needed, the amount of composition, presswork,
ruling, binding, etc., and the cost of these various items...27

4. Proof-réading. Most proof-reading is performed by
the printer although it is a general practice for proof to be
gsent to the printing agency for checking and in the case of
particularly cowmplicated reports and new forms proof is
returned to the requesting agency for approval.

5. The completed job upon delivery must be inspected to
see that the paper is offi the proper grade, the type meets the

28
gspecifications, and the binding is satisfactory."




CHAPTER I1I
THE DEVELOFMENT OF CENTRALIZED PURCHASING
IN VIRGINIA

Little had been done in Virginia prior to 1920 to centralize
the purchases of the various state agencies and institutions.
The Commission On Economy and Efficiency, in its report to the
General Assembly in January 1918, stated that "Without having
had the means or the facilities to make a thorough study of
the system under which state supplies are now purchased, the
Commission has, nevertheless, gone into the matter sufficiently
to have no hesitancy in recommending to the General Assembly
that legislation be enacted at this session introducing a
collective purchasing system, which will, at least, place the
purchasing power of similar institutions under a more centra-
lized control."29 However, no action was taken by the Assembly
until 1920, when an attempt was made to establish a State pur-
chasing system.

A State Purchasing Commission was created in 1820, con-
sisting of three ex-~officilo members, the Governor, the Auditor
of Public Accounts and the State Treasurer, each of whom had
many duties and responsibilities in connection with their own

offices.®0 The law provided that the Commissioner of State

29. Report of The Commission On Economy and Efficiency to
The General Assembly, 41.
30. Organization and Management of The State Sovernment of

Virginia, 18.
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Hospitals, a Constitutional officer, should act ex-officio
as purchasing agent and secretary of the Commission.SlIn
addition to failing to¢ place in the hands of the Commission
the power to appoint its own executive officer, the law laid
down a purchase procedure which compromised to a large extent
with the existing methods, bad as they were.®? The powers of
the Commission were declared to be advisory and cooperative
only, and not compulsory. State officers, boards, commissions
and institutions could decide for themselves whether they
wanted to purchase through the State Purchasing Agent or not.
However, it was declared to be the duty of the State Purchas-
ing Agent to render any assistance which might be required of
him in purchasing for. the various officers, boards, commissions,
and institutions.33

In 1924 the Commission on Simplification and Economy of
State and Local Government in its report to the General Assembly
stated that "Today there are approximately eight hundred in-
dependent purchasing agents within the Commonwealth, who are
buying for State agencies and county units without any standards,
cooperation or ascertainment of what other agencies in the State

are paying for similar articles. No industiry rurcnasing anytiing

like the volume bought by the State and local units of government

331. Bradford, J. H., State Financial Procedure In Virginia, 5,
32. Ibid.
33, Ibid., 7.
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could long survive the enormous:s waste brought about by the
plan now in vogue in Virginia."54

The Commission made the following recommendations:

1. "“That the State Purchasing Commission, heretofore
created, composed of the Governor,»Treasurer, and Auditor of
Public Accounts, be continued; that the State Furchasing
Commission appoint its executive officer, who shall act and
be known as State Purchasing Agent, but shall not be a member
of the Commission..."®

2. "That the State Purchasing Agent, with the approval
of the State Purchasing Commission, shall be empowered to
employ such assistants as may be necessary...“36

3. "That it be made compulsory for all State officers,
boards, commissions, and institutions to purchase through the
State Purchasing Agent, all articles, the whole or a part of
the cost of which 1s to be paid out of the State Treasury..."37

4. "That the State Purchasing Commission shall prescribe
and enforce rules and regulations under which estimates of the
needs of the using agencies shall be submitted, and requilsitions

made, and under which contracts for purchases may be made..."8

34, Revort of The Commission On Simplification And Economy of
State and Local Sovernment To The General Assembly of

Virginia, 27.
35, Ibid., 28.

36. 1Ibid.
37. Ibid.
8. Ibid.

|
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5. "That, so far as practicable, all articles, the purchase
of which through the State Purchasing Agent 1s made mandatory,
shall be standardized by the State Purchasing CommissioNee...
that an advisory standardization board be established, consist-
ing of the State Purcnasing Agent at its head and such represent-
atives (not exceeding nine) of the several institutions, offices
and commissions affected by the act as snhall be designhated by
the Governor."o?

- 6. "That the State Purchasing Commission shall have power
to permit tne using agencies to rurchase any article directly
and not through the State Purchasing Agent.“40

Although the General Assembly falled to adopt the recom=-
mendations of the Commission on Simplification and Zconomy of
State and Local Government, it did make minor changes in the
law and established an Advisory Standardization Board consist-
ing of tne Governor, Purchasing Agent, and nine members arpointed
by the Governor. It was tae duty of this body to consider and
advise as to the needs of the various State agencies.

The State Purchasing agent in his report for the biennium
ending December 31, 1925, declared tnat "In tne main, most of
the institutions are cooperating with tiae department fully.

Some of them, however, do not yet seem to realize thorougnly
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the advantage to be gained., This 1s a process of education,
and we do not feel at all discouraged at their response."4l
Standardization was accomplished for such commodities as food
suprlies, clothing, shoes, houschold supplies, including linen,
beds, and bedding."42 Vireinia dealers were given such prefer-
ence as was consistent with the best interests of the State.
The report went further to state that the estimated saving on
the entire volume of purchases amounted to approximately ten

per cent.

41. Report of The State Purchasing Agent For The Biennium
Ending December 31, 1825, Z.

42. Address of E. Lee Trinkle, CSovernor, Delivered 3efore
The General Assembly of Virginia Convened In Regular
Session Wednesday, January 13, 1926, 15,




CHAFTER III

THE EVOLUTION OF PUBLIC FRINTING

A, The Work of the “"Public Printers"

In 1628 William Nuthead, accompanied by his wife, Dinah,
settled at Jamestown and set up the first printing press 1in
Virginia. DNuthead and John Buckner, a merchant and landowner,
proceeded to print two sheets of the Acts of the Virginia Assem-
bly and several other papers without a license. as a result of
this violation they were placed under bond and forbidden by the
King to operate the press. Since there was no appeal from the
King's order Nuthead moved to the more liberal colony of Waryland,
to become its first printer. 4s time went on the regulations
were relaxed but it was not until 1730 taat another printer
braved the inhosvitality of the Virginia authorities.4%

In that year William Parks established at Williamsburg the

44 Parks, an Englishman, had

first permanent Virginia press.
been orerating in Maryland since 1726, and was executing the

Maryland public printing and publishing the Maryland Cazette.

His first public work was a printing of tne Acts of the
Virginia assembly passed at the sesslon of May, 1730. 4
monumental product of the Parks prress was A Collection of all

the Acts of Assembly Now in Force in the Colony of Virginia,

4%. lMcMurtrie, D. C., The First Printine In Virginia, 3.
44, Report of The Superintendent of Fublic Frinting, 19£5-
1928, 3.
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a volume of 628 pages published in 173%. William Parks acted
as Public Printer for the colony for about twenty years until
his death in 1750.

William Hunter, an assistant to Parks, bougat the equip-
ment of the Williamsburg office and took over the execution
of the public printing. For a number of years the printing
for the colony was handled by a somewhat complex system.45
After the establishment of tiue Commonwealth, the Public Printers
were usually styled "Printers for the Senate" and "Printers for
the House of Delegates."™ A list of the firms or individuals
who 2acted as public printers may be found at the end of this
raper.46 The reader will notice that prior to 1871 the work
for the Senate was usually given to one firm and that of the
House to another, the general work for the departments being
nandled by these and other firms.

B. FPublic Printing Under the Surerintendent of Fublic Irinting

In 1871 the general supervision of the State printing was
placed in the hands of the Surerintendent of Fublic Printing,
elected by the General aAssembly. The work of tne House and
Senate and a few of the departments was let out on contract.
It was not until tne session of 1912 that the printing law
was amended and the work of all departments placed under the

supervision of the Superintendent of Fublic Prlnting.47 The

46, 1bid., 5.
47, Ibid., 6
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work of this office has shown a steady increase from year to
vear as the State's business has broadened in score and assumed
a greater social significance.48 In addition to the execution
" of the State's printing the Superintendent of Public Prinving
purchased a considerable quantity of office supplies such as
stationery, pens, and pencils, ink, rubber bands, carbon paper,
and the like.%?

During the World War there was a steady rise in printing
costs chiefly due to the inflationary conditionAbrougnt about
by the war. While an advance was to be expected The Superin-
tendent was of the orinion that csrtain printers were profit-

50 In addition there were num=-

gering on tne State contracts.
erous delays in the execution of contracts due to labor trou-
bles and other difficulties. &s a result a movement developed
to establish a state-owned printing and binding plant and a
legislative committiee was appointed to consider the matter.
The Committee held several hearings at which advocates and
orponents stated their positions. UMr. Davis Bottoms, the

Surerintendent, expressed his orinion tnat the establishment

of such a rlant would not "effect any considerable saving in

48, Address of E. Lee Trinkle, Zovernor, Delivered Before
The General Assembly of Virginia Convened in Regular
Session, Wednesday, January 13, 1926, 143.

49, Report of The Suverintendent of Public Frinting, 1913, 4.

