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1. Objective

This document is adopted with the purpose of establishing the procedures to be followed for the
purchasing of equipment, materials, supplies and nonprofessional services.

2. Legal Authority

For the execution of this procedure, the following laws and regulations should be observed, as
well as any other applicable laws, regulations, directives, policies, procedures or guidance that
may be issued after the effective date of this Standard Operating Procedure:

= Environmental Quality Board Purchasing Regulation No. 7984 of 2011

= Acquisition Regulations No. 6 of the Commonwealth of Puerto Rico General Service
Administration

= Delegated Buyer Regulation No.7 of the Commonwealth of Puerto Rico General Service
Administration

= QOfficial Receivers Regulation No.8 of the Commonwealth of Puerto Rico General Service
Administration

= 40 CFR Part 31.36 (a), Procurement
= 40 CFR Part 33, Disadvantaged Business Enterprises (DBE) requirements

= 2 CFR Chapter |, and Chapter I, Parts 200, 215, 220, 225, and 230 - Policy issued by the
federal Office of Management and Budget titled “Uniform Administrative Requirements, Cost
Principles, and Audit Requirements for Federal Awards.”

3. Applicability

This procedure applies to all Offices, Areas or Divisions within the EQB that participate in the
requisition and purchasing process of equipment, materials, supplies and nonprofessional
services. Any Official or employee of the Environmental Quality Board to whom acquisition
functions have been delegated or to whom an appointment as Delegate or Sub-Delegate Buyer
has been issued, or who has been appointed as Official or Assistant Receiver, shall also have to
comply with the provisions of this procedure.
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Q.

4. Organizational Roles and Responsibilities

The units that participate in the execution of this procedure are:

Administration Office — Develop and implement the appropriate administrative
mechanisms that guarantee the optimum use of resources in compliance with the law,
by means of their assignment, mobilization and planned actions for said resources. The
Purchasing Section and the General Services Division are subscribed to the
Administration Office.

Budget Division — Evaluate and assign account numbers. Evaluate funds availability.
Analyze budget's exceptions.

External Resource Office — Evaluate the allowability and allocability of the requests
under a Cooperative Agreement and the cost share.

Legal Affairs Office — Prepare or review the contract draft and final contract. Coordinate
all the required legal actions and internal administrative procedures to be executed.

Purchasing Section — Manage the purchasing of equipment, property, materials,
supplies and non-professional services. Execute budget check to ensure that funds are
available for the requested expenditure. Responsible for providing follow-up to the
Purchase Orders pending to be received to ensure a timely delivery. Responsible of
federally funded contracts obligation process in FiMaS.

Receiving Section — Receive and distribute merchandise and update the system
accordingly.

PREQB’s Units — Identify needs and prepare Purchase Request (Requisition) Forms.

5. Definitions and Abbreviations

5.1. Definitions

Term

Definition

Buyer

Buyer is any government officer or employee authorized by the PRGSA to
purchase for the Government, and whom an appointment as Delegate or
Sub-Delegate Buyer has been issued.

Emergency

An immediate danger to the public health, safety or welfare, such as
natural disasters, or other substantial loss to the agency. Foreseeable and
preventable circumstances such as poor planning, meeting deadlines or
staff shortages do not constitute an emergency.

Equipment

The tangible property (fixed assets) of the Government includes all the
personal property and real estate of relative permanency acquired by buy,
transfer, donation, confiscation or for other means with monetary value of
$500.00 or more and with a useful life of two (2) years or more. The
property in the government qualifies as building (areas, buildings and
improvements that are not buildings) and furniture (machinery, furniture,
office equipment, animals, information systems, books and others).
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Term Definition
Earmal Bid Purchasing procedure that requires invitations to submit sealed written
offers.
Goods Group of necessary articles used to provide a service or complete a task.
! Purchasing procedure were quotes are requested by writing but its
Informal Bid Ll b e X :
adjudication is not performed using formal bid procedures.
' Items with a short useful life and durability period that only have a nominal
Materials : - ’
value. Materials are subject to inventory control.
Not-Ganibal Tangible property of the Government acquired by buy, transfer, donation,
Equipm%nt confiscation or other means, with monetary value of $499.99 or less, that

is identified with an “Asset Tag ID” (i.e. GPS, cameras, among other)

Nonprofessional
Services

Such services whose principle presentation consists of the product of labor
that does not require specialized knowledge, abilities or skills. Some of
the services included in this category are miscellaneous services offered
by corporation, such as trainings, maintenance services, cleaning, repairs,
and rent of equipment, cars and other related services.

Open Market

Special acquisition procedure where quotations are requested to eligible
tenderers from the General Service Administration Single Bidders
Registry.

Receiver

The Receiver is any government functionary or employee to whom the
PRGSA Administrator has appointed Official or Assistant Receiver.

Requisition

Purchase Request Form

Service Order

Official document issued by EQB’s Purchase Division that establishes the
price, specifications of the nonprofessional services that the agency
intends to purchase whose cost may not exceed four thousand nine
hundred and ninety-nine dollars with ninety-nine cents ($4,999.99).

5.2. Abbreviations

Abbreviation | Term

CcOoD Cash on Delivery

EPA Environmental Protection Agency

EQB Environmental Quality Board

HRO Human Resources Office

PO Purchase Order

PRGSA Puerto Rico General Services Administration
REQ Requisition

RFQ Request for Quote
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6. Procedure Description

6.1. Iltems Maintenance Process

The PRGSA or other supplier sends information about new items or modifications to
existing items. An agency can have multiple catalogs.

6.1.1. Create and maintain an Item

The Buyer receives the information and registers it in FiMaS. The Buyer enters
the item id, item description, unit of measure, item category, item group, standard
price and item comments, if any. If the unit of measure is not available, the Buyer
requests it to the Office of Systems Information.

6.1.2. Change Item Status

The Change Item Status process changes the current status of item definitions to
the future status that is defined for the items when the scheduled date of the future
status is on or before the date that the process is run. The Change Item Status
process generates the Change Item Status Exceptions report, listing the items
that are scheduled for inactivation that could not be updated to Inactive status.
The Buyer selects Inactive in the Current Status field and selects the effective day
in Current Status Date field, Define Items and Attributes Menu.

6.1.3. Create and maintain a Category

Item categories can provide transaction information for requisitions, requests for
quotes, contracts, and purchase orders. Item categories also serve as the
organizational unit for item catalogs. In fact, item catalogs are a collection of item
categories. Each item added to a category is automatically added to each catalog
that contains that category.

P
b} See Purchase Order Users Manual for steps, descriptions and illustrations. Refer to sections "ltems”
and "Categories”.
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7. Requisition Process

Steps of business process for creating requisitions between $0.01 and $49,999.99:

7.1. Create Requisitions (REQ) in FiMa$S

7.1.1. The different departments within the EQB create Requisitions in FiMaS.

7.1.2. The person preparing the Requisition should include as much item's details as
possible in the Line Description section in FiMaS.

7.1.3. The person preparing the Requisition should specify the Program, Division and
employee in charge of the items requested as well as any other additional item’s
detail in the Comments section in FiMaS.

a. The person preparing the Requisition should select the following checkboxes in
the Comments section, to assure that all the information documented in this
section is printed in the Purchase Order and the Informe de Recibo e Inspeccion

i. Send to Vendor
ii. Shown at Receipt
iii. Shown at Voucher

7.1.4. The person preparing the Requisition needs to select the appropriate Item ID.

a. For non-capital equipment (items with monetary value of $499.99 or less that

will be identified with an Asset Tag ID), the person preparing the Requisition
must select Item ID 4414,

7.1.5. If the Requisition is for several items that fall under the same Item ID, the person
preparing the Requisition needs to create as many line items as items being
requested.

7.1.6. The person creating the Requisition needs to update the ltem Description on the
Requisition to reflect the specific item being requested.

7.1.7. The person creating the Requisition selects the appropriate account that will be
used to pay for the Requisition and, if applicable, the corresponding speed chart.

7.1.8. Using the FiMaS Requisition worklist, the Supervisor receives the Requisition and
verifies if there are any pending requests to evaluate.

7.1.9. Supervisor evaluates the Requisition and approves it if the request is necessary,
reasonable, allowable and allocable.

7.2. Federal Funds Requisitions

7.2.1. Using the FiMaS Requisition worklist, the External Resources Office personnel
receives the Requisition and validates if the purchase is allowable and allocable to
the Cooperative Agreement.

