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CHAPTER I: GENERAL PROVISIONS
OBJECTIVE

These policies and procedures are developed to ensure consistent and effective
procurement activities for the purchasing office, departments, personnel, individuals, or
other users authorized to make purchases from public funds budgeted, controlled by, or
otherwise under the supervision of the Village of Ruidoso.

This Procurement Policies and Procedures Manual replaces (supersedes) any and all
previous Village of Ruidoso procurement policies whether written or oral. Should any
provisions in this manual be found to be invalid and unenforceable, such findings do not
invalidate the entire manual, but only that particular provision.

The purpose of this Procurement Policies and Procedures Manual is to provide for the
fair and equitable treatment of all persons involved in public procurement, to maximize
the purchasing value of public funds and to provide safeguards in order to provide a
procurement system of quality and integrity. (§ 13-1-29 NMSA 1978)

ADMINISTRATION

The responsibility for administration of the provisions of this policy shall be under the
Director of Finance.

The Purchasing Agent shall be responsible for having the knowledge to insure that all
provisions of this policy and all other purchasing concerns and activities of the Village of
Ruidoso are appropriate and consistent with the most current generally accepted purchasing
techniques and all provisions of the law.

SCOPE
Except for expenditures exempt from state statutes, this procurement policy applies to every

expenditure by the Village of Ruidoso for the procurement of items of tangible property,
services, and construction (§13-1-28 to §13-1-199 NMSA 1978, 1997 Repl.).

CONSISTENCY WITH STATE PROCUREMENT CODE

The provisions of this policy are subject to change. Where this policy or any revision of
this policy is inconsistent with the State Procurement Code or Statutes, the State Code
and Statutes shall prevail.

DISTRIBUTION

All purchase users shall be given a copy of this policy and any revisions and notified of the
effective date.



PURCHASING AGENT AND CENTRALIZED PURCHASING

The Purchasing Department is the general term for the individuals designated by the Village
Manager to fulfill the responsibility and functions of this policy. The primary objective of the
Purchasing Department is to provide timely and responsive support to Village Departments.
The primary functions of the Purchasing Department are:

> To audit all purchase requisitions and issue purchase orders

> To provide guidance and training to user departments on procurement code.

> To formulate procedures and recommend policy changes concerning purchasing.

POLICY RESOLUTIONS

Any amendment of this policy shall be executed by resolution and approved by the Village of
Ruidoso Governing Body.

PERSONAL USE PROHIBITED

Employees are prohibited from making any purchases for the purpose of personal or
private use.

CIVIL PENALTIES

Persons knowingly violating the State Procurement Code, State Statutes, or this policy
may be subjected to a fourth degree felony if the transaction involves more $50K, a
misdemeanor if the transaction is $50K or less as per New Mexico State Statutes. To be a
violation, the must be a “willful” violation of the Code. In addition, persons violating this
policy, State Statutes, or “violation of the State Procurement Code may be subject to
disciplinary action up to and including termination of employment by the Village. (§13-1-
196 NMSA 1978)

UNLAWFUL PARTICIPATION

It is unlawful for any local public body employee, as defined in the Procurement Code (§13-
1- 28 to §13-1-199 NMSA 1978, 1997 Repl), to participate directly or indirectly in a
procurement when the employee knows that the employee or any member of the
employee’s immediate family has a financial interest in the business seeking or obtaining a
contract.



CHAPTER II: AUTHORITY TO PURCHASE

DEFINITION OF A PURCHASE

For the purpose of this policy a purchase includes the execution of any expense to be
made from Village funds.

USER AUTHORITY AND RESPONSIBILITY

Purchasing authority is limited to individuals authorized by the Department
Director/Managers to make purchases. A Department Authorization Signature Form (see
Attachment 1) documenting all authorized users shall be submitted to the Purchasing
Department. This form will provide the name and signature of all authorized users and
will be approved by the Department Director/Manager. All authorized users shall receive
and sign for a copy of this procurement policy, and such users shall thereby be responsible
for the knowledge and appropriate compliance and application of the policy.



CHAPTER lll: STANDARD PURCHASING METHODS

STANDARD PURCHASING

The provisions of this section apply to all standard purchases. "Standard Purchases" are
described as systematic, planned, and necessary purchases for admlmstratlon and
operation of a project, division, and/or department.

There shall be no exception to these standard purchasing methods except as provided
in Non-Standard (Urgent or Emergency) Purchase Methods described in Chapter IV of
this policy. ‘

A. PURCHASE REQUISITION METHOD

All standard purchases with the exception of P-Card and routine monthly purchases require
a Village of Ruidoso Electronic Requisition to be completed and submitted to the
Purchasing Department prior to making a purchase. User Departments shall not make an
actual purchase until an approved Requisition has been submitted to Purchasing and a
Purchase Order Number has been received from the Purchasing Office. Purchase Orders
are processed daily by the Purchasing Department. The Village hereby declares and
establishes that it will assume no responsibility for payment of unauthorized purchases.
Chapter V elaborates on this subject.

A supplement with detailed instructions is attached to this manual. A sample purchase

requisition is also attached. Purchase Requisition instructions are located on Village website
under Purchasing Department and on Village V Drive.

PURCHASE ORDER NUMBER

A purchase order number is an authorization to make a purchase. A purchase order
number must be obtained by the purchaser prior to executing a purchase with the
exception of P-Card and routine monthly purchases. Purchases are not approved
without a purchase order number.

Notes:

Purchase Order Number will not be issued without the proper documentation
(requisition) and no purchase can be made without a purchase order
number,

It is the responsibility of the purchaser to inform the vendor that the purchase order
number must be included on the invoice.

B. PROCUREMENT CARD/PURCHASING CARD METHOD

The purchasing card program is a purchasing tool which provideskan extremely efficient and

4



effective method of purchasing for the Village. The purchasing card works like a
personal credit card and will enable cardholders to make allowable purchases. An
authorized purchase is a purchase which has budgeted funds at the time of purchase.
Purchases can be completed with suppliers over the phone, internet, or in person,
however, the purchaser is responsible for obtaining an itemized receipt from the business
vendor.

Built-in card features make the program easy to control and reduces processing costs by
minimizing the number of procurement related invoices and checks. Purchases made
with the purchase card do not require approval in advance. The only exception to this is
any IT related purchases of hardware or software must have IT approval.

The supplier is the vendor from whom a cardholder is making a purchase. The
purchasing card is welcomed by over 15 million suppliers worldwide. When accepting
the card for business purchases, suppliers need not send invoices since they will
receive payment directly from Bank of America (via the card association) within 48
hours. All a supplier will need to do is give an itemized paid receipt to the cardholder.

When making a purchase, inform the merchant of the following information:

1. This purchase is New Mexico sales tax exempt. Our tax exempt number is
01404291006.

2. Give accurate delivery information. For telephone, fax, catalog or Internet orders,
specify your name, department/and address. Never direct shipment to your home
address. Do not allow COD deliveries. You must pay at the time of ordering or pick
up by using the Purchasing Card.

3. Request itemized documentation showing description of cost of each item.

4. When placing a phone or fax order, request order number and a faxed copy of the
invoice or order.

5. Ensure receipt of goods and materials are received.

6. Follow-up with the vendor to resolve any delivery problems, discrepancies and
damaged goods.

7. ltis illegal for the merchant to submit a VISA charge for payment unless you have
received your order.

8. Inspect all goods immediately upon receiving.

9. If there is a problem with the order, contact the merchant immediately.

10. Keep notes on problems and resolution including names, dates, and conversations.

RETURNS AND/OR EXCHANGES:

If an item is received in error, damaged and/or defective, duplicated order, etc., the following
steps should be followed:

Mail Orders: You must contact the vendor to obtain authorization to return the item(s).
(Every vendor has different return policies — make sure your return meets their criteria).
Determine if there is a restock fee. If so, it will be charged to your card. The item(s) to be
returned must be repacked in original manufacturer’s carton(s).

Local Orders: Take original receipt with the product in original manufacturer’s carton back to
the vendor. When an item has been returned you will receive a credit receipt which will be
5



reflected on the current billing statement or the following month billing statement. If the
vendor has not replaced or corrected the item by the statement cutoff date, then the
purchase of that item will be considered in dispute. If you are disputing a charge, you must
complete a Disputed Charge Report (Attachment 6) and include with the expense report.

The card limit will be designated by the Finance Director and/or the Village Manager and
based as follows:

Department Director/Manaager and Senior Staff $5,000.00 a month
- Middle Management $3,000.00 a month
Field Staff/Support Staff $3,000.00 a month

+ Card limits may be increased on a temporary
basis upon approval of Village Manager.

CARDHOLDER ELIGIBILITY

Criteria to receive a purchasing card include:
* The applicant must be an employee of the Village of Ruidoso.
¢ A written request must be submitted by the requestor’s Department
Director/Manager and approved by Finance Director and/or Village
Manager
+ Each individual cardholder must sign a Purchasing Card Agreement form
provided by the Program Administrator (see Attachment 2).

RESPONSIBILITIES

CARD ISSUER (Bank of America)
¢ Issuing purchasing cards to approved Village of Ruidoso employees
o Providing electronic transaction authorization
¢ Billing the Village for all purchases made on the Village’s Purchasing Cards

PURCHASING CARD PROGRAM ADMINISTRATOR RESPONSIBILITIES

The Finance Director and/or the Village Manager or their designee serves as the
Purchasing Card Program Administrators. Administrative duties are delegated to the
Finance Department and include:
¢ Serving as the main contact for the Village of Ruidoso
e Providing training materials to managers and employee cardholders
before issuing a purchasing card
e Having the cardholder sign a Purchasing Card Agreement (Attachment 2),
Signifying agreement with the terms of the purchasing card program
¢ Retaining signed Purchasing Card Agreements in a secure
location
¢ Acting as the liaison with Bank of America
o Acting as the intermediary for establishing and maintaining purchasing
card management reports

e Coordinating all cardholder maintenance (adds, changes, and closures with the card
issuer)

e Generating and issuing monthly purchasing card reports for review by Finance

Reconciling the Bank of America statement with the electronic file
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¢ Ensuring that lost or stolen cards have been blocked by the
Village

o Assisting cardholders with erroneous declines, unresolved supplier disputes, lost or
stolen cards and fraudulent charges

CARDHOLDER

The cardholder is a Village of Ruidoso employee who is approved by their Department
Director/Manager to use the purchasing card to execute purchase transactions on behalf
of the Village of Ruidoso.

