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Approved As To Form 

SANTA FE COUNTY o
r
m 
;:u 

;:u 
m 

RESOLUTION NO. 2008-12.2. 
~ 

o 
o 
;:u 
eA RESOLUTION ESTABLISHING AND IMPLEMENTING 
m

PURCHASE ORDER PROCEDURES e 
o 
...... 
-, 

approval to implement purchase order procedures; w 
WHEREAS, the Santa Fe County Administrative Services Department is requesting 

o 

WHEREAS, this policy will serve as a uniform procedure applicable to all Elected N " oOfficials and County staff in regards to all purchase requisition entries and purchase orders o
generated.; and ClI 

WHEREAS, the requested policy will be included in an overall Accounting Manual, 
and any attachments are subject to annual review and may need to be updated. 

NOW THEREFORE BE IT RESOLVED by the Board of County Commissioners of Santa 
Fe County that this Resolution to approve and implement the Purchase Order Procedures, is 
hereby adopted. 

Finance Division Approval 

z, Finance Director 
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ADMINISTRATIVE SERVICES DEPARTMENT	 ;:0 

;;'I;ALL DEPARTMENTS 
0."7'_ .. ~(~Obll-I'a"""-	 ;:0

PROCEDURE NO.: ~~"I.V'i "I). 0 COUNTY WIDE rn 

TITLE: PURCHASE ORDER PROCEDURES 
nAPPROVEDBY:~ r?' ~C i 7-1~~EFFECTIVE DATE: July 1, 2008 

Administrative Services Direct 

I.	 PURPOSE 

In the initiation of obtaining goods and/or services for Santa Fe County, the following is required: " 
a.	 Purchase Requisition entry - shall include: quotes (when applicable), any shipping, handling N 

o 
or freight charges, applicable gross receipts tax and a realistic delivery date.	 o 

b.	 Purchase Requisition Approval: Purchase Requisitions are required to be approved prior to co 
the creation of a Purchase Order document. The approval shall include the review of the 
goods and/or services, the procedures undertaken for the procurement of the goods and/or 
services (quotes), applicable shipping or freight charges, delivery dates and the budget 
availability. 

II.	 SCOPE 

• To provide procedures concerning the entry and approval of purchase requisitions. All items that 
are purchased by Santa Fe County that are not exempt from the New Mexico State Procurement 
Code shall be purchased by the use of a Purchase Order document. 

III.	 GENERAL 

The procedures apply to all employees who are authorized to enter purchase requisitions in the 
Purchasing/Inventory module of the AS400 system. 

IV.	 PROCEDURES 

A.	 Purchase Requisition Entry: The following are the procedures on the entry of a 
purchase requisition: (See Attachment "A") 

1.	 Access the system by clicking on the AS400 Icon. Enter your user name and 
password and enter twice to get to the Santa Fe County Main Menu. 

2.	 Purchasing/Inventory Menu: At the Selection line, Option 21 and Enter 
3.	 Purchasing/receiving menu: At the Selection line, Option 4 and Enter 
4.	 Requisition entry: At the Selection line, Option 1 and Enter 
5.	 To add a purchase requisition press (F6) 

a.	 Once F6 is pressed, you will see a blank Purchase Requisition Entry Screen 
b.	 Type of Purchase Requisition (F4).... Default is set to one (1) "Purchase 

Requisition" and Enter. 
c.	 Reason ....Enter briefly the reason/purpose of the requisition and Tab 
d.	 By Person requesting the goods and/or services and Tab 

•	 
e. Date Default will be the current date the requisition is entered Tab 
f.	 Vendor NumberlName/Search Type (F4) .... Tab to Vendor Name, press 

F4 to type in Vendor needed and Enter. Tab down, enter 1 to Select 
vendor from list of vendors and enter (This will transfer the information on 
to the Purchase Requisition) 



(I) 

'i1 
o 

• g. Contract nbr (F4) .... This is not utilized at this time. For any information 
regarding a contract, the contract number and expiration date is included at 
the end of the description of the item being requested or in the remarks 

o 
1
rn 
:lO 
;;lIi; 

section as you go through the requisition process. Tab :lO 

h. 