7.2.2. External Resources Office personnel validates that the proper speed chart is used
to record the cost share split.
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7.3. Budget Checking process

7.3.1. Using the FiMaS Requisition worklist, the Budget Division staff receives the
Requisition and validates if there is a Requisition pending for approval.

7.3.2. Budget Division staff evaluates the funds availability.

7.3.3. If the budget checking is valid, the Requisition is saved. Any exceptions resulting
from the budget checking process are analyzed by the Budget Division or by the
person duly authorized to do so.

7.4. Budget’s exceptions

7.4.1. Any errors identified in this process are analyzed by the Budget Division or by the
person duly authorized to analyze exceptions. If the exceptions are resolved, the
Requisition is sent to the Purchasing Section or the PRGSA for amounts greater
than $100,000.00; otherwise, the Requisition is kept in “On Hold” status.

7.5. For Requisitions sent to the PRGSA, realize an award bid

7.5.1. Once the PRGSA has analyzed the Requisition, it reports the data to the Buyer who
will generate the Purchase Order.

7.6. Process for Requisitions for child care, studies, trainings or licenses/certifications
expenses’ reimbursement

7.6.1. Employee must submit the Reimbursement Request to the Human Resources Office.

7.6.2. After evaluation by the proper staff at the Human Resources Office, if it is determined
that the reimbursement proceeds, the Human Resources Office creates a Requisition.

7.6.3. The Requisition continues through the regular workflow approval process by the
Budget Division, as detailed on section 7.3 Budget Checking process.

7.6.4. Once the requisition is approved by the External Resources Office and/or the
Budget Division, it would move to the next stage, creation of PO. The Purchasing
Section creates the Purchase Order as described on Section 9.2.
7.7. Cancel REQ
7.7.1. If the errors are not solved, the Requisition is cancelled by the Budget Division.

7.8. Reject REQ
7.8.1. If the External Resources Office or Budget Division does not approve the REQ, it is
kept on “Stand-by” for revision.
7.9. Recycle REQ

7.9.1. At this stage, the Budget Division sends it back (Recycle) to the requester for any
modification. At which point requester would modify REQ based on any suggestion
by the approver. REQ would be sent back for approval. The Purchasing Section
can send the REQ back (Recycle) to the Budget Division.

7.10. REQ is approved

7.10.1. If the REQ is approved by the External Resources Office and/or the Budget
Division, it would move to the next stage, creation of PO.

\/\ See Purchase Order User's Manual for steps, descriptions and illustrations. Refer to section "Requisition”.
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8. Request for Quote Process

Once the Purchasing Section receives the proper documentation with the Requisition, the
process starts.

e A minimum of three (3) quotes is required on all purchases.

e \When the total amount of a Requisition is up to $999.99, the quote requests will be done
by phone and documented for the file.

e [f the total amount of the Requisition is between $1,000.00 and $9,999.99, the quote
requests can be done by fax or via e-mail.

e [f the total amount of the Requisition is between $10,000.00 and $49,999.99, three (3)
original written quotes will be requested via open market.

= [fthe total amount of the Requisition is between $50,000.00 and $99,999.99, an informal
bid is performed.

e For Requisitions equal or in excess of $100,000.00, a SC701 Form (Solicitud de
Compra) is prepared and processed through the PRGSA, unless the EQB has an active
Auction Board. There are areas where a waiver can be used for purchases in excess of
$100,000.00.

* Requisition process must be performed and managed through FiMaS Workflow.

8.1. The process to obtain open market quotes for Requisitions with total amounts up
to $49,999.99 is described as follows:

8.1.1. The process of quote requests starts when the Purchase Request Form
(Requisition) is submitted to the Purchasing Section Supervisor.

8.1.2. The Buyer will request a minimum of three (3) quotes.
a. Quotes less than $999.99 are done by phone
b. Quotes between $1,000.00 and $9,999.99, can be done by fax or e-mail

c. Quotes between $10,000.00 and $49,999.99 need to be done in writing
(originals)

8.1.3. The Buyer will register the quotation information in FiMaS, based on the
information received, and will select a supplier based on the information
provided, adjudging the best bidder.

a. For purchases up to $9,999.99, the Purchasing Section Supervisor
or Buyer will evaluate and approve the Purchase Order.

b. For purchases between $10,000.00 and $49,999.99, the
Purchasing Section Supervisor or Buyer will evaluate and refer the
Purchase Order to the Administration Office Director or authorized
representative for approval.
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8.1.4. Finally, the Buyer will submit the Purchase Order to the Finance Division,

and will continue with the corresponding processing.

a. For transactions with the PRGSA, SC744 Form is used (instead of the
Purchase Order)

8.2. Requisition for Informal Bid

The process of obtaining quotes from suppliers for Requisitions with a cost between
$50,000.00 and $99,999.99 is described as follows. This process requires an informal bid.

An informal bid is prepared by the Buyer (Solicitud de Precios en Mercado
Abierto - SC1003 Form) and an invitation is sent by mail or hand delivered, or
the suppliers are called to pick-up the invitation.

The documentation of the informal bid is made available at the Purchasing
Section.

The suppliers are given a specific time to submit their closed proposals.

On the specified date and time, the proposals are opened. Each bidder will have
the opportunity to revise all of the offers.

The best bidder will be adjudged by the Purchasing Section.

The Purchasing Section determines that a contract is required and the Office of
Legal Affairs is notified to start the contract preparation.

Finally, the Purchase Order is prepared by the Purchasing Section and
approved by the Administration Office Director or authorized representative.
= For transactions with the PRGSA, SC744 Form is used (instead of the
Purchase Order)

8.3. Requisition for Formal Bid

The process to follow for all Purchase Request Forms that exceed $100,000.00 is
prepared and processed through the PRGSA, with the exception of those authorized
by the PRGSA that are delegated to EQB Purchasing Section.

Basics Requirements:

Details specifications
Invitation to bid

The suppliers must be listed in the PRGSA Vendor Register to comply with Law
No. 85, as amended, “Registro Unico de Licitadores de P.R.”.

Closing date to hid

Performance
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9. Purchasing Process

The process of Requisition is for materials, equipment and nonprofessional services.

Purchase Request Forms (Requisitions) are not applicable for professional services. The
professional services contracts selection process is covered in the standard operating
procedure OP-0030, which has its separate requirements and is not covered under the scope

of this document.

9.1. General Procedure

<5

L2 g e

ol

Orders”

Requisition Submission

This process is executed to start the acquisition of a good or service, required
by the government. It is carried out by the person that has the need of a good
or service, or by an applicant, designated by the office where the need arises.
The Requisition is created in the soliciting office; with cost estimate from the
vendor, speed chart when a cost share split is needed, a recommendation of
the account number to be used and a justification letter for the purchase. The
applicant and the Supervisor of the soliciting unit (Program Director,
Administration Office Director or Regional Office Coordinator) must sign the
Requisition.

Requisition Approval

All Purchase Request Forms (Requisitions) are received in the Budget
Division, which will finally approve or deny it. Requisitions related to federal
grants are sent to the External Resources Office, prior to the Budget Division,
to ensure that funds requested are used only for the authorized purposes.
Once approved by the External Resources Office, the Requisitions are sent
to the Budget Division for approval and then referred to the Purchasing
Section for further processing.

k‘% See Purchase Order Users Manual for steps, descriptions and illustrations. Refer to "Purchase
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9.2. PO creation process
These processes are performed using the FiMaS Procurement Workflow.

9.2.1. Create Purchase Order (PO) in FIMAS

a. The Buyer copies the information from the previously created and
approved Requisition into FiMaS. The Buyer assigns “Pending Approve”
status in FiMaS.

9.2.2. Purchase Order (PO) is submitted for approval

a. The Purchasing Section Supervisor or authorized representative must
approve the PO once it is created.

b. Once the PO is approved, the Buyer continues with the process of
"Budget Checking”.

9.2.3. Run Budget Checking process

a. |If the budget checking is valid, the PO is dispatched to the vendor. Any
exceptions resulting from the budget checking process are referred to
Budget Division or to the person duly authorized to do so for analysis.

9.2.4. Budget's exceptions and PO Dispatch

a. If the exceptions are resolved by the Budget Division, the PO is sent by
the Purchasing Section to the vendor (supplier), either digitally (by
email) or physically, depending on the option chosen by the EQB for the
process. The PO is sent to the vendor once the budget check ends
successfully.

9.2.5. Cancel PO

a. Ifthe PO is not approved, the Purchase Section Supervisor cancels the
purchase in FiMaS.