The guidelines are purchases must be budgeted and for a legitimate business purpose.
If a purchase is not budgeted prior to the purchase the cardholder will ultimately be held
responsible for the purchase.

The purchasing card will be issued in the employee’s name with the Village of
Ruidoso’s name clearly indicated on the card. The purchasing card is a corporate charge
card which will not affect the cardholder’s personal credit. However, it is the cardholder’s
responsibility to ensure that the card is used within the guidelines in the Village of Ruidoso
policies. Failure to comply with program guidelines may result in permanent revocation of
the card, notification of the situation to management, and/or disciplinary measures up to
and including termination.

CARDHOLDER RESPONSIBILITIES
e Immediately report a lost or stolen card to Bank of America at 1-800-538-8788
(24 hours a day, 365 days a year)
e Immediately notify the Program Administrator and Department
Director/Manager of a lost or stolen Purchasing Card at the first opportunity during
normal business hours
e [Ensuring the purchasing card is used for legitimate business purposes only. Ifa
purchase is not budgeted prior to the purchase the cardholder will ultimately be held
responsible for the purchase.
e Maintaining the purchasing card in a secure location at all times
e Never allow other individuals to use your purchasing card
e Adhering to the purchase limits and restrictions of the purchasing card
and ensuring the total transaction amount of any single transaction does not
exceed the limit set for the cardholder
e Inputting line items on each transaction for each department. Each card holder will
receive notification from Bank of America frequently which will require the entry of the
account codes used for their purchases.
« All coding must be completed by the 28" of the month and submitted to Finance
for review.
e Obtaining an itemized receipt for all transactions
¢ Submit the Bank of America report with sequential receipts attached to the Finance
Department. Any small register tapes need to be taped on an 8 %2 by 11 sheet of paper.
e Attempt to resolve billing disputes directly with the supplier. If unable to resolve
the dispute, the cardholder should contact the Purchasing Card Administrator or
designee and fax the required dispute form to Bank of America
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e Ensuring that an appropriate credit for the reported disputed item or billing error
appears on a subsequent cardholder statement

e Must not accept cash in lieu of a credit to the purchasing card account

e Return the purchasing card to the Department Director/Manager upon
terminating employment or transferring departments within the Village of Ruidoso

e Report erroneous declines or fraudulent charges to the Department
Director/Manager and the Program Administrator during normal business hours

e Each card holder is responsible to code and reconcile (verify budgeted amount)

each purchase with the account line item that will be used for each purchase.

DEPARTMENT DIRECTOR/MANAGER RESPONSIBLITIES

e Ensuring the purchasing card is used for legitimate business purposes only
e Ensuring that all purchases are recorded on the Bank of America purchase
summary log with receipts attached.
e The Bank of America purchase summary log will be turned in to Finance after
reviewing for accuracy and signing.
e Informing Finance when cardholders have any changes that affect their status.
e Failure to comply will result in the following:
Written warning followed by up to one year termination of p card use
for the entire department.

FINANCE RESPONSIBILITIES

» Audit the Bank of America paper and/or electronic reports to review the purchasing
card program

CARDHOLDER ACCOUNT CLOSURE

Accounts may be closed under the direction of the Finance Director and/or Village
Manager for reasons including, but not limited to:

e The purchasing card is used for personal, unauthorized purchases, alcoholic
beverages, or any substance, material, or service which violates the Village of
Ruidoso policy, law, or regulation.

e The cardholder allows the card to be used by another individual.

e Missing/Lost Receipts, the purchasing card holder has the responsibility of doing
due diligence to replace the receipt (request duplicate from vendor) in a timely
manner.

e If the cardholder fails to provide receipts for all transactions, the cardholder will be
in violation if failure to submit itemized receipts within the specified time frame, this
is considered an unauthorized purchase. The cardholder shall be held personally
responsible to reimburse the Village for the unauthorized purchase. This
reimbursement can be paid directly to Finance or deducted from an employee’s bi-
weekly payroll. (Signed documents allowing this process are signed at the time of
card issuance and maintained by Finance) The cardholder must submit P-Card
logs, cardholder statement, itemized receipts, and license plate numbers on any
gas purchases, to Finance by the 28" of each month.



If cardholder fails to comply with the P-Card Policy or does not adhere to the Village of
Ruidoso policies regarding procurement, it will result in the following actions:

o On the first violation, the cardholder will receive a verbal warning from their
Supervisor based on information provided by Finance. The cardholder must
reimburse the Village immediately. The Finance Director or designee will contact
the cardholder and discuss policy and procedures.

o If the violation occurs a second time, the card holder will receive a written
reprimand from their Supervisor based on information provided by Finance.

e A third violation will result in a written reprimand from their Supervisor and the
permanent termination of the Procurement card.

Any other violations not listed above will be reviewed on a case by case basis by
the Finance Director and Village Manager. Depending on the severity of the
Procurement Card violation, in and of itself, will be sufficient cause for immediate
termination of Purchasing Card privileges.

The purpose for using a Purchase Card is for Emergency purchases; travel (see
travel policy), internet purchases, or in situations when purchase orders are not
accepted by a vendor.

PROHIBITED PURCHASES of the use of purchase card

Examples are the following:

Capital Items (Expenses over $5,000)
Professional Services

Personal Transactions

Liquor/Tobacco

If there is any question as to whether a transaction is allowed or not, the cardholder should
contact the Finance Department.

SUPPLIER BLOCKING

Transactions will be blocked at the point of sale for the types of suppliers included on the
Blocked Merchant Category Classification Code Listing. Changes to the blocking list can be
made as demonstrated by business need. A cardholder should obtain approval from their
Department Director/Manager before asking the Program Administrator to change the
blocking list associated with the cardholder’s profile at Bank of America.

The purchasing card is to be used only for the purchase of goods. The spending limit will
vary and will be established based on the needs of the user. Any exception must be
approved by the cardholder’'s Department Director/Manager before requesting the Program
Administrator to change the cardholder’s profile with Bank of America.

ERRONEOUS DECLINES



If the cardholder feels that the purchasing card has been erroneously declined by a supplier,
the Program Administrator should be contacted for assistance. The Program Administrator
will contact Bank of America to determine the reason for the decline and will make
appropriate changes to the cardholder’s profile.

If a decline occurs outside of normal Village of Ruidoso business hours, the employee must
find an alternate payment method or terminate the purchase and contact the Program
Administrator during normal business hours.

CREDITS

Suppliers should issue all credits for returned merchandise or services to the individual
purchasing card account for any item they have agreed to accept for return. UNDER NO
CIRCUMSTANCES SHOULD A CARDHOLDER ACCEPT CASH IN LIEU OF A CREDIT
TO THE PURCHASING CARD ACCOUNT.

UNRESOLVED DISPUTES AND BILLING ERRORS

The cardholder is responsible for contacting the supplier to resolve any disputed charges
or billing errors within 60 days of receiving a statement. If the matter cannot be
resolved with the supplier, the cardholder should:
e Contact Bank of America at 1-800-538-8788 directly for
assistance e Fax a signed Bank of America Dispute Form to Bank
of America at 1-800-253-5846 to document the reason for the
dispute
e If the dispute is resolved in the cardholder’s favor, a credit in the amount of the
disputed transaction will appear on a subsequent cardholder statement
e Contact the Program Administrator for assistance if an acceptable resolution is
not obtained

C. PETTY CASH METHOD

This procedure is established to enable departments to make small purchases under
$25.00 without going through the purchase order process. The purpose is to grant
flexibility to departments for acquiring very small supplies when required immediately. The
use of a petty cash fund shall be restricted to those departments whose historical
expenditure records justify such utilization as determined by the Director of General
Services Department. See the Financial Management Manual for petty cash procedures.

D. BLANKET PURCHASE ORDERS

Blanket purchase orders are utilized for numerous and repeated daily purchases which
are anticipated through the fiscal year. All blanket purchase orders expire on June

30™ of the fiscal year. It allows the use of a single purchase requisition issued for a

specific period of time, and is issued to a specific vendor from which the departments
make routine and repeated purchases. Blanket purchase orders are approved by the
Department Director.
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To initiate a blanket purchase order, the user must submit a purchase requisition to
Purchasing for the service or product and vendor. A purchase order number will be
issued upon approval. The purchase order must be clearly marked “Blanket Purchase
Order.” That blanket purchase order will be valid for the remainder of that fiscal year. If
services or products are to continue into a new fiscal year, a new blanket purchase
order must be submitted to Purchasing.

Under no circumstances are blanket purchase orders to be used for the purchase of
capital goods or equipment.

E. ROUTINE MONTHLY PURCHASES

Routine monthly purchases include utility bills or other service charges,
memberships, subscription fees, registration fees, ads and publications, drug and
alcohol screening, employment background checks, travel and schools, funds
appropriated for support to other agencies, or other purchases requiring special
purchase considerations. These purchases and services are not required to have an
assigned Purchase Order. The Purchasing Agent shall assist departments in
determining when this method is appropriate.

CHAPTER IV: EMERGENCY/URGENT PURCHASING METHODS

GENERAL PROVISIONS

The provisions of this section include all purchases which are considered urgent or
emergency and cannot, therefore reasonably follow the standard purchasing
procedures. Urgent or emergency purchases are normally due to insufficient time required
for standard processing, but must follow the guidelines established in this section. It is
the responsibility of the Department Director with Village Manager approval to insure that
all purchases made under provisions of this section are immediate and unforeseen.

A. URGENT/EMERGENCY PURCHASE

Procedure

All urgent/emergency expenditures shall be approved by the completion of an
11



Emergency/Urgent Purchase Memorandum. See attachment 4. This form includes a
written justification for purchases and must be completed within 24 hours of the urgent
situation. This memorandum must be attached as documentation for the expenditure.