L 

Ship to (F4) .... Press F4 and type your department or division. Once it 
comes up, Tab down to it and 1 to select the appropriate shipping location 
within Santa Fe County and Enter 
Deliver by date.... This must be filled out with a realistic delivery date of 

rn 
o 
0 
:lO 

o 
the goods and/or services. If the requisition is for services or construction, rn 
enter the date the services or proj ect will be completed. If it is a recurring o 

j. 
service for the Fiscal Year, enter the last day of the fiscal year. (6/30/--> 
Fiscal year code.... Defaulted to "C" (which means the current year), shall 0 

...... 
remain unchanged -, 

k. Once information is completely filled in on this page, you are ready to w 
add the item/so 

I. 

m. 

To add items, press (F6), on this screen you can add the information for the 
first item on the Purchase Requisition. 
Item description.... Enter specific item or service description/so If the 

-, 
!\) 

0 
0 

description of the item or service/s is longer than the line allowed, press co 
(F8) and additional description space will appear. If more additional space 
is needed, use Page Down and more lines will appear. The description 
shall be as thorough as possible. Once the description is complete, press 
Enter. This will take you back to the Item Information screen. Tab down 
to the next area. 

• 
n. 

o. 

Vendor Part #... if the item has a specific part no. provided by the vendor 
enter the number on this line. The other option is to include the item 
number, part number etc., in the description space at the beginning of the 
description line. 
Commodity (F4) ... In this area type in 000 which is the default for the 
commodity. The commodity codes for items and services are not set up so 
this is used in place of the codes. Tab 

p. Sub-Com (F4)... In this area type in 002 which is the default for the sub-
commodity. As mentioned under the commodity, the codes for the sub 
items and services are not set up so this is used in place of the codes. Tab 

q. Item # (F4) ... This option is not utilized at this time and does not require 
any entry. Tab 

r. Reference (F4) .... This option is not utilized at this time and does not 
require any entry. Tab 

S. Ship To (F4)... This will reflect the ship to location that was previously 
entered into the first screen of the Purchase Requisition entry. Tab 

t. Quantity.... Enter the total dollar amount of the goods and/or services 
being procured at the time. (ex. 400.00) Dollar signs and commas are not 
necessary in this area. Tab 

u. Order UOM (F4) ... Enter as EA for (each) as the unit of measure (the 
number of items being purchased will be entered in the description of the 
item/services being procured i.e. Post - It notes (2 packs), Basecourse (2 
Tons @ 5.75 per ton), Blue Copy Paper (8 Reams @ 2.50 per ream), etc. 
Tab 

V. Unit Cost... Under Unit Cost, type in 1.00. This system is quantity driven 
and the quantity is not always entered correctly which can make it difficult 
when Accounts Payable hits this P.O. to pay an invoice, if the price is not 

• W. 

correct for each unit, it causes that item to be closed. This is the reason for 
reversing the Quantity and cost. Tab 
Account # (F4)... Enter the appropriate account number for the 
department/division the item is being procured out of. The last four digits 
are considered the line item. This must be appropriate for the type of goods 

2 
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and/or services being procured. The line item will be reviewed by the	 m 
;lD 

Purchasing Division to ensure the proper line item is used. Tab ?'; 
x.	 Project # (F4) ... Project codes are assigned as necessary for particular 

projects that involve grant, federal and/or state monies or construction ;lD 

projects to keep track of all the expenses m 
y.	 Once all information is entered, confirm that the information is correct and o 

enter twice. If additional line items are required, press enter until the next ;lD 
o 

sequential line number appears. Ifno additional lines are required, check o 
that the line number is the next one and is blank before pressing (F 12) to m 
return to the information entered on your Purchase Requisition. This will 1::1 

ensure that the information from the previous entry is saved. 
z.	 Once the purchase requisition has gone through the previous steps, enter to 

the next screen which will review the account status and the budget status. 
If a budget issue exists, the purchase requisition will be held until all budget 
issues have been reviewed by the Finance and requesting Department. At 

-,no time shall the budget be overridden until the Finance Division has 
N

reviewed the Purchase Requisition for budget issues and notice has o 
been given to the using DepartmentlDivision that a Budget Adjustment o 
will need processing or that a Budget Adjustment has been submitted co 
but has not yet been processed. Once this is reviewed and authorized, 
the Finance Division will process the override if it is a time sensitive 
procurement. 

6.	 Once the Purchase Requisition is complete, the user will be returned to the
 
Purchase Requisition Maintenance screen.
 

