_ W(O TG% Document Owner: Budget Division
YL 9) e
N4

Page: 1 of 11

ENVIRONMENTAL QUALITY BOARD

COMMONWEALTH OF PUERTO RICO Document Number:
2 OP-0008-V03 Effective Date:
Budget Execution May 1, 2014
APPROVAL | /f-m .
Area Approver Marisela Escalera Signatyré Datfbﬁ' / / / /5[

P A . A i I
Administrative Approver: | Freddie Ayuso Signature: Date'Of/()//Zd({

.

. _ . Signature: | Date: / -
Quality Approver: Raquel Roman ‘M_ {//Zf/y

1. Objective

Establish the procedures to authorize disbursements of accounts registered with state or
federal funds, in accordance to the budget distribution authorized by the State Legislature or
the Federal Government and thus fulfill with the Environmental Quality Board ministerial
duties.

2. Legal Authority

To the execution of this procedure, it should observe the followings 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:

v 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
3. Applicability

This procedure needs to be adhered by the Budget Division and Areas or Offices for every
EQB's efforts/transactions that require disbursement of funds (i.e. recruitment, purchases,
contracts, etc.) and is properly justified by the officials authorized to request the fundings.

4. Organizational Roles and Responsibilities
The units that participate in the management of this procedure are:
» Budget Division — coordinates, validates funds availability and authorizes the registration
and distribution of funds for every fiscal transaction of the EQB.

» EQB Areas or Offices (AO) — identify the resource needs to perform their functions and
initiate the administrative procedures to request the required funds to defray the needs.
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5. Definitions and Abbreviations

5.1. Definitions

Term

Definition

Programmed Request

Funds petition that are made in accordance with an approved state
budget or a Cooperative Agreement of an approved federal grant

5.2. Abbreviations

Abbreviation

Term

AO EQB's Area or Office
EQB Environmental Quality Board
OomMB Office of Management and Budget

6. Procedure Description

For the proper management of the budget allocation, the following procedures should be

performed:

6.1. Budget Distribution
6.1.1. The AO Managers, once identified their needs linked to fiscal resources,

prepare and submit to the Budget Division a requisition form in FiMaS to
purchase or services, with their respective justification memorandum,
requesting the authorization to disburse funds in order to cover the need.
FiMaS generate the requisition form, but does not provide fields to
account number. If the requisition affect federal funds provided the
project/grant Assistance Id Number in requisition form.

a. For purchase requests of motor vehicles charged to state
accounts, the request should be evaluated and approved by the
Office of Management and Budget of Puerto Rico prior to be
referred to the Budget Division. Similarly, if the request is for the
acquisition of computers and related devices (printers, programs,
etc), the same one should be referred to the Budget Division
accompanied with the corresponding approval of the Information
Systems Office of the EQB.

b. For purchase requests for consultant services charged to federal
accounts, the request should state the amount of the consultant
services fee cap as listed in the grant award.

6.1.2. Budget Division evaluates the availability of funds. In this exercise, the

Budget Division determines if the request was programmed in the EQB
budget and has an account assigned with funds for these purposes, or if
the request was not planned and is required to evaluate the possibility to
transfer funds of other EQB accounts.
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a. In the case of requests to be supported with Environmental
Protection Agency (EPA) funds, the funds transfers for the
acquisition of equipment (computers, vehicles or purchase equal
or greater to $5,000), or that imply more than 10% of the total
assigned to the federal project, should be evaluated and approved
in first instance by the EPA.Thus, Budget Division prepares and
submits the Journal Voucher Form SC710.

6.1.3. If after the evaluation of the accounts administered by the EQB (state and

federal), the necessary funds are recognized to cover the request, the
Budget Division assigns, in the corresponding accounts, the quantities
requested for disbursement. Depending on the case, the Budget Division
refers the approved request to the following EQB units for its
corresponding procedure:

a. General Services Division, Section of Purchases — for purchases
of equipment and materials Budget Division remits the Requisition
Form.

b. Human Resources Division — for recruitment or transactions of
personnel. Budget Division remits the Personnel
Recommendation Notification Form.

c. Legal Affairs Office — for contract preparation. Budget Division
remits the Funds Assignment Form.

d. Finance Division — for debt payment or not programmed services
(i.e. emergencies). Budget Division remits as applicable the
Requisition Form, International Travel Form 866, and Funds
Assignment Form.