An emergency purchase is only permissible when there is an existing condition which
create a threat to public health, welfare, or safety or property such as may arise by reason
of floods, fires, epidemics, riots, acts of terrorism, equipment failure, or similar events and
includes the planning and preparing for an emergency response.

The existence of the emergency condition creates an immediate and serious need for
services, construction, or items of tangible property that cannot be met through normal
procurement methods and the lack of which would seriously threaten the functioning of
government; the preservation or protection of property; or the health or safety of any
person. The central purchasing office shall use due diligence in determining the basis for
the emergency procurement and for the selection of the particular contractor. Emergency
procurements shall not include the purchase of heavy road equipment. The determination
shall be in writing and included in the procurement file. (§13-1-127 NMSA 1978)

An emergency condition must be determined by the Village Manager and/or a Deputy
Village Manager. The Finance Department shall maintain all emergency procurement
records for a minimum of three years. Prior to award of an emergency procurement
contract, the central purchasing office shall provide the information to the department
of information technology for posting on the sunshine portal; and forward the same to
the legislative finance committee. Within three business days of awarding an
emergency procurement contract, the local public body central purchasing office shall
post the information described on the local public body website. The record of such
procurement shall be public record and shall contain, at a minimum:

e The contractor's name and address;
¢ The amount and term of the contract;

e A listing of the services, construction or items of tangible property procured
under the contract;

¢ Whether the contract was a sole source or emergency procurement contract;
and,

e The justification for the procurement method.

(§13-1-128 NMSA, 1978)

CHAPTER V: UNAUTHORIZED PURCHASES AND OVER EXPENDITURES

UNAUTHORIZED PURCHASES

Any purchase which is not allowable and appropriately approved within the Village budget
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or by other Village Council action, or which does not substantially comply with the
provisions of the State Procurement Code, State Statutes, or the provisions of this
policy shall be considered an unauthorized purchase, and thereby not subject to
payment by the Village.

All authorized purchases shall be budgeted or approved within an appropriate fund or agency
account, or within an appropriate line item as approved by the Village of Ruidoso Village
Council.

The Village of Ruidoso hereby establishes that it will assume no responsibility for payment of
unauthorized purchases. Furthermore, any individual initiating or otherwise executing any
unauthorized purchase may be held personally responsible for payment.

All questionable purchases shall be submitted to Finance for review. If Finance finds the
purchase to be unauthorized or questionable under the provisions of this policy, the
Department Director/Manager will be informed. The Department Director/Manager may
request further review by the Village Manager and/or Finance. The determination of the
Village Manager and/or Finance will be final and no other review may be requested.
Questioned purchases will not be processed until a final determination concerning the
allowability is made.

OVER EXPENDITURES

The Department Director/Manager is directly responsible to ensure that all purchases
are made in accordance with the current budget. Further, the Department
Director/manger is responsible for ensuring that sufficient funds remain in the budget
before requisitions are submitted. No purchases may be approved or processed in
cases where the budget is overextended.

If budget changes are needed, the Department Director/Manager should submit a budget
change to the Fiscal Office.

The Finance Department shall provide sufficient information (data and reports) upon
request, to keep Department Directors/Mangers properly updated on budget balances.
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CHAPTER VI: COMPETITIVE PURCHASES

All employees making purchases shall attempt to insure that all purchases are made at

the best obtainable prices. All purchases shall be made in accordance with the
following provisions:

PURCHASING THRESHOLDS

> $0.01to $5,000.00: Purchases do not require a price quote. All purchases shall be
made at the best obtainable price. (§13-1-125 NMSA 1978) All purchases over
$5,000.00 must be signed and approved by the Village Manager or designee.

> $5.,000.01 to $60,000.00: Purchases require at least 3 written quotes (including fax
or internet) from different vendors. The quotes need to be entered on the detailed
description section of the requisition form and the quotes obtained need to be
attached to purchase order and filed in the department for Auditor review if requested.

> _$60,000.01 and above: All purchases exceeding $60000.00 (except
professional services and state or federal purchasing contracts and cooperative bids)
require formal bid procedures as specified by State regulations (§13-1-102 NMSA
1978) and must have an approved budgeted line item. The department shall provide
the specifications to the Purchasing Agent who shall approve a purchase method and
execute the required process.

> All professional services, having a value not exceeding sixty thousand dollars
($60,000), will be procured at the best negotiated price through an informal
process. Any professional services over $60,000.00 will be procured by
Formal Sealed Competitive Proposals and will be approved by the Village
Council as a regular agenda item. See Section E below for more
information on procurement of professional services.

COUNCIL APPROVAL OF PROCUREMENT ACTIONS

The following items must be approved by the Village Council. These procurement actions
will be presented as a regular Council agenda item:

> Proposals of $60,000.00 or greater.

> Bids $60,000.00 or greater.

> Professional services $60,000.00 or greater.
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The following items must be approved by the Village Council. If the purchase was
originally planned and is in the department budget for the appropriate fiscal year, the
purchase has already been approved by the Council. If not, the procurement will be
presented as a consent item on the Council agenda.

> Proposals of $60,000.00 or greater.

> Bids $60,000.00 or greater.

> Professional services under $60,000.00
Village Council approval is not required on purchases under $60,000.00.

BID SPECIFICATIONS

Specifications should be written by the user department to address the needs of the
Village for a specific item to perform a specific function. Specifications written for
purchases shall not be “closed or exclusive”, or otherwise written in such a way as to
intentionally favor or exclude a vendor. Reference to specific types or quality shall be
followed by the wording “or equal” and all specifications regardless of wording shall be
considered as “or equal.” It shall be the user department’s responsibility to provide and
ensure that all specialized technical aspects of specifications are correct and
appropriate, and to point out any questionable, unusual, or inappropriate specifications
to the Purchasing Agent prior to processing. The bidding process may be waived after
review of the Purchasing Agent in cases that a vendor has a State or Federal Purchasing
Contract. In all cases, a purchase order must be obtained prior to the use of a contract.

As per §13-1-164 NMSA 1978, all specifications shall be drafted to ensure maximum
practicable competition and fulfill the requirements of state agencies and local public
bodies.

COMPETITIVE BID METHODS

A. WRITTEN QUOTES
Written quotes may be in a variety of formats, including printouts from internet sites,
e-mails from vendors, or hand written quotes from vendors, but must contain the
following information:

o Vendor (new vendor’s to VOR need W9s, refer to New Vendor Form
Attachment 3 )

) Item to be purchased

o Quantity

o Price

In the event there are not three known vendors which have materials/services available,
less than three quotes are permissible. See Section C below on Sole Source
Purchase.

When the vendor has a State or Federal Purchasing Contract, or if a vendor has an
agreement or contract with the village to provide materials or services, multiple quotes
are not required.
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B. STATE OR FEDERAL PURCHASING CONTRACTS AND COOPERATIVE BIDS

State or Federal Purchasing Contracts and Cooperative Bid Exceptions: Direct
purchases may be made in cases that a vendor has a State or Federal Purchasing
Contract recorded in the Purchasing Office. Also, the Village may purchase items
cooperatively through another public body’s bid process consistent with State Codes.

In all cases, a purchase order number must be obtained prior to the use of a contract.
A copy of the current purchasing agreement must be attached with the requisition
(§13-1- 129 NMSA 1978).

The State list can be found at www.generalservices.state.nm.us. The Federal list can
be found at www.gsa.gov. If any assistance is needed in locating these sites, contact
the Purchasing Office.

C. SOLE SOURCE PURCHASE

A sole source purchase is permissible when there is only one vendor in the overall
geographical region that can provide the required service, construction, or item of
tangible property. (§13-1-126 NMSA 1978,) A Sole Source Certification Form (See
attachment 5) must be completed for any procurement determined to be sole source.
The Village Manager or Deputy Village Manager shall certify that a good faith
effort has been made to contact other vendors in the general overall
geographical region that the sole source has been located, and that the item
or service is the only source found to be available in the region. The service,
construction or item of tangible personal property is unique and this
uniqueness is substantially related the intended purpose of the contact and
that other similar services construction or items of tangible personal property
cannot meet the intended purpose of the contract. The Purchasing Agent shall
certify that every effort has been made to determine if there is a Federal Purchasing or
State contract for the item or services requested and that negotiations, as
appropriate, have been conducted with the sole source vendor to determine that it is
the best obtainable price. The Purchasing Office shall maintain for a minimum of
three years records of all sole source procurement. The record of such procurement
shall be public record and shall contain:

> The Vendor's name and address;

> The amount and item of the contract;

> A listing of the services, construction or items of tangible property procured

under the contract; and
> The justification for the procurement method.

D. PROPOSALS -REQUEST FOR PROPOSAL (RFP), COMPETITIVE
SEALED PROPOSALS

A request for proposal (RFP) is used to solicit the procurement of professional services
or tangible property over $60,000.00. In addition, a RFP may be used when it is
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determined that the use of bids is either not practical or advantageous. Proposals are
mostly criteria based, and not on a cost only basis.

User departments are required to develop the detailed scope of work, the
evaluation criteria, and the scoring of each criteria. This information should be
submitted to the purchasing office and used in the development of the RFP to be
released.

“Request for Proposal’” means all documents, including those attached or incorporated by
reference, used for soliciting proposals. (§13-1-81 NMSA 1978).

The RFP shall include the following:
V' The specifications for the service(s) to be procured;
V' All contractual terms and conditions applicable to the procurement;

VInstructions and information to offerers, including the date, time and place where

proposals are to be received and reviewed;
V' All the evaluation criteria including the relative weights to be given to each criteria.

Public notices must be published at least ten days prior to the deadline for
submission (§13-1-104 NMSA 1978, 1997 Repl.). All legal notices must be published
in at least three (3) regional markets in addition to the local area. Proposals will not be
opened prior to the scheduled deadline for submission. Proposals are not publicly
opened.

After the deadline for submission, proposals will be evaluated based on the
evaluation criteria set forth in the proposal document (§13-1-114 NMSA 1978), by an
evaluation committee consisting of no less than three members and no more than
seven members. This committee shall include the Department Director/Manager
originating the proposal or designee and a Village Councilor. The Councilors would
be chosen on a rotating basis in alphabetical order.