S50. Annual Report of The Superintendent of Public Frinting,
1919, 3.
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the cost of the work, but I do believe that & plant could be
operated at no greater cost... The greatest :dvaatages would
accure to the 8tate by having under its absolute control zll,
or at least a portion, of its printing zxnd bindiag, which _
would insure more efficient, expeditious wnd umiform work."51
Mr. L. H. Jenkins, one of the more able opponents of the
plan, appeared before the committee and presented what he con-
sidered to be the outstanding factors militating against the
establishment of a State-owned plant. These may be summirized
as follows: (1) No government plant of any kind is, or can be
operated a8 economically as a priVately owned and conducted
enterprise;52 (2) the 3tate-owned plant has only one customer,
the State, which has to pay all overhead charges; (3) az large
portion of the work of the 3tate wwust be done when the General
Assembly is in session and presents the problem as to what to
do with the »lantand force when the rush is wver; (4) the
existence of an idle plant would temnd to promote the printiag
of matter which is not absolutely essential to the perforuuance
of the State's business. The:author . is of -the:0pinion that
¥r. Jenkins failed to present sufficient proof to substantiate
hig first statement concerning the economical operution of a
govermment printing plant. Cther persons appeared before the

comnittee presenting uarguments both pro and con. The committee

failed to report favorably om the plan and no action was taken

by the Assembly.

51. 1bid., 4
52. argument of L. H. Jenkins In Opposition To The Istablish-
mehnt o A State Printing Plant For Vireginia, 5.




CHATTAER 1V

THE FORVATION OF THE DIVISION OF TURCTIASE AND FRINTING

A. The Recommendations of the New York Bureau of Municipal

Research And Citizens' Committee on Consolidation And

Simplification In State And Local Governments

The New York Bureau of Municipal Research at the request
of the Governor and his Committee on Consolidation and Simpli-
fication prepared and presented in January, 127, a survey
entitled "“Organization and Managemenit of the State Government
of Virginia.“55 With regard to purchasing and printing in the
Commonwealth, the Bureau recommended the following: "It is
proposed to establish a Bureau of Purchase and Printing to have
control of the buying of suprlies, printing, materials, and
equipment for the various State departments and institutions.
When this bureau had been establisned long enough to be overat-
ing effectively, it is recommended that purchasing for the
Department of Highways be transfered to 1t. For the rresent,
however, 1t 1s suggested that the highway purciasing continue
under tnat department. The Bureau of Purchase and Frinting
should have control of all stores in the departments and
institutions, and should require a complete inventory record
to be kept of these suprlies from which a monthly report 1is

made and filed with the Comptroller. It should have the power

53. Qrganization And Management Of The State Covernment of
Virecinia, 19,
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to transfer surplus supplies which may accumulate at the
institutions. All equipment for exchange or salvage should
be turned in to the bureau for disvosal. A central mailing
room should be established under this bureau through which all
mail from the departments and offices at the State Capitol mus}
pass. Only this central mailing room should handle postage,
and that should be done larcely through a meter. Tne bureau
should also establisih, in connection with tine mailing room, a
central storeroom for the office supplies used by tine various
departments at the State Capitol. This 1é negczssary in order
to maintain proper control over those supplies, a thing that
is almost totally lacking at the present time . ™04

The report further recommended that the office of the
Superintendent of Public Printing, the State Purchasing Com-
mission, and the State Furchasine Agent be apolisned.""?
The Advisory Standardizapion Board was to be continued in
connection with the Bureau of Purchase and Printing. Atten-
tion was called to the large volume of useless information
printed in the annual reports of the various State agencies.
It was recommended that "no annual reports be printed until
they are thoroughly edited and reduced to readable and concise

form by an'@ editor in the Bureau of the Budget."56 The

54. Ibid., 20.
55. 1Ibid., 2l.
56. 1bid., 25.



THE FCRMATION OF THE DIVISION
OF FURCHACE AND PRINTING Face 2%

purchasing procedures in practice at that time were declared
to be inadequate and recommendations were made for improvements.
A complete inventory of office equipment should be made and a
system set up to adequately control its use. Consideration
was given to the establishment of a central garage, where cars
belonging to departiments located at the seal of government
could be stored and the necessary repairs made.

A Citizens Committee on Consolidation and Simplification
in State and Local CGovernments recommended to the CGovernor in
1927 the creation of a depariment of Finance.2’ The Department
would consist of four divisions: The Division of Accounts and
Control, the Division of the Treasury, the Divisilon of Purchase
and Printing, and the Division of Motor Vehicle Licensing. The
Division of Purchase and Printing would be aneaded by a director
appointed by the Governor and confirmed by the Ceneral assembly.
This director would exerclse such powers and reriorm sucin duties
as have nheretofore been conferred by law on the 3tate Purchasing
‘Commission, the State Purchasing Agent and tie Surerintendent of
Fublic Frinting. It was recommended that the director be given
the power to transfer surplus equirment from one department to
anotner and to establish a central mailineg room. Other recom=-
mendations closely paralleled those made by the New York Burcau

of Municipal Research,

57. Report of Citizens Committee On Consolidation And
Simplification In State And L ocal GSovernments, 7.
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B. The Reorganization Act of 1928

The Ceneral Assembly at its meeting in January, 1827,
adopted in an act entitled “An Act to Reorganize the Adminis-
tration of the State Government," a number of the recommenda-
tions of the New York Bureau of Wuniciral Research.

"In the Department of Finance, hereby established, there
shall be the following divisions: Division of Accounts and
Control, Division of the Treasury, Division of Purchase and
Frinting and Division of Motor Vehicles. For each of such
divisions, except the Division to the Treasury, a director
snall be appointed by the Governor, subject to confirmation
by tae General Assembly...."58

"The Director of the Division of Purcaase z2nd Frinting
shall exercise such rowers and perform such duties az have
been heretofore conferred or imrosed by law upon the State
Furchasing Commission, the State Furchasing agent, and thne
Superintendent of Public Printire, which commicsion, agent,
and superintendent are nereby severally abolished. Before
entering upon the discharce of his dutles, such director
shall take an oath that ne will faitinifully and honestly
execute the duties of nis office....Such director shall receive
such annual comrensation for hls sevices as may De appropri-

ated by law for the purrose. The officer or individual in

58. A4n 4c To Reorganize The administration Cf The State

———— rnr— w——

Government, 7.
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charge of the public printing shall be a practical rrinter and
acquainted with the detailz of the printing business. Said
director shall be authorized to sell or distribute or to sell
and distribute such documents as may be issued and paid for out
of the general appropriztion for printing, binding, et cetera,
for the State.‘.."59
"Such Director shall also have power tc iransfer surplus

suprlies or equipment from one State institution or agency to
another, and to sell surplus equirment which may accumulate in
the possession of any State institution or agency and to pay the
proceeds derived therefrom into the State treasury,; provided,
however, that no such surplus suprlies or equicrment shall be trans-
ferred or sold with out the consent of the head of the institu-
tion or agency having them in possession, or unless ordered by
the Governor."80

"There shall be established, maintained and operated in the
Division of Purchase and Printing, by the Director taereof, a
central mailing room, through which shall pass all State mail
going out from the office of every State derartment, division,
office board or commission located within the limits of the
Capitol Squ=re at the seat of covernment...It shall be unlawful
for any State derartmert, division, officer, board, or com-
mission whose office 1s located witaln the lirits of tne

Capitol Square to expend any State funds for rostarce for any.
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mail which 1is required by law to pass through the central
mailing room...."61

The reorganization act also provides that the Director of
the Division of the Budeet shall be required to edit thoroughly
every report or publication proposed by any State agency to be
printed out of public funds with the exception of certain judi-
cial ovrinions, orders, etc., or assessments ordered printed by
State taxing agencies.

C. ZEarly Years of The Division of Purchase and Printing

The merging of the activities of the Superintendent of
Public Printing, the Purchasing Commission, and the State
Furchasing Agent resulted in increased efficlency of operation
and greater economles to the using agencies. Tiae volume of
purchases for the biennium ending March 1, 1929, was $4,600,000
as compared to a total volume of $3,130,000 for the blennium
ending March, 1527.6%2 Progress in standardization enabled the
using agencles to present their wants more clearly and specifi-
cally and in turn tended to promote the handling of requisitions
with greater speed and accuracy. Contracts were made with the
larger producers tiaereby securins Jiscounts and rrices walch
had never before been submitted to the State. Blanket contracts

-were made on many items such as electric bulbs, lubrication

6l. Ibid., l2.

62. Communication From The Governor Transmiting A Brief
Summary of Tae Work Of The Several Departments Of Tne
State Government, 24.
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and floor oils, disinfectants, blackboards, cement, fire
apparztus, etc. The Director of the Division estimated that
in 1930 the savings to the 3tate on the gross amount of pur-
chases was from eight to ten per cent. %3

After the reorganization act went into effect the volune
of printing increased considerably. In 1926 the expenditure
for printing amounted to 3164,726.41¢ In 1529 the sum had
increased to $193,729.57?4due principally to an expansion in
the services rendered by the various departuments and agencies
of the Commonwexzlth. It is estimated that the savings effected
through the centralization of printing cmounted to from ten to

twenty per cent. osection two of the reorganization act

provides that the Director of The Division of the Budget shall
edit thoroughly every report or publication proposed by any

3tate agency to be printed out of public funds with the exception
of certain judicial opinions, orders, etc. As a result of
suggestions made by the Director of the Division of the Budget

to Btate departments, the volume of annugl reports was reduced
for the year ending June 30, 1929, approximately nine hundred

65 ) .
fifty pages or more thzn forty per eent. This reductionwas

effected by eliminating superfluous matter and by a

more councise wrrangement of the essentizl parts

63. Ibid., 28.

64. lbid.

