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POLICY MEMORANDUM NO. 02-96

To: Division Heads/Supervisors/Leaders | Subject: Guidance on Accounting for
Procurement/Supply Accounting/ Expenditure of Port Funds
Budget Perscnnel for Purchases

Effective Date July 10, 1996 Revision Date:

Approved By: ZM

C. BERMUDES, General Manager

ALL REVISIONS ARE MARKED WITH ASTERISK (*)

II.

III.

PURPOSE :
The purpose of this operating instruction is to establish a standardize

method of accounting for expenditure of Port funds for the purchase of
supplies, equipment and/or services.

SCOPE :

This instruction applies to:

(1) Cost center managers who are responsible for the control of funds
allotted to their respective areas;

(2) Budget personnel who are responsible for the establishment and
assignment of new accounts; and .

(3) Supply, procurement and accounting personnel who are respon51ble
for the accurate input of the cost accounting data.

PROCEDURES :
A. Supply Issues: All supply issues will be transacted using the Issue
Receipt Form (attachment A.) For proper cost accounting, the

following entries are mandatory:
(1) Charge of Account Numbers (attachment B)

(2) Table of Equipment Codes (attachment C) for issues of spare
parts and material to a specific equipment.
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(3)

(4)

(5)

(6)

Work Order Number: for issues of material to an assigned work
order by Facility Maintenance.

Project Code: for assigned special projects. (NOTE: The
cost center manager will be responsible for developing and
assigning a 3 digit project code on all assigned special
projects) .

Issue of office, janitorial and miscellaneous supplies will
have the proper account number assigned for such issues and
equipment code ZZZ.

Supply personnel will ensure that each Issue Receipt Form
contains the mandatory entries. Supply will also ensure that
these mandatory entries are entered in the computer.

B. REQUEST FOR PROCUREMENT AND PURCHASE ORDER: (Divisional)

(1)

(2)

Request for procurement of supplies and services for
divisional requirement will contain the same information as
the ones identified in III.A above.

Procurement personnel will ensure that mandatory entries are
inputted when processing the Purchase Order.

C. REOUEST FOR PROCUREMENT AND PURCHASE ORDER: (Non-Divisional)

(1)

Request for Procurement and Purchase Order for non-divisional
requirement must reflect the account number assigned to the
specific requirement as shown in the chart of accounts
(attachment B.) However, the Request for Procurement and the
Purchase Order must indicate the equipment identification for
which the requirement is to be used. For example, account
number 0-5654-00 is assigned for all machine shop services.
However, if a machine shop service is required for Gantry #1,
then the Request for Procurement and Purchase Order must
reflect account number 0-5654-00 and equipment code GAA.

D. ASSIGNMENT OF IDENTIFICATION CODES:

Upon receipt of new equipment, Procurement will add a new Equipment
Identification Code. After the assignment of the new code,
Procurement will notify Equipment Maintenance, Supply and other
affected cost center so that affected transactions are processed
properly.




(REPRUDUCED AT GOVERNMENT OF GUAM EXPEN.

ATTACHMENT A

PORT AUTHORITY OF GUAM ISSUE RECEIPT
DIVISION

ISSUE RECEIPT No.

DATE

%ui?ment Code{ see attachment B) Work Order or Project Code

Account Number(atch C)
AT NG

= ——
STANDARD 8TK 4
QUANTITY | UNIT OF UNIT
cATALDS Mo DESCRIPTION OF ARTICLE REGUIRED [QUANTITY | PRICE EXTENSION
TOTAL
138UED BY DATE posTED BY
RECEVED 8Y. DATE DATE POSTED (CHECK ONLY ONE)
REQUESTOR DATE {Torrice supeLmEs  //REGULAR INVENTOR

ORIG.—ACCTG. 1stCopy—RECEIVER 2nd Copy—WHSE 3rd Copy—-BUDGET

7 JANITORIAL suppLIES /~/HIGH VALUE

INVENTORY



GL. ACCT,

0556000
0556100
0556200
0556300
0556400
0556500
0556700
0557000
0557100
0120000
0121000
0130000
0153000
0154000
0155000
0559600
0559700
0559800
0561000
0564600
0564700
0564800
0564900
0565000
0565100
0565200
0565300
0565400
0565500
0565600
1552000
1552300
1552500
1552600
1553000
1557100
1564700
1564800
2552000
2552010
2552020
2552030