Negotiations may be conducted with responsible offerors who submits proposals
found to be reasonably likely to be selected for award (§13-1-115 NMSA, 1978). The
contents of any proposal shall not be disclosed so as to be available to competing
offeror during the negotiation process (§13-1-116 NMSA, 1978)

The committee’s recommendation will be forwarded to the Village Manager and/or
Village Council, as appropriate, for award approval. If bids received and awarded are
less than $60,000.00, no Council approval is needed. Awards over $60,000.00 will need
approval by Council.

After award, all proposals are subject to the “Inspection of Public Records Act” (§14-2-1
through 14-2-12 NMSA 1997). Individual rating sheets from the evaluation committee
will be destroyed as these are not public information.

Proposals that are rejected and never awarded are not subject to the “Inspection of Public
Records Act. “In addition to the requirements above, proposals for the services of
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architects, engineers, landscape architects and surveyors must also comply with §13-1-
120 through 13-1-124 NMSA 1978. (§13-115 NMSA 1978)
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There shall be a check list attached to each proposal file to insure compliance with all
required “terms and conditions” such as completing the “Campaign Contribution
Disclosure Form”, submittal of a W-9 form or Application for a Village of Ruidoso business
license.

E. BIDS (INVITATION FOR FORMAL BID, REQUEST FOR BID, COMPETITIVE
SEALED BIDS)

A request for formal bid is used to purchase tangible property over $60,000.00.
Bids, unlikeproposals, are primarily cost based.

“Invitation for Bids/Request for Bids” means all documents, including those attached or
incorporated by reference, utilized for soliciting sealed bids. (§13-1-64 NMSA 1978). An
invitation for bids shall include the specifications for the services, construction, or items
of tangible personal property to be purchased, all contractual terms and conditions
applicable to the procurement, the location where the bids are to be received and the
date, time, and place of the bid opening. (§13-1-103 NMSA 1978, 1997 Repl.)

The user department shall develop the technical specifications, which shall clearly
describe the items the user department intends to purchase.

The request for bid shall include the following:
o The specifications for services, construction, or items of tangible personal property

requested;
o The contractual terms and conditions applicable to the procurement;
e The terms of the contract and conditions of renewal or extension;

e Instructions and information to bidders, including the date, time, and place, where
bids are to be received.

When the Village of Ruidoso requires sealed bids, the entire bid document must be
reviewed by the Department Director/Manager originating the bid or designee.
Additional staff may be required to review the bid document.
¢ If the procurement is to be procured without electronic submission, the
invitation for bids shall include the location where the bids are received and
the date, time and place of the bid opening. If the procurement is to be a
sealed bid with part or allof the bid to be submitted electronically, the invitation
for bids shall comply with the requirements of Section 13-1-95.1 NMSA 1978,
1997 Repl.
¢ Public Notice must be published at least ten calendar days prior to the
scheduled bid opening. (§13-1-104 NMSA 1978, 1997 Repl.) All legal notices
must be published in at least three (3) regional markets in addition to the local
area. Bids will not be opened prior to the scheduled bid opening. All bids shall
be opened publicly in the presence of one or more witnesses. (§13-1-107
NMSA 1978).
e Award shall be made to the lowest responsible bidder, as approved by the
Village Council. However, the Village reserves the right to waive technicalities
and accept the bid deemed to be in the best interest of the Village of Ruidoso. If
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bids received and awarded are less than $60,000.00, no Council approval is
needed.
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Awards over $60,000.00 will need approval by Council.

e Price negotiations can be conducted if the lowest bid was up to 10% higher
than budgeted project funds in order to avoid rejection of all bids only if the
lowest responsible bid has otherwise qualified, and if there is no change in the
original terms and conditions. (§13-1-105 NMSA 1978, 1997 Repl.)

e All bids are subject to the “Inspection of Public Records Act.” (§14-2-1 through
14-2-12 NMSA 1978)

e There shall be a check list attached to each bid file to insure compliance
with all required “terms and conditions” such as completing the “Campaign
Contribution Disclosure Form”, submittal of a W-9 form or Application for a
Village of Ruidoso business license.

PROCUREMENT OF PROFESSIONAL SERVICES

Professional Services means the services of architects, archeologists, engineers, surveyors,
landscape architects, medical arts practitioners, scientists, management and systems
analysts, certified public accountants, lawyers, psychologists, planners, researchers,
construction managers, and other persons or businesses providing similar professional
services, which may be designated as such by a determination issued by the state
purchasing agent or a central purchasing office (§13-1-76 NMSA, 1978). Characteristics of
“Professional Services” include:

e Services are professional or technical or specialized needs. Work is
predominately intellectual and varied.

o Work is independent from the day-to-day control of the Village; consultant
maintains control of work methods.

o Work requires regular exercise in judgment, direction, and decision-making;
involves providing advice, opinion, or recommendations; may have policy-
implications for Village; often addresses management-level issues.

e May require advanced or specialized knowledge; or expertise gained over an
extensive period of time in a specialized field of experience.

o Work may be original and creative in character in a recognized field of
endeavor, the result of which may depend primarily on the individual’s
invention, imagination, or talent.

All professional services, having a value not exceeding sixty thousand dollars
($60,000.00) will be procured at the best negotiated price through an informal process.
Any professional services over $60,000.00 will be procured by Formal Sealed
Competitive Proposals. Awards over $60,000.00 will be approved by the Council as a
regular agenda item.

The award shall be made to the responsible offeror(s) whose proposal is most
advantageous to the local public body or legislative agency, taking into consideration the
evaluation factors set forth in the request for proposals. (§13-1-117.1 NMSA 1978)
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PROCUREMENT OF USED ITEMS

As per §13-1-155 NMSA 1978, the procurement of used items; appraisal required,
county road equipment, except for auctions, the following will apply:

¢ A central purchasing office, when procuring used items of tangible personal
property the estimated cost of which exceeds $5,000, shall request bids as
though the items were new, adding specifications that permit used items under
conditions to be outlined in the bid specifications, including but not limited to
requiring a written warranty for at least 90 days after date of delivery and an
independent "certificate of working order” by a qualified mechanic or appraiser.

+ Notwithstanding the provisions of Subsection A of this section, the purchasing
office for a county may purchase, at public or private auctions conducted by
established, recognized commercial auction companies, used heavy
equipment, having an estimated cost that exceeds $5,000, for use in construction
and maintenance of county streets, roads and highways, subject to the following
provisions:

(1) the commercial auction company shall have been in business for at least
three years preceding the date of purchase and shall conduct at least five
auctions annually;

(2) the value of each piece of equipment shall be appraised prior to the auction by a
qualified disinterested appraiser retained and paid by the county, who shall
make a written appraisal report stating the basis for the appraisal, including
the age, condition and comparable sales, and stating that the appraiser
has exercised his independent judgment without prior understanding or
agreement with any person as to a target value or range of value;

(3) anindependent "certificate of working condition" shall be obtained prior to the
auction from a qualified mechanic who shall have made a detailed inspection
of each major working or major functional part and certified the working
condition of each; and

(4) the price paid, including all auction fees and buyer's surcharges, shall not
exceed the appraised value.

REJECTION OR CANCELLATION OF BID OR PROPOSAL

An invitation for bids, a request for proposal, or any other solicitation may be canceled or
any or all bids or proposals may be rejected in whole or in part when it is in the best interest
of the Village. A determination containing the reasons for cancellation shall be made part
of the procurement file. If no bids are received or if all bids received are rejected and if the
invitation for bid was for any tangible personal property, construction or service, then new
invitations for bids shall be requested. If upon rebidding the tangible personal property,
construction or services, the bids received are unacceptable, or if no bids are secured, the
purchasing office may purchase the tangible personal property, construction, or services
in the open market at the best obtainable price (§13-1-131, NMSA 1978).

The Village of Ruidoso reserves the right to reject any bid from a bidder who previously
failed to perform properly or complete on time contracts of a similar nature or to reject the
bid of a bidder who is not in a position to perform such a contract satisfactorily. All such
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rejections are at the discretion of the Village and must be approved by the Village Manager
or the Director of General Services.

PREFERENCES

Preferences for purchases must be made in accordance with statutes on the application of
preferences. (§13-1-21 NMSA 1978)

When bids are received by non-New Mexico businesses and a New Mexico resident
business, a preference may be given to the New Mexico resident business. If the New
Mexico resident business is not the low bid, the bid may still be awarded to the New Mexico
resident business if the bid is within 5% of the lowest bid.

This section shall not apply when the expenditure of federal funds designated for a specific
purchase is involved or for any bid price greater than $5,000,000.00.

Definitions:
> "New Mexico resident business" means a business that is authorized to do and is
doing business under the laws of this state and:

o that maintains its principal place of business in the state

¢ has staffed an office and has paid applicable state taxes for two years
prior to the awarding of the bid and has five or more employees who
are residents of the state; or

e s an affiliate of a business that meets the requirements of Subparagraph
(a) or (b) of this paragraph. As used in this section, "affiliate" means an
entity that directly or indirectly through one or more intermediaries
controls, is controlled by or is under common control with the qualifying
business through ownership of voting securities representing a majority
of the total voting power of the entity;

PROTESTS

All protests for procurement must be in accordance with the State Code (§13-1-172
through13-1-176 NMSA 1978, 1997 Repl.) and New Mexico State Procurement Regulations
§1.4.1.80 through 1.4.1.93.

Any bidder or offeror who is aggrieved in connection with a solicitation or award of a
contract may protest. The protest shall be submitted in writing within 15 calendar days
after knowledge of the facts or occurrences giving rise to the protest.

In the event of a timely protest under §13-1-172 NMSA 1978, 1997 Repl. of the
Procurement Code, the purchasing office shall not proceed further with the procurement
unless a determination has been made that the award of the contract is necessary to
protect substantial interests of the Village.

However, procurement shall not be halted after a contract has been awarded merely
because a protest has been filed. After a contract has been awarded, the Village may
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halt procurement in exceptional circumstances or for good cause shown.

The Village shall have the authority to take any action reasonably necessary to resolve a
protest of an aggrieved bidder or offeror. The Village shall promptly (within ten calendar
days) issue a determination relating to the protest. The determination shall state the
reasons for the action taken.

