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I. Ms

'I‘h‘e urpuse of s ‘operating ‘instrucftien ‘s %o ‘establish &
mhgaﬁmﬁe mMethod of proces¥ing regquest ‘for .sypplfies, wequipmenrt
( hﬂ skyvices, and to ensure ‘conformity w‘rth 'appl cable GSA
' et -regdlations.

.zlﬂ;gse ‘inStriiétions will ‘not be used or Request -£8t Constructiien

izﬁﬁt:'s “xcewding $15,000 or for -pukrchases ‘of §5,;000 or mote.

] IO ‘Construction Tosts exceeding 15 /UDD iwil]l 'be Rorwarded

'ﬁi’o "the mvwr wof Public Works. Burchases -of $5,000 or more will
ied %t “SSA “For bid.seliditation.

T mf BPE:

AT *p&is’o'ml sgeigned t» Procurement are responsible for
gl Tance MWith these imdtructions.

A. ,am ‘arezmé»s s Sgor “purchase Of :sypplies, parts, ‘equipment, and

_*"@s W1 *pe wlibmitted to the Pracmfemém: Sectien using a
‘mﬁegt ‘for iProcurement Form", _It 'is ©f utmest jimportdnce
DRt ‘eliis foim e accurately p:egpafed for ~proper ‘acaountig.
,%ac_n_ Vi:t.em mus‘t be TYea¥ly Hesoribed to. expeda.te procesaing. szgd
“%o ‘gfSure “the corredt iltem 'is;purchased. <(NOTH: ‘Request for
purdhtge or supplids megr Elrst “be ‘routed ‘through ‘Sgnply “¥or
L . wgtock eheck.) -
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Standard Operating Pibtedures for Procukiment g# Yakeriala

1.

2.
3.

4.

NOTE: ABOVE PROCEDURES DO NOT APPLY TO “TENDA" ITEMS: SEE
PARAGRAPH D. i

Log ifi request on the Control Registed
Préparé abstract and obtain thi@e price ghetatiops

Annotate lowest price quotation on the régyest #orm and
forward to Budget Analyst : : & g

After approval by Budget Analyst, Prepare purshase ‘order
or GSA requisition, whichever is applicable, as shown 4
Attachments 1 and 2.

a. Purchase ORder (Attachmemt 1): for suppligs .anhd
services for Gantry, Straddle Heist, Hystainer, Yard
Pfracto¥, Manitowoc Crane, Toplifter, :Sidelifter, Dock
Mulé, Fendering System and purchase under $500.

b. G3A Requisition (Attachment 2)s FEor .all others

(2)

Purchase Order: After all required .signat@ifés :are
obtained, remove (copy 1) and (copy 4) for ‘the ¥endors

Forward copies 2 & 3 to Accounting, copy 6 to Bupply,; copy
7 to Budget Analyst, and copy 8 to customer. “Remainiig
copies of Purchase Order (copy 5 & 9); ‘COpY of .abstract;
and the reéquest for procurement will be Tiled ‘together ih
a suspensé file until the invoice(s) ‘is received. When ;an
invoice i§ received, the corresponding purchase oxder in
sugpense file will be pulled :and annotated “Received’ ;and
dated. If the purchase order is completely fulfilled, ‘the

Purchase .Otder Lag Book must be -closed ‘and ‘the -suspense

file will be transferred to the -completed -file.

*Providé duplicdte copy of ‘the invoice to :Budget -and ‘two
(2) for wccounting-

GSA Requisition: After -all required -signatures -are
cbtained, remove ‘originators-copy. Attach -a-ecopy -0f the
abstract and a copy of ‘the Request ‘for Procurément and
retain in suspeiise file. ‘Remaining copies  of ‘the G8A
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" HEHORENSTM E R ey ' ' T
ggdy ects  Stdndard Qperdting Paccedyres for Pragurement Materials:
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gquigition and a dupiicate copy of 4he ghstyact will b=
foryagded to GSA for further proceseing, Gk will prapare
puzchase oOrdérs, then xeturn copfes ©of eur vesuleltions
with a matchipg pugchase order. Purchase order 4411 be
digtributed in ¢ same manner as paragzaph € {1).
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p: STENDA"

Request for japitopial and administrative supplies will be
processed through the GSA operated *Tenda‘,

1;

a. Customer will submit request opn a Request for
Procurement Form.

b. Procuremeft will input the requests through the
computer terminal whigh is linked to G8A. A
requisition notice will bs bputput from the same
terminal.

( ¢. ®The output requisition petlce will ba ronted through
the Budget Analyst and signed by the Certifyieg
Officer and General Manager. :

d. Aftex all required signAtures are obtained, forwaxd
requisition to GSA Tenda for issue of material.

ragr yuramgc s g

The following time frames are eetablighed ‘for the processing
of a1l ¥equaests fer progurement:

¥, Urgent - ASAP but no later ‘than 1 wexkday

2. Rewting = 3 workdays

Each month follow-up. actions will be accomplished on all. pending
puxchase orders over 30 days ard GSA r,e% isitiens ower 60 days.

Non~-reapepse. to@ follow-up actiong will be to the attention

of management..