65. Communication From The Governor Transmiting A Brief
Sumnary of The Work of The Severwl Departments of
The State Government, 3.
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of the reports. In one iust.nce for eraumple, a re.rronseuent
of materiul reduced : revnort from soout five hundred v-ges to
trnree nundred without the omission of ny inform.ticn origin.lly

contained in the renurt.
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FURCHASING AND PRINTING LAWS IN EFFECT DZCEMBER, 1940

"The Division of Purchase and Printing, in the Department
of Finance, is hereby continucd under the supervision and con-
trol of a director appointed by the Governor, subject to con-
firmation by the General Assembly if in session when such
appointment is made, and if not session, then at its next
succeeding session. The director shall haold his office at
the rleasure of the Governor for a term coincident with that
of each Governor makin: the appointment or until his successor
shall be appointed and qualified. Vacancies shall be filled
in the same manner as original appointments are made. Before
entering upon the discharcge of his duties, such director shall
take an oath that he will faithfully and nonestly execute the
duties of his office during his continuance tierein, and ne
shall give bond in such penalty as may be fixed by the Governor,
conditional uron the faithful discharge of his Juties, the
premium on which bond shall be raid out of the State treasury.
Such director shall receive such z2nnual compensation for nis
services as may be aprrorriated by law for the purtose."66

"The Director of‘the Division of Turchase and Frinting

may employ such assistants and other persons as may be

66. Michie, A. H. and Sublett, C. W., 1938 Supplement To The
Virginia Code of 1936, Section 379, 5.
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necessary to enable him to discharce his Auties, and nay fix
their compensation, but the compensation shall not exceed taa
authorized in the biennial approrriatioh act or cther act of
Assembly.“67

No employee of the division shall have an intsrsst in tae
purchase of materials by the State. MAny violation of this
section shall be prunishable by confinement in the state peni-
tentizry for a term not exceeding five years, or by confinement
in jail not exceeding twelve months, or by a fine not exceedins
one thousand dollars, or by both such confinement in jail and
fine, "8
"The public printing and binding for the Commonwealth shall
be under the survervislon and control of the Director of the
Division of Furchase and Frinting, whose duties szall be as
prescribed by Loy,

Section 333 contains tne following provisions: (a) The
Director of the Division of Furchasine and Printirec shall have
all the printing, binding, ruling, lithographing, and encraving
required by any State egency, and autaorized by law, executed

upon competitive bids. The award shall be made to "the lomwest

responsible bidder, naving due regarc¢ to tne facilities and

experience poss€ssed by such a bidder."70

67. Ibid., Section 380, 6.

68. Michie's 1938 Surplement to the Virginia Code of 19I6,
Section 381, 6.

62. Ibid., Section 382, 6.

70. Ibid., Section 383, 6.
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(b) He shall cive notice of the time of bidding, provide
srecifications, receive and let bids according to law. "“He
may let out the work either upon annual contracts or for sepa-
rate ltems as the best interests of the Commonwealtn may require,
in all cases reserving the right to reject any and all bids."7L
He may at his discretion require the party undertaking the wark
to enter into a written contract and shall require bond of such
persons, always retaining the richt to make 3deductions for non-
performance.

(e) "Any bidder feeling himself aggrieved by any award made
by the Director may apreal to a board comrosed of the Attorney
Seneral, the Comptroller, and the Director of tne RBudget, which
shall hear and determine the matters in said arpecl, co.WnT2

The Director of the Division of Purchase and Frinting
shall purchase all paper }equired for the printing and binding
let out by him. The procedure for tae letting of pids and the
making of contracts shall be similar to that outlined in the
preceding section in relation to rublic printing and Dlnding."73

The Director shall furnish 21l state =2gencies and the
General assembly with all necessary printing, litnogravhing,
engraving, ruling and binding. "It shall be the duty of the

said departments, divisions, institutions, officers and

71. Ibid.

72. Ibid.

73. Michie's 1938 Supplement to the Virginia Cole of 1836,
Section 384, 6.

[N
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agencies to order all of their rrinting, binding, ruling,
lithograching, engraving, and advertising upon requisition
upon the Director of the Division of Purchasing and Printing,
stating clearly and distinctly the description of tne work,
the quantity, and the time delivery is desired."’?

The provisions of the preceeding paragraph snall "not
aprly to any printing, lithographing, engraving or ruling
embraced in any order of any State college, university or
other institution of higher learning when such printing,
lithoerarhing, engraving or ruling is for such institution
and in the orinion of the said Director of tne Division of
Purchase and Printing constitutes an emergency Jjustifying an
exception under the provisions of this section; but the total
amount so embraced in such exceptions for any one institution
shall not exceed one hundred dollars during any one year."75

"The Director of the Division of Purchase and Printing
snall cause to be printed in octave form two hundred and fifty
coplies of every bill, Joint resolution, or otner matter ordered
to be printed for the use of the Senate or House of Delegates,

and intended for temporary use."76

74, Ibid., Section 385, 7.

75. Acts of The General Assembly of Tae Commonwealth of
Virginia, 1940, Chapter 164, 27%2.

76. Michie's 1938 Suprlement to the Vireinia Code of 1236,
Section 386, 7.
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The Director shall furnish to such rersons, firms, or
Corrorations as may arrly and pay the vrescribed fees and
costs one cory of each bill printed for the Senate and the
House of Delegates, the calendar of each house, and all joint
resolutions, not exceeding one cony to any one verson, firm or
Corporation.77

The provisions of the preceding section do not apply to
persons wno, at irregular intervals, apply for one or more
cories of any special bill, nor to officers of the State
government, heads of state institutions, members of the
Seneral assembly, and representatives of tne press.“78

The Director shall cause to be printed in octavo form,
as soon as 2approved by tne Governor, five thousand five hun-
dred cories of the Acts and joint resolutions of the General
Assembly, and shall distribute t.em according to a scnedule
contained in this section.’®

The Director of the Division of Furchase and Frinting
shall superintend all printing done by the order of the Senate
or House of Delegates, and within ninety days after tne close
of each session of the General Assembly shall cause to be printed

and bound the journals for the Senzate and tne House of Delegates

in quantities sufficient to make tne distribution as prescribed

by law.ao

77. Ibid., Section 337, 7.

78. Ibid., Section 339, 7.

79. Ibid., Section 3%0, 7.

80. Michie's 1938 Supplement to the Virginia Code of 1936,
Section 392, 8.
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The neads of all state acencies should submit their annual
reports on or before the twentieth day of Octobder of each year,
but such reports, except those of the Comptroller and of such
other officers and agencies as may be designated by the Jovernor,
shall be printed and distributed biennially. Such annual reports
shall be condensed to concise and readable form by order of the
Director of the Division of Purchase and Frinting and submitted
for aprroval to the Director of the Division of the 3Budcet.
Upon aprroval these rerorts shall be printed and ready for dis-
tribution on the first Wedn:=sday in January next succeedinhg the
bi-ennium for which such annual reports shall be made. The
annual report of the Comptroller and of other such agencies
as may be designated by the Governor shall be printed annually
angd shall be ready for distribution on the first Wednesday in
Januzry of the year followins that for which it shall be made.S1

The Director of the Division of Furchase and Printing in
making this contract for the printing of the annual reports
shall provide that the contractor snall print such additional
cories as may be desired by the institutions or officers making
the reports, at sucn price as may be 2greed detween tine Director
and contractor; the cost shall be paid by the devartment or

iastitution ordering said extira prlnting.82

8l. Acts of The General Assembly of Tie Commonwealtih of
Vircinia, 1240, Chapter 157, 249.
32, Ibid.
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"When notified by the reporter for the Suprreme Court of
arpeals tnat he has sufficlent cory to issue a volume of the
Virginia Reports, or a substantial part thereof, the Director
of the Division of Furchase and Printing shall advertise for
bids for doing the work of the entire volume in such install-
ments as he may r‘equir‘e....“33

The Director shall be charced with the custody, disrvosal
and sale of the rublished reports of the decisions of tne
Supreme Court of Appeals.84

The Director of the Division of the Budget shall requisi-
tion the number of and designate tne quality and manner of
binding of every publication of zny kind proposed by any state
agency, to be printed out of public funds. However, he shall
not edit or cnange 1in any resyect any such publlcation.85

Section 398 provides: (a) All accounts for public rrint-
ing shall be aprroved by the Director of the Division of Fur-
chase and Frinting and certified to the Comptroller to be paid
out of the general fund arprocrriated for the rublic printing.85

(b) "“Each.....agency shall ucon statements rendered by
the Director of the Division of Furchase and Printing, caudse

to be paid out of the funds aprropriated for the maintenance

83. Ibid., Section 395, 8.

84, 1Ibid., Section 386, ¢.

85. 1Ibid., Section 387, 9.

86. Michie's 1538 Supplement to the Vireinia Code of 1936,
Section 398, 9.
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of such.....agency into the treasury to the credit of the
rrinting fund covering the cost of the printing, binding, rul-
ine, lithoeraphing, engravine, advertising, wrapping, mailing,
freight, rostage, expressage, stationery and otner material
furnished sucb....agency,"g7 The cost of all work required oy
the General Assembly and that of the Virginia Reports, annual
reports and forms, for the payment of which no provision is
otherwise made, shall be paid out of funds arrrocriated to the
Division of Purchase and Printing.

(c) "But the foregoing subsection (b) is subject to the
following qualification that prior to July lst, nineteen nun=-
dred and forty, the printing, binding, ruling, lithographing,
engraving, advertising and stationery recuired by the Attorney
General, Auditor of Public Accounts,....., State Treasurer
shall be furnished and naid for out of funds approrriated to
the Division of Purchase and Frinting for public printing...."sa

If the printing is not done satisfactorily tine Director
of the Division of Purchase and Frinting shall emrloy some
other person to do the work and shall bring action upon the

bond of the defaulting contractor for any loss sustained. by the

State .29
87. 1Ibid.
88. Ibid.