7.	 Quotes (F8) .... If quotes are needed for this purchase (anything over $5,000 and 
over is the threshold), press F8 to enter quotes. Press F6 to add vendor quote. 
Tab to Name and type in the name of the business or entity, (do not press F4 
and select the vendor) Tab to Contact Person and enter the name ofthe person 
you spoke to. Tab to Phone number and enter the business phone with area 
code and the number. Tab to Dollar amount quoted and enter the dollar amount. 
Press the + key and Enter (this will right adjust the amount) If comments are 
necessary for the quote, press (FI4) to enter. Enter twice. The information will 
reflect the Vendor Name and the Quote. Once complete Enter to return to the 
purchase requisition entry screen. Repeat the process again for the second 
quote. The third quote will not be included on the Quote screen because this 
will be the amount and vendor for which the Purchase Requisition is being made 
out to. 

8.	 Ifcomments need to be entered for the requisition, press (F20) to enter any
 
comments.
 

9.	 If additional items are needed, press (F6) and the next Item number will appear 
on the screen. Follow the same steps as outlined starting with (letter I.) above. 

10.	 Once the purchase requisition is complete and you have returned back to the 
Purchase Requisition Maintenance Menu, find the requisition number and scroll 
down to it and press (6) to print the Purchase Requisition. If you would like to 
find the Purchase Requisition by the Requisitioner, press F13 or (Shift Fl). 
Type in the name of the person who requested the Purchase Requisition and it 
should list the Requisition you are looking for to print. 

II.	 The purchase requisition is now ready for the Purchase Requisition Approval 
Level. 

12.	 Once the purchase requisition entry is complete, continue with the next
 
step. You will need an authorized signature and proper documentation
 
attached (if applicable) to submit to the Purchasing Division after the
 
Purchase Requisition has been approved.
 

B.	 Purchase Requisition Approval: The following are the procedures on the purchase 
requisition approval: (See Attachment "B") 

3 
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1.	 If you have just finished creating a new Purchase Requisition, and are back at •	 
o 

the Purchase Requisition Maintenance menu, you can go to step number 2, " 
Purchase Requisition Approval. If not, start at the beginning of the step process ;::0 

by starting above A.I to get into the AS400 and then to the Santa Fe County m 
o

Main Menu. o 
2.	 Purchasing/Inventory Menu: At the Selection line, Option 21 and Enter ::0 
3.	 Purchasing/receiving menu: At the Selection line, Option 4 and Enter o 

m5. Requisition approval: At the Selection line, Option 2 and Enter 
o6.	 To get to your Purchase Requisition number, get the number from the Purchase 

Requisition that has been printed. If that is not available and you would like to 
search, it can be looked up by going to F13 Display by Requisitioner (Shift 
Fl), Enter the person that Requisitioned the purchase and Enter. This will bring 
up all Purchase Requisitions that were requisitioned by that person. Tab down 
to the correct one and enter 1 to Select and enter. 

" 
7.	 This will reflect Purchase Requisition Approval Screen with Req-Aprvl Level I\,) 

a.	 Review purchase requisition to ensure information is correct. Please note o 
CHANGES CANNOT BE MADE at this level. If changes are required, o 
press F24 (Shift 12) for more keys, and then select F13 (Shift Fl) to Return co 
to Sender. This will take the Purchase Requisition to the original 
Requisition Entry. Make changes or additions/deletions at this level. Exit 
(F3) to the Main Menu and enter (1) for the Purchase Requisition Menu, 
select the appropriate requisition and make the necessary changes. 

8.	 If the Purchase Requisition is ready to approve, press (F9) to approve. 

• 
9. If the Purchase Requisition is no longer needed, press (Fll) to Cancel the 

Requisition. 
10.	 The Purchase Requisition Maintenance menu will appear. To exit to the main 

menu press (F3). 
11.	 Once the purchase requisition is approved, take the Purchase Requisition 

that had been printed with the Purchase Requisition entry that should have 
the authorized signature and submit that to the Purchasing Division. 

C.	 Purchase Requisition Inquiry: The following are the procedures for the inquiry of 
purchase requisitions: (See Attachment "C") 

1.	 Access the system by clicking on the AS400 Icon. Enter your user name and 
password and enter twice to get to the Santa Fe County Main Menu 

2.	 Purchasing/Inventory Menu: At the Selection line, Option 21 and Enter 
3.	 Purchasing/receiving menu: At the Selection line, Option 4 and Enter 
4.	 Purchase Requisition inquiry: At the Selection line, Option 13 and Enter 
5.	 To retrieve the purchase requisition that is being researched, there are two ways: 

a.	 Position to.... and type in the purchase requisition number 
and Enter 

b.	 If the purchase requisition number is unknown, the information can be 
obtained a combination of the following (if available) 
I. Press Function F17 (Control=F5) = Subset 

a.	 You may search for a purchase requisition by the Purchase 
Requisition number (if available), and You may search for a 
purchase requisition by the Purchase Order number (if it has 
already been processed into a Purchase Order). 