6.1.4. If after the evaluation of the accounts administered by the EQB (state and

federal), the funds requested are not identified or cannot be rescheduled
by other accounts to cover the request, the Budget Division notifies the
reasons for denial and returns the request to the AO that originated the
request.
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7.2. Requisition Form
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7.3. Personnel Recommendation Notification Form

PC:

DE:

FECHA:

ASUNTO:

Programa:

Numero de Puesto:

Clasificaclén Actual:

Accldn Sollcltada:

Recomendaclén:
Clfra de Cuenta
Original:

Cifra de Cuenta
Aslgnada:

Fecha Efectividad:
Observaclones:

DP/QMV/not-s55 destaque

ESTADO LIBRE ASOCIADO DE PUERTO RICO
Oficina del Gobernador
Junta de Calidad Ambiental

Divisién de Presupuesto

Lymarl Flores Rodriguez
Anallsta Gerenclal en Adminlistraclén de Recursos Humanos

Dlvisién de Recursos Humanos

Miguel A, Perdomo Estrada
Gerente de Asuntos Admlinistrativos
Oficina de Asuntos Gerenclales

Quebec Morro Vega
Oficial Gerencilal
Divisién de Presupuesto

11 de agosto de 2009

NOTIFICACION DE ACCION RECOMENDADA

Emergenclas Ambientales vy Superfund — Divisién de Superfund PA/SI

014000020555

Especlalista en Calidad Amblental Il

Destague Administrativo de la empleada Nerelda Hernandez Morales a
la Divisién de Proteccidn de Aguas Subterrdneas — Programa Calidad de

Agua.

X Aprobado No Aprobado

E1110-272-0140000-01F-2003-V002430-02-4

E111.0-272-0140000-081-2003-LS002358-02-0

16 de jullo de 2009

La empleada cobraré de la cifra de cuenta asighada solamente durante
el perlodo del destaque admlnistrativo. Una vez finalice dicho perlodo
la empleado cobraré de la cifra de cuenta original.

Velando por la pureza que usled desea, en el amblante que la rodea. Cu'das la vida slno la conteminas,
Edlf, do Aganclas Amblentales Cruz A. Matos, Urb. San Jass Industral Park, 1375 Ave. Ponce do Ledn, Carr. Esl. 8838, Seclor El Clnco, Rlo Piedres, PR

PO Box 11488, San Juan, PR 00910 / Teléfono 767-8181
yraveJea qoblemo. pt
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7.4. Funds Assignment Form

" ESTADO LIBRE ASOCIADO DE PUERTORICO 77
Oficina del Gobernador
Junta de Calidad Ambiental

Oficina de Presupuesto, Finanzas y Recursos Externos
Divisién de Presupuesto

A

B/C

DE

FECHA

ASUNTO

Programa:

Leda. Johanna Rivera Cruz
Gerente, Oficina de Asuntos Legales

Miguel A. Perdomo Estrada
Gerente de Asuntos Administrativos
Oficina de Asuntos Gerenciales

Quebec Motro Vega
Oficial Gerencial, Divisién de Presupuesto

[1 de diciembre de 2009

ASIGNACION DE FONDOS

Mejorainiento de la Calidad de Agua

Cantidad Asignada:  $7,800

Subvencidn: Leaking Underground Storage Tank — ARRA
Cifra de Cuenta: 151290-256-01400000-06R~2010-1421.97233809
Proposito: Contrato de Servicios Profesionales a favor de CR Environmental,
Inc. para servicios de evaluacién inicial en la evaluacién de tres
lugares con sospecha de contaminacidn por tanques soterrados,
Observaciones: Se incluye borrador del contrato. Solicitado mediante correo
electtdnico det 11 de diciembre de 2009.
c.f. Pivisidn de Finanzas
DP/QMV fan-7800