89. 1Ibid.
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"The Director is autnorized to secll, or distrivute, or to
sell and distribute, the books, docuuments and mans not required
to be distridbuted or »recscrved, fixiag such orice ner cony as
way be reasonuble nud sufficleat to cover tne cost of »riating,
weiling =ad hundling.™ The conditions of such s.le =re set

; i ; 20
forth in tnis sectiou.

"Mhe Joint 3tanding Committee on Printiang, of the two
houses of the General Assemdly sh-1l h.ve -utnoirity to suner-
vise and give directions in .11 that rel-.tes to the »Hublic
printing =and binding....and aake o resort to the General Asseu-
. ) A i s w91
ply at each regular session....

"Ixcent as here-in after nrovided, every....s2€n0CYy«...
snall purch-se tarougn the Divigion of Furchiase .nd “riuntiag

all w:teri.l

Ui

, €aulpment nd sunnlies ol every descrintiorn,
tne whole or & part of the costs whereof is to e o.id osut of
the otete treasury....

"The Jirector of the Division of Purch sc .ud 2riating
shzll prescrive ~ud eaforce rules :=ad regul.tions uader waulcu
estim=tes of the needs of the using cgeuncles s 1)l be suwsitted

-

cnd regulsiticus made, fnd udader wolchh ccutr .cte o0 DUell Bes

Ay

- 7 ﬂ&)
wy be m:de.

"The scid Director sh-11, when the ._.0uut of & terl .ls,

equinicnt ~ad sunollies needed cvccess one taous od doll 3,

90. I'ichic's 1938 3un~leuent to thne firoini- Jode of 193G,
section 401, 10.

91, Ipid., 3cction 4.1s, 10.

92, Ibid., section 40lo, 10.
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and in all other cases may, advertise for bids on State
purchases....“93

"....the contract shall be let out to the lowest respons-
ible bidder, taking into consideration the gqualities of the
articles proposed to be supplied...."9%

"All bids may be rejected."9®

"..ssthe Director may, in his discretion, require of the
successful bidder a bond....."96

"So far as practicable, all materials, equipment and sup-
plies, the purchase of which through the Director of the Divi-
sion of Purchase and Frinting is made mandatory, shall be
standardized by the Director.s..."o7

. ...there shall be established an advisory standardiza-
tion board, consisting of the Director of the Division of
‘Purchase and Printing as its head and such representatives,
not exceeding nine, of the several departiments, divisions,
institutions, officeérs and agencies affected by tnis chavter
as shall be designated by tne Governor."98 ®The said board
shall consider and advise as to the needs of the various State

activities and how far they can be reasonably harmonized...."??

93. 1Ibid.
94, Ibid.
95. Ibid.
96. Ibid.

97. Ibid., Section 40le, 10.

8. Michie's 1938 Supplement to the Virginia Code of 13236,
Section 40lc, 10.

. Ibid.
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The Director of the Division of Purchase and Printing
shall have the rower to permit purchases to be made direct by
the using agency whenever it is apparent that.a lower price
with equal quality can be obtained. Preference shall be given,
so far as may be practicable, to materials, equipment and sup-
plies produced in Virginia or sold by Virginia rersons, firms
and corporations.lO0

Section 40le provides "(a) Unless otherwise ordered by the
Governor, the purchasing of materials, equipment and supplies
through the Director of the Division of Purchase ang Printing
is not mandatory in the following cases:

"(1) Telephone and telegraph service, and electric ligit
and power service....'

“(g2) Technical instruments and supplies, and technical
books and printed matter on tecanical subjects....

“(3) Ferishable articles such as fresh vegetables, fresh
fish, eggs, and milkK; eeees’

"(4) Emergency purchases, for immediate delivery to meet
exigencies arisine from unforeseen causes....provided the con-
sent of the Director of the Division of Furchase and Printing
is secured.

(5) Automobile license number plates.

(6) Materials, equipment and supplies needed by tne State

100. 1Ibid., Section 401ld, 1O.



PURCHASING AND FRINTING LAWS
IN EFFECT DECEMBER, 1S40 Page 44

Highway Commission.

"(7) Materials, equipment and supplies necded by the
Virginia Alcoholic Beverage Control Board.

(8) Any purchase by a state institution of materials,
equirment and supplies, not in excess of one nundred dollars..."

(b) The provisions of chapter 25 of tne Code of Virginia
relating to centralized purcnasing shall not apply to the pur-
chase of alcoholic beverages and real estate, Or to the making
of leases by the Virginia Alcoholic Beﬁerage Control Board.lOl

The officials of counties, cities z2nd towns are authorized,
at their discretion, to seek the aid and cooperation of the
Director of the Division of Purchase and Printing in tne pur-
chasing of needed material, equirment and supplies for local
public use. The Director shall encourage the seeking of such
a1d and cooperation.t0%

"The Comrtroller shall not issue any warrant upon any
voucher 1ssued by any using agency covering the purchase of
any material, equipment or suprlies, where such purcnase 1is
made 1in violation of the provisions of this c’aapter."m3

"Intentional violations of the centralized rurchasing
provisions of this chapter by any usinege =~gency, continued

after notice from the Governor to desist, shall constitute

101. Michie's 1¢38 Supplement 1o the Vircinia Code of 1936,
Section 40le, 1ll.

102, Ibid., Section 401f, 1l1.

103, Ibid., Section 401h, 11.
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malfeasance in office....."104

The Director shall transfer surplus supplies or equipment
from one State agency to another and sell surplus supplies or
equipment which may accumulate in the possession of any State
agency and pay the proceeds therefrom into the State Lreasqry.105

"Except as otherwise provided in section three hundred and
ninety-eicht, all money collected by the Director of the Divie
sion of Purchase and Frinting shall be paid promptly into the
State treasury to the credit of the general fund."iO6

"The Director of the Division of Purcnase angd Printing
shall maintain such system of accounting as shall be devised
and installed by the Auditor of Public Accounts."lO7

"Any department, division, institution, officer, agency
or otner person agegrieved by any action taken by the Director
of the Division of Purchase and Printing...relating to centra-
lized purchasing may appeal to the board provided for in sub-
section (¢) of section three hundred and eicht-taree of the
Code . "108

"The Director of the Division of Purchase and Frintiang shall
make an annual report as of June thirtieth to the Governor as

soon as practicable after the closs of business eacn fiscal year."lov

104. Ibigd.

105. Ibid., Section 401i, 11

106. Ibid., Section 40l1j, 1l.

107. Ibid., Section 401k, 1ll.

108, Michie's 1338 Supplement to the Vircinia Code of 1
Section 40in, 12. "

109. 1Ibid., Section 40lo, 12,

W

ow

o3}
~
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".....all departments, institutions and agcencies of this
State which are supported in whole or in part by the State
shall, and all counties and districts of such counties and
citles and towns in this State may, purchase from the State
Prison Board all articles required by such devartments, institu-
tions and agencies of the State, or by such counties, districts,
ciiies or towns, produced or manufactured by the State Prison
Board by convicts or misdemeanants....and no such article shall
be purchased by any such department, institution or agency of
the State from any other source....."10

All purchases shall be made through the Division of Purchase

and Printing upon requisition by the prorer authorlty...."lll

110. Ibid. ' )
111. Michie's Virginia Code of 1936, Section 2073g, 12,




CHAFPTZIR VI
INTERNAL ORGANIZATION OF THE DIVISION OF PURCHASE AAD PRINTING

The internal organization of the Division of Furchase and
Printing may be clearly visualized by the organization chart
included in this chapter. The Division is divided into two
sections, one handling printing and the purchnase of office
supplies and the other handling all other purchases,

A

4. The Purchasing Section

The Purchasing Section is charged with the purchasing of
coal, food, household survlies, plumbing znd electic fixtures,
dry goods, paints, automobiles and many otuer articles. The
Director serves as administrative head of the Division, attends
to the buying of coal, draws ur annual contracts, and determines
the amount of bonds demanded of vehdors, He exercises general
surervision over the work of the two sections. His stenographer
in addition to her secretarial dutles purchases such items as
automobiles, auto tires, batteries, etc. A purchase executive
1s in charge of and handles the purchasing of all foods and
household supplies. He is assisted by a senilor clerk and a
junior clerk who rrepsare requests-for-bids, mimeogranrh,
addressocraprh and mail them to elieible bidders. Waen the
bids are recived they t=abulate them and assist the 3assoclate
executive 1n letting contracts. In addition thney verform

ceneral secretarial duties.
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A senior purchase executive handles the purchases of
electrical and vlumbing suprlies, paints, buildine materials,
etc...A stenosravaer prerires his purchase orders, hancdles his
correspondence and opurchases all dry goods.

The filing for the entire section is by a junior clerk
who also enters all rurcaases on the purchase record cards by
items for each usine agency.

B. The Printing Section

The Printing Section 1s charced with the letting of all
contracts for State printing, encraving, litbograpn;ng and with
the purchases of stationery and office supplies.

The assistant In charce exercises cesneral supervisilon over
the work of this section. He zaudits the bills received from
printine contractors and rroofs all purchase orders before
they are sent to the verdors.,

All printine, binding, rulines, sncravines and lithosraphing
are under the supervisilon of a senlor printine executive assisted
by a Jjunior printing executive, a secrztary, a clerx and a book-
Keeper.