.
\=’> See Purchase Order Users Manual for steps, descriptions and illustrations. Refer to “Purchase Orders”

9.3. Modify a Requisition
In order to modify a Requisition, the applicant must verify its status.
9.3.1. If the Requisition has not been processed, the Budget Division can modify it.
It will require the approval of the Budget Division if there is an increase in

the price. If the purchase is related to a grant, it will also need the approval
of the External Resources Office.
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9.4. Cancel a Requisition

9.4.1. If it is necessary to cancel a Requisition, the applicant calls or communicates
through e-mail with the Purchasing Section to inform about the
cancellation. The Purchasing Section will determine at which step the
purchase process is and what actions will follow.

a. If the PO is already created, the Purchasing Section will have to
cancel it first, so the Budget Division can cancel the Requisition.

b. If the PO was created by a Request for Quote, the Purchasing
Section will have to close the Request for Quote in order to be able
to complete the Requisition cancellation process.

g
bf\ See Purchase Order Users Manual for steps, descriptions and illustrations. Refer fo “Purchase Orders”

9.5. Requisition Inquiry

9.5.1. In order to see and track the status of a Requisition, the applicant can access
Review Requisition Information in FiMaS for Requisition details.

9.6. Purchase of Equipment and Supplies

9.6.1. The Program determines the need to acquire different types of materials,
such as office materials, supplies and parts, photographic materials and
equipment after validating that none is available in storage.

9.6.2. Once the necessary materials and equipment have been identified, the
Program submits the Requisition signed by the person requesting it and by
the Program Director. The Program also recommends the account number
to be used, including the grant number if the request is related to a grant,
speed chart, if a cost share is applicable, and sends it to the Budget
Division to verify that the amount requested falls within the approved
budget to commit funds and approve document to certify funds.

9.6.3. The Requisitions related to federal grants are sent to the External Resources
Office prior to the Budget Division. This is to verify if the activities requested
are allowable and allocable to the subject grant, not precluded by the terms
and conditions of the grant, and if comply with the appropriate allowable
cost principles described in the federal regulations. For Superfund grants,
the purchase of equipment, material and services must comply with the
requirements in 40 CRF, Part 35, and Subpart O.

9.6.4. Once approved by the External Resources Office, the Requisition is sent to
the Budget Division to verify if the amount requested falls within the
approved budget of the grant agreement, which is then forwarded to the
Purchasing Section for further processing.



@EQB Document Number: Page: 12 of 48

ESVIERWENTAL QUALITY B

e OP-0001-V3
Procurement Process

9.6.5. Once the Purchase Request Forms is referred by the Budget Division, the
Purchasing Section Supervisor instructs a Buyer to execute the
corresponding transaction.

a. If the quotation is for an amount greater than $500.00 and the
Requisition was submitted for $499.99 or less, or vice versa, the
Buyer must return the Requisition to the corresponding Program in
order to update the account number.

9.6.6. The Buyer must confirm if the goods or services are available. If not available,
the Buyer must obtain three (3) quotes from different suppliers.

9.6.7. Once the quotations are received, the Buyer will record the guotation
information in FiMa$S, where the vendor selection basis is documented.

9.6.8. Once the quotations are recorded in the system, the Buyer compares quality
and price among quotations. The Buyer shall also verify if the equipment
complies with the requirements specified in the Purchase Request Form
and verify with the Program requesting the purchase to ensure that it
complies with any other specific technical requirements.

9.6.9. Based on all the factors mentioned above, the Buyer finally proceed with the
vendor selection process.

a. If the selected quotation exceed the amount requested and
approved by the Budget Division over ten percent (10%), the
Requisition is returned to the Budget Division for approval.

9.6.10. After recording the selected quotation information, a Purchase Order is
generated from the system by the Buyer, which must have the following
information:

a. Vendor Data

. Site and Date of delivery

G/L Account

. Fund

. Program

Budget Year

. Grant Number

. Speed Chart
Description

= S (o T R S = T o T =

j. Price
k. Class
[ Unit
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9.6.11. Once the Buyer validates the Purchase Order, the Purchasing Section
Supervisor approves it in the system.

9.6.12, Once approved, the Purchasing Section Supervisor sends the original
Purchase Order to the selected supplier. A copy of the Purchase Order is
sent to the Finance Division in order to review commitment and accounting
information for adequacy. In addition, the Informe de Recibo e Inspeccion

is sent to the Receiver.
B

K’>~ See Purchase Order Users Manual for steps, descriptions and fllustrations. Refer to “Purchase Orders”.

9.7. Purchase of Services

9.7.1. The purchase of non-professional services is determined when the Program
is in need of repairing any equipment without a maintenance contract,
providing the corresponding maintenance to vehicles under warranty and
repairing vehicles whose warranty has expired; and nonprofessional
services (equipment repair, calibration of instruments). Service Orders for
non-professional services cannot exceed $4,999.99.

9.7.2. The Program prepares a Requisition for such services, indicates the
equipment to be repaired, the property humber and estimated cost, and
recommends the account number and speed chart to be used including the
grant number if the request is related to a grant.

a. For vehicles repairs, a contract or three (3) quotes must be included

9.7.3. Requisitions related to federal grants are sent to the External Resources
Office prior to the Budget Division. This is to verify if the service requested
is allowable and allocable to the subject grant, not precluded by the terms
and conditions of the grant, and if complies with the appropriate allowable
cost principles described in the federal regulations. For Superfund grants,
the purchase of services must comply with the requirements in 40 CRF,
Part 35, and Subpart O.

9.7.4. Once approved by the External Resources Office, the Requisition is sent to
the Budget Division to verify if the amount requested falls within the
approved budget of the grant agreement.

9.7.5. The Budget Division Chief approves the Requisitions received from the
External Resources Office and refer them to the Purchasing Section for
further processing.

9.7.6. Once the Requisition is referred by the Budget Division, the Purchasing
Section Supervisor instructs a Buyer to execute the corresponding

transaction.
8
k’} See Purchase Order Users Manual for steps, descriptions and illustrations. Refer to “Purchase Orders”.
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9.8. Follow-up to Purchase Orders

The Purchasing Section personnel is responsible for giving follow-up to vendors that are
pending to deliver the equipment and materials. The Programs are responsible for giving
follow-up of the services requested.

9.8.1. The Buyer should contact the vendor after five (5) days have past of the
expected delivery date.

a. If the vendor is not capable of providing the order within a
reasonable amount of time, the Purchase Order is canceled and the
order is placed with the next vendor.

9.8.2. The Buyer should generate the Open Item Report (EQB_PO_NO_RECEIPT),
on a monthly basis, and call vendors to follow up on the delivery status.

10. Emergency Procedure

The emergency procedure is the modality of the open market to be followed in emergency
cases. When there is an emergency, the formal bid procedure shall be waived and the
following procedure shall take place.

10.1. Certification

The petitioning agency shall have to submit to the PRGSA Administrator, by any means
of communication available, a justification establishing the emergency.

10.1.1. Contents
Said justification shall consist of three (3) parts:

a. Reason for the emergency shall be indicated. If it was an act of God,
vandalism, negligence or some unforeseen situation. The act, date,
time and place shall be specified.

b. The damage caused or to be caused shall be indicated, stating
specifically what is in danger and the reasons the head of the
agency has to reach that conclusion. In addition, specifically
pointing out how it affects the services rendered by the Government
through its agency.

c. Certification of the head of the agency to the effect that he/she is
aware of the existence and adverse effect of the emergency.
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10.1.2. Justification Submitted

a.

b.

10.1.3. Approval

a.

Acts of God or vandalism - When the emergency is caused by
foreseeable but an inevitable Act of God which jeopardizes the life,
health and security of the people or of the services rendered by the
Government; or is caused by vandalism, the head of the petitioning
agency may authorize his/her Purchasing Section Chief, to proceed
with the purchase, regardless of the amount involved; unless what
is to be acquired is a land, air or sea transportation vehicle, its parts
or accessories.

Acts of Negligence - In cases where the emergency is caused by
negligence, by the action or omission of an officer or employee, the
emergency justification shall have to be submitted in writing to the
EQB Executive Director before any transaction is carried out.

Acts of God or Vandalism

The EQB Executive Director shall approve or disapprove the
transaction. If the EQB Executive Director does not approve the
transaction, it shall be the duty of the head of the agency to justify
his/her action before the Secretary of the PR Treasury Department,
who shall determine whether or not to make the payment.