• 
b. You may search for a purchase requisition by Requisition Date 

Range (the date the Requisition was entered) or Approval Date (the 
date the Requisition was approved, if applicable) 

c.	 You may search for purchase requisition by Item Description (any 
of the items that were on the Purchase Requisition when created) 
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d.	 You may search for Purchase Requisition by Account Number (the rn 
:-0 

account number that was used for that particular procurement) 
e.	 You may search for Purchase Requisition by vendor name or " 

vendor number (if known), enter vendor name tab to the next line :-0 

and enter B (begins with) for search type or by vendor number. m 
oOnce you have selected one or more of the search types, then 

Enter. This will bring up the Vendor Name. Tab down to the 
o 
:-0 

Vendor and Select it by entering 1and Enter twice. This will bring o 
up all Purchase Requisitions made out to that specific vendor. Tab m 
down and select the Requisitions that were processed from your o 
department/division to view. 

6.	 Once you know the Purchase Requisition number and you need to refer to it
 
again, you can go to the Purchase Requisition Inquiry Screen to enter the
 
Purchase Requisition number, then Enter
 

D.	 Purchase Order Generation: (See Attachment "D") 
By following procedures A and B above, the Purchase Requisition along with any 
pertinent documentation is submitted to the Purchasing Division. At that time, the 
Purchase Requisition is reviewed for proper description of the iternls or service/s being 
procured, proper account number/s and line iternls are used. This will ensure that the 
process is complete and that a Purchase Order will be generated. 

E.	 Purchase Order Inquiry: The following are the procedures for the inquiry of Purchase 
Orders: (See Attachment "E") 
I.	 Access the system by clicking on the AS400 Icon. Enter your user name and
 

password and enter twice to get to the Santa Fe County Main Menu
 
2.	 Purchasing/Inventory Menu: At the Selection line, Option 21 and Enter 
3.	 Purchasing/receiving menu: At the Selection line, Option 4 and Enter 
4.	 Purchase Order inquiry: At the Selection line, Option 14 and Enter 
5.	 To retrieve the Purchase Order that is being researched, there are two ways: 

a. Position to.... and type in the purchase order number and 
enter 
b.	 If the Purchase Order number is unknown, the information can be obtained 

by a combination of the following: 

1.	 Press Function F17 (Control=F5) = Subset 
f.	 You may search for a Purchase Order by the Purchase Order 

number, in this case enter the Purchase Order number 
g.	 You may search for Purchase Order by invoice number, (ifany 

invoices have been hit against the Purchase Order) enter invoice 
number 

h.	 You may search for Purchase Order by Purchase Order date range, 
enter Purchase Order date 

i.	 You may search for Purchase Order by buyer, enter buyer code 
j .	 You may search for Purchase Order by vendor name or vendor 

number (if known), enter vendor name and tab to the next line and 
enter B (begins with) for search type or by vendor number, Once 
you have selection one or more of the search types, then Enter. 
This will bring up the Vendor Name. Tab down to the Vendor and 
Select it by entering land Enter twice. This will bring up all 
Purchase Orders made out to that specific vendor. Tab down and 
select the Purchase Orders that were processed from your 
department/division to view. 
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6. Once you know the Purchase Order number, and you need to refer to it again, you 
can go to the Purchase Order Inquiry Screen to enter the Purchase Order number, "
 

::0then Enter 
a. To view invoices paid against this purchase order press (F9), this will show you m 

o
invoice number, date invoiced, amount invoiced, received by and date posted to o 
the system.	 ;;0 

b. To view remarks that may have been made select (F8) to display	 o 
c. To view items, (F2), and item description (F7) m 

C:;Jd.	 To view the approval level select (FlO), to reflect the person who approved the 
purchase requisition and the date it was approved. 

e.	 To view any further comments made in regards to this purchase requisition, 
select (F20) 

f.	 To view Purchase Requisition number that was assigned to the Purchase Order 
being reviewed, press (F21), for cross referencing that will show the Purchase 
Requisition number and the information that was included in the creation of the 
Purchase Order. 