All printing of more than four pares 1s aandled psréonally
by the senior printing executive and most of this 1s performed
on annual contr=ct.

The junior printing executive hzndles all job printing and

types work orders for printing.
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a stenographer takes care of the correspondence of the
printing officers. 3he also keeps a record of all purciases
of office suprlies by using agencies, deposits all money
received for State reports, prepares montuly, quarterly and
annual reports of this section.

A clerk prepares a record folder of each printine job
and enters all bills uron receirt. 3She also serves as steno-
frarher to the assistant in charge.

Upon the completion of each job the bookkeeper bills each
using agency for the entire cost of each job. Sne also keeps
a record of all bills received from contractors and at the end
of the month prerares a summary of the amount owed each contracuor .

A buyer handles the purchase of all stationery and office
suprlies and lets contracts for engraving and litnograrhing
under the supervision of the senior printing executive. lany
ltems are purcaased on annual contracts. Bids are secured for
all otner items each time they are curchased.

A stenograpner assists her by typing requests-for-oids,
purchase orders and any correspondence necessary in nandling
these purchases. She also assists in the posting of bills for

printing to the work order folders.



CHAFPTEZR VII

PURCH&SZ AND FRINTING PRCCZDUIES

A., Purchase Section

1. The Buying of Food Supplies and Household articles

Household =rticles and food suprplies other than perish-
ables are rurchased for State institutions by the Division.
Most of the canned vecetablas and fruits are boucidt during
the summer months for fall and winter delivery while other
foods and household articles are cenerally secured every
guarter. The requestine institution fills out a requisition
containing such essential information as quality of roods,
quantity, and date desired. It 1s received at the office of
the purchase section, d=te stamped by the stenorracher-clzsrk,
and turned over to the buycr who exanines it to d=tsrmine tine
nature of the products desired. The buyer then discusses with
an assistant the specifications to be set up and other matters
pertaining to the draftine of requests for bids. The assistant
witn the aild of a stenographer draws up the reguests for vids,
cuts the stencils, and mimeorrarhs the necesszary coriss. an
adéressoegraph file is maintailned by items of all Tirms desiring
to receive reguests for bids. ZEnvelopes are addressed on tne
ad’ressograrh, and the regests wrailad.

Rids are received, opened in the vresence of the director
or an assistant, and tabulated uvon 2 racacvitulation shest Dby
comranies. Frequently an official of the institution, usually

the steward, comes to Richmond to assist tze buysr in purcaasinc
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the desired commoldities. The buyer and representatives of the
institutions examine carefully samples submitted and award tne

contracts to the lowest resronsible bidders taking into account

the quality of the goods and the needs of tae respective insititu-

tions. The vendors have the privilege of being rressnt at the
orening of 0oids and are free to examnine the blds submitted by
competitors.

Frices are quoted for delivery at tne institution with all
delivery charges prepaid. A&ll bids must be submitted according
to specifications, the State reserving the richt to increase or
decrease the quantity as the needs of the institutions dsmand.
Samples are submitted for all canned rcoods and other items at
no exrense to the Division. Such samples, excert those of the
successful bidders, must be removed by the nidders at thelr own
expense within ten dJays after the contracts nave been let. Con-
cerns may bid upon all or a rart of the business, thelr bid
becoming a contract when accepted. Firms wihlch are unable to
bid must return the prorosals wita an explanation so as not to
be drorred from the mailing list. No bond 1s required of the
successful bidder, the interest of tne State being fully pro-
tected undsr the laws governing contracts. However, tane tareat
of being dropred from the list of those elicible to bid 1s
usually sufficient to insure adequate performance.

After a contract nas been awarded a stenograrier-clerk

rrevares five copies of the rurchase order. Cories two 2ang
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four are sent to the Comptroller's Office where the account
of the requisitioning department is encumbered. Copy four 1is
signed and retuned to the Division of Furchase and Printing
as notification of availability of funds while cory two is
filed and later used as a check against the invoice. The
original is mailed to the vendor authorizing him to m2ke ship-
ment on or before the specified date. Cory three is forwarded
to the requesting agency where 1t 1s used as a check against
the invoice. Copy four is filed by the filing clerk and copy
five sent to the Division of the Budget where i1t is reviewed
and aprroved by a senior executive. Thne goods are received
by the using agency togetner with four cories of the invoice.
The invoice 1s checked against the purcnase order as to guan-
tity, price, etc. and then sent to the Comptroller's Cffice
wiere the warrant 1s vrepared.

2. Other Purchases

Purchases other than food surrlies and household articles
are made either individually or uron annuzl contract. Certain
standard articles of general use taroughout the State such as
coal, disinfectants, insecticides, motor oil, lubricants, and
automobile tires are vought upon annual contract. The director
or an assistant director confers with representatives of the
various State agencies before drawing up srecifications.
Requests for bD1ds are typed by the stenograraer-clerk, stencils

cut, coples mimeographed and mailed. 4 stenorrar.er-clerk or
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assistant buyer receives the bids, orens them under the
supervision of the director, and prepares a tabulation sheet.
The actual awarding of the contract is handled by the director.

Dry goods, plumbing supplies, building materials, heating
equipment, casoline, automobiles, and miscellaneous items are
purchased individually by the Division. Requisitions are
received from the using agencies, date stamped, and specifi-
cations drawn up by 2 buyer assisted by a secretary. A
stenographer prepares and mails letters requesting bids.

Bids are received, opened, and tabulated by a secretary and
contracts awarded by the buyer to the lowest responsible bidder.
Purchase orders are prepared and mailed by a stenographer-clerk,
the goods being delivered direct to the requesting agency. Per-
formance bonds may legally berequired of vendors, but in actual
practice are received from coal dealers only. The amounts of
the bonds are determined by the director with the advice of his
assistants. No standard bond form is used by the vurchase sec-
tion, the matter beinec left entirely to the vendors.

The Advisory Standardization Board was organized in 1924
“consisting of the Dirsctor of the Division of Furchase and
Printing as its head and such representatives, not exceeding
nine, of the several departments, divisions, institutions,

offices and acencies...as shall be designated by the Governor."l1%

112, Michie's 1938 Supplement to the Vircinia Code of 19836,
Section 40lc, 10.
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The Bouard failed to function effectively because of the lack
of interest of its members and diggppeared from the scene of
activity until 1940 when the Governor revived it znd made

new appointments. A Senior Executive of the Division of the
Budget, well-qualified by years of experience as z munici-

pal purchasing agent, was named executive secretary. At present
he is engaged in acquiring information as to the type and
quantity of purchases made by the various State departments and
agencies. TWhen this data is assembled the Board will be able
to standardize certain articles of general use and draw up
acceptable specifications.

The purchase laws of the Commonwealth provide that cities,
towns, and counties may buy muterial, equipment, and supplies
for loczl public use through the Division of Purchase and Print-
ing. It is further stated that the Director shall encourage
such ection in an effort to effect 2 saving of public funds.
The volume of goods purchsased has increased from year to year
amounting in 1938-39 to approximately $27,000. These purchases
include such items as adding machines, automobiles, clothing,
furniture, disinfectants, fire extinguishers, first aid Xits,
insecticides, oxygen, typewiiters, and automobile tires.
Although condiderable savings have been effected by purchasing
centrally through the Division, a great deal yet remains to
be done;

Se The Keeping of Purchase Records

The maintenance of an adequate system of records is of great

importance in the operation of u modern centralized purchasing
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acency. Requisitions are received from the reguesting acencies,
date stamped by a stenographer-clerk, and turned over to a buyer
who draws up specifications and prepares requests-for-bids. A
stenographer-clerk files the requisitions in a requisition file
by departments. The bids are received and opened by a buyer
assisted by a secretary and assistant buyer, tabulated on a
recapitulation sheet by companies, and contracts awarded to the
lowest responsible bidders. Thae quarterly bids for foodstuffs,
both those of the successful and unsuccessful bidders, are

filed alphabetically by companies. There are four classes of
commodities purchased on a quarterly basis: (1) flour and

meal; (2) other foodstuffs; (3) food and household supplies

for the State Convict Road Force; (4) drycoods. The recapitu-
lation sheets for each class are clipped together and filed

in a cabinet. Other commodities are purcaased individually

or upon annual contracts. The recapitulation sheets, tne bid

of the successful bidder, those of the unseccessful bidders,

and surplus corles of the request-for-bids sneetls are pinned
together and filed by departments.

Purchase orders are written by a stenographer-clerk and
dietributed as outlined above, one cory being retained in the
purchase order file. 4 purchase record card index is maintained
showine the purchases by individual items for each State agency.
On each card is tvred tne date, tae concern furnishing the goods,

the quantity and description of the c¢oods, the purchase order
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numbers and the price. On these cards are listed purchases
made as far back as 1925.

General correspondence, price lists, and anuual contracts
are filed in alphabetical order by a stenographer-clerk. No
standard form is used for annual contracts, the Division simply
accepting the form submitted by the vendor. A county record
file containing correspondence, requests-for-bids, tabulation
sheets, and other data is kept. The buyer maintains a cabinet
file of all catalogues submitted by the various concerns. XNo
attempt is made to record permanently the specifications used
in the purchase of supplies, equipment and materials. At pres-
ent the buyer secures information from various dealers, records
it on a memorandum pad and drawh up specifications. After the
contract has been filed, the memorandum is destroyed leaving
only the information recorded in the request-for-bids. No
effort is made to utilize specifications drawn up by the
Procurement Division of The Treasury or to udopt for stute
uge standards employed by the Army and Navy in their purchasing.
A secretary maintains an addressograph file by items of concerns
who wish to receive requests-for-bids. A concern unon request
mzy have its nume pluced upon the mailing list and receive
requests-for-bids. If s firm is unable to bid, it is required
to return the request with a word of explunation. If this is
not done the nume of the concern will be dropped from the mauil-
ing list.