Acts of Negligence

If the EQB Executive Director approves it, he/she may authorize the
Purchasing Section Chief (Delegate Buyer) of the agency fo
proceed with the acquisition of the good, work or services,
regardless of the amount.
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11. Receiving Process '

11.1. Receipt of Equipment and Supplies 2
The vendor delivers the purchased items to the EQB, where the Receiver receives them.

11.1.1. Deliver items
a. Vendors deliver assets to the proper location on a daily basis.

11.1.2. Review receiving documentation
a. The Receiver reviews the receiving report and receiving related

documentation on delivery.

11.1.3. Inspect merchandise

a.

The Receiver inspects materials or equipment to ensure proper condition of
all items as soon as they are delivered.

11.1.4. Receive items in FiMaS

a.

b.

The items are verified and certified as correct by the Receiver before item
detail “Receipt Qty" is entered in to the application, on a daily basis.

A receipt is created by the Receiver for items received in FiMaS Receiving
page, as soon as they are delivered.

For equipment and non-capital equipment:

i. For equipment with a monetary value greater than $500.00 or non-capital
equipment with a monetary value of $499.99 or less, the Receiver
completes the receipt information, verifies in the Receipt Defaults page
that the Interface option is not checked and saves it with an “Open” status.

ii. The Receiver prints three (3) copies of the Delivery Report; one is
delivered by hand to the Buyer, another is sent to the Finance Division
for invoice processing, and the last one is filed at the Receiver Office.

iii. The Property and Equipment Officer processes the receipt and assigns
the corresponding Asset Tag ID in FiMaS.

iv. The Property and Equipment Officer registers the following information in FiMaS

e Asset Tag ID

e Serial Number

e Asset Custodian

e  Manufacturer Information
e Model Number

e Asset Location

e Other

! The steps performed by the Receiver can be completed by the Auxiliary Receiver in the event the Receiver is not available.
2 Partial receipts, except for CODs (Cash on Delivery), are accepted.
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d. For services:
i. The Program certifies that the services were performed, approves the
invoice and refers it to the Finance Division for the corresponding
payment process.

e. Forvehicles' services:

i. The Finance Division sends a copy of the Form 822 to the Purchase

Division, once the payment is processed.
S
\t%\ See Purchase Order and Assef Management Users Manual for steps, descriptions and illustrations.

11.2. Delivery of Equipment or Non-capital Equipment

11.2.1. The Informe de Recibo e Inspeccion is sent to the Receiver from the
Purchasing Section to keep it until the merchandise arrives. This form is
similar to the Purchase Order, but it does not have the information regarding
the ordered units, price per unit, total item price, and total order amount.

a. For transactions with the PRGSA, the second part of the SC744
Form is used (instead of the /nforme de Recibo e Inspeccion)

11.2.2. The vendor dispatches the equipment or non-capital equipment referencing
a PO to the warehouse or other EQB facility.

11.2.3. The Receiver receives the equipment or non-capital equipment from the
supplier and proceeds to corroborate it with the /nforme de Recibo e
Inspeccién in his/her power.

11.2.4. The Receiver contacts the Program or Area to clarify any doubt, if necessary.

11.2.5. The Receiver creates the receipt in FiMa$S through “blind receiving" because
it is not necessary to have access to PO quantities to be received, only to
the description of the items and line comments.

11.2.6. After completion of the receipt process, the Receiver must provide the
Informe de Recibo e Inspeccion and the Vendor Delivery Form ("Conduce")
to the Property and Equipment Officer for the registration of the equipment
or non-capital equipment in the Property and Equipment inventory files.

a. If the Receiver rejects the goods, the rejected quantity and reason
is added to the online receipt.

b. If the inspection process fails, the receiver generates the RTV
document in FiMa$S and sends it to the vendor with the failed items.

11.2.7. The Property and Equipment Officer® proceeds to assign a property number,

records and approves it into the system, as evidence that the equipment or
non-capital equipment was recorded in the equipment inventory.

3 In case the Praperty and Equipment Officer is not available to perform his duties, the substitute Property and
Equipment Officer should perform them.
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11.2.8. The Receiver prints, signs the receipt and refers it along with the invoice to
the Finance Division for the corresponding payment process.

11.2.9. The Finance Division retrieves the information of the Informe de Recibo e
Inspeccion from the system for the payment processing.

11.2.10. The equipment or non-capital equipment is delivered to the Program Director

a. Equipment and non-capital equipment is delivered by the Property and
Equipment Officer, once the Asset Tag ID is assigned. The Program must
pick up the equipment or non-capital equipment in the Property and
Equipment area.

b. Materials are delivered by the Receiver

11.2.11. The Program Director, in coordination with the Property and Equipment Officer,

delivers the equipment or non-capital equipment to the corresponding
employee, who completes the Recibo por Propiedad en Uso (SC-1211),
retains a copy and delivers the original to the Program Director. The Program
Director delivers the SC-1211 to the Property and Equipment Officer.

k—'} See Purchase Order User’'s Manual for steps, descriptions and illustrations. Refer to section
“Receiving”.

11.3. Delivery of Materials, Supplies and Parts

11.3.1. The vendor dispatches the materials referencing a PO to the warehouse or
other EQB facility.

11.3.2. The Receiver verifies, approves and prints the Informe de Recibo e
Inspeccion.

a. Only for transactions with the PRGSA, the second part of the SC744
Form is used (instead of the /nforme de Recibo e Inspeccion)

11.3.3. The Receiver approves and receives the merchandise from suppliers and
corroborates it with the Informe de Recibo e Inspeccion.

11.3.4. The Receiver contacts the Program or Area to clarify any doubt, if necessary.

11.3.5. The Receiver delivers the merchandise to the Program Director, who, in turn,
corroborates it with the Purchase Request Form application.

11.3.6. The Finance Division retrieves the information of the Informe de Recibo e
Inspeccion from the system for the payment processing.

B
\'“?\ See Purchase Order User's Manual for steps, descriptions and illustrations. Refer to section
“Receiving”.
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11.4. Delivery of Services

11.4.1. The Finance Division receives the invoice for the services that have been
provided and sends it to the Program for certification.

11.4.2. The Program Director or the person who receives the service certifies the
invoice.

11.4.3. Once certified, the invoice is submitted to the Finance Division for payment,

el
\E/'} See Purchase Order User's Manual for steps, descriptions and illustrations. Refer to section
“Receiving”.

12. Contracts Funds Obligation Processes

In order to ensure compliance with internal controls and segregation of duties the Purchasing
Section personnel are the ones responsible for registering federally funded contracts and its
obligation in FiMaS.

12.1.1. Receive contract

a. A contract is created and registered at the Office of Legal Affairs. The
contract is sent by e-mail to the Purchasing Section, Finance Division
and Budget Division.

12.1.2. Create and approve contract

a. Purchasing Section personnel receives and verifies the contract file,
verifies account chartfields, vendor information, contract purpose,
signatures and contract life (beginning and end date). Purchasing
Section also enters the contract information in FiMasS.

b. The Buyer could use the “Recurring Purchase Order Voucher” option
that enables the user to encumber an entire contract amount for a
voucher contract by associating the contract to a specific Purchase
Order, This functionality will be very helpful for contract types like rent.

12.1.3. Cancel contract

a. [f the contract is canceled, the Office of Legal Affairs notifies the Buyer
and proceeds to cancel the contract,

12.1.4. Dispatch contract

a. Once approved, the contract is returned to the Buyer. The Buyer can
dispatch the contract to obtain physical evidence of the transactions.
This is an optional step not required for the continuity of the process.
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12.1.5. Create PO

a. The Buyer creates the PO to be referenced by the contract previously
created in FiMaS. The Buyer can copy the contract information to the
PO,

12.1.6. Approve PO

a. The Buyer reviews the PO information, adds any necessary comments
and completes it, sending it to the approval workflow.

b. The PO is sent electronically to the Purchasing Section Supervisor for
approval.

c. To approve the Purchase Order, the Purchasing Section Supervisor
selects the transaction in FiMasS, verifies the transaction and approves
or denies the PO.

12.1.7. Cancel PO

a. Ifthe PO is not approved, the Purchasing Section Supervisor notifies the
Buyer and proceeds to cancel the PO.

12.1.8. Run Budget Checking process

a. The Buyer executes the budget checking process. If the budget check
is completed successfully, the Buyer dispatches the PO.

b. Any exceptions resulting from the budget checking process are
analyzed by the Budget Division, with the help of the Finance Division if
necessary.

