
 

MVC Materials Coordinator [M.C.] 

[F.L.] MVC Facility Leader 

General-This position can be a volunteer or paid position. The person filling the duties 
connected to the position must have a good knowledge of Excel for inventory control and 
reporting. Have a clean storage space to accommodate a minimum of two months of MVC 
materials inventory. Capable of receiving bulk deliveries of shipment up to 60lbs each and 
knowledge of standard ordering procedures from various venders.  

• The MVC organizational chart shows the current locations we supply MVC materials. In 
addition, MVC can supply requested materials to other locations or groups approved by 
the MVC Board.  

• The MVC Materials list is stocked for distribution. Facilities order from the listing and 
have ordering control of the materials on the listing they desire. Each facility has a staff 
employee assigned to order MVC materials. That person can change often so the F.L. is 
responsible to let the M.C. know of personnel facility changes. 

• The MVC Materials Coordinator orders, stocks, records inventory records and materials 
request, communicates with the facility staff and MVC Facility Leader and fills the order 
and schedules pickup with the MVC Facility Leader. 

• IDOC Reentry Center in Twin Falls allows for distribution of MVC materials directly to 
the resident at the facility. Orders for materials will come from the IDOC approved 
Chaplain to the MVC Materials Coordinator. 

• MVC Facility Leader and Board listing are updated annually or when changes occur.  The 
MVC Board approves the M.C. and provides a MVC banking card for use when ordering 
stock. The use and limits of the MVC banking card are set by the MVC Board. Any 
compensation for the M.C. will be determined by the MVC Board. 

• MVC Materials Requests from a facility staff employee to the F.L. and Materials 
Coordinator. The MVC Materials Coordinator fills the order and the F.L. coordinates the 
delivery to the site. All County jail facilities receive materials in bulk and will do the 
distribution to inmates through the facility request system, Kite. Most Facilities allow the 
inmate to take the material MVC provides with them when they transfer or are released. 
A stamp will be provided to the Facility to identify the MVC materials if requested. The 
M.C. attaches a copy of the order with the materials ready for pickup and instructions 
for the facility such as identifying materials that need staples pulled to comply with 



facility rules. Attachments- MVC organizational chart, MVC Facility Leader and Board listing, MVC 

Materials list and MVC Vendor order listing. Bk2025


