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AL YEAR END 23-24

REQUIREMENTS,
EADLINES & FORMS

PRESENTED
BY:
AUDITOR’S
OFFICE &
PURCHASING




Deadline for ALL departments to turn in
deposits to the County Treasurer:

Friday, June 28, 2024 @ 12 noon



DEPOSITS

Example of how Deposit Permits should indicate which FY
revenue belongs to.
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RECEIVABLE a4

All receivables existing at June 28th, where the
cash will not be received on or before July 10th,
should be reported to the Auditor’s Office.

Methods of reporting receivables:

By memo. Prepared memo must include:

 Organization Key
e Object Code
« Amount Expected to be Received

On July deposit permits (until July 10th).

Make sure all accounts receivable reported by
memo to the Auditor’s Office is not duplicated by
reporting the same revenue as prior year
revenue on your deposit permits.

The Auditor’s Office will set up the receivables
as a credit to revenue in the ledgers at June

28th, and reverse the entries in the July 2024
ledgers.
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Example of how receivables are recorded in the
ledgers and reversed.




CLAIMS

Deadline for ALL departments to submit prior
year claims to the Auditor Controller’s Office:
Wednesday, July 10, 2024 @ noon.

Note: No claims will be accepted for processing
after 12:00 PM. No Exceptions.

Audit Requirement: From July 1st through
September 30th any Prior Year 23-24 claims
submitted for payment in FY 24-25 should be
clearly marked in RED:

P 23-24 on the upper right hand corner
FY 24-25 in the description

From July 1st through July 10th any current FY
24-25 claims submitted for payment should be
clearly marked in RED:

C 24-25 on the upper right hand corner
FY 24-25 in the description




CLAIMS
(CONTINUE)

>
1 AN =
Address Code: (Select from Drop Down) AIB

6. | HEREBY CERTIFY THAT THE ARTICLES OR SERVICE | HEREBY CERTIFY THAT THE ARTICLES OR SERVICE DESCRIBED
DESCRIBED BY THE INVOICE ATTACHED BELOW HAVE BEEN BY THE INVOICE ATTACHED WERE NECESSARY FOR USE BY THE
DELIVERED OR PERFORMED AND THAT NO PRIOR CLAIM HAS DEPARTMENT OR DISTRICT.

BEEN PRESENTED FOR SAID ARTICLES OR SERVICES.

05/23/2024
EMPLOYEE SIGNATURE DATE DEPARTMENT HEAD
ORGANIZATION | ©BJECT REFERENCE OR PO Pymt AMOUNT
KEY CODE DESCRIPTION INVOICE # PO# | CN# / PY# |PP or FP CLAIMED
1006001 | 524000 |Drinking Water-Auditor's Office 9440057 040123 $165.19
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TOTAL AMOUNT DUE $ 165.19

APPROVED FOR PAYMENT - AUDITOR-CONTROLLER A-C REV 10-22

NOTE: Effective 07/01/2023 all claims submitted to the Auditor’s
Office must use this claim form.




. ENCUMBRANCES

What is an Encumbrance?

A commitment to expend resources, such as
purchase orders and signed contracts for the
purchase of goods and services to be received in
the future.

An encumbrance does not represent an
expenditure in the current period, but only a
commitment to expend funds.

Year End Encumbrances are treated as reserves,

meaning the funds are set aside for future
expenditure.

Encumbrances:

* Must be justified by a contract or minute order.

* Encumbrance Requests must be submitted to
the CEO/Budget & Finance office for approval
by June 28th.

Instructions on how to complete Year-End

Encumbrance Requests were included in the 2023

Year End Memo and Training notification email

dated 05/17/2023.