12.1.9. Review Budget's exceptions and Dispatch PO

a. If the exception errors cannot be corrected the Purchasing Section
Supervisor cancel the PO. If the exception is solved, the PO is
dispatched.
®
\7\ See Purchase Order User's Manual for steps, descriptions and illustrations. Refer to section
“Receiving”.
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13. Reconciliation Process

The Budget Division, Finance Division and Purchasing Section perform the Purchasing (PO)
Module reconciliation analysis and revision in order to analyze and close all requisition
transactions that are not completed or show errors. This process facilitates the analysis to
reconcile and close the fiscal year.

13.1. PO Module Reconciliation

13.1.1. At the end of the month, the Budget Division generates the “EQB_REQ_STATUS"
guery in FiMa$S for the corresponding period in order to validate the status of the
Requisitions.

13.1.2. The Budget Division reviews the query report to verify the status of Requisitions
entered in the system and determine the appropriate corrective action. The
following table illustrates the different corrective actions that should be performed
based on the applicable status.

Requisition : : ;
Status BCM Status | Solution or Corrective Action

Not Budget : A
Open Cliocked Submit requisition to area Manager for approval.
Pending Not Budget | Follow up to Budget Division or External Resources Office
Approval Checked for approval.

Not Budget
Approved Ghacked Run Budget Check process.

No action is required. All requisitions should have this

Approved Valid status in order to avoid problems during the closing

Process.

Notify Budget Division the budget error for correction.

Approved Error Once corrected, approve the requisition.

Analyze the reason for denying the requisition. Carrect the

Denied Valid e A
error or cancel the requisition as applicable.
Canceled Error No corrective action is required.
Not Budget ’ oo :
Canceled Chieiclead] No corrective action is required.

Canceled Valid No corrective action is required.
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13.1.3.

13.1.4.

13.1.5.

13.1.6.

The Budget Division generates the "EQB_REQ_WITHOUT_PO” query to identify,
evaluate and correct all requisitions that have not been associated to a PO, have
not been approved and are not validated.

a. If a requisition has not been associated to a PO and the time
elapsed since its registration is substantial, should analyze the
situation and cancel the requisition when the purchase does not
proceed in order to release the funds retained with such requisition.
Notify the Budget Division to run the Budget Check in order to
complete the process of releasing the funds.

b. Must review the status of the requisitions, purchase orders, and
transactions that for some reason have not followed the normal
course of the procurement process.

The Purchasing Section generates the "EQB_PO_WITHOUT_VOUCHER” query
to analyze and correct the Purchase Orders that are not associated to vouchers.
Also, evaluates the POs that do not have the “Dispatched” status and are not
validated.

Once all transactions are validated and reconciled for the period, the Purchasing
Section generates the “EQB_PO_BALANCE_AVAILABLE" query to check the
available balance for each Purchase Order. This analysis is essential to evaluate
the funds committed and perform the appropriate release by performing the
cancellation process or batch process to complete the Purchase Orders. Must run
the Budget Check in order to complete the process of releasing the funds.

The Finance Division proceeds to close the reconciled period in the system. The
closure of the period will avoid that new transactions are registered in a previously
reconciled period.

13.2. Funds Accounts Reconciliation

In order to conclude the reconciliation process for state and federal funds, the Finance
Division performs the required processes. Refer to OP-0026, Finance Division
Reconciliation Procedure.
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14. Forms and Reports

14.1. Requisition

Requisition

jusiness Unit:
ReqlD: Data
Ship To: o o2

Grant: Heguser W‘

Requaster Signatura

Line-Sehd e Descrigben NiID Cuantity UOM Fice  Bdended AmtDue Dat2

proval signature pproval signature proval signature
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14.2. Solicitud de Precios en Mercado Abierto - SC 1003

Madelo 5C 1003 ESTADO LIBRE ASOCIADO DE PUERTO RICO
JUNTA DE CALIDAD AMBIENTAL
Oiigral - Sarblas DEPARTAMENTO O DEPENDENCIA
COFIA Drporn terd APARTADO 11488, SANTURCE, P.R. (10910
UNIDAR

SOLICITUD DE PRECIOS EN MERCADO ABIERTO

Recibiremos ofertos en pliegos cerrados hasta la fecha y hora Indicada en ¢l INVITACION NUM,
encaslllado ol margen, pam los sigulentes articulos entregadas F.O.D,
FECILA DE AFERTURA
Fecha de Invitacién Flimia Autorizady HORA DEAFERTURA
OFERTA

8l esta oferta ea sceptuda dentro do 30 dhas a partir de 1 Fecha do spertura, nos comprometensos & entregar no mby
de 20 todos s eualqulers parte de Jos atlculon parn lon cusles eollzamo o
cantinuscidn, ko preclon erpecilicadon, inenos descuenton Y dias L] diay

Aceplaimos para b oferta o sigulentes;

TERMINOS Y CONDICIONES *

L Jumta o dubasta do oxta dependencin s veserva el derecho a recharar ualquir o todas b oferts; o adjudicar por
partldas individustes o agrapadas, 8 obyiar coalquier informalidad en tas olomas, y sdiudicar wobee otra bate gue lade preclo
solamente

2« Ringuna ofenta poded retlrans o dane depuda da ableita

3o Se comidernntin lon deicoentos pera detormlnar el poitor wibs bajo slangire que 52 ofiezcan por pago e
omdi diny

A Esta dependenc peard o oL | Sorea lon artleulon qua el Heltador no ensregue de ncuetdo con et oferta In eiton
catos, cualquist exteso pobre Toy preclos niqul cotlradas correr pes coenta del licliador,

NOTA:  Envie tuofeita en el arighial de este modals, Margue su sobie con el ndmem da esta invitaciéa y el diny 1o hoea da pperiura,

Ligitador Dircecién Firma Autorfzada
Preclo
Partidn Descripeion Canitldad | Unidad Unitario_| Iniporte

* De existir ctros rminoa y condicionss n las aqul establecidas, deberda indicarss como i Arexo a e1ic modelo.
Medels ST 1003 (Hloja de Cont ) PAG. NUM, DE

Page: 24 of 48
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INVITACION NUM.

Fecha de i hivtacitn

SOLICITUD DE PRECIOS EN MERCADO ABIERTO

(Hoja de Continuacién)

Partida

Cantidad

Unidad

Preclo
Unitario
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14.3. Request for Quotation

Request for Quotation

Jiipta,de Calldad Appblenta

el. ) 787- 767—81 1 1 (Fax) 787-767-0450
an Juan P
United Sia es
Vendor: *=*

Fax:

ﬁquﬂl[ﬁuﬂlnm. Date Buyer Hlﬂl
1

Payment Terms DateTime Quole Open  Closing

Ship To:
Bill To:

[line Wem — Descripbon

Freight Terms: Ship Via:

REGULAR RFQ
tity U4 Need Date ]

Thisis NOT AN ORDER

Al retumed quotes and ralatad de must ba identfied

for quota Number.

our request Authorized Signature
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14.4. Solicitud de Compra — SC 701

MODELO G 701 ESTADO LIBRE ASOCIADO DE PUERTQ RICO
JUNTA DE CALIDAD AMBIENTAL
ORIGHAL- A5G Agenda
COPAAG APARTADO 114808, SANTURCE, P.R. 00910
COPA AGENCIA Drtaccian
SOLICITUD DE COMPRA
SOLICITUD NUM: FECHA SOLICITUD:
ENTREGA
DIRECCION FECHA:
ViIA
AGEN OR ul G ORJETO [CIAF] IMPORTE ESTIMADO
| PARA USO AS.G.
N
Py DESCRIFCION CCMPLETA CANTIDAD tmpan. | PPESIAS AORTE ESTWADD
TOTAL
[ PARA USO DE LA AGENCIA |
Solicla nos suministren o3 aticulos o sorvicos ariba indicados y APROBADO.
enrlifien qualos MISMas £00 Necesanos para flevar a cabo el trabajo quo
nas han encomendada y que se usarin en ol desampena de las labores
da i3 unidad para 3 cual s solican.
FECHA DELEGADO COMPRADOR FECHA JEFE, AGENCIA O SU REPTE AUT
PARA USQ DE LA ADMINISTRACION DE SERVICIOS GENERALES |
Cestfico quo ¢! estimado aqui i esta da do o las especificaclones y normas eslablecidas,
FECHA JEFE, ADM, SERV. GEN. O §U REPTE, AUT.
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MODELO 5C 701 (Hoja da Loxii )
SOLICITUD DE COMPRA
(HOJA DE CONTINUACION)
N, BESCRIPOON COMPLETA CANTIDAD unpbap | PROMRRE IMPORTE ESTAMADD