All protests for procurement for the Village of Ruidoso will be accepted and reviewed by
the Village Manager and the Director of General Services.
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CHAPTER Vil: PAYMENTS

INVOICES

An invoice is an itemized statement submitted by the vendor to the Village for payment
of material or services delivered to the Village. It is the responsibility of the vendor to
ensure that a purchase order is provided prior to issuing materials or services and the
vendor shall include the purchase order number on the invoice submitted to the Village
for payment. A copy of the policy shall be sent to the vendor with a notice that if
improper invoicing procedures continue to occur, the Purchasing Agent may exclude the
vendor from the Village Vendor List. Also, the Village may refuse payment in any case that
there is an unauthorized purchase. The Purchasing Office will refuse delivery or shipment
if there is not a PO number assigned to the shipping label/packing slip. The packing slip
must contain an itemized detail of products delivered.

PROCESSING FOR PAYMENT

It shall be the responsibility of the Finance Department to insure that all invoices received are
appropriately authorized prior to payment and that the purchase order numbers are on the
invoices. The Finance Director shall be responsible for ensuring that appropriate
procedures are established and used for payment after invoices are received to include
that payment is made timely, and to ensure that discounts are received and late charges
avoided. All invoices must be paid within thirty (30) days of the date of invoice to
avoid late charges. (§13-1-158 NMSA 1978, 1997 Repl.)

VERIFICATION OF INVOICES

All invoices shall be signed by authorized personnel prior to payment to ensure materials and
services have been received and to verify it is authorized for payment.

PACKING SLIPS

All original packing slips are required to be submitted into Accounts Payable upon receipt of
delivery. (Toinclude: Aggregate deliveries, Fed Ex, Air Bills) These packing slips must be
signed and purchase order number referenced. Packing slips will be matched with invoices
received in mail and expedited for payment processing.
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CHAPTER VIII: SPECIAL END OF THE YEAR PROCEDURES

Special purchasing procedures shall be followed to ensure effective fiscal closeouts can be
accomplished. Department Directors/Managers are responsible for anticipating the
department needs and procuring all goods and services prior to the end of the fiscal year.
Provisions are as follows:

60 days Prior to Year Ending

60 days prior to the end of the fiscal year, the Purchasing Agent will send out a report.
listing the outstanding purchase orders to each department. The department will review
and report their findings to the Purchasing Agent.

60 days prior to the end of the fiscal year, purchase order numbers will be issued only for
purchases in which invoices will be received within an estimated thirty (30) days, except as
otherwise specifically approved by the Finance Department/Purchasing Office.

30 Days Prior to Year Ending

There shall be no purchases requiring a purchase order, or purchase order numbers
issued within 30 days prior to the end of the fiscal year. Any exception must be
approved by the Village Manager or Deputy Village Manager(s)/P Card Administrator.

7 Days Prior to Year End Bank of America closing there will be no use of the P-Card

There shall be no purchasing on the Village P Card. Any exception must be approved by
the Village Manager or Deputy Village Manager(s)/P Card Administrator.
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ATTACHMENT 1
Department Authorization Signature Form

The Purchasing Department is required to keep on file signatures of all Department
Directors/Managers and alternates authorized to sign on purchases.

Please sign on the lines provided below and also print your name under your signature.
If your signature is illegible on any invoice, it will be considered an unauthorized
purchase.

DEPARTMENT:

PRINT DEPARTMENT DIRECTOR NAME

SIGNATURE

PRINT DEPARTMENT MANAGER
(ALTERNATE)

SIGNATURE

PRINT DEPARTMENT 2NP ALTERNATE

SIGNATURE

Special notes:
(Use this area for special conditions, such as authorization limited to certain $ amounts,
etc)
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ATTACHMENT 2
PURCHASING CARD AGREEMENT

AGREEMENT TO ACCEPT Village of Ruidoso PURCHASING CARD

The Village of Ruidoso is pleased to offer you the Bank of America Purchasing Card. It
represents the Village’s trust in you and your empowerment as a responsible agent to
safeguard the Village’s assets.

I, hereby acknowledge receipt of the
Village of Ruidoso Purchasing Card Program Policies and Procedures and confirm
that | have read and understand its terms. As a cardholder, | agree to comply with said
document and understand that the Village of Ruidoso is liable to Bank of America for all
Organization approved purchases.

| agree to use the Purchasing Card for Organization approved purchases and agree not
to charge personal purchases. | understand that the Village will audit the use of the
card and report any discrepancies.

| further understand that improper use of the card will result in a security investigation
which may lead to disciplinary action, up to and including prosecution and termination of
employment. Should | fail to use the card properly, | authorize the Village of Ruidoso to
deduct such amount from my salary equal to the total amount of unaccountable
expenditures. | also agree to allow the Village to collect any amounts owed by me even
if | am no longer employed by the Village of Ruidoso.

In the event that the Purchasing Card is not used as herein stated, | hereby authorize the
Village to release my last known address and any information relating to my use of the
card to Bank of America.

| understand that the Village of Ruidoso may terminate my right to use the card at any
time for any reason. | also agree to return the card to the Village immediately upon request
or upon termination of employment.

CARDHOLDER
Signature Date
Signed before me this day, this month _ of this year 20 .

Notary Public, My commission expires.

PROGRAM ADMINISTRATOR

| acknowledge that the above cardholder has been issued a Village of Ruidoso
Purchasing Card account number:

Signature Date

28



ATTACHMENT 3

Village of Ruidoso
New Vendor Information

Please provide the following information along with your W-9:

Name of Business:

Physical Address:

Remittance Address:

Phone Number:

Fax Number:

E-mail Address:

Terms/Net Due:

Contact Person:

This information needs to be provided to:
Accounts Payable Clerk

Fax: 575-258-3017

Phone: 575-258-4343
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ATTACHMENT 4

Village of Ruidoso
EMERGENCY/URGENT PURCHASE MEMORANDUM

This form MUST be completed for ALL Emergency Purchases made by any
department. The Purchase MUST BE either an EMERGENCY OR URGENT
PURCHASE as defined in Chapter V of the Purchasing Procurement Procedure
Manual and as defined herein:

“An emergency purchase is permissible when there is an existing condition which creates
a threat to public health, welfare or safety such as may arise by reason of floods,
epidemics, riots, equipment failures or similar events. The existence of the emergency
condition creates an immediate and serious need for procurement of items or services
or construction methods and the lack of which would seriously threaten the functioning
of government; the preservation or protection of property: or the health or safety of any
person.”

This memorandum must be completed in its entirety, and then delivered to a Deputy
Village Manager. The Deputy Village Manager will obtain Finance approval, and notify
Purchasing. Purchasing will obtain the Village Manager’s approval. UNTIL THESE
STEPS ARE FOLLOWED, any purchase made is UNAUTHORIZED.

Iitem to be purchased

Approximate Cost:

Line ltem Code:

REASON FOR EMERGENCY PURCHASE:

Department Date
Director

AUTHORIZED SIGNATURES

Village Manager |Date

Deputy Manager|Date

Finance Officer |Date

Purchasing Date
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ATTACHMENT 5

VILLAGE OF RUIDOSO
SOLE SOURCE CERTIFICATION

A sole source purchase is permissible when there is only one vendor in the overall geographical region that can
provide an item or service. (§13-1-126 NMSA 1978, 1997 Repl.) The Department Director, Purchasing
Agent or representative shall certify that a good faith effort has been made to contact other vendors in the
general overall geographical region that the sole source has been located, and that the item or service is
the only source found to be available in the region. The Village Manager or Deputy Village Manager must
give final approval for sole source purchases.

The Purchasing Agent shall certify that every effort has been made to determine if there is a Federal Purchasing
or State contract for the item or services requested and that negotiations, as appropriate, have been conducted
with the sole source vendor to determine that it is the best obtainable price.

If there is a GSA or State Contract for the item or service, a Sole Source Certification is not required. If another
vendor has the item or service needed and has been contacted, a Sole Source Certification is not permissible.
For clarification of these Sole Source issues please refer to Procurement Procedures or contact your Purchasing
Department.

Full Description of item or service:

Additional Justification Information:

Name/Contact Person of Sole Source Vendor:
Address/Telephone# of Sole Source Vendor

Price of Sole Source Items or Services:
CERTIFICATION BY DEPARTMENT:
I hereby certify that a good faith effort has been made to contact other vendors in the general overall
geographical region in which the sole source has been located, and that there is only one source for
the required service or item of tangible personal property.
Department Head: Date:
CERTIFICATION OF PURCHASING AGENT:
I hereby certify that there is not a GSA or State Contract for the item or service requested and those
negotiations, as appropriate, have been conducted with the sole source vendor to determine this is the best
price obtainable.
Purchasing Agent: Date:
Management Approval

Village Manager/Deputy Manager: Date:
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ATTACHMENT 6
Village of Ruidoso
INTERIM BUDGET PURCHASE MEMORANDUM

This form MUST be completed for ALL Purchases made by any department prior to the FY 12-13
Budget being approved by the New Mexico Department of Finance. The Purchase MUST BE either
an EMERGENCY OR URGENT PURCHASE as defined in 13-1-127 & 13-1-128 of the New Mexico
State Statues and also in Chapter V of the Village of Ruidoso’s Procurement policies. Only purchase
those items or services that are absolutely necessary and confirm that funds are allocated in the
Preliminary Budget FY 12-13 prior to submitting the form for approval.

“An emergency purchase is only permissible when there is an existing condition which creates a threat
to public health, welfare or safety such as may arise by reason of floods, epidemics, riots, equipment
failures or similar events and includes the planning and preparing for an emergency response. The
existence of the emergency condition creates an immediate and serious need for procurement of
items or services or construction methods and the lack of which would seriously threaten the
functioning of government; the preservation or protection of property: or the health or safety of any
person.” (§13-1-127, NMSA 1978)

This memorandum must be completed in its entirety, and then delivered to the Village Manager.
UNTIL THESE STEPS ARE FOLLOWED, any purchase made is UNAUTHORIZED.