The voluge of purchases clezred through the Division of

Purchase and Printing has shown a steady increase during recent
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lYear Total Furchases EZxclusive  Approximate Number Of
Of Yearly Contracts* Purchase Orders Issued
1936-1937 $2,485,376.20 7,000
1937-1238 2,904,072.83 8,000
1938-1939 2,806,159.18 12,000

B. Printing Section

1. Execution of State Printing

The laws of the Commonwealth provide that the Division of
Furchase and Printing shall have charge of all State printing,
ruling, binding, lithographing, and engraving. The work is
surervised by an assistant in charce of printing and executed
by the senior printing executive and the printing clerk. Annual
reports, catalogues, and other work of a recurring nature amount-
ing to four or more pages in length are let on annual contracts.
Smaller jobs are performed by the Industrial Department of the
State Fenitentiary. An exceptlion is made in the case of small
rush orders which are given to the contractor who has received
the annual contract for job printing. Once a year the assistant
in charge of printing and the senior printing executive make a

survey of all State printing, divide the printing into classes

# These figures do not include articles bought upon annual
contract such as motor oils, lubricants, insecticides,
oxyegen, and acetylene.
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according to estimated needs, and prepare reguests~for-bids.
The requests are printed by the Industrial Department of the
State Penitentiary and mailed by a stenographer to all print-
ing concerns desiring an opportunity to bid upon 3tate business.
A stenographer or the printing clerk receives and tabulates the
bids and the contracts are awarded to the lowest bidders by the
senior printing executive. The rrintines is broken down into
twenty-four classes, thus civing the Division wide latitude in
awarding contracts. "When the type of paver, the size of the
tyre and other technical details are not specified by the
requesting acency, they are determined by the senior printing
executive and the printing clerk, both of wnom are trained in
practical printing. These annual contracts do not specify the
guantity involved, but provide that all State printing shall

be performed under them. Any concern bidding upon a State job
must furnish a certified check for two hundred dollars and if
awarded the contract post a satisfactory bond upon a standard
form.

Requisitions for printing are received, and date stamped
by a stenocrapher and placed in the hands of tae senior print-
ing executive or the printing clerk. These officials decide
upon the type of paper, the size of tyve, the make ur ani other

matters provided they have not been specified by tn

()

2€eNCye
A work order 1s prepared showing the tyre and amount of stock

to be used, the concern furnishine tne stock and directions
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for printineg. The original, tne third cory, and the lower
rortion of the fifth copy are sent to the contracting rrinter
serving as an authorization to perform the work specified. The
upper vrortion of copies four and five is detached and sent to
the concern furnishing the paper stock. They are then forwarded
with the paper to the printer, signed, and returned. Number
four is then sent to the Division and number five retained in
the files of the paper company. After the job is completed
coples one and three are sent to the requesting agency, signed,
and returned. The printer files copy three and returns copy
one to tne Division where it 1s filed by a stenographer. The
second copy is filed with copy one in a work order folder
tocetner with the invoice, requisition, and sample.

Froof 1s received from the printer and checxed by the senior
printing executive or the printine clerk and thensnt to the
requesting agency for checking and aprrcval. The proof 1s tnen
returned to the printer, the work comrleted, and the finished
product delivered to the agency. The contractor sends an involce
to the Division where it is examined to determine the correct-
ness of the caarges and if errors are found 1t 1s returned to
the printer for correction. The cnecking of printing crarges
requires a technical knowledrse of printing terms upon wihich costs
are based. If only one concern is involved in tae transaction,
the using agency 1s billed Jirect, but in other cases tnhe Divi-

sion recelves the invoices and in turn bills the agency. This
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System is followed to prevent confusion in the bookkeeping of
the various agencies.

ingravaine and lithographing for State arencies are handled
on the individual job basis, competitive bids being secured in
each instance. Requisitions are received and date stamped by
the buyer and requests-for-bids drawn ur on a standard form
under the direction of the senior printine executive. Bids
are received and opened in the presence of the assistant in
charece of printing, and tabulated on a recaritulation sheet.
The contract is awarded to the lowest resronsible bidder.

A sreater portion of the paper regquired for State print-
ing and bindinge 1is vurchased upon annual contract by the senlor
printing executive with the assistance of the assistant 1in charce
of printing, the printing clerk, and the buyer. Requests-for=-
bids are drawn up, printed by tse Industrial Deparfment of the
State Penitentiary, and mailed to those conczrns desiring to
bid on State business. Bids are received, samples tested by
the senior printi.g exscutive, and the contract awarded. AT
present, the Division has annual contracts for twenty-taree
Jifferent trpes of raper. If during the life of the coniract
the cenerzl level of pavsr prices advances or declires, tne
contractor snall charece tne contract price rplus or minus an
amount squal to the chznre. From time to tine special types
of paper zre bousht in small gquantitl:s on competitive bid by

the buyer or printing clerk. Upon receipt of a work order,
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the paper is shipped direct from the paper house to the
contracting printer.

A stenographer places the printing requisition and the
work order in a work order folder and deposits them in a pend-
ine file. On the outside of the work order folder 1s written
the name of the supplier of paper, tne printer, the binder,
order number, date, cost and other essential information. A
memorandum of each job 1s kept by a stenographer in the "blue
book." This record is used in obtaining costs, date of comple-
tion, descrirtion, and other information pertaining to completed
Jobs. The work order folders are then placed eltiler in a regular
work file or a rush job file depending upon the urgency of the
request. When the invoices come in from the vendors, entries
are made by the stenographer on the outside of the work order
folders and a total secured. The invoices for paver, printing,
encraving, etc. are filed in the work order folders togethner
with tne requisitions, two cories of tne work order, and samples.
The work order folders are then turned over to the booxkeeper
for posting.

A bookkeerer orverating a bookkeeping machines enters all
invoices simultaneously in an accounts payable ledger and an
accounts payable journal. The completed work orders are
entered 1n an accounts receivable ledger and an accounts
receivable journal. If no errors nave been made, tae total

of the accounts reccivable journal should agree with thnat of
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the accounts payable journal. & cash receipts journal and a
general ledger are also maintained by the obookkeeper. 4t the
end of each month a trial balance is struck off, a balance
sheet prepared, and accounts receivable and accounts payable
schedules made up. 4 monthly credit memorandum is prepared
from the individual invoices submitted by the vendors, ciecked
with the accounts payable ledger, and mailed to the vendor.
It 1s ctiecked by the vendor and returned wiin a monthly invoice.
These two statements are examined by the assistant in charge of
printing and then sent to the Comptroller for payment. Once or
twice a month the using agencies are billed by tne Division for
printing work comrleted. The senior printing executive maintains
a Kardex file listing cost, size, make up, and other essestial
information concerning phamrlet work.

During recent years there has been a cradual increase 1in

tne volume of printing handled by the Division of Purchase and

Frinting.
Year Total Cost of Frinting Number of Frinting
Orders Issued
1936-1337 $298,432.19 =me==
1¢37-1938 365,834 ,07 6,183

1538-1939 30%,593.75 6,474
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The Printing Section is charced with the custody of
Comptroller forms, county forms, Acts of Assembly, House and
Senate Journals, Virginia Reports, and other publications.

The stores clerk receives requisitions for publications and
forms from State acencies and letters of request from the
general public and date stamps them. He then secures the
desired publications or forms from the storeroom located in
tae attic of the Capitol Building, wraps them prorerly, and
rlaces them in the mail. Invoices are sent to the various
departments and individuals angd funds are received in payment
of publications purchased. All funds are turned over to the
auditor who sends them periodically to the State Treasurer.

A perretual inventory is maintained of all forms and publica-
tions together wiﬁh a file of all cuts and Jies used in the
execution of State printing. The stores clcrk serves as
messenrer for the Frinting. Szction and performs other relzaved
duties. A stenographer assists him in the writing of letters,
the tyring of invoices, and the filing of requisitions.

2. Furchase of Office Supplies

Such office surplies as rubber bands, carbon caper, pacer
cement, paper clips, erasers, ink, mucilage, pencils, vens, and
typewriter ribbons are purchased upon annual contract by the
buyer. 3recifications are drawn upr by the buyer and the audilor,
requests for bids are typed, and stencils cut by a stenoerarier,

and mimeoecraphed forms run off by a clerk in tie purchase 3sctlon.
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These are malled to st=tionery firms desiring to bid upon
State business and bids are received and tabulated. Contracts
are awarded by the buyer with the assistance of the assistant
in charge of printing. Sne recelves requisitions from the
using scencies, date stamps them, 2and notes on the margin the
annual contract rrices. A stenocrapher prepares the rurcnase
orders and submits them to the assistant in charce of rrinting
for avrroval. Tne rerchandise is shipred direct to the using
arency 2lonc with the invoice. Tnhe Printing Section maintains
a record of total purchases by arencies but does not attempt
a breakdown by 1tems. Bids for items not on annual contract
are securzd by the buyer elther by telerhone or by mail.
Salzemen from the locz2l stz2tion:sry houses are interviewed
daily by th: buyer in an =ffort to Keer informsd on current
market conditions, These salesmen pilck up any rurcncse orders
issued to their firms thus eliminzting the trouble and exrense
of mailine. The requisitions for office supvlies are filed 1in
a folder along with the purchase order, bids, tabulzation
sheets, samples, and relsted correspondence.