PARTIDA

J. 59-10-110--36,000-29-IGPR

TOTAL O SUBTOTAL A LA PROXIMA PAGINA
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14.5. Purchase Order

Purchase Order
Junta de Calidad Ambiental

I se Urder ate eyision &

Edificio de Agencias Ag\glelgnles ’h
Ave. Ponoa De Leon 1308 (PR-BB38;
(Tel ) 787-767-8111 (Fax) 7’&1—75741?150 Paymeni Terms — Freight Terms ShipVia
San Juan FR 00820
United Statas Buyer Prone ey
Vendor: —*** Ship To: I:l
Bill To:
Tax Exempt? Tax Exempt ID: ReglanishmmtOpHon: . - B ey, N
Lin=-Sch ?f&rﬂbé'scn"p'ﬁoﬁ 3 Mig i ‘Guantity UOM PO Price [Extended Amt Due Date
Schedule Total
Htem Total

Total PO Amount

Authorized Signature
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14.6. Obligacién y Orden de Compra — SC 744

[
ey

o5 s s aes
14 a2

ESTADO LIBRE ASOCLADO DE PUERTO RICO

L

TSt

DHLIGACION ¥ OROEN DE COMPAA

Drecsin
Fémine de Ertargue
= - : T T
3 . - Ao " tim.co | Wmde [, | Precopor | Preco
| ca | R | 09 | oo | Asg | 100 | Acort Fedeal Descsiprién prmdall R Unidaas | FReo ™ ru‘m?“_ d
Subtolal
PR
3 Paasocala o ASG Para w0 dd Dy Hacendao ASG. Para Uso 6o ASG
T arenacro &8 108 ricdos T SNERE PECado y g sty [Cerfcs om exhiten £ lordon pars O [Arckads pa- [Satpachads por
pray
Fema
— TEH T e Towa
OTORco’ 4 Ceurt Frra Tuo
Feca et | Fecrs Foidom | Feea Ths ToFow | Feda Tedus

[ e e S T
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14.7. Informe de Recibo e Inspeccion

Junta de Calidad Ambiental
InformedeReciboe Inspeccién

PeopleSoft
No. Recibo PS I
Supfidor  Nambra: Num. Crden de Compra: Comprador:
Direccldn: Fecha Ordsn de Compra: Estatus:
[1 fmes 1D Articala il LOM. Cantidad Ercibidy Fecha Ve Ficha Beciba
Comentarios:

Firma Receptor:
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14.8. Recibo por Propiedad en Uso — SC-1211

Wadela 3 110 ESTADO LIBRE ASOCIADO DE PUERTO
Supd Desgh Mom 1L {17 heh 44 . DEPARTAMENTO DE HACIENDA

Agenciao Departamento
MECIBO FOR PROFIEDAD KN USO

Fecha

Yo 3 , he fesibich del Encargado de b Peapiedsd
11 siguiente propledsd para usnde #lendo respondatie
& idada y i Lapr & 1) ger requerido por In autoridad competeaie.
me. e Unided | Mambre d Pronfedsd o m | Serle [cme | costa. |

|

Orden:
Suplidar
Cédigo Distrito:

Distrlio:
Fecka Adg
Cifra de Cuents;
Programa:

Garanis

Nambce en Lelra do Malda del Cusiodio Fioma del Custodio

Focha Tirulo

Z 43 [6) a1 Lz de o uh rckln gel primue.




Document Number: )
m:.nm‘;,.:: OP-0001-V3 Page: 33 of 48

Procurement Process

14.9. Solicitud de Servicios Sencillos y Reparaciones a Vehiculos de Motor— SC 822

lataks SC B22 ESTADO LIBRE ASOCIADO DE PUERTO RICO
19 fabrurs 13

PRIFAS Agencia

Direcaion

SOLICITUD DE SERVICIOS SENCILLOS Y REPARACIONES A VEHICULOS DE MOTOR

PARA USO DE LA AGENCIA SOLICITANTE
MARCA DEL VEHICULO : MODELG:
TABLILLA: MILLAJE: TIPO DE REPARACION: [Tnantenmiento L accinente
DESCRIPCION DE FALLAS O DEFECTOS DEL VEHICULO:
PARTE A— DIAGNOSTICO
|FECHA OE ENTREGA: NOMBRE DEL TALLER :
COSTO ESTIMADOS : NUM, §5 PATRONAL:
TIEMPO PARA REALIZARLABOR: _ TELEFONO:
TIEMPO DE GARANTIA: T DIRECCION:
DOmecasica  Clorsounh [ piegel
CLASE DE REPARACION A EFECTUAR SERVICIOS SENCILLOS
LI TUNEUP [ INVECTORES LI AFINAMIENTO
[0 AIRE ACONDICIONADO H LAVADO GENERAL [0 CARGA DE BATERIA
[0 ALARMA, BIRENA MOTOR (] GRASA DE DIFERENCIAL
BALANCED RADIADOR INSTALACION POLEAS
CHASIS REMOLQUE LAVADO DE MOTOR
ENGRASE GENERAL SISTEMA COMPUTADORA LAVADO ¥ ENGRASE
H FRENQOS [J SISTEMA ELECTRICO H REPARACION GOMAS
GOMAS [J SISTEMA HIDRAULIGO ROTACION GOMAS
HOJALATERIA [] TRANSMISION E VENTA DE BATERIA
INSPECCION [0 TREN DELANTERO VENTA LIMPIA PARABRISAS
OTROS; (] VENTA Y MONTURA DE GOMAS
PAR‘I'E B- J\U‘I‘ORIZAC!ON Y DISPONIBILIDAD DE FONDOS
IN| Cta Fondo Asig, AP Fpo Fea. | Ty ST
| |
Nombrs y Frma Gorenta da Trasportacicn Dial Masi Arg Nesrbra y Fama del Direeter da Finanzas o af Mas! Ano
Funclensrio Autorizaca
PARTE C -~ LABORES EFECTUADAS Y FACTURACION
— FAGTURA
NusA DESGLOSE DE PIEZAS Y/O LABOR. PRECIO
BALANGE TOTAL 0.00
PARIE D~ ACEPTACION DEL SERVICIO
Nambre del Conductor Receptor Nombre y Firma del Duedo del Taller
Firma Fecha

Cansanaelén! Sds alos & una nlaneiciin dol Coctradar, b gup dLuna pomars,
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15. Tabular Summary of Procedure
g Official in Time
Step Description Charge Outcome Required
Receive information and register it in ;
6.1.1 FiMa$S (item id, description, unit of Buyer I;cra]rdn EIRAUAT
measure, category, group, standard ol i
price, comments, if any)
Change current status of item
definitions to the future status that is
defined for the items when the ltem status
Bel.2 scheduled date of the future status is Buyer change
on or before the date that the process
is run (Change Item Status process)
Category
6.1.3 Create and maintain categories Buyer creation and
maintenance
EQB's Requisitions
7.1.1 Create Requisitions in FiMaS DEsar St (REQ) creation
P in FiMaS
Include as much item'’s details as Baman Braiili Description
7.1.2 possible in the Line Description the Re Eisi?ion 9 | section
section in FiMaS 9 completion
Specify the Program, Division and
employee in charge of the items
requested as well as any other
additional item'’s detail in the i ;
Comments section in FiMaS ; omments
7.1.3 . . Ferson prepaning | oo ion
Select the following checkboxes in the | the Requisition leti
Comments section: i
- Send to Vendor
- Shown at Receipt
- Shown at Voucher
7.1.4 Select the appropriate Item ID Falson: preparing Item ID selection
the Requisition
Create as many line items as items ‘ o
Vs e being requested (if the Requisition is Fersan PrEpaiig Line [tems
: the Requisition creation
for several items)
Update the Item Description on the , oL
i (o) Requisition to reflect the specific item eamen prEdalng Jtam Deseription
j the Requisition update
being requested
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. Official in Time
Step Description Charge Outcome Required
Select the appropriate account that
will be used to pay for the Requisition | Person preparing ASEOUTS 19
747 ; ; : izl speed chart
and, if applicable, the corresponding the Requisition lecti
speed chart i
Receive the Requisition and verify if rRe?;(éli“?Igzg
there are any pending requests for : P
7.1.8 : 2 Supervisor pending
evaluation (through the FiMaS it
Requisition worklist) qUERE
verification
Evaluate the Requisition and approve Requisition
718 it if the request is necessary, Supervisor evaluation and
reasonable, allowable and allocable approval
Receive the Requisition and validate
if the purchase is allowable and External Requisition
T2l allocable to the Cooperative Resources Office receipt and
Agreement (through the FiMaS validation
Requisition worklist)
799 Validate that the proper speed chart is | External Speed chart
= used to record the cost share split Resources Office | validation
Receive the Requisition and validate iig?;'gag
if there is a Requisition pending for — :
R approval (through the FiMaS Budget Division E:;L?;Z?S
Requisition worklist) erfication
Funds
7.3:2 Evaluate funds availability Budget Division availability
evaluation
733 :Save_Reqmsatlon, if budget checking Budget Division Budgetl checking
is valid execution
Budget's
7.4.1 Analyze any errors identified Budget Division exceptions
analysis
Analyze Requisition and report data PRGSA Requisition
75 to Buyer analysis and
Generate Purchase Order (PO) Buyer PO generation
; ; Reimbursement
7 6.1 Submit the Reimbursement Request Employee Request

