
 

 
Purchasing Department 

 
 

SUBSCRIPTIONS 
 
 

Steps to Process a Subscription Order Effective for Fiscal Year 2013: 
 

A. Department staff member has a subscription form that is either: 

 a subscription renewal that has a pre-printed form containing all of the details of a subscription 
renewal such as subscriber, mailing address, renewal amount. 

 a new subscription that has a blank subscription order form that must be completed by the 
intended subscriber with the necessary information. 

 
B. Department completes a ‘Check Request’ available from MYMCC/Employee Tab/On Line Forms and 

Documents/Controller’s Office/Check Request.   
1. The Payee on the Check Request is the organization you are ordering the subscription from. 
2. Description would indicate ‘Subscription for:  (Insert person and/or department’s name) to (insert 

name of publication)’.   
For example: 

Subscription for Tom Jones, Biology Department, to the Chronicle of Community 
Colleges 

3. Note the appropriate fund, org and account number. 
4. Obtain the approval of the Budget Head. 
5. Indicate the amount to be paid. 
6. Attached the form from Step A. 
 

C. Forward the Check Request and supporting material directly to Accounts Payable for processing and 
payment. 



 



 

 
Purchasing Department 

 
 

MEMBERSHIPS 
 
 
Steps to Process a Membership Order Effective for Fiscal Year 2013: 
 

A. Department staff member has a membership form that is either: 

 a membership renewal that has a pre-printed form containing all of the details of a membership 
renewal such as member name, mailing address, renewal amount. 

 a new membership that has a blank membership order form that must be completed by the 
intended member with the necessary information.   
Note:  If MCC has an existing institutional membership with the organization, an individual 
membership will not be necessary.  In this case you will be notified by the Controller’s Office.  (SUNY 
guidelines prohibit the College from purchasing an individual membership if an institutional 
membership is available.) 

 
B. Department completes a ‘Check Request’ available from MYMCC/Employee Tab/On Line Forms and 

Documents/Controller’s Office/Check Request.   
1. The payee on the Check Request is the organization the College or the individual is joining. 
2. Description would indicate ‘Membership for:  (insert department’s name and/or the person’s 

name) to (insert the name of the organization)’. 
For example: 

Membership for the Chemistry Department, to the American Chemical Society 
3. Note the appropriate fund, org and account number. 
4. Obtain the approval of the Budget Head. 
5. Indicate the amount to be paid. 
6. Attached the form from Step A. 
 

C. Forward the Check Request and supporting material directly to Accounts Payable for processing and 
payment. 



 

 