The volume of office surrliss rurcuased by the Division

of Purchase and Printing has more than doubled within the three

N

e
e

r period, 1936-1939.
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Year

1226~1937
1937-1338

1938-1239

Total Cost of
Office Supplies

548,014 .22
75,701 .48

100,786.58

Number of Purchase
Orders Issued

- -



DIVISION OF FURCHASE AND PRINTING
Personnel Table

December 1, 1940

Name »f Division Number of Annual Yonthly Full-time
and Title of Position Emrloyees Salary Salary lonthly Payroll

MANAGEMENT SECTION

Director 1 $6,000,00 $500.,00 $500.00
Secretary 1 1,730.00 144,17 144.17
Clerk-Switchboarad A 960,00 80.00 80,00
724,17
PURCHASE SZCTION

Assistant Director and
Purcna<z Executive 1 4,050.00 337,30 337.50
Furchase Executive 1 2,700,000 225.00 225.00
Secretary and dssistant Buyer 1 1,730.00 144,17 144,17
Secretary 1 1,620.00 135.00 135,00
Stenogravher-Clerk 2 1,020.00 85.00 170.00
) 5 $1,011.67

FTRINTING SECTICN

Assistant in charce of
Printine and Auditor 1 3,000.00 250.00 £50.00
Senior Frintinec Executive 1 3,000,00 250.00 250,00
Junior Printine Zxecutive 1 2,100.00 175.00 175.00
Buyer 1 1,720.00 143,33 143,33
Bookkeeper 1 1,320.00 110,00 110.00
Stenoerarher 1 1,260.00 105,00 105,00
) 1 1,140,00 ©5,.CO $2.00
Stores Clerk 1l 1,080.00 20.00 20,00
Total 8 31,218.33

GRAND TCTAL 17 32,954.17



CHAFTZR VIII
AN AVALUATION OF ThE EFFECTIVENESS OF THE DIVISION CF PURCHASE

AND PRINTING WITH SUGGESTIONS FOR IMPROVEMZNTS

A. Internal Orgcanization

Prior to the year 1S39 the Frinting Section was located
in the State Capitol Building and the Purchase Section had its
offices in the State Office Building. The physical separation

of these two sections tended to produce a lack of coordination
of theilr activities. Althoush the two are now housed in the
same building there still remains a number of manarerial prob-
lems which rrew out of this separation. The director of the
Division continues to srend more of his time with the buyers
of the Furcoase Section, leaving the management of the Print-
Section largely in the hands of tne assistant in charce of
that section. The result has been a lack of coordination of
the activities and a failure to fully utilize tne facilities
available. Improvements in procedures instituted 1n one of
the sections are not installed in the other. Important
decisions of policy are often made by the assistant in charge
of printing whicn should 1n rzality be submitted vo the Director.
This criticism is not leveled at the managerial ability of the
Director but reflects defects Jue to tne recent separation of
the offices of the two sectlons.

The efficiency of the Division of Purchase and Printing

is impaired because of the lack of an administrztive assistant
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to coordinate the activities of the staff. At present the
assistant director is occupied with the z1l immortant job of
purchasing food and household sup9dlies and is upuble to devote
much time to the worxk of un assistant director. The ussistunt
in chairge of printing now serves s administrutive assistant for
the Printing Section and could well assume responsibility for the
whole vivision. The assist.nt director could then devote zll

of his time to purch.sing =ad ve freed frow any maencgerial
duties. Such « change would zllow the Director to divest

nimself of a large auwount of det.il und devote his energies to
the effective coordination of the .ctivities of the Division.
Under the oresent set up the Director verson.lly wttends to

the buying of coul and the drewing up of usnnual coatructs.

He should ve devoting his time to generul -dministrative
supervision, contuct work with the using agencies and institutions,
stundardization, and other matters of & policy nature.

The assistant director purchases food supplies and house-
hold articles with the assistance of . stenogruvher-clerk. If
this officizl should die, the Coumonwexlth would suffer u con-
sider.ble loss before another person could be sccured and
truined in the technicsal work of jpurchasing. Vhe writer believes
that a stenogr.phner-clerk snould be tr.ined .s an understudy
to the =ssistant director -nd -fter uauwstering satisfuctorily
the work be given =zopropriste incre.ses in pay. such 3 sten
would insure continvity of overwtion =nd would eunwvle the

zgsistunt director to delegate u grext de:l of trne routine work.
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The purchasine of all products ot.er tnan coal, food,
household and stationery supplies is distributed among a
purchase sxecutive and two employees whose major duties are
essentially clerical. Public purchasing is a highly technical
business and should be performed by persons well qualified by
training and experience. It is doubtful if the work performed
by these two clerical employees is of as high a standard as it
micht be. It is recommended that these two emrloyees be given
secretarial and stenocrarhic work more in keepine with theilr
training and that the purchasing verformed by them be turned
over to the rurchase executive or some other person well quali-
fied for the job.

An effort should be made to give the buyers additional
training and broaden their concert of the task of rurchasing.
The writer found that the buyers and otner employees were so
burdened down with detail that they had often failed to view
their work from a long term standpoint in 1ts relationsnip to
the other functions of government. The Division should sub-
scribe to the various buyers' catalogs, should secure a mem=~
bersnip in the National Associatlon of Purchasing Officilals
ani s:nd a rerresentative to all meetings. It should secure
helpful data from the Bureau of Standards, the Derartment of
Aericulture, and similar agencies relative to rurchasing.
Staff meetincs attende? by the buyers and administrative

versonnel would provide an ov»portunity for the exchange of
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ideas and the discussion of problems arisimg out of the day
by day activities of the Division.

R. PUrchasing Practices

As the work of the Advisory 8tandardization Board develops;,
a number of economies can be effected through the purchase of
commodities by specification rather than by brand name. The
Board through its secretary is gathering information as to the
volume znd nature of commodities purchased by the various using
agencies. When this data becomes available, the Board will be
able to develope standards which will meet the needs of the
individual agencies. It will then be possible for the purchas-
ing division to estimate yearly needs and obtain annual con-
tracts for these items. Once contracts are made and prices
determined it will not ve unecesszry for the various using
agencies to requisition these articles through the Division.
They can be purchased on direct purchase orders from the
vendors thereby reducing ﬁhe volume of work flowing through
the purchase division. Frequent use should be made of
specifications drawn up by the Procurement Division of The
Treasury and other federal sgencies.

As an aid to effective standardization the secretary
should vigit the various using agencies from time to time and
agsist them in their purchasing problems. It is ounly through
information guined in this fashion that standards can be set
up which will meet the needs of the using agencies.

The &dvisory Standardizztion Board should develop standurds

for penitentizry products. Under the present laws".... all
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depurtments, institutions =nd agencies of this 3tate which are
supported in whole or in parﬁ by the State shall .....purchase
from the 3tate Prison Board all :rticles required by such
departments, institutions and agencies of the State....pro-
duced or manufactured by the State Prison Board..." 13 Under
the present system standards aure determined by the Prison

Board and the prices charged for the articles produced are set
by the same body. The using agencies have no say in the matter.
If such articles do not meet rezsonzble standards required of
non-prison made commodities they should be rejected in similar
fashion to sub-standard goods supplied by a private munufacturer.
Prices now charged for prison-made articles are excessive in
many cases and should be reduced to prevent the exvloitation

of the operating departments by the Penitentiary.

The testing of samples goes hand in hand with buying by
standards. The Division tests food supplies and other articles
which do not require a great deal of techunical testing equip-
ment. Very little is done to inspect deliveries to see that
the articles supplied comply with standards established. A
greater use of the lsborustories of the various State institu-
tions for testing should be made. Frequent resort should be
had to the testing facilities of the Bureau of Standards in
Washington.

Considerable savings could be effected by the establishment

of =« central storeroom for the distribution of office supplies

113, Michie's Code of Virginia, 1936, section 40lo, 12.
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and stationery among the agencies located at tne seat of
covernment. After the Advisory Standardization Board has set
ur standards for these items it will be possible to purchase
them in large quantities at reduced prices and to distribute
them to the using arencies as needed., There will be no
appreciable increase in overhead expenses as a result of this
change. 'Ihe stores clerk now employed to issue forms and
State documents could well assume the duties of manaring the
storeroom. Goods could be moved from the storercom to the
using agencles by messengers already emrloyed in the various
derartments, Savings would be effectsd through lower prices
made possible by mass buying and as a result of improved care
of surrlies. Under the present system the various agencies
store large quantities of supplies in roorly equlped store-
rooms and suffer considerable loss throueh snoilage. =espon-
sibility for the custody of suppliss would also be centered
in one individual who could devote sufficient tire to tae
task.

The annual purchases of canned ~oods 2urirg the summer
Ior tall and wincer delivery and tae quarterly rurchases of
foods and houschold suprlies are handled separately and for
cach institution instead of beinc consolidated by items so
that the bidders can bid on the entire needs of tie State
for each item. =~ consolidation of all institutional require-
ments purchased quarterly or annually would effect quite a

saving on many purchases.
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Sample:
Sugar
Total needs estimated as 100,000 lbs.

To be delivered as follows:
Catawaba Sanatorium 15,000
Ve P 1. 10,070
College of MWilliam and Mary 5,000

etc., etc.

If a company located near an institution desires to bid
and could bid lower tnan some distant firms 1t could be awarded
the contract for that particular institution although 1t failed
to bid on the supply for the State as a whole, This would
merely be a continuation of the present practice of permitting
firms to bid on any or all items. '"Where the local vendor's bid
was lower he would be given the contract.