to the Human Resources Office

submission
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o Official in Time
Step Description Charge Outcome Required
Evaluate the reimbursement request
762 and, if it is determined that the Human Requisition
LR reimbursement proceeds, create a Resources Office | creation
Requisition
Continue Requisition approval
process through the regular workflow, e Requisition
o as detailed on section 7.3 Budget Budget Division approval
Checking process
76.4 Create the Purchase Order as Purchasing Purchase Order
=1 described on Section 9.2 Section creation
Cancel requisition — Requisition
Fb (if errors are not solved) Bugget Division cancelation
781 Reject Requisition E);tseorzies Office Requisition
("Stand-by” for revision) or Budget Division rejection
Send quuisfition back to reqpegter Budget Division
for madifications and resubmission for 2t
7.9.1 approval ] Requ]l§|t|on
Send Requisition back to Budget gurct:_hasmg TeRyeIng
Division aaian
External
e Resources Office | Requisition
7.10.1 | Approve Requisition and/or Budget approval
Division
; Purchase
8.1.1 Receive Purchase Request Form gﬂrc;hriierectlon Request Form
P receipt
Request a minimum of three (3)
quotes by phone, by fax or e-mail or i
8.1.2 in writing, depending on quote Buyer Quetss’ Fequest
amount
Register quotation information in lrgfc;;rtx:::itgg aivd
8.1.3 FiMaS and select a supplier based on | Buyer sugpplier
the information provided Sataation
Submit the Purchase Order to Pirehse O
8.1.4 Finance Division and continue with Buyer

the corresponding process

submission
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- Official in Time
Step Description Charge Qutcome Required
Prepare informal bid (SC1003) and A
invite suppliers Inform_?l b'?
Adjudge best bidder : PRAASHIGE
¢ ; ; Purchasing purchases
Determine that a contract is required .
: . . Section between
and notify the Office of Legal Affairs $50.000.00 and
to start contract preparation $99’999'99
Prepare Purchase Order g
Process Purchase Request Forms E:muh : ;eF —
(with the exception of those ro?:ess et
authorized by the PRGSA that are PRGSA 5urchases
geletgar:c;:d to EQB Purchasing greater than
Hoe $100,000.00
Create Requisition Soliciting Unit | Requisition
il Sign and submit Requisition Applicantang girgr?;&r;‘le and
Supervisor submission
Receive and approve or deny
Requisition (those related to federal
grants are sent to External Resources Requisition
Office prior to the Budget Division, - qroval aiid
9.1.2 once approved by External Budget Division reﬁzrral e
Resources Office are sent to Budget NcanEi
Division for approval) P g
Refer Requisition to Purchasing
Section for further processing
Copy the information from the
921 previously created and approved Buyer PO creation
Requisition in FiMaS
Purchasing
Section
922 Approve the PO Supervisor or PO approval
authorized
representative
Run Budget Checking process Budget
Refer any exception to Budget Checking
Hied Division or authorized person for Beysy process
analysis execution
924 Send PO to the vendor (supplier), if Purchasing PO dispatch to
g the exceptions are resolved Section vendor
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- Official in Time
Step Description Charge Outcome Required
o s . Purchasing

925 pancel the purchase in FiMas, if PO 8 ity o Tn

is not approved S :

upervisor

Modify Requisition, if necessary

(if it has not been processed,; if there

is an increase in price will require P Requisition
padct approval from Budget Division, if it is Budget Diviian madification

related to a grant will need approval

from External Resources Office)

Cancel Requisition, if required by ; i
9.4.1 applicant (PO status will determine ggg:g?_lsmg Saer?;;:t'g;

the actions to follow)

Access Review Requisition Raaiilaliian
9.5.1 Information in FiMa$S to see and track | Applicant i ?”r

Requisition status quiry

Determine the need to acquire
96.1 different types of materials after SA— :Z(tegrigfls

i validating that none is available in 9 delarmination

storage

Submit Requisition signed by the

person requesting it and by the

Program Director, recommend the

account number to be used including

the grant number (if related to a Requisition
96.2 grant), speed chart if a cost share is Program submission to

needed and send it to Budget Division Budget Division

to verify that the amount requested

falls within the approved budget to

commit funds and approve document

to certify funds

Send Requisition related to federal

grants to External Resources Office

prior to Budget Division to verify if the Requisition

activities requested are allowable and submission to
9.6.3 allocable to the subject grant, not Program External

precluded by the terms and conditions Resources

of the grant, and if comply with the Office

appropriate allowable cost principles
described in the federal regulations
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i Official in Time
Step Description Charge Outcome Required
Once the Requisition is approved by
the External Resources Office, verify
if the amount requested falls within Resquiisiiion
9.6.4 the approved budget of the grant Budget Division it
agreement
Forward Requisition to Purchasing
Section for further processing
Receive Requisition and instruct Purchasing Requisition
9.6.5 Buyer to execute the corresponding Section receipt and
transaction Supervisor instructions
Goods or
Confirm if the goods or services are services
9.6.6 available, if not, obtain three (3) Buyer availability
guotes from different suppliers confirmation or
guotes request
£ o e Quotation
96.7 lljiiﬂc:éd quotation information in Buyer e vl
documentation
Compare quality and price among
quotations, verify if the equipment
complies with the requirements Qliotafions
9.6.8 specified in the Purchase Request Buyer StiniiiSnhn
Form and verify with the Program to
ensure that it complies with any other
specific technical requirements
969 Seleqt vendor, based on the factors Buyer Vahdorsatsclion
mentioned above
Generate Purchase Order from the Purchase Order
9.6.10 Buyer .
system generation
, Purchasing
96.11 Approve the Purchase Order in the Section Purchase Order
system s ! approval
upervisor
Send the original Purchase Order to Purchase Order
the selected supplier Plirehasi copies and
Send a copy of the Purchase Order to omacad Informe de
9.6.12 : AB o Section >
the Finance Division Siiniriliei Recibo e
Send the Informe de Recibo e P Inspeccidn
inspeccion to the Receiver distribution
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ol Official in Time

Step Description Charge Outcome Required

Determine the purchase of non-

professional services when there is a

need of repairing any equipment

without a maintenance contract, Purchase of

providing the corresponding non-professional
9.7.1 maintenance to vehicles under Program services

warranty, and repairing vehicles determination

whose warranty has expired

(Service Orders for non-professional

services cannot exceed $4,999.99)

Prepare Requisition for non-

professional services (equipment to

be repaired, property number and

estimated cost, account number Requisition
972 recommended and speed chart to be Prograth preparation

used including the grant number if

related to a grant); include contract or

three (3) quotes for vehicles’ repairs

Requisition

Send Requisitions related to federal submission to
9.7.3 grants to the External Resources Program External

