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1. Objective

Establish the process to register funds in the Puerto Rico Treasury Department originated from

Federal and state Government subsidies.

2. Legal Authority

To the execution of this procedure, it should observe the following laws and regulations and
any other applicable laws, regulations, directives, policies, procedures or guidance that may

be issued after the effective date of this SOP:

= Law No. 147 of June 18, 1980, as amended, that creates the Office of Management and

Budget (OMB)

= Law 230 of July 23, 1974, Law of Accounting of the Government of Puerto Rico

» 2 CFR Chapter |, and Chapter Il, 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 needs to be adhered by the Budget Division in order to register or amend the
income of funds, originating from federal and state funds, once they have been approved by
means of a Cooperative Agreement, “Resoluciones Conjuntas” or State Statutes between the
Environmental Quality Board (EQB) and the granting Federal and State Agency.

4. Organizational Roles and Responsibilities

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

= Budget Division — Register or amend the funds assigned to the EQB, originated from

external sources, like federal grants
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5. Definitions and Abbreviations

5.1. Abbreviations

Abbreviation Term

EQB Environmental Quality Board

BFERO Budget, Finance and External Resources Office
OoMB Office of Management and Budget

PRTD Puerto Rico Treasury Department

6. Procedure Description

For the proper management of the federal and state funds registration, the following
procedures should be executed:

6.1. Federal Funds Registration

6.1.1. When the Federal Agency approves a federal subsidy through a Cooperative
Agreement with the EQB, a copy of the Cooperative Agreement and supporting
documentation is remitted to the Budget Division.

6.1.2. Once the Budget Division receives a complete copy of the Cooperative Agreement
and its supporting documentation, proceeds to start the federal funds registration
process by completing the Form SC 751.3. (Registration of Assignment and
Estimated Income for Federal Contribution).

a.

Form SC 751.3 needs to, at least, include a brief description of each
federal subsidy, effective date, federal catalogue number, federal fund
distribution per categories and federal contribution and quantity to be
registered.

= This document is also used to perform modifications such as
period extensions or increase and decrease to the contributions
established in FiMaS

In case that the approval of funds of the Federal Agency is a partial
one, the Budget Division will proceed to register only the amount of the
partial quantity received. Once the granting agency approves the
remaining funds, the Budget Division proceeds to register the
corresponding increase utilizing the same form.

Receipt of the agreements should be before the start of the availability
period in order to allow enough time so that EQB may perform the
necessary process to ensure cost allocation is properly performed.
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6.1.3. In some cases, due to different reasons, the Cooperative Agreement is not
received before the period of availability, but the Grantor issues assurance that it
will be approved and submitted. In such cases, in order to perform the necessary
processes to properly capture the cost allocations, the following steps are
executed:

a. The President of the EQB requests the Secretary of the Puerto Rico
Treasury Department for authorization and creation of fifty percent (50%)
of the funds requested per grant account in PRIFAS, using the Form SF
424 (Application for Federal Assistance) and the Form SC 751.3, until the
Cooperative Agreement is received.

b. Copy of the documents sent to the Puerto Rico Treasury Department must
be kept in the Budget Division.

c. Budget Division receives an e-mail from the Puerto Rico Treasury
Department confirming the account creation in PRIFAS and the
authorization to proceed with the account creation in FiMaS.

d. Budget Division creates the account in FiMaS.

e. Budget Division selects “Pending EPA Award” in the Award Status field in
FiMaS

6.1.4. Once the Cooperative Agreement is received, Budget Division proceeds to register
the corresponding amount increase in FiMa$S utilizing the Form SC 751.3.

6.1.5. Budget Division updates FiMaS Award Status field to “Awarded”.
6.1.6. Budget Division completes the award registration process in FiMaS.

6.1.7. Budget Division creates the grant project budget Journal.

i

N~ For detail steps to follow in the FiMaS application, please refer to the Commitment Control User
Manual, Section called Create Budget Income Joumal.

6.1.8. Budget Division submits an electronic file to the Puerto Rico Treasury Department
to upload the award information into PRIFAS.

6.1.9. Budget Division sends a copy of the Cooperative Agreement along with the Form
SC 751.3 with the amount increase, to the Puerto Rico Treasury Department.



Document Number:;
OP-0006-V3

Page: 4 of 15
Federal & State Funds Registration
Procedure

6.2. State and Special State Funds Registration

6.2.1. When the OMB approves a state subsidy through “Resoluciones Conjuntas” or
State Statutes with the EQB, the Puerto Rico Treasury Department receives the
notification and proceeds with the registration of State and Special State funds in
PRIFAS.

a. Establish fund appropriation limit: Puerto Rico Treasury Department PRIFAS
establishes a Fund Appropriation Limit for Fund 111, which enables the user
to establish an appropriation limit to avoid appropriation budgets exceed the
total amount entered for a particular fund.

b. The budget file is posted in PRIFAS, which includes budgets for all agencies.

6.2.2. OMB and the Puerto Rico Treasury Department remit a State/Special State fund
notification letter to EQB’s Budget Division indicating the corresponding account
definition.