Cash Receipt For Various Dept.
ltem to be purchased

Approximate Cost:

Line ltem Code:

REASON FOR EMERGENCY PURCHASE:

Department Director
Signature:

AUTHORIZED SIGNATURES

Village Manager Date:

Finance Manager | Date:

Purchasing Agent | Date:
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ATTACHMENT 7

Bank of America Purchasing Card Dispute Form
Bank of America must receive transaction dispute within
60 days of
Posting to your account.

Attn: Dispute & Loss Specialist

Date: ‘

Company Name: Village of Ruidoso

Account Number:
Transaction Date:
Amount:
Merchant Description:
Please check the appropriate statement that validates your dispute. Attach
supporting documentation that validates your dispute, such as: credit memos, letter
to merchants, sales slips or proof of payments.

| certify that the transaction disputed was not made by me, nor were the goods
or services represented by this transaction received by myself or a person
authorized by me.

Although | did engage in the above transaction, | am disputing the entire charge,
or a portion in the amount of $ . I have contacted the merchant and
requested a credit to my account for the reason explained in the attached letter.

The enclosed sales slip for $ appeared on my statement as $

The enclosed credit memo for $ __ has not posted to my account OR was
listed as a purchase on my statement/activity report.

| did not receive the service and/or merchandise. | have contacted the merchant
and they have not resolved my dispute. | expected to receive the
merchandise/serviceson [/ .

Card Holder Signature Date Phone#
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Attachment 8

SRUROSO= Lost Receipt Declaration Form

Receipts must be provided where possible: This form is forexceptional circumstances

and must be submitted where a receipt or duplicate cannot be produced.

Employee Name:

Date of Claim:

1. This form is to be completed when the original receipt has been lost or
destroyed and only where a replacement cannot be obtained.

2. Attach this form to your expense claim or P-Card Log.

3. Claim or transactions will not be approved without being supported by declaration
form.

Out of Pocket Expense Claim
Type of Claim: P-Card Transaction

Travel Card Transaction

Description of Goods
or Services

Purchased:

Amount: $

Supplier Name:

Date of Expense:

Circumstances of loss
and any additional
information:

| hereby declare that | have lost or accidently destroyed the original receipt and have made every effort to obtain a replacement but
have not been able to obtain one. | further declare that | have not and will not use this receipt (if found) to claim reimbursement
from any other source, or to support any claim in the future.

Employee’s Signature: Date:
Department Director: Date:
Village Manager: Date:
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VILLAGE OF 8UIDOSO INSTRUCTIONS - REQUISITIONS

Click on Requisitions and go to top of screen and click on Add ltem
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VILLAGE OF RUIDOSO INSTRUCTIONS - REQUISITIONS JANUARY 2012

Sereen looks tike helow
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Click on Next number

Fill out description

Select department

Check box for Auto Approve

Select ship to address {This should be the user department)
Select vendor

Datailed description

Screen should look tike below
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VILLAGE OF RUIDOSO INSTRUCTIONS - REQUISITIONS JANUARY 2012

an REGHIA12 Vardar Narver
CHFIE SupPiIEs Vierwdar Mumibs Br9% rew
Vevdor Sat &1

Desarieent

Ssun Pt

RS

Teeneeste:

Ao Bt <
Sefauin

ol

Dirtdest Dewony
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VILLAGE OF RUIDOSO INSTRUCTIONS - REQUISITIONS JANUARY 2012

Click Add  The Requisition ltem Maintenance dialog opens

£ &t

£

Lrrpevese S e,

tices iy

Figus Biset

Select or add Commuodity code

ltem description —more detail than on first page

The ship code should carry over from the requisition default

The Vendor carries over and cannot be changed

Type the number of units and the price. The amount, sales tax, and total are automatically calcuiated
for you.

if you know the shipping amount, enter it

if the item is taxable mark the checkbox and then select or look up a sales tax code. {all Tax codes for
the state of New Mexico are entered)

Enter the Account number ~ if a project Account number is needed, also enter that,

if the item is a fixed asset, mark the checkbox

If the itern has a work order id, type or look up the id number.

Enter any special instruction or detailed description {this will print on the purchase order)

if any other items are to be added, Click Add ltem otherwise Close Window.

40



VILLAGE OF RUIDOSO INSTRUCTIONS - REQUISITIONS JANUARY 2012

ATt

Hpuct By

Fuegmt Assut

cunens f Detaded Description
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VILLAGE OF RUIDQSO INSTRUCTIONS - REQUISITIONS JANUARY 2012

125

P

Ruguisition. REQGI4L2Z Ve Hame: QUL

OFRUE SUPPUES Yendar N e ) . 350 |
N et B [

Click Save and close
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VILLAGE OF RUIDOSO INSTRUCTIONS - REQUISITIONS

JANUARY 2012

e
Fongratanss

o GRNERE,

T e f Sameurx

Repi

P g g

e Uined

Lo tmny
Sordy

S
]

ot

e

S

To see list of requisitions click submit query
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VILLAGE Of RUIDCSO INSTRUCTIONS - REQUISITIONS JANUARY 2012

#anat

THE PURCHASING DEPARTMENT WILL RUN PURCHASE ORDERS AT 11:00 AM AND 3:00 Ph EACH DAY,

TO LOOK FOR PURCHASE ORDER NUMBERS-
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VILLAGE OF RUIDOSO INSTRUCTIONS - REQUISITIONS JANUARY 2012

CLICK Submit Query and all purchase order that have been issued for the year will be in numerica) order.

Purchase orders can be looked up by vendor number or vendor name if the department is looking for a
certain purchase order.
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Tyee Tebrovcpes
e
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JCTIONS - REQUISITIONS

NG ant
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Attachment 10

Below are the steps to sign on to the Bank of America Site

Aoplication Launch.

1 Googie 3 §2 srtp-wmaursidoso-m Y Goog

e

i Free Hownall 3 ° muvee autcProducer ff} New Mexico Office of the . %a\‘i&é"{

. Application Eaunched

. T&é app!"&aﬁm }&mnzhﬁy h’a;dingi:n anew vm&nw; _
| When ihis process enmpletes, you may dose tiis
- Hndon fdesind, - '

| Should the applcation wrdow not sppear pleass

 chick to make s thst you have ot blocked.
. popup windnws from Hiis site, Doing sa wil prava
. be application wrdw from appeaiing.

; Ifyourbrbw;ﬁ'sa!tcvs: ':'mpégeiaadsr '

& 1nnas
K% v
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Click to launch

T Works - Windowsm{méryﬁét Exbéé}

© o Rps oy el WOrks.COm

BankofAmerica

=z

by

o
“Works™

§

. Vlr’leaéemglrrhr 7

. meeb Wik B

% Conyright 13922012 Works Opareting Company, &l righes rezerved

sauing other o
Siease tontazt your program administ

2100~

User name and temporary password will be assigned by BOA. Input the name and
password. A screen will show with the p card holder’s transactions. On the left side of
the screen under tasks, each person will click on Cardholder and then Click on
Transaction requiring Sign Off.
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At the top right, the radio buttons are Table, Split View & Detail. If split View is
used this is what will appear. The lower left screen will show Save, Divide,
Dispute, Add, comment. The lower right screen will show buttons Print, Receipt,

Code GL, raise flag, remove flag, Attach, close
Sample:

Works - Windows Intemet Expiore

5 HIES 12 WQIESLOM:

Bankof America 5522

soieny Recuang Reviewe

Lard Name v ate LL LINK IVEN » Fatusrs Used s Future Usetd Cacument v

Vigesag 1-7 of 7 tams Shew 103 ¥ par oage Wi Psgel 1 jefinyn

TXHOROQBLZG §5/01/2012 Vendor: FERGUION BNY #1475 Spurce Amount: 22,038 LISH
Lards LEE CRANDALL TRMHDALL LER

5 Genaral} Alluationi Purchase Detait | Sigaoff Mistory | Vendor Detaili Dispute

Bank Transaction #: Comments:
Durchase 10z

LRI Reference:

Hone

Reference: |
Tax Status:  Saies Yax riadad v
Taxable Totak SE500
Salas Yax Total

Manually Adjust Taxable Toktak |

Use Yax Votak |
Vendor ID: 233547153461%34
Vendor Address: BN, 2845

Save | Dwds §Dmouie || 334 Comerant | s22.m 7 $22.01

The Program automatically defaults that all purchases are taxable. First thing you do is
check your receipts and choose split view. Click on Sales Tax Included
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Works - Windaws Internet Explon

| @ htips

Wi

5,00

Ban}m?i\;}'a_erica e

Filters ¥

Parchays Amount »

L4 LINE 1TEM &

Faturs Used » Futurs Usad >

viawing -7 of 7 wgmz Show 105 ¥ cerpage

# @ Pag

TXHOGODGI20 0370172012 Vendor: FIRGUIDN ENT #1473
Tards LEE CRANTALL CTRANDALL, LEE

4 Geweral] Alloeation | Purchase Detail | Signoff History | Vendor Deta

Back Transaction #3 (FPEE Cormments:

Purchaze I1D; Hong
CRY Referente:

Reference:

Tax Status:

Taxable Tokal

Sales Tax Total

Maauaily Adjust Taxable Tatal
Use Tax Tatal

Vendar 1D

Vendor Address: KM, 82345

Boyrce Amounts ZX05 DED

stvef Dt‘«“d!i st:u:eg Acd Commant

$22.01 7 $22.01

| Codeta | axseFag | Removefiag | Recept! atmav | Cos

K10~

Click Non-Taxable Purchase. If there is tax on the item for example, lodging, fuel, or
items that have labor on them, leave Sales Tax Included checked. Then click on SAVE
in lower left corner.
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If Table is chosen, this is what will appear.

ransactions Aequinng Reviaw v Filters ¥

Tarument +
TRHOQCORI2G
TANGOTORLZS
TRNGOLGELTY

Krudoe Purelase Awssast ¥ GE L THE TTEH »

Squ Qff » | TardFaemw 1 Daise Puechused >
$22.01

CE MARDV,

i1 SURERCENTER #0;
55 LA
CRARDALL SILLA

Zhow 103 ¥ parzags 4 ¥ Cage of L

CodeGL | Zasefag | RemoveFag | Recsigt |
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This is helpful if you have more than one transaction with same GL number. Check the
box with items having same number, and click on CODE GL

Jorks ~ Windows Internet Explorer

https./ vQTRS.OCT,

Bulk Code GL “

These cadus will b apphied ta every allccation fur so every payalile you selected,

Fubyre Usa¥ Fulure Usel
: L ! 1
Fyture Ural Futyre Usald Futyre Uged Future Usal

Fyture Uged Future Uga?