Office prior to Budget Division Resources

Office

Once approved by the External

Resources Office, verify if the amount fops Requisition
HiA requested falls within the approved Budget Diviston evaluation

budget of the grant agreement

Approve Requisition and refer it to the i oy
9.7.5 Purchasing Section for further gﬂ?&a Divisian I:eqruoi\s’g;on

processing PP

Receive Requisition and instruct Purchasing Corresponding
9.7.6 Buyer to execute the corresponding Section transaction

transaction Supervisor execution

Contact the vendor after five (5) days

have past of the expected delivery

date; if vendor is not capable of 5:;223?0223
9.8.1 providing the order within a Buyer

reasonable amount of time, cancel
the PO and place it with the next
vendor

placement with
the next vendor
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Procurement Process
2 Official in Time
Step Description Charge Outcome Required
Generate the Open Item Report
082 (EQB_PO_NO_RECEIPT) and call Buyer Follow up to Monthly
vendors to follow up on the delivery vendors
status
Prepare a justification establishing the
emergency, including:
Reason for the emergency
10.1.1 Damage caused or to be caused EQB Emergency
R, Certification of the head of the agency justification
to the effect that he/she is aware of
the existence and adverse effect of
the emergency
Submit justification depending on the 1N
10.1.2 | cause of the emergency: acts of God | EQB Justlfllcat}on
. ! submission
or vandalism, acts of negligence
Transaction
10.1.3 | Approve or disapprove transaction EQB approval or
denial
11.1.1 | Deliver items Vendor ltems delivery Daily
Receiving report
Review receiving report and receiving . and related ;
a2 related documentation Receiver documentation O deivery
review
Inspect materials or equipment to ; Merchandise As soon as
11.1.3 B : Receiver i ; :
ensure proper condition of all items inspection delivered
Verify and certify items as correct Bonsins
before entering item detail "Receipt
Qty" in FiMa$S and create the receipt
in FiMaS Receiving page for the items
received
Equ|pmer_'|t and no.n-capital equipment: ltems receipt i Daily
11.1.4 | - For equipment with a monetary Recei : (as soon as
eceiver FiMasS :
value greater than $500.00 or non- delivered)

capital equipment with a monetary
value of $499.99 or less, complete
receipt information, verify in the
Receipt Defalllts page that the
Interface option is not checked and
save it with an "Open” status
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Procurement Process
adi Official in Time
Step Description Charge Outcome Required
- Print three (3) copies of the Delivery | Receiver
Report: deliver one copy by hand to
the Buyer, send one copy to Finance
Division for invoice processing and
file one copy at the Receiver Office
- Process the receipt, assign Property and
corresponding “Asset ID” in FiMaS Equipment Officer
and register required items
information in FiMa$S
Services:
- Certify that the services were Program
performed, approve the invoice and
refer it to the Finance Division for the
corresponding payment process
Vehicles:
- Send a copy of the Form 822 to the Efnanas Didsion
Purchase Division, once the payment
is processed
Informe de
Send the Informe de Recibo e Burchasir Recibo e
11.2.1 | Inspeccion to the Receiver to keep it Ssctlior E Inspeccién
until merchandise arrival referral to
Receiver
Equipment or
Dispatch equipment or non-capital non-capital
22 equipment vanger equipment
dispatch
Receive the equipment or non-capital Egrls-lg;np?tgtl o
equipment from supplier and . ;
11.2.3 1 corroborate it with the Informe de Resgivar Sy
Recibo e Inspeccién (BLEIRRR
verification
Contact the Program or Area to clarify A Doubts
1124 doubts, if necessary Revaiver clarification
11.2.5 | Create Receipt in FiMaS Receiver Receipt creation
Provide the Informe de Recibo e g;‘?:?goeede
Inspeccion and Vendor Delivery Form I i
.. " nspeccién and
(“Conduce") to the Property and Vendor Deliver
11.2.6 | Equipment Officer for the registration | Receiver y

of the equipment or non-capital
equipment in the Property and
Equipment inventory files

Form referral to

Property and
Equipment
Officer
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o Official in Time
Step Description Charge Outcome Required
Assign property number, record and Equipment and
approve it in the system, as evidence non-capital
11.2.7 | that the equipment or non-capital Ertiziiaerz:istngﬁicer equipment
equipment was recorded in the Hip record in
equipment inventory inventory
Print, sign the receipt and refer it Receipt and
112.8 along with the invoice to the Finance Ré&selET invoice referral
it Division for the corresponding to Finance
payment process Division
Retrieve the Informe de Recibo e ORI
11.2.9 | Inspeccion from the system for the Finance Division N
. processing
payment processing
Equipment and
112.10 Deliver equipment and non-capital Property and non-capital
L equipment (after Tag ID assignment) | Equipment Officer | equipment
delivery
Deliver equipment or non-capital Program Director
equipment to the corresponding and Property and
employee Equipment Officer | Equipment or
; non-capital
Complete Recibo por Propiedad en equipment
11291 | Uso (SC 1211), retain copy and Employee delivery and
deliver the original to the Program receipt by
Director emp'gyee
Deliver the document to the Property | Program Director
and Equipment Officer
11.3.1 Dispatch materials Vendor Materlals
dispatch
Informe de
Recibo e
Verify, approve and print the Informe i Inspeccion
HER de Recibo e Inspeccién Receiver verification,
approval and
printing
Approve and receive merchandise Merchandise
11.3.3 | from suppliers and corroborate it with | Receiver approval, receipt
the Informe y Recibo de Inspeccién and verification
1134 Cor!t;ct Program or Area for doubts B ethise Doqpts :
clarification, if necessary clarification




@

QB

EMTOSENT AL QU Baun
o

Document Number:

Page: 44 of 48

g g OP-0001-V3
Procurement Process
R i Official in Time
Step Description Charge Outcome Required
Deliver merchandise to the Program Receiver y
Director Merchandise
11.3.5 ] " delivery and
Corroborate the merchandise with the | program Director | verification
Requisition
Retrieve the Informe y Recibo de ; g il Payment
.39 Inspeccién for payment processing o Eheiny processing
Receive invoice for the services Invoice receipt
11.4.1 | provided and send it to the Program Finance Division and referral for
for certification certification
Program Director
o L or persen who Invoice
T || Cerighice receives the certification
service
Program Director itivaics
Submit certified invoice to the Finance | or person who < 4
11.4.3 e : submission for
Division for payment receives the
; payment
service
Create and register contract and send Office of Leaal grzgtt%ﬁt
12.1.1 | it to Purchasing Section, Finance : g : ;
Bt 5 ;A Affairs registration and
Division and Budget Division B e
distribution
Receive and verify contract file,
accountchathislds, vendar Purchasin Contract receipt
12.1.2 | information, contract purpose, Saction g nd veriﬁcatiog
signatures and contract life and enter
contract information in FiMa$S
Notify Buyer and proceed to cancel Office of Legal Contract
12.1.3 ; : :
the contract, if canceled Affairs cancelation
Return contract to Buyer, once Office of Legal
approved Affairs Contract
12.1.4 :
Dispatch contract to obtain physical Buyer RERa
evidence of the transactions (optional)
Create the PO to be referenced by
12.1.5 | the contract previously created in Buyer PO creation

FiMaS
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R Official in Time
Step Description Charge Outcome Required
Review PO information, add Buyer
necessary comments, complete it and
i) e send it to the approval workflow PO approval or
Purchasing denial
Verify transaction and approve or Section
deny the PO Supervisor
. Purchasing
12.1.7 NOt'f.y Buyer and proceed to caneel Section PO cancelation
PO, if not approved S ;
upervisor
Execute budget checking process and | Buyer ;
dispatch PO, if process is E?O%geitschecklng
1218 successfully completed - S —
Budget Division exceptions
Analyze exceptions resulting from and Finance sl
budget checking process Division y
Cancel PO, if exception errors cannot | Purchasing :
12.1.9 | be corrected; dispatch PO, if Section Pl pancellatlon
s A or dispatch
exception is solved Supervisor
Generate the “EQB_REQ_STATUS”
query in FiMa$S for the corresponding o Requisitions
13.1.1 period to validate the status of Buciget Division status validation
Requisitions
Review dquery report to verify the SR’[Z?L'JJ&‘:SJ‘IESiZ?N
13 1 status of Requisitions entered in the b ;
T2 ] ) Budget Division and corrective
system and determine the appropriate alients
corrective actions dittapiathation
Generate
‘EQB_REQ_WITHOUT_PO" query to Requisitions
identify, evaluate and correct o identification,
g Requisitions that have not been Bt i evaluation and
associated to a PO, have not been correction
approved and are not validated
Generate
“EQB_PO_WITHOUT_VOUCHER" Biitalssi Purchase Orders
13.1.4 | query to analyze and correct the Section g analysis and
Purchase Orders that are not correction

associated to vouchers
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Step Description Charge Outcome Required

Generate Purchase Orders
1315 “EQB_PO_BALANCE_AVAILABLE" Purchasing available

s guery to check the available balance Section balance

for each Purchase Order verification

1316 Close the reconciled period in the Bisanen Dliiainn Reconciled

system

period closing
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16. Document Revision Table
Revisi Revisi
sl ol -~ T Modification Justification
Number Date
1 1/27/2010 All New New
Update process to reflect new
2 4/29/2011 All Update procedure adopted EQB Procurement
Regulation 7984
3 12/23/2015 | Al Update procedure Hpslaie prasest o refiscbew

streamlined processes
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