Below is the link to the year-end encumbrance
request form

https://intranet.imperialcounty.org/wp-
content/uploads/2023/01/Encumbrance-Form.pdf




ENCUMBRANCES
(CONTINUE)

Example of how prior year
encumbrances appear in the
budget







ENCUMBRANCES
(CONTINUE)

BOS APPROVED:
]

OFFICIAL BUDGET AMENDMENT RESOLUTION OF THE BOARD OF
SUPERVISORS OF THE COUNTY OF IMPERIAL, AUTHORIZING AN
AMENDMENT TO THE FINAL BUDGET FOR FISCAL YEAR 2021-2022

FOR ____ DEPARTMENT
BUDGET AMENDMENT RESOLUTION NO. 21-22-065
The Final Budget for Fiscal Year was duly adopted by Resolution No. 2021-099, of
the Board of Supervisors on September in accordance with the State of California
Government Code; and

The Board of Supervisors has determined it is appropriate to amend the Final Budget, in
accordance with proper governmental accounting and financial reporting practices; and

Funds are available, as designated in the requested action; and
Therefore, the Board of Supervisors approves the following action(s):

Section 1. Record Rwenuc Estimate(s):

R _ !/ Objeetf| = =" 7 AR TR
Fund No.., . " Fund Title Code. | . Object Code Title _" . Amount
{:“; _ Section 2. Authorize Appropriation(s): L)
I e o T o e e 7
FuadNo.| . 'FundTifle. ° _ ‘C-| Code _ ObjectCodeTitle' . - | Amount
1024001 |Sherif-Coroner - - smssr,mm-mh'rm&san " 74,404 0|
1024001 [Shoriff-Coroner 7| 330080, [Special Dept Expee-Other -~ . 1575
024001 [Sherift-Coroner | 531005 [Tl lnCityCaty Cr - 0,000
| 1024001 |Sheriff-Coroner *. ™ | 549000 [Bquipment - K 95,7100 00
1024001 [SherifE-Coroner . 545005 [Bquipment-Vehicls 361859 00
1025001 -|Sheriff's Comoctions 519055 |Maintcinfo Tech & Soft — TS 60
1025001 [Sherift's Comections .| 330080 [Special Dept ExpenseOther | 17431 00
1025001 [SherifPs Corrections | 549000 - Equipment - 62872 00
1024001 [Sheriff-Coroner 552310 [Trensfer In-ARPA - ) (617,548]  00)
1025001 [Sheriff's Corrections - 552310 [Transfor In-ARPA {5,161~ 00)
R T

Section 3. Authorize Transfer of Funds from the following source(s):
_FROM:

N Coe * | Objeet | = co _
Fund No. Fund Title 1 Code . Object Code Title _ . Amonot

Tatal







ENCUMBRANCES
(CONTINUE)