6.2.3. Budget Division creates the budget journal in FiMaS, according to the
specifications indicated in the fund notification letter.

a. Establishes fund appropriation limit for State and Special State Funds,
which includes EQB'’s funds total budget amount.

b. Posts the budget.

A
M
.-~ For detailed! steps fto follow in the FiMaS application, please refer to the Commitment Control User
Manual, Section called Create Budget Income Jourmnal.

6.2.4. Budget Division prepares and submits a Budget Distribution Memo to Finance
Division for disbursement and to Human Resources Division, Payroll Section, for
the corresponding payroll accounts.
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7. Forms and Reports

7.1. Journal Distribution Budget
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7.2, Budget Distribution Memo
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7.3. Account Change Memo

GOBIERNO DE PUERTO RICO
Oficina del Gobernador w57
Junta de Calldad Amblental

DIVISION DE PRESUPUESTO

17 de junio de 2009

Sra. Lymaori Flores
Analista Gerencial en Recursos Humanos
Divisidn de Recursos Humanos

Miguel A, Perdomo Estrada
Gergnte de Asuntos Administrativos

Quebec Morro Vega
Oficial Gerencial
Divislén de Presupuesto

CAMBIO CUENTA ~ PRESUPUESTD APROBADO FY 2008-2010

Favor proceder con ¢l cambio de cifra de cuenta de los empleados que se detallan a
tontinuacign:

Progcama:  Control Contaminacldn por Ruldos
Cuenta: £1110-111-0140000-1071-001-2010

[ UICRUT CNOMBRE EMPLEADO T TR
Bemios Oriiz, Canvien M, [042E}

Cruz Vizcarrorklo, %ﬂi{ﬂdﬁ}
Lamboy Ayata, Cammen M. (085€)
Navin Rivera, ¥3agros (2(7E)

Planeil Gabrigl, Sylva (203E)

Guifiones Esca'era, Ada (407F)

Ortiz Riverp, Maria de los A, (274}
Véaquez Femandez, Camslo (137€)
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7.4. Form SC 751.3

- ESTADO LIBRE ASOCIADO DE PUERTO RICO
OV 2000 0P 4 Agmeas Firken)

nia JUNTA DE CAUIDAD

i = R
gistro de Asignacién y Estimado do Ingreso Para Aportacién Fedaral

787-767-8181 Diroctor del Hegooado ds Cuenls o su Rapts, Aularizads
> B T T —— Teiteso
014 Represerrants Aulorizad

CONSERVACION: Sei% aAios 6 Una intarvancian del Conlraldr, 10 gue scurma primea.
* Aplica 3 squalios proyocios dentro de lis aganciss qus Genen el médulo de Granl en ¢l Sistama PRIFAS




EQB

Federal & State Funds Registration

Procedure

Document Number:
OP-0006-V3

Page: 9 of 15

7.5. Form SF 424

OMB Kumber: 4040.000¢
Expiration Date: 83172016

Application for Federal Assistance SF-424

* 1. Type of Submission: 2 Typeof Appiicaion: | 1 Reusion, select approprizne ietierfsic

|| Preapphcation [ JNew | =1
| | Appiication L]carﬁwaum * Oer (Spectyl

|_] ChangediComected Appiicat || Revisi { ]

* 3. Date Recehed: 4. Apgiicant Identifier:

5a. Federal Ematy Iderafier:

5. Federal Award bdealifier:

Statn Uszo Only-

8 DseReceedty St || |r.smw::umlmmhn [

B APPLICANT INFORMATION:

" a. Legal Name: I

" b. Taxpayer

Humber (EINTINY: * & Cugarizational DUNS:

]

o Addross:

* Ceurnry: USA: UNITED STATES

* 21/ Postal Code:

. Organizational Unit-

Depatrent Name:

Divizion Nams:

. Name and contact infarmation of parson to be d on matiers |

Prefia: I:I * Firt Name:

thils appticatl

Middia Mame:

* Last Names

YIII::I

[ e

Ovgarizational Alikiatian:

uw[

] —
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Application for Federal Assistance SF-424

* 8. Typo of Applicant 1: Sclect Applicant Type:
Type of Agpiicant 2 Select Apgplizant Type:

Type of Agpicant X Select Applicant Type:

[ 5}
* Omer speatyy

[ ]
* 10. Nama of Federal Agency:

[ T e e v e N |

11. Catalog of Federal Domestic Assistance Numbar:

|S——

[1]

CFOA Title:

* 12 Funding Opporiunity Number:

| |
= Titke:

11.¢ Identification

Title:

14. Arcas Atfecied by Project (Citios, Countios, States, etc):

[ | | ot asacment | | Dot 1] [ view ]

* 18 Descriptiva Title of Applicant’s Praject:

Allach supparing documents as spadfied in agency instructions.
Add A | [Detet s | [ Miew Atackments |
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Application for Federal Assistance SF-424

1& Congressional Districts Of:
“amman [ *b. Brogramifrojea [T

Altach an addtional §at of ProgramPreject Congressional Cislricls il needed.
( ] [ Acsasscnment | | Detete Afischment | | Vi Atasherent |

17. Proposed Project:

* 2. Stant Date: l:l *b. End Dase E

18 Estimated Funding (§):

* a. Federal
* b. Applicant
*c Sale

*d. Lecal

* o Other

*I. Program lnceene
*g. TOTAL

* 12 Iz Application Subjoct to Review By State Undaor Exocutive Ordor 12372 Fmsm?j

E 4. This application was made availabia to ihe State under the Executive Ordar 12372 Process foe reiew an I:I
7] b. Program s subjeet to E.0. 12372 bul has net bieen selecied by the Stale for review.