Vefando por fa pureza qua usted desea, en ef ambente qua 3 rodea. Cuidas favida sino la contaminas.
Ed i do Agencias Ambientales, 1308 Ave. Ponce de Ledn, Cametera Est. 8538, Sector £l Cinoo, Rio Piadras, PR
P00 Box 11486, San Juan, PR 00310/ Teféfono 767-8181
wark Jea goblemno.p
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7.5. International Travel Form 866

Viuigo e ESTADO LIBRE ASOCIADO DE PUERTO RICO
Ol —ACO JUNTA DE CALIDAD AMBIENTAL
Copla—ACG - Agencla
Copla - Agencla . .
Copla —funo. Ao SOLIGITUD DE ORDEN DE VIAJE Y PETIGION DE FONDOS
ﬁ 14 | 249300
2 ] i s =53] g 1
NORMAN PERALTA CORREA ’ - : i 598-22-6682 - A

EDIF. AGENGIAS AMBIENTALES E 145,0, 1800 APARTAMENTO 301
URB, SAN JOSE INDUSTRIAL PARK RIO PIEDRAS, PUERTO RICO 00921

1376 AVE. PONCE DE LEON

SANJUAN PR
2 3 I

VIAJE OFICIAL $2,493.00 | ES051 259 0140000 05R 2010 142W720002090

SRF WORKSHOP

SEATTLE, WASHINGTON

VIAJE OFICIAL Vuelo Turfstico Comenzando en o alrededor de 31 DE OCY. DE 2009

SRF WORKSHOP - [ Tvuelo Pdmera Clase Tarminando on o alrededor de 3 DE NOV. DE 2009

SEATTLE, WASHINGTON Otra: Duraclon del Adlestramlonto: do 5
: 8

Transpoitaclén 1=

Aérea 850.00 i

Taroslre 188.00

Dilolas .4 dlasa $70.00 280.00 %

Malrfeula %

Gaslos de Comunlcacién

Gaslos da AloJamlenlo 3 nochos a $260 750.00 %

Gaslos do Reprosenlacién :

Olros Gaslos, Explique: Reglstro 1 426,00 g

Tolal Aulorzado a Gastar 2,493.00 3

S s S R G N OO VTR
Sollclto e aulorics al funclonarlo o & la parsona ‘menclonada a reaﬁzar el \r!aje Indlcado. Cerliflco que so
han seguldo los {rdmlites eslablecidos es y reglamen!os apllcables,

707-8181
Teléfono

SR ENDERR i =5 HAdoisess
y & lngurric an los gaslos quo sean nacesarlos, para Visjes a Palses Ex[ran}ems o0 a Conforenclds Inlemadone!es

roalizar [a mis}6n oficlal qu¢fsa lo ha oricone
4 DN)robado D No Aprobado Razones:

Nombre y Firma Secrelarlo Eslado o su Rep. Aul,

Teléfono
]

Esto es el viaJo Nam. e ! dum_nle esta afio Fiscal.
Consorvaclén: Sels aflos o una Inlervend6n del Conlralor, la que oclirra plimero.
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8. Tabular Summary of Procedures
Step Description Official in Outcome Time
Charge Required
6.1.1. | ldentify needs and AO Managers Request to assign 3 days

prepare a purchase or
service order.

funds

shortage of funds

the AO.

6.1.2. | Receive the AO request |Budget Division |Evaluation of available |5 days
and analyze the available funds
accounts to support the
request.

6.1.3. | Recognition of available |Budget Division [Obligation of funds and |5 days
funds and approval of the request referral.
reguest.

6.1.4. |Denying request by Budget Division |Return of the request to|7 days
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9. Document Revision Table
e L L L e Modification Justification
Number Date

1.0 2M12/2010 All

Create new procedure

New Procedure

2.0 6/14/2010 All

Add, edit and update

Include EPA’s recommendations

3.0 4/29/2014 | 4.0&6.0

Include additional information

Include EPA’s recommendations
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