Ledger GL Comparison of Actual to Budget (Revenue and Fxpenditures) Fiscal Year
Report Date [Note: % = (YTD Actual + Current Encum) / Adiusted Budest * 1001 Fiscal Period 12
Database Production Adj Bud vs.
Key 1024001 SHERIFF-CORONER Adopted Budget Prior Adjusted Current YID Act+Enc
Object Description Budget Adjust. Encum Budget YTD Actual MTD Actual Encum  Fav (Unfav) 2%
330015 Spec Dept Dive Team 2,500.00 0.00 0.00 2,500.00 193748 0.00 0.00 562, 77
330030  Volunteer Services 26,500.00 0.00 0.00 26,500.00 6.682.93 0.00 500.00 19317 27
330040 Adm-Other 12,000.00 0.00 0.00 12.000.00 9.508.03 000 149193 1,000, 91
330030  Special Fund 1500000 0.00 0.00 15 ,000.00 0.00 0.00 0.00 13,000
330055 Spec Dept Exp-Photo & ID 12,300.00 560.00 0.00 13,060.00 9.069.74 000 126262 2721 79
330063 Sheriff Dept Tuition & Travel 132,500.00  -108,000.00 0.00 24,500.00 24402.70 5.878.80 0.00 97. @
330070  Special Dept. Exp - K9 5,000.00 0.00 0.00 5,000.00 2,694 43 0.00 193.95 2111 57
330080  Special Dept Exp - Other 94,000.00 18,721.00 0.00 112,721.00 7847343 169.17 68120 33,566, 70
331005  Travelln Cnty County Car 900,000.00 0.00 0.00 900,000.00 697,643.52 0.00 27552 202081, 77
331040  Travel Out of Cnty Mise 7200000  108.000.00 0.00 180,000.00 28643039 4649484 000 (106430) 139
531060  Fuel Aero-Squad 3,300.00 0.00 0.00 3,300.00 1,812.28 000 168772 0. 100
SERVICES & SUPPLIES _433183500 _ 23030600 3330000 _ 481782102 _ 413068307 780438 22741003 __ 430.727._ 90 %
549000 Equipment 0.00 -4310.00 0.00 -4310.00 0.00 0.00 0.00 (4.310)
549005  Equipment-Vehicles 000 -160,761.00 39424038 23348838 147117.52 000 18400501 (97.634) 141
549015  Fireamms 0.00 24.476.00 0.00 24.476.00 2447537 0.00 0.00 0 9
350000  Structures & Improvements 0.00  669,060.00 0.00 669,060.00 0.00 0.00  334,530.00 334,530. 30
CAPITAL ASSETS 000 528 4A500 304 240 38 922 714 38 171 392 3¢ D00 _ 51853501 232586 74 %
552080  Transfers In 40020000  -24476.00 0.00 42467600 47047383 2099013 0.00 45797 110
552085  Transfers Out 0.00 0.00 0.00 0.00 88475 0.00 0.00 (384)
552310  TransferIn - ARPA 319.908.00  -669,060.00 0.00 08806800  -349,146.40 0.00 000 (439.821) 35
OTHER FINANCING SOURCES 72010800 _ 69333600 000 _ -141364400 _ -101873537 2899913 000 _ (394908)_ 12 %
352000  Intrafund Transfer 5,000.00 0.00 0.00 5,000.00 75827 0.00 0.00 4241 13
352020  Intrafund Maintenance 5327500 0.00 0.00 53,275.00 5087892 22500 0.00 2306 03
352035 Intrafund Sheriff 141,086.00 0.00 0.00 141,086.00 10304543 0.00 0.00 36040, 74
352075 Budgetary Transfers 0.00 -4.109.00 0.00 -4.109.00 0.00 0.00 0.00 (4,100)
351225 Intrafund Human Resources 249.00 0.00 0.00 249.00 0.00 0.00 0.00 249,
INTRAFUND TRANSFERS 199 610,00 -410000 0.00 105 501 00 196682 64 22300 000 3581880 %
Revenue 204095000  140.430.00 000 308140000  1,591920.66 124.00 000 (1489.479) 51 %
Expenditures 19.402.873.00 14045000 42084030 19073,16330 13,65404551  -37,578351 745945094 573,172, 97 %

Net -16,461.923.0( 000 42084030 -16.801.76330 -17.062,12485 3770251 74594594 (916,307.) 105 %

Example of how prior year
encumbrances appear in the budget



AUTHORIZED

.SIGNATUHE LIST

Must be submitted to Auditor-Controller’'s Office
by June 30, 2024
Please type name, then sign.













SCHEDULE OF
FEDERAL
FINANCIAL
SISTANCE (SEFA)

COUNTY OF IMPERIAL
DEPARTMENT:
DEPARTMENT AL SCHEDULE OF FEDERAL FINANCIAL ASSISTAMCE
YEAR ENDED JUNE 30,2024

Federal Grantor Federal

Pass-T hrough Grantor Catalog Grant Federal TM120- 6/30/21
(l.e. St of CA Dept. of ) (CFDA) i!or Confract Grant Award Federal Share of:
Program Title Number MNumber Period Amount Revenues Expenditures

her Sources of Federal Financial Assistance:
either awarded, started, continued or ended
uring the period 7/1/21 - 6/30/22. Please:
ttach a separate sheet if necessary to report
ull details.