!

£ Zmpty segroent falds vill rescit ia the dalstion of the carrent value
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Enter GL Code and Commodity Code

Works ~ Windows Internet Explore

bitps / warks.com

Bulk Code GL %

Thase cattrs will b applied to evary sllocation line o avery payable you selectad.

Fuiurs Usal Fulure txet

e

Future Used ura sl

Future Usel
i Pl
Futurs Uzed Fubyre Uza?

!

T Zmpty segment fialds vill rescit in the delstion of the currsnt velue

__Ci(J Carzel 1
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Click ok

Works - Windows Internet Explorer

| htipss

WOTKS.CON

Bankof America 45

Tansactons Haguinng Reviey

-

Fiters ¥

Sign T >

Vard Kame v |

el

¥emine »

Fuluce Bas® » Tavuesd, s

rhase Awsant ¥ GLLINE TTRM » Faturs Usad

95-0062 THHGUI9 120

Fiz.a1 101-132-51033

{THNGUD0R12S

193-332-51508

TUETQILELTY

SG8L7Y

LEE TR AT

AR AT A

LEE TRAHDALL ¢

viewing 1-7 of ¥ dams

Shaw 163 ¥ sercaga

K4 Page

{ cogeGL! RaseFas | Rumoveras

54



Continue until all transactions are coded. Click on Receipt and if you have all receipts,
choose Yes, I have the receipt. And then click Save.

orks - Windows Intermet Explorer

“ § Bittps 7 WOk om v

Receipt %
I Ho receipt  ® Yes, T have the receipt

Comments:

swe| Conce |
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If you have a transaction that has to be coded to multiple line items or funds, always
choose split view. Choose the transaction and then choose allocation.

Works - Windows Infernet Exp

BankofAmeriea

Requiriag Raviawe ¥ Filters ¥

Card Haswe » 1 ate Porchasad o Yundor >
[a¢

st v A AIRE TIEY > Frsture vefl o Future Bued o

iigping 1-7 of 7 itemz Show G ¥ zur prge FRTE

TRHOOUOS120 B5/01/3012 Vendor: PIRGUESH ENT #1473 Source Amounts TE01 USD
Card: LEE CRASDSLL CRANCALL, (SE

5 Genarat | & Allocation | Parchuse Detail | Signoff History | Vendor Detail Dispuhei

Cpariphion » { Catenery + | tote + 1 Gricn » | Tax s | Aesunt v | Cnerp | Valf Autt > | G Corohinatien v
2T w1478 - PurehpzeUnspasihed | is2z2.91 st H H NV §aaeRT 12 U‘{&ISGY IN USE-NCT (N USE 5 US?*NGY IN LA
¢ A 3
Yraning f 1 itams Show W& Y perguge HePagei | jotimx
Cdad fes 1 $22.01 / $32.0%
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Click on Add/Edit and this screen will appear.

Works - Windows Internet Explorer

D WOIKS.Comy

", Automatic ESit Made

Allocate by 3 Amount 0 FPercentaze
Ruthorized
Amount

Tax an traesactions All atiocating fines:

Variance:

Purchare amounts
Approx. tax rate:

*1E0% v
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Add however many lines you will need. For this sample I have added three.

Allocate by § Amount

Amnunt

|GG R U

« Patenraze

1 USE

§ HOT R USE

ax on trassaction:

Purchase amount:
Approx, tax rate:

Alf allocatinn lines: $22.51
Variance: Rkl
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Change amount and input the first line item and commodity code, then continue until
you have completed the item. Click ok :

Yorks - Windows Intemet Expior

ALl wors.Lony

http

v Edraes ©

Automatic E3t Hode

Allocate by . Amsunt Parzantage

authorizad
Amount

%

T mesE

IEOTRGEE ]

Tax on tramsaction: Ajl alfocation liness $22.1
3

Variance:
Purchase amou
Approx., tax rate:

x| tancel |
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Screen will look like this.

Comn ot L U Ched isme -

y »

TGiing tres

Future Uged »

Future Yoed

gm {

Wandos
Son

nuitinie

k!

a0 G s e

Show 180 ¥ zarpage

TXHOG008126 03/01/2012 Vendo
Card: (3T CRANLAML CRANCALL. 13

FERGUSDN BNT #1475

% Generat{X Aflocation | Purchase Detail | Signoff Histary | Vendor Detai | Dispute |
X H i

1

Source Amount: 22,05 UID

Dmavriplion »

Latensry ¢ | Hote )

Pricz >

Gowp { Yal ] Auth s |

i

TN ENT #1478 -

Unsperifia

GL Cambination »
E-HCT Hi USE

GUEDH ENT x 1473 - Dur Unmzoacfiad 32 N “* - 19 G008~ HOT Ui YEE-NDT 3 USE-HOT IN LSE-NC
GUESH ENT #1473 « Py, Unsr cifiad A1 LRI 2§ G028~ 1 U ST it USE-NOY IV LSl ¥
4 o +
“Vimving 1-3 of % jtems Show W3 ¥ ger pane Wetenga !

$22.01 ) $2201

TodeGl § RaseFag b

Remove Fi Recsiat 5 Atizdy ! zose

wINH v
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VILLAGE OF RUIDOSO
BANK OF AMERICA
INSTRUCTIONS ON CREATING
REPORT

Sign on to Bank of America
Left side menu
Choose reports
Choose Spend Reports

Craster  Expense Foser

Lurcont Slate ¥

Lount Acting A »
Sraxa H 36, H T
Clage H h%d i kX 3 ! {Raview

Click antries ko visw MCC restrictions.

Cards  Primaty Ascess >
Lard Humme v T tavayn s T Avad ¥unds s | Cosdiniire v | Avail Cradit s | Trang tiav r i Grohoss v { puatle s | Bufiar s | Activation (0 s !
VICKD EICHECRERGER 18777 G50 5255068 KPR HITEY FYTCH TSNS TR KRR }
Viawing -1 of 1 tems Show 198 ¥ perpage Kemage | 1 lofiwy

Haneages |

Next screen will look like screen below
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Crmater  Expenss Foier

! Btap 1: Choose & Spend Reports Tamplate -

Report template:  FRO¥T 12l3t ¢ reportleny -

i Report dats i3 currant ag of July 04, 2012 10052 A8 00T,

Hassaga: |

* 100%

-

Select report template drop down menu and select billing statement
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Trester  Iapense Foxter

tep 1: Choave Report Tamplata

Repert tamplates Eilling Statemant

A Feror contaning the tard activity that posted during » zefacied data raage, This rapud ix otganized by the card. and a3 wth 3l system regorks, vou are akle i configure vadnus
repors to suit your

Regort dJata is surrent 33 of July 24, 2002 10052 A0 TOT.

s :
Shor Smple Yiews] tve Last Bua Sattngs) Reset To Dafsuits

Latiar -

Papersizes US
Orientationt .\ Foreait 3 Landscage
Add summszey data to the header:

Add signature nw ber |

Awaiinble calumns:

‘Attoration Included satumns:
L s Authorized Cats Last & Cigte
L is Compiete
BL i Vi
GL COMMCE
GL Con
: Fat ol
Lo Future Useq Cesc
Futues Yuud
Puture Usel Cese
Futues Ysu?

i

COCE
¥ CDTE Desc

: Futurs Use? Dese
GL: Futurs Uaed
GL Futurs Uaes Cose

Future Unes Crxe
Gl Futre Uxnd Sort evlumns:

GL Future Usnd Desc Card tast 4 Dighs

Fosilate
GL Futurs Use? Cese Tun Hamoer
B Futurs U
B Futurs Ygss Deso
Bl L LRE ER
P -

Hesvagas | Subinit Repary f

¥ 100% v

Step 2 is choose the export formats
Choose EXCEL
Step 3 is to configure report columns
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Crmakm  Ixpense FoRer

Stap 1; Chaoss Report

A rEport containing the sued activity that postad during a Telecred date mage, This mpart ix orgacized by the card. and ax wath alf tyztem ragnrds, vou are able to cuntigurs vaduus
rapest to gait your

Repest data is surrent as of July 24, 2042 1033 &M COT.

i H :
e Seagle View! Use Last Pun Settngs] Reset To Defoulls!

Heport tumplate: Bilfing Statement. sznqa‘?mxdatai

Step 1 Chuese the Export, Frovomats |

Exportas: |IPDF GfiExcel U Dalimited Toxt

e ————

ke 1

Availably columns:

Indluded columnse

Tard Profis Hame -
Lavd Pertis Shgie T Zord Lt & Digde
Tard Protie Type Purchase Dty
Card Statentent ol
Stee Praviecs Balsnce H M;‘g
Carg Statue P el
Sard Current Galance N s Xi
Gardnoider Sonstant | )
SHACIE Edel

TH Actiest 1
HAgtess E

Sort cofumng:

Sard Lwst 4 gt
Lardkolder Group
G Creste Date
Fres Raiata Sata -
Hesuges | Subreit Renart § B
%100% ~ |
S

First delete columns not needed

TXN Number, Post Date, MCC

Then from Available columns

Select - GL: Commodity code, GL: Line item, CH Full Name, Comp Supp
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Crmoter Expenss oder

Step t: Chaoxa Repart Taopiate

Aegert template: Bilfing Statamant

& raport containing the caed activily that prsted Curing a selzctad date cange, Thiz czondt i organized by the card. and as wth ail system regarty, vou ase able 1o tonfigura vadaux
eport o suit your

Raegert data is cusrant 35 of July 24, 2012 10132 AM TOT.

o Scde iew] Lse Last Bun Settings] Reset Yo Defoudts

¢~ Step & Chaaxe the Export

£ans Profie Hams
Carg Protie Singis Tun Livd
Card Protie Typr
Card Statentent
sind Pravicus Balsnce
Card Statur
ard Cutrent Baancs

Inciuded columan:

Corustart |

Sort cofunms:
Sard Laxt < istx

i

7

SHZE
Cargholder Groug
Grp Craste Dme

Suberit Report i

After you have columns chosen and placed in the correct order (see below)
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panse Foster

Report emplata: Biffing Stitamant

rapore e st your

Regery data is susrent 32 of July 24, 2002 19132 AN CDT.