4t present only a few standard articles of general use
throurhout the State such as c¢oal, disinfectants, insecticides,
motor oil, lubricants, and automobiles are bought upon annual
contract. While an annual contract 1s in force on these items
the using agencies are not always reguired to rurchase under it.
If such a contract is to be made then 1t should be enforced
rigidly. The number of these annual contracts should be increased
as a method of ligatening the work load of tae Division. after
an annual contract is made the using 2gencles can be allowed to

purchase these commodities direct. All using agencies should
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be sent a list of the znnual contracts so that they will be

able to secure needed cowmnodities at reduced prices. At present
there is no st.ndard coatract form used by the Purchase Jection.
Such standard forms should ve adopted containing general rules
and regulations governing contrzcts. This list should be sent
to «all counties, cities und towns in the Stute so they can take
advantage of the low contract orices obt.ined by the Division.

The furnishing of performarce bonds 1s made discretionary
with the Director of the Division of Purchase and Priating.

At the oresent time the Printing Section uses a standard bond
form but the Purchase Section wccents the bond supnlied by

the successful bidders. If o bond is to ve required a
standard form should ve used. However, siance the cost of

the bomd is usually passed on to the 3tate there is a question
&8 to the wisdom of requiring one.

A standard request-for-bids form is used by the Printing
3ection. Its use should be extended wherever possible to the
Purchzse Section. This would eliminnte the possibility of
errors by the vendors .s they would merely iusert the orices
quoted .nd sign the bid. The use of . standard form would
also fucilit.te filing. Terms .nd conditions of purchuse
should be priated on the form to wvoid misunderstanding.

These forms should be used whenever »nossivble in preference
to tglephone Dbids. Zids secared 0y televpnone orften lead to

difficulties vetween the veadors .ad the Division which would
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not exist if the transaction had been reduced to writing.

The record system of the Purchase Section should be
revamped 80 as to furnish information essential to the efficient
functioning of & purchasing department. A commodity price rec-
ord file is maintained by the Purchase Section in a very incom-
plete form with the item files broken down by institutions and
agencies. BSuch a record should be maintained by commodities
rather than by departments. It should include such datsz as
the depz:riment purchasing the goods, purchase order number,
date, gquantity, unit price, total zmount, vendor, and a descrip-
tion of the article. With such a record the buyer would be able
to secure the trend of prices over a period of time and have at
hand bvasic information necessary to standardization.

The relationship between the Division of Purchase and
Printing and the various institutions is not as cordial
s it should be. Some of the officizls of the institutions
hzve not become reconciled to the centralization of financial
control which was instituted by the Reorganization Act in 1928.
They seem to be anxious to operate their agencies independent
of any control from Richmond and resent such control when
exercised. However, they are justified in complzining when
shipments wre unduely delayed znd the quality of the commddities
is not according to specifications. Better results sould be
obtained if the Director of the Division and the buyers made

more frequent visits to the institutions to secure first hand
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information as to performance of commodities which they have
purchased. The work of the advisor Standardization Board
composed of several institutional representatives will also
tend to improve the situation and assist the stewards in
securing the desired commodities.

The Division should encourage the establishment of central
storerooms at all institutions. Copies of all orinions of tne
Attorney General concerning purchasing and printing laws should
be sent to each State agency. MNany misunderstandings and vio-
lations of the statutes would not nave occurred if the operating
officials had been sent cornies of these orinions in the past,

The counties, towns, and cities of Virginia are allowed
by law to rurchase through the Division and should be encouraged
to do so whenever possible,

C. Printing, 3indinge, Znecravineg and Lithocrapiine

VMany of the above sugcestions apply with equal force to
the work of the Frintine Section. The internal organization
of this section is functioning quite satisfactorily since the
Auditor of Fublic Accounts instituted the reorcanization in
1236. Tne system of records established is quite 2adequate for
accounting pur-oses but fails to suprly data essential to the
securing of the lowest possible prices on the 3tate's printing
work. a csumnary record should be maintained waich rives data
on the tyve of printing executed, cost, pacver stocx used, con-

tractor, and other related information. a file should be set
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up giving a complete running history of every form used by the
Commonwezlth. It should contain samples of each form, the
agency using the form, annual consumption, revisions, dates
printed, cost, etc. The availability of such information would
make possible the standardization of forms with aécompanying
reductions in printing costs.

The officials of the Printing Section have assumed that
they have no discretion in the selection of paper for printing
and must provide what the agencies request. However, a dili-
gent seuzrch of the printing laws fails to find support for this
assumption. Apparently the Divigsion has such authority bout
does not care to exercise it because of the bitter criticism
which would be leveled against it. If the senior printing
executive was judicious in the selection of paper stock he
would be able to save thousands of dollars oun this one item
alone.

The State is nurchasing an exceedingly large quantity of
engraved stationery. The use of such stationery should be
restricted to the Governor, the Attorney General, and the
Judiciary. The Governor, as Chief Executive of the Commonwealth,
quite often finds it necessary to use stationery ¢ff a:quality
in keeping with the dignity of his office. The Attorney
General and the Judiciury function independent of the Governor
snd could be prohibited from using engraved stationery only

by statute. All stationery used by the State agencies should
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be standardized and the use of individuail's names eliminated.
At present reproduction work is being performed in a
number of departments in Richmond upon mimeograph, multigraph,
planeograph and similar types of equipment. ZHach agency has
condiderable capital invested in reproductive equipment which
is used only a fraction:of the time. Operatives of these
machines usually possess only a fair degree of skill because
of the lack of contiauous practice. If a central revroductive
unit were set up in connection with the storerocom a higher type
of work could be turned out and economies erfected through the
complete utilization of equioment. If it were not found prac-
ticuble to locate such a unit in the centbal storeroom then the
State Penitentiary might afford a better location. It is recom-
mended that the Director of the Division of Purchase and Printing
con8ider seriously the possibility of enlarging the orinting

facilities of the 3tate Penitentiary.
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AUgUSEINe DaViS.seeessoasraacnsresooanseersaeessl791-1757

O

Veriweather Jones and John DiXoNeeerveosieosercnns 17¢8

Feriweatner JONES.eeessesssassssressansessssnsnseellI2=1803



Samuel Pleasants, Jre,eee.c... s eseesneceressrennses.1304=-1814
THOMAS RitChHLiCe eovrsonsetosacnssennasenssssassnasesslB3lBa1824
Samuel SherherGeeeeeresesoerennieetnsnsnceoasencsnnnas 1820
Thomas R1ItChleeeseeieenriesaconerinnerocensnnnsssnsaalB36=-1839
Joseph Sherharde . eeeeiiieeiensnattennn.tonessnnses.1840-1864
Joserh H. Pendleton was chosen for the two-ysar term,
1865-1366, but due to the removal of the Fierpont
government to Richmond tne firm o>f Allecre and
Goode printed the House Journals in 1865-1866.
Allesre aNd GOOBEie e teesessntanseeceesonsnnseensens ..1865-1866
Jonn Je PAlmMersee ossronertenssstarotanicenersnnseoselB66=-1869
State Journal Office.iveeenienennnnn Ciesesaraesnnaas 1869

Clemmitt and Jones and C. A. Schafftereec-vocoonsens 1870
SENATE PRINTERS

The firms listed below were desgionated as Senate Frinters
for the periods indicated:
John Dixon and William Hunterees ettt eniecronevesad777-1778
Jonnn Dixon and Thomas Nicolson, John Clarkson and

Aucustine Davis...o..... B eeiis e e .o 1779
Thomas Nicolson 2nd William FrentilSeccieieceeccnacnes 1784
Thomas NiCOLlSOMNeiseeororoasnvononncesnas Ciereeraa » . 1735-1802
Samucl FleasanNts, Jle,ceeereosrocccstssansssesensnas 1803
ThomaS R1LCH LB e eecoaeesseoesoeoosassstososnnnesn «+.1804-1814

ThOmﬂS Bur‘ling‘...........-....o. ooooo ® & & 58 ¢ a0 b e e s e . 815-1317



John‘War‘r‘ock..olo!-l..u.......c-.-'0A--.oc.n-on-o'-01818‘1857
James E. Goodeo.;on‘o..-tﬁbooontooo-oovc.-|o~-oo¢b¢01818-18b7
State Journal Offilceseertneeri i eineniinnnensea,1859-1356

James EO Goode.““.'.lll.lb.‘lo‘—t.‘.l-o'.... ----- L) 1869
SUF:RINTZ.DEXTS OF FUBLIC PRINTING, 1871-1928

Co A, Sehalftereieeetieninnnnnnnnrennnnnn cheiaeeeessl371=1872
R. F., Walker........ e Ceeireseietaeset s v ee1872-1877
Re Bt FraySelueeeseesssteerencsesssesnscnnnsassssseslB878-1879
R, B alKere e eeeineronsertsatnsesoensnnoronananas ...1380-1883
RUSH Ve DerTleiescensessoasssncsssssannssssasnsssasssl854-1885
A. Re MiCOUsussoansnoarononanosssaconainssasesnnessslB386=1887
Je He O'BaNNONceeeassccrsasesssssrcanssoansensssnsass888-1200

Davis BoOllOMesesososnaseseesoncosansaonnassnsensseeaslP00-1928
PURCHASING AGZNTS, 1920-1928
Charles As OSDOIMEesenirevasosrssarnssnsnrssanosseesalB20~1228
DIRZCTORS OF THZ RIVISICN OF FURACHaSZ aND FRINTIMNG

Charles A. OSbOl"neo-....................-... ...... n11928"1958

Peal"ne )ilo Ketl"on...;.............. ----- ttl.oooi....I1958-
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