The Schedule of Federal Financial Assistance
(SEFA) must be submitted to Lorie Castillo

By September 1,2024




SUPPLIES
INUVENTORY

Deadline for applicable departments
to submit the year-end Supplies
Inventory to the

Auditor Controller’s Office:
Friday, July 10, 2024

The Supply Inventory should be sent
to

Taryn “Tiki” Downs

Applicable Departments Include:

Behavior Health
Facilities Management
Fleet Services (Garage)
Public Health
Probation
Public Works
Purchasing
Sheriff




-

| Statement of
FY 23-24

General Fixed
PTR Form (Property
Transfer Request)
Fixed Asset object
codes

FIXED ASSETS
. Deadline for
I Assets




STATEMENT OF
GENERAL FIXED
ASSETS

e Statement of General
Fixed Assets: will be
sent out to Departments
no later than June 20,
2024

« Deadline for Fixed
Asset Inventory
Certificate is July 10,
2024

The Fixed Asset Inventory
Certificate along with any
backup should be submitted

to:

Rocio Gutierrez
by July 10, 2024













PTR FORM

 Requires both
signatures before
being submitted

to the Auditors
Department




PTR FORM

Once the Auditors Office has

received the original, copies will
be distributed to the

corresponding departments

REMINDER:

Each department has to contac
Facilities when transferring assets
to Surplus




. CHEAT SHEET ON

OBJECT CODES FOR

. FIXED ASSETS

548000
543000
543005
543010

543015
550000
550005
550010
550015
550020
550025

Land

Equipment
Equipment - Vehicles
Equipment - Info Technology
Firearms

Structures & Improvements
Infrastucture

Faving

Marking & Lightings
Construction

Capital Improvements




CHEAT SHEET
INFORMATION
FIXED ASSETS

Equipment (549000) — a unit

value of $7,500 or greater.

Equipment/Component ite
re items that depend on e
ther to function and all of th
together have a value of
$50,000 or more.

eapons (549015) — must be
capitalized regardless of
amount
dditions or betterments to
xisting buildings (550000) —
$50,000 min
omputer software (54901
$25,000 min




CHEAT SHEET
INFORMATION
FIXED ASSETS

Equipment (549000) — a unit

value of $7,500 or greater.

Equipment/Component ite
re items that depend on e
ther to function and all of th
together have a value of
$50,000 or more.

eapons (549015) — must be
capitalized regardless of
amount
dditions or betterments to
xisting buildings (550000) —
$50,000 min
omputer software (54901
$25,000 min