& repart containing the osd activity that postad during a xelecred date cange, This caport is organized by the card, and az wih aff tyztem reports. you are able to tenfigure varous

s Sopie View

£ Last Pun Settel Reset To Cafwdts

vailable columuns:
Cargholder Groug -
Grp Crests Sale

e Supo Praferied
e Sugt Stz

% Supir Street 1
Sang Suph Sreer2
Somer Sug Streetd
Cam Sus 2P

CBA tante

sung

Nia vt iat -

Inchuded columne

Tard Last 4 Digs
Purchage Zate

Sart columns:

Prare Last 4 Digtx

Go to Step 4: Add general and column filters

Drop to Date box choose selected cycle
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Grp ey
Sip Ovensr Emag
Sspe Dwneat Firsd ame
Gep Ovenat Fud Hams
o Duenat Last Hame
Srp Dwnsr Login

e Buensr Hdns Hams
Company Supplisr
1283 repering
Comgs Supp Sy
Somg Supp Couniry

NG
Comg Supp Fhens
Comp Supp Fretarred
Torp Supp State
Cemg Supp Sieael 1
Corp Supp Stranl
Samp Supp Slragy 3
Lo Supp 2P

D84 Mame

Gnly shos summary data

¢t Provide summary data for sorted columns tor Can

Insart page brauks for summary datator

wecify Sor!

Sark columns:

a5 Last 2 Ty

¥ {POF or ‘Summary Qaly'y

* {PCF oniy}

toris &

| Sten 4: Add General and Cohumn Filtars

Add fiters  chazae s e,

Tronsaction Type: Gusly advanow

Hise Cresit

4] #izz Cabit

"} Puchese

Rembursement

Rost Daver

BB/ 28I QLT ~ GIILIS

2018

Rassugas |
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s Yeae-todate Salecred waek
* Month-to-date " Belectad morth
¢ Cyeissto-date <. Telactad cyzle 1 zohsnsss

7 Pust 20 dovs U Peavious cyde
i tact month b Cther

—
* Pasti
i aly thow sommary dada
& Brevide somumzey data for sorted calurans Yot (PDF or Twmmpey &nk
i iasart pags brauks fer summary gata tas (PHE oniy)

"y

Add Guparst and Colume Filtess |

AdA fiter:

Transaction Typas

Haesnger |

Go to Step 5 Bookmark report
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Crmatm  Expense Foer

¥ Qnly show summary data

& Provide summary duta for sorted columas tor Card Last 4 Digts ¥ {POF ar ‘Semmany Caly's

7 Insart page breaks fue summary duta to:  IBOF only)

e i5cerify Sorr Deeciions

EEBESDE

5]

| Stap 41 Add Genurat and Column Fiters

Add filters  chacana er..

4 Cah sdvance
Mizg Credit
Misz Gubit

Buscthase

Transaction Types

Reimburzement
Payrnant

Post Dates i SE/ZEIND - OUTICLT

"} Boukmek this report tumplate:
Bockmark namer

Descriptiam |

Sesper i Parsensl | Compsny  Both
| Step tinig & i
3nb names By 1
Crwate raposty for =] ] ) -
Haswagns | Subeeit Resert
% 100% v

Check Bookmark this report template: (this will save under your reports)

Bookmark name and description.
Scope Choose Company
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i Supo Street 2
i Sups Slreet:
| Com Supn 29

i pEan

szt vat s

Only show summary duks

¥ Provide summary data Ine sorted coluras to; Casg 1ast 2 Diges ¥ (FOF o “Sumroary Galy'd

7 Insert page braaks for summry dats tos “* 1POF anly}

- { Spaafy Sert Diections |

tep 41 Add Gannral and Column Filtees

Add fiters chowae 8 Bat., ) g

W Cagh advanoe
#Hise Cradit
ige Dabit

Transaction Typu:

Furchuse
i Reiridursemant
7 magrent

Post Batar CH/2BI2BLT - BIAT/2GL

Scope: [ Paesuosi G Comgany 1 Both

Tob namas |Bifng Muatement 1

Crente raports for

Sehedoies

Hessages | 1 Subeut Repart
[li %100% -
-

el ONCE

you have named the report
Click on submit report lower right corner

Report Queued
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Crevter

i cpna hay buen gueusd

T conbigurs ancther rapad, uza the links te the Iaft t zatext thy reser trpe, Lanving thix page vl aot intermuz? your rapud You tan accexs & anytime from the Complated Reands quaus.

Hassages |

% 100% -~

After report is complete, you will be able to download and edit into Excel spreadsheet.

71




Lrmoter  Expanse Foier

Report Queued

You may new doralag yvour razads Donosd XS

To cenfiguse wnctier fancste ot links bs Uoe Jaft (o xaluct tha test type, Lasving this page il not interrest jour tepeit. Yeu ten actens it wrytisne from the Complated Raports quaus.

Do you want 1o open or save Billing Statemantxis from payment2avorks.com?

Open Billing statement
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% Protected View  This file originated from an biternet location and might be unsafe. Click for more details, Enable Editing

4 fx )
A a [ fal £ £ el H } J oL
1 CardLast CH Fuil MePurchase Comp SupAmount  Credit Debit ayment £ GL: GL Lit GL: COMMCDITY CODE
8/29/2012 ; $0.00  $0.00 s NOT i USE
PARKS, P 6/20/2012 SAGENET $170.00  $000 $170.00 3000 223-437-5 05-0006
ioboerd empiy: PARKS, P 7/20:2012 Wi SUPE $108.00  $0.00 $108.00  $0.00 NOT IN USE
i fo caitect PARKER, 7/16/2012 RUIDOSO  $28.14  $0.00  $23.14  $0.00 NOT IN USE
eme. 5 KUINGMAL 741172012 QUILL CO $33.72 8000 $3372  $0.00 101-030-5 05-0048
7 VNCENT, 6/28/2012 CIRCLE K $67.30  $000  $6720  $000 NOT 1N USE
5 2520 SANCHEZ 771312012 0112 CED $283.38  $0.00 $23388  $0.00 NOT IN USE
g 2702 DAVIS, N/ 7/3/2012 Wi SUPE  $60.58  S000 36058  $0.00 201-431-5 05-0043
10,2935 RANDOLP 7/372012 FXWTH G $43882  30.00 $438.82  $0.00 S502-220-5 14-0021
11 2935 RANDOLP 771172012 Wi SUPE $431.04 3000 345108  $000 101-132-5 25-0024
12 3584 COUGHLI7/21/2012 MARRIOT $274.5¢  $0.00 $274.50  $0.00 NOT IN USE
13 3584 COUGHLE 7/21/2012 MARRIOT" $197.88  $0.00 $197.98  $0.00 NOT IN USE
44 4178 GOSS, DETA0/2012 OFFICE C $135.85 5000 $13565  $0.00 503-170-555-0001
154960 BIZZELL, 1741772012 VILLAGE » $131.52  $0.00 $13152  $0.00 NOT IN USE
16 4969 BIZZELL, (7/18/2012 WK SUPE  $33.3¢  $0.00  $3334  $0.00 NOT IN USE
47 5022 KING, JUS7/19/2012 SHELL Ot $91.22  $0.00  $91.26  $0.00 NOT INUSE
18 5090 PEARCE, 7/17/2012 NATIONAL $264.00  $0.00 $26400  $000 NOT IN USE
18 5641 LUCERD, 6/28/2012 HOTELS L $8048  $0.00  $80.42  $000 101-010-5 68-0001
20 5641 LUCERO, /2872012 LAQUINT.  $91.53  $0.00  $91.53  $0.00 HOT IN USE
21 5641 LUCERD, 7/3:2012 BISHOPS $241.16 3000 $241.18  $0.00 NOT IN USE
22 5371 REYNOLD 7/12/2012 WALGREL $254.15  $0.00 $25415  $0.00 HNOT N USE
23 7566 ALMAGER7/13/2012 OHKAY & $31.05  $000  $4105  $D.00 HOT INUSE
24 7566 ALMAGERT7/13/2012 CHILIS &1 $2047  $000 32947  $0.00 NOT INUSE
25 7707 BARD, CC 776/2012 TLF RUIDC  $54.31 S0.00  $54.31 $0.00 101-100-5 14-0023
26 8415 DEVINE, ! 7272012 MTDINC  $33.13  $0.00  $33.13  $000 HOT IN USE
27 9358 LEE, DEB 6/28/2012 TOMASITZ  $19.25  $0.00  $13.23 5000 101-010-568-0002
28 9353 LEE, DEB §/27/2012 APPLEBE  $2067  $0.00  $2057  $0.00 101-015-5868-0002
. 29 9358 LEE, DEB 6/20/2012 LAQUINT  $81.53  $0.00  $91.53  $0.00 104-015-368-0001
| 30 9358 LEE, DEB 6/26/2012 LA QUINT,  $81.53  $0C0  $9153  $0.00 101-015-368-0001
41 9358 LEE, DEB 7/18/2012 LAWRENC  $35.07  $000  $3507  $D.00 101-015-5 68-0003
32 9358 LEE, DEB 6/20/2012 TOMASIT/  $19.23  $000  $13.23  $0.00 101-D15-5 63-0002
33 9358 LEE, DEB 6/28/2012 TOMASITS  $18.22  S0.00  $19.22  $0.00 101-030-5 63-0002
34 9358 LEF, DEB 7/20/2012 ROBERTS 32875 S0.00  $2875  $0.00 101-010-5 68-0001
35 9353 LEE, DEB 72172012 ALBUQUE  $1234 5000 $12.33 101-015-5 68-0001
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