F.	 Change Order Process: The following is the procedure for the request of a Change 
Order from the Using Department: (See Attachment "F") 

1.	 Provide the Purchasing Division a copy of the approved Purchase Order 
document and in detail, give the reason for the change and attach any pertinent 
information, i.e.: memo, invoice that indicates additional charges. This will 
require the signature and date of the person requesting the Change Order. 

G.	 Closeout of a Purchase Order: The following is the procedure for the request of a 
Closeout ofa Purchas Order from the Using Department: (See Attachment "G") 

1.	 Provide the Purchasing Division a copy of the approved Purchase Order 
document and in detail explain the reason for no longer requiring the purchase 
order or why the remaining balance should be closed out. This will require the 
signature and date of the person requesting the Change Order. 

6 



Sign On en 
System SFCOUNTY "T1 

• User .... 
Password . . 
Program/procedure 

ATTACHMENT "A" 1 of 37 

Menu 
Current library . 

Subsystem 
Display 

QINTER C") 

EVALENCIlW 
r 
rn 
;;0 

A 

;;0 

rn 
o 
o 
;;0 

o 
rn 
o 

(C) COPYRIGHT IBM CORP. 1980, 2003. 

• 

• 



• User . 
Password . 
Program/procedure 
Menu .... 
Current library . 

Sign On 
System 
Subsystem 
Display. 

EVELYN 

(/) 

SFCOUNTY ~ 
QINTER 
EVALENCIA::i 

r 
m 
;;0 

;;'I; 

AJ 
m 
o 
o 
;;0 

(;I 

Ii1 
o 

a 
...... 

(C) COPYRIGHT IBM CORP. 1980, 2003. 
1:0 

•
 

•
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HT135MHT Sungard, HTE Select Version 3.0 7/08/08 
Santa Fe County Main Menu 10:11:~ 

n 

Select one of the following: 
12. Clerk Applications 

2. Rural Addressing 13. Indigent Claims 
3. City Hall 14. Business Registration 
4. Planning & Zoning Main Menu• 
5. Code Enforcement Main Menu 
6. SFC Land Parcel Management 
7. Appraisal Plus 

9. Cash Receipts 
10. SFC Tax Billing Main Menu 
11. Clerk Indexing 

90. Sign off 

Selection 
== > 21 

F3=Exit F5=Refresh F6=Display messages 
F18=Work with output 

• 

• 

19. Fixed Assets ~ 

20. GMBA (Accounting) m 
21. Purchasing/Inventory g
22. Accounts Receivable Main Men4g 
23. Payroll/Personnel Main Menu 
24. Global Financials m 

o 

~ 
N 

F14=Work with submitted jobs o 
o 
~ 



HT135MPI Santa Fe County 7/08/(J.f) 
Purchasing/Inventory Main Menu 10:11:5"l o 

Select one of the following: 
1. File Maintenance Menu 12. Bar Code Processing Menu 

• 2. Inquiry Menu 
3. Demand Reports Menu 
4. Purchasing/Receiving Menu 
5. Issuing/Allocation Menu 
6. Period End Menu 
7. Physical Inventory Menu 
8. Bids Menu 

10. Field Purchase Order Menu 
11. PI Custom Options Menu 

90. Sign off 

Selection 
== > 4 

F3=Exit F5=Refresh F6=Display messages F14=Work with submitted jobs 
F18=Work with output 

• 

•
 



HT135MPI Santa Fe County 7/08/MJ 
Purchasing/Receiving Menu 10: 12: 4; 

Select one of the following: 
1. Requisition entry 12. Receipts - vendor orders
 

~ 2. Requisition approval 13. Requisition inquiry
 
14. Purchase order inquiry 

4. Requisition buyer processing 15. Blanket order inquiry 
5. Inventory reorder processing 16. Inventory reorder report ~ 

6. Purchase order entry/change 17. Orders/receipts acti vi ty rpt ~ 
7. Print purchase orders 18. Daily p. o. activity report 0 
8. Print manual purchase orders 19. Purchase order report ~ 

9. Vendor order entry/change 20. Vendor delivery report 0 
10. Receipts processing 21. Requisition purge ~ 
11. Invoice processing 22. Requisition buyer assignment 