BAR | TOA

 Minute Order required before
processing BARS

Ledger GL Fiscal Year 2024
Report Date 05/29/2024 Fiscal Period 11
Database Production Adj Bud vs.
Key 1024001 SHERIFF-CORONER Adopted Budget Prior Adjusted Current YTD Act+Enc
Object Description Budget Adjust. Encum Budget YTD Actual MTD Actual Encom  Fav (Unfav) %o
Revenue Account
4153000  Other Licenses & Permits 4,000.00 0.00 0.00 4,000.00 1,481.00 176.00 0.00
LICENSES PERMITS 4.000.00 0.00 0.00 4.000.00 1.481.00 176.00 0,00 :
446010  State Aid - Other 500.000.00 0.00 0.00 500,000.00 51741742 0.00 0.00
446040 Reimbursement-DBAW 0.00 0.00 0.00 0.00 -60.000.00 0.00 0.00
446130  State Mandated Costs 20,000.00 0.00 0.00 20.000.00 43.272.00 0.00 0.00
446730  State Aid - SLESF 0.00 34 863.00 0.00 34.863.00 34.863.00 34,865.00 0.00
491005  Contrib From Other Cities 110,550.00 0.00 0.00 110,550.00 -50.000.00 0.00 0.00
INTERGOVERNMENTAL REVENUES 630,550 00 34863 00 0.00 665.413.00 48555242 32.863.00 000
456040 Federal Aid 94,000.00 0.00 0.00 $4,000.00 0.00 0.00 0.00
FEDERAL REVENUES 94.000.00 2,00 0.00 94.000.00 0.00 0.00 0.00 :
468000  Civil Process Service 53,000.00 Q.00 0.00 55,000.00 33,747.00 6,066.00 0.00
472000 Law Enforcement Services 60,000.00 Q.00 0.00 60,000.00 44.318.28 3,109.00 0.00
481000 Educational Service 75.000.00 0.00 0.00 75,000.00 63.669.67 0.00 0.00
484065  Dispatch Services 12%.000.00 0.00 0.00 129,000.00 128.948.40 32.237.10 0.00
491045  Other Refunds & Reimbursements 43.700.00 0.00 0.00 43.700.00 15,653.91 8,068.28 0.00
492000  Sale of Fixed Assets 0.00 0.00 0.00 0.00 82967 825.67 0.00
493000 Reimb For Services Provided 1.130,000.00 0.00 0.00 1,130,000.00 780,011.72 60,387.57 0.00
CHARGES FOR SERVICES 492700.00 0.00 000 149770000 106717865 11069767 000
491135 Contrib from Trusts 769.400.00 13.485.00 0.00 782,885.00 -7,762.00 0.00 0.00
MISCELLANEOUS REVENUES 769.400.00 1348500 0.00 752 883,00 776200 0.00 000
Expenditure Account
501000  Permanent Salaries 8.001,322.00 | -170.961.00 0.00 7.830361.00  6.994.12081  764.686.95 0.00
501105 Shift Differential 132,000.00 0.00 0.00 132,000.00 124.077.74 9.131.39 0.00
501110  Education Incentive 102,317.00 2.274.00 0.00 104,591.00 138,123.04 11.794.76 0.00

501115  ExtraHelp 31,260.00 13.433.00 0,00 44.693.00 30,264.17 284620 0.00
501120  Stand-Bv 15.000.00 0.00 0,00 15.000.00 13.741.56 131428




. GASB 87

LEASES

Effective 7/1/21
for FY 2022

Under GASB 87, alessee is
required to recognize a
lease liability and an
Intangible right-to-use lease
asset, and a lessor iIs
required to recognize a
lease receivable and a
deferred inflow of resources.

ense Object Code
528000 (debit)

Revenue Object C
431000 (cr




o

SUBSCRIPTIONS

Effective 7/1/22

for FY 2023
SB 96 —
scription-Based
rmation Technolog

rangements

ject Code
519060

Examples:
Adobe,
Zoom,
Office 36



I JOURNAL ENTRY ‘
. TRANSFERS

’ ROPER OBJE
CODE
LASSIFICATIO

OF
TRANSACTIONS




WHAT ARE
JOUHNAI.-S USED FOR

*To transfer the cost of
services that county
departments provide to one
another.(See Cash Control
Manual Section 14.11)

*To correct a key punch error
on a claim, deposit permit, or
another JE.

=To transfer funds as a result
of a Budget Amendment
Resolution.

Audit Requirement: From
July 1st through September
30th any Prior Year 23-24
journals submitted in FY 24-
25 should be clearly marked
In RED:

PY 23-24 in the subject or
body of the memo







OHG KEYS THAT
ARE NO LONGER
ENERAL FUND
AND ARE NOW
CONSIDERED
SPECIAL REVENUE

1022001 — Child Support

=1034001 — Animal Control
=1044001 — Public Health
1046001 — Behavioral Health
1047001 — Social Services
1049001 — Categorical Aids

1053001 — California Child
ervices



Iln

INTRA-FUND
TRANSFERS

The following line item
classifications are allowable:

tra-Fund Transfers are
transfers between the SAME
Governmental Type Funds.