D €. Program is nat cavered by EQ. 12372,

*20.Istha q On Any Fi Dehr? u-ll"l‘n.' provide axplanation in altachmont) I
D Yes l___] Na
H™Yes", provide explanafon and slach

[ ] [P Anscnenn IlD:l:!eAhnm'mm | [ v mtacterent |

21. "By signing this application, | eerily (1) to the statomants contalned in the It of cortifications* and (2) that tha statoments
hersin are Yue, complete and accurato o the bost of my knowledge. | also provide rhl na;uhud assurancas** and agroe to
comply with any msﬂlngtmilhu:manmud.hm:muﬂmawyhho fictith ar claims may
subject me to clvil, or (U.8. Coda, Titho 218, &wﬁmiﬂ&l}

= Tha list of cerifications and assurances. of an infsmet siis where you may obiain this sl is conlained in Ihke annourzemsen or agency
speafic irslrudicra.

Autharized Raprosentative:

Prefix: [:] *Fit tiame: | |
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8. Tabular Summary of Procedure

Step

Description

Official in
Charge

Outcome

Time
Required

6.1.1.

Remit copy of the Cooperative
Agreement and supporting
documentation to the Budget Division,
once a federal subsidy is approved

Federal
Agency

Copy of Cooperative
Agreement and
supporting
documentation

Depends on
the Federal
Agency

Start federal funds registration
process by completing the Form SC
751.3, once a complete copy of the
Cooperative Agreement and
supporting documentation is received

Budget
Division

Form SC 7561.3
(Registration of
Assignment and
Estimated Income for
Federal Contribution)

1 day

If the Cooperative Agreement has not
been received before the period of
availability, but the Grantor issues
assurance that it will be approved and
submitted, execute the following
steps, in order to perform the
necessary processes to properly
capture the cost allocations:

a. Request the Secretary of the
PRTD for authorization and
creation of fifty percent (50%) of
the funds requested per grant
account in PRIFAS, using the
Form SF 424 (Application for
Federal Assistance) and the Form
SC 751.3, until the Cooperative
Agreement is received

b. Keep copy of the documents sent
to the PRTD

¢. Receive an e-mail from the PRTD
confirming the account creation in
PRIFAS and the authorization to
proceed with the account creation
in FiMaS

d. Create the account in FiMaS

e. Select “Pending EPA Award" in the
Award Status field in FiMaS

President (a.)

Budget
Division (b.-e.)

Fifty percent (50%) of
the funds granted
registration

Depends on
PRTD
authorization

Register corresponding amount
increase in FiMaS utilizing Form SC
751.3, once the Cooperative
Agreement is received

Budget
Division

Amount increase
registration in FiMaS

1 day
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6.1.5 Update FiMaS Award Status field to Budget FiMaS Award Status s
| "Awarded” Division update y
6.16 Complete award registration process Budget Award registration 3 davs
"7 |in FiMaS Division process y
" Budget Grant project budget
6.1.7. | Create grant project budget Journal Division Journal creation 1 day
Submit electronic file to the PRTD to Budaet Electronic file
6.1.8. |upload the award information into Divisgion submission to PRTD 7 days
PRIFAS for PRIFAS upload
Send copy of the Cooperative Cooperative
619 Agreement along with the Form SC Budget Agreement and Form j d
"1 751.3 with the amount increase to the | Division SC 751.3 copies y
PRTD delivery to PRTD
Register State and Special State Puedafige  [Hmeant speral Depends on
6.2.1. furids ih PRIFAS Treasury State funds PRTD
Department | registration in PRIFAS
Remit State/Special State fund
6.2.2 notification letter to EQB's Budget OMB and State/Special State Dg;l:fgdasngn
== | Division indicating the corresponding PRTD fund notification letter
A PRTD
account definition
Create budget journal in FiMaS, :
6.2.3. |according to specifications indicated Bg@g.et Budg.etjournal 2 days
: e Division creation
in the fund notification letter
Prepare and submit Budget
Distribution Memo to Finance Division Biidaat Budget Distribution
6.2.4. |for disbursement and to Human Divisgion Memo preparation and 2 days

Resources Division, Payroll Section,
for the corresponding payroll accounts

submission
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9. Document Revision Table
Revisi Revisi
A i Section Modification Justification
Number Date
51/6.2 ; Updated EPA Comments
V2 June 2, 2010 1741 St";':te fj”dRSp‘?‘i'a't.State
79173 unds Registration
. Internal controls
V3 | October29, 2015 | 2/6.1 Changes in current strengthening and

process

enforcement
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