Attachment B

CHART OF ACCOUNT NUMBERS

DESCRIPTION

AUDIT & CONSULTING FEES

LEGAL COUNSEL FEES (LUJAN/SUKO)
MEDICAL SERVICES (MACRIS)
INSURANCE CONSULTANTS

CRANE CONSULTANT SERVICES
PROFESSIONAL SERVICES

LEGAL COUNSEL (CARBULLIDO)
CONTINGENCY

DUES, SUBSCRIPTION, MANUAL, BOOKS
SUPPLIES INVENTORY

ALLOWANCE OBSOLETE INVENTORY
GAS, OIL, LUBES INVENTORY

OFFICE EQUIPMENT

SHOP EQUIPMENT

COMPUTER EQUIPMENT

TYPHOON PREPARATION (N/REIMBUR)
TYPHOON PREP (REIMBURSED)
TYPHOON CLEAN-UP

NATIONAL PORT WEEK EXPENSES
OFFICE & SHOP EQUIPMENT RENTAL
GENERAL SERVICES & MAINTENANCE
PHOTO SERVICES & ANNUAL REPORT
ADVERTISING

PRINTING SERVICES

GANTRY, YARD/SHOP EQUIP. SERVICE
REQINDING MOTORS & GENERATORS
CRANE TUNE UP *

MACHINE SHOP SERVICES

PORT CONSULTANT SERVICES

COLL, REMOVAL OF REG WASTE, ETC.
CONTRACTUAL - GENERAL MANAGER
P&E UNDER $250 - GENERAL MANAGER
SUPPLIES - GENERAL MANAGER

GAS, DIESEL, OIL - GENERAL MANAGER
MISC. EXPENSE - GENERAL MANAGER
DUES, SUBSCRIPTIONS, MANUALS, ETC.
GENERAL SERVICES & MAINTENANCE
PHOTOGRAPHY SERV. & ANNUAI, REP
CONTRACTUAL - ASST MGR/ADM & FI
CONTRACTUAL - COMPUTER SYSTEM
CONTRACTUAL - PERSONNEL
CONTRACTUAL - HARBOR MASTER
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Attachment C

TABLE OF EQUIPMENT CODES

IYPE EQUIPMENT

Gantry 1

Gantry 2

Straddle Hoist "DELTA"
Straddle Hoist "ECHO"
Straddle Hoist "FOXTROT"
Mobile Crane 150 T
Toplifter

Sidelifter

Fuel Tank

Forklift 20 Ton
Forklift 10 Ton
Forklift 6.5 Ton
Forklift 5 Ton

Forklift 3 Ton

Hi-Reach Bucket Truck
Yard Tractors
Pickup Trucks 4 x
Pickup Trucks 4 x
Vehicle (Sedan) 2
Vehicle (Sedan) 4
Vans

Chassis 40FT CC
Onan Generator 250KW

Joy CFM185 Air Compressor
Ingersol CFM185 Air Compressor
Ingersol CFM600 Air Compressor
Miller 400D Weld Machine
Miller Air Pac Weld Machine
Facilities Maintenance

Miscellaneous

EQUIPMENT ID CODE

GAA
GAB
SHD
SHE
SHF
CRA
TLA
SLA
FTA
LTA
LTB
LTC
LTD
LTE
BTA
YTA
PTA
PTB
VAA
VAB
VAN
PCA
EDA
ACA
ACB
ACC

FAC (must have
job order)
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3547953
3547954
3548050
3548051
3548052
3548053
3548054
3552500
3557150
3564740
3564741
3564743
3564750
3564751
3564752
3564754
3564850
3565251
3565351
3565451
3565452
3565454

PARTS MATERIALS - CORROSION
PARTS MATERIALS - WELD/RIGGING
MISC. - OFFICE SUPPLIES

MISC. - OFFICE SUPPLIES

MISC. - OFFICE SUPPLIES

MISC. - OFFICE SUPPLIES

MISC. - OFFICE SUPPLIES
SUPPLIES - ASST MGR/OPERATIONS
EQMR SUPT-DUES, SUBSCRIPS, BOOKS
FACILITY SUPT-GEN SERV & MAINT
ELEC/REFRIG-GEN SERV & MAINT
CARPENTRY-GEN SERVS & MAINT
EQMR SUPT-GEN SERVICES & MAINT
CRANE MECH-GEN SERV & MAINT
FLEET MAINT-GEN SERV & MAINT
WELDERS/RIG-GEN SERVS & MAINT
EQMR SUPT - PHOTO DEVELOPING
CRANE MECH-REWIND MOTOR & GENR
CRANE MECH - CRANE TUNE UP
CRANE MECH - MACHINE SHOP SERV
FLEET MECH - MACHINE SHOP SERV
WELDING/RIG - MACHINE SHOP SERV