Object

Transfer

Code Object Code Debit
Title
55*** Intra-Fund 100,000
Transfer
55*** Intra-Fund 100,000




INTRA-FUND

TRANSFERS
(CONTINUE)

Example #1:
General Fund to General
Fund

Sheriff’s Office Reimbursing

Auditor’'s Office For The Cost
of Recelipt Books:

Object Object Code Debit | Credit
Code Title

1024001 | 552%*+ HHE=FURE 11.50
Transfer

Infra-Fund
Transfer

Org Key

1006001 | 552***




INTRA-FUND

TRANSFERS
(CONTINUE)

Example #2:
Special Revenue to Special
Revenue

The Fire Department
reimbursing Public Works f
Road Billing Expenses:

Org Key Object Object Code Debit Credit

Code Title
Intra-Fund
1501001 55%*x* 8,000.00
Transfer

Intra-Fund

Transfer 8,000.00

1542001 552***




!HANSFEHS BETWEEN
DI RENT GOVERNMENTAL
TYPE FUNDS

The following line item
classifications are allowable:

|

Object Code | Object Code Title Debit Credit

SR Expense 500,000

frotork Revenue 500,000

‘ D k

Object Code | Object Code Title Debit Credit
11201000 Unearned Revenue | 500,000

frtork Revenue 500,000

Object Code | Object Code Title Debit Credit

552085 Transfer-Out 500,000

.| 552080 Transfer-In

500,000




HANSFEHS BETWEEN
RENT GOUVERNMENTAL
E FUNDS (CONTINUE)

Example #1:
Special Revenue to General
Fund

Reimbursement to General
Fund for Services Provided:

N

Org Key | Object Code | Object Code Title Debit Credit

1556*** 525010 Prof & Special Svs | 8,000.00

1002%** 493000 Reimlb for Services 8,000.00




I!HANSFEHS BETWEEN
D RENT GOUVERNMENTAL
E FUNDS (CONTINUE)

Example #2:
Special Revenue (Old Trust
Fund) to General Fund

To record revenue from a
Special Revenue to a General
Fund or Special Revenue:

|
Org Key | Object Object Code Title Debit Credit
Code
7004000 |201000 Unearned Revenue 9,000.00
1041001 | 414005 Conditional Use Permits 9,000.00
)

Note: When transferring fro

Org Key’s Balance S

he Org Key must end
****M




RANSFERS BETWEEN
DI RENT GOUVERNMENTAL
E FUNDS (CONTINUE)

Example #3:
Special Revenue to General
Fund

Reimbursement from a
Special Revenue to a General
Fund for pass thru payments

and budget transfers:

Org Key | Object Code | Object Code Title Debit Credit

1866*** 552085 Transfer-Out 8.000.00

1028*** 552080 Transfer-In 8,000.00




-

Taryn Downs
Audits and Sys Mgr




URCHASING YEAREN

. PROCESSES

d PURCHASE REQUESTS

Ensure the accounts you are using have sufficient funds
when processing requisitions. If funds are not available
your request may be canceled or delayed.

d REMINDERS

* Fixed Assets must have approved minute order & date.
Be sure to attach board documentation within the
system.

* We will ask questions for requests that are out of the
ordinary, such as shirts, food, boots, canopies. Provide
as much information up front as possible to avoid
delays. Items like these may require additional
approvals.

* Remit To — In Central Square there is a tab for where
the invoice payments are sent to, if a vendor has a
specific address be sure to make the appropriate change.

d CONFIRMING INVOICES

Please try to obtain a PO before purchasing on your own.
Confirming Invoices should be used only for standard
monthly bills and contracts. Add full descriptions, as much
information as possible.




.y

PURCHASING YEAREN

‘ PROCESSES

0 CONFIRMING INVOICES (CONT.)
* Indicate Fiscal Year (current 2023/2024)
* Indicate Fiscal Year in description and notes

* When submitting invoice payments, please include a
copy of the invoice and stamp “COPY.” This will provide
Auditors a copy so they can send it with the warrant.
THIS IS VERY IMPORTANT!

d SUPPLEMENTS

Attach backup documentation to support reason for
supplement. Blanket PO’s (A25) do not require backup.

O CENTRAL SQUARE NOTE'S TAB
Utilize notes to tell the story.

CDD REPORTS

Review reports to identify encumbrances that need to
be cancelled or corrected. Step by step instructions email
procurement requesting for a copy.

d TO REQUEST CLOSING PR’S AND PO’S EMAIL
PROCUREMENT

* procurement@co.imperial.ca.us

* Request to close your previous Fiscal Year 23/24 PO’s.
We would like to start the new year as clean as
possible.




.y

PURCHASING YEAREN
PROCESSES

4 PRIOR YEAR ENCUMBRANCE (PY)

Review PY’s for double encumbrances, I.E., a PY
encumbrance and a PO for the same item(s). When using
a PY for the new fiscal year indicate the PY number
within the description and notes.

d OFFICE DEPOT

We continue to have various invoices that are more than
60 days late (30-day invoicing), critical to process before
July 10" no later than 12:00pm.
* When using Office Depot look for the best value
(recycled products if possible and practical)
* Lump orders together (orders MUST be $50
minimum)
* No new orders should be placed after June 7t
* ODP business Solutions LLC Vendor Number is
V26092

* Please note if you currently have open ODP Credit
Memos, please apply them to an outstanding
invoice.

O BLANKET (A24) PO'S

Blankets will be disencumbered (closed) by the Auditors
Department.




URCHASING YEAREN
PROCESSES

0 BLANKETS A25 PO’S

You may begin entering your new blankets. Be sure to
review who will have authority to purchase. Use the
below template when entering (make sure all names who
are authorized are listed):

BLANKET PURCHASE ORDER FOR THE PERIOD OF
JULY 1, 2024 THRU JUNE 30, 2025

(BLANKET PURPOSE)

(AUTHORIZED INDIVIDUALYS)

When entering or copying Blankets, ensure the
appropriate changes are made such as PO type must be
a “B”, blanket tab, blanket amount, and authorized
individuals, this amount must equal the amount in the unit
price field. Provide as much information as possible.

d INFORMATION TECHNOLOGY (IT)

For all software/computer equipment, it requires approval
from IT Manager, Henry Felix, prior to placing into Central
Square. Include the approval with the attachment backup.
If prior approval was not received, the order will be
delayed.




.y

PURCHASING YEAREN

. PROCESSES

d OBJECT CODES

The following codes are to be used for IT related
purchases:

514010: Internet Connections
* Used for IVTA charges from ICOE
519055: Maint. — Info. Hardware
* Used by IT for hardware/equipment
519060: Maint. — Info. Software Licenses
* Annual software license fees
525020: Prof. & Special Services Data Pro
* Used for IT labor

0 CAL CARDS
Remember, CAL Cards are to be used for pre-approved
travel expenditures and pre-authorized purchases by the
Purchasing Agent, Rhoda Hoffman or assigned
designee.

New card requests forms are available through the
Purchasing Department intranet. Complete the form using
your legal name (name on driver's license) and send to
the CEQO’s Office. CEO will forward approved request to
the Purchasing Department.

We are in the process of revising the CAL CARD Policy,
once it has been approved by the Board of Supervisors
we will be conducting training sessions.




.y

PURCHASING YEAREN

. PROCESSES

O SURPLUS ITEMS

A Surplus Request Form is required to surplus items.
Please follow the surplus instructions. We are
experiencing an abundance of surplus items. Once
reviewed and evaluated, we will contact you to place a
Service Request Form with the Facilities Department to
schedule a pickup date. Provide a copy of your surplus
form to Facilities. Surplus form is located in the
Purchasing intranet.

E-Mail your forms to Richard Granados and the
Purchasing Department:

procurement@co.imperial.ca.us
richardgranados@co.imperial.ca.us

O NEW HOT TOPICS
PlanetBids

* It's our new platform for Request for Proposals and
Quotations

Sole/Single Source Form, located in the Purchasing
intranet site.

Feel free to contact us should you have any
guestions or need assistance.

procurement@co.imperial.ca.us
442-265-1866