90. Sign off 

Selection 
== > 1 "

N 

F3=Exit F5=Refresh F6=Display messages F14=Work with submitted jobs 1::1 
o

F18=Work with output co 

~ 

~
 



PI610U01 Santa Fe County 7/09/08 
Purchase Requisition Maintenance 08:52:~ o 

Position to . . . . . Starting character(s) 

~ options, press Enter. 
~=Change 4=Cancel 5=Display 6=Print 7=Comments 8=Quotes 

Requisition 
Opt Number Requisitioned By Vendor Status ;:0 

0000930016 JOHNNY BACA SOUTHWEST DESIG NEEDS ADDITIONAL I m 
0000930037 SAM PAGE INX INC. REQ-APRVL >$10000 g
0000930039 DOUG SAYRE/MV BUREAU OF RECLA INSUFFICIENT FUNDS ;:0 

0000930063 ROBERT GUTIERREZ/MV ROTO- ROOTER REQ-APPROVAL LT $1 o 
0000930069 PAUL CASAUS JOBSITE REQ-APRVL < $500 rn 
0000930074 PAUL CASAUS JOBSITE REQ-APRVL < $500 I~ 
0000930075 EVELYN VALENCIA IMPRESSIONS ADV READY FOR BUYER PR c, 
0000930084 EVELYN VALENCIA JOANN'S SECRETA REQ-APPROVAL LT $1 .~ 

0000930085 NAOMI SALAZAR VIGIL, VIRGINIA REQ-APRVL < $500 .~ 

0000930091 NAOMI SALAZAR CITY OF SANTA F REQ-APPROVAL LT $1 w 
0000930101 NANCY CALHOUN / RECC PRIORITY DISPAT REQ-APPROVAL LT $1 "', 
0000930104 NANCY CALHOUN / RECC SUNGARD HTE, IN REQ-APRVL >$10000 ~ 

o 
oF3=Exit F6=Add F13=Display by requisitioner co 

• 

• 



PI610U02 Santa Fe County 7/08/d:.'!J 
Number: 0000930511 Purchase Requisition 10:15:~ 
Type information, press Enter. 
Type (F4)	 1 PURCHASE REQUISITION 

~se~n 
•	 070808 
Vendor	 number 

Name (F4) . B=Begins with,C=Contain~ 
rn 

Contract nbr (F4) 
o
I:;> 

Ship to (F4) Xl 

Deliver by date . 000000 o 
mFiscal year code C C=Current year, P=Previous year, F=Future year o 

No line items to display. 

Total: 
F3=Exit	 F4=Prompt 

F12=Cancel F21=Copy 

•
 

•
 



PI610U02 Santa Fe County 7/08/08 
Number: 0000930542 Purchase Requisition 11:27:3~ 
Type information, press Enter. 
Type (F4) 1:.. PURCHASE REQUISITION o 

e ~n OFFICE SUPPLIES FOR FINANCE DIVISION rReaS
rn

• 070808 :-0 

;"Vendor number 
Name (F4) . B=Begins with,C=Contain~ 

rn 
oContract nbr (F4) o

Ship to (F4) :-0 
Deliver by date . 000000 o 

rnFiscal year code C C=Current year, P=Previous year, F=Future year C, 

No line items to display. 

'\, 

Total: N 

oF3=Exit F4=Prompt 
oF12=Cancel F21=Copy co 

• 

•
 



PI610U02 Santa Fe County 7/08/().,M 
Number: 0000930542 Purchase Requisition 11:27:.1~ 
Type information, press Enter. 
Type (F4) 1 PURCHASE REQUISITION 
Reason . . OFFICE SUPPLIES FOR FINANCE DIVISION 
.. ::..:KA~R:..=E=:'N,..........::S:..:..M:..::I:...:T:...:.H=--- _ 
~e· : : : 070808 
Vendor number 

Name (F4) . B=Begins with,C=Contain~ 
m 

Contract nbr (F4) o 
Ship to (F4) 

o 
Al 

Deliver by date . 000000 o 
mFiscal year code C C=Current year, P=Previous year, F=Future year 
CJ 

No line items to display. 

Total: 
F3=Exit	 F4=Prompt 

F12=Cancel F21=Copy 

•
 

•
 



PI610U02 Santa Fe County 7/08/08 
Number: 0000930511 Purchase Requisition 10:52:~ qType informatio 
Type (F4) Vendor Name Search ri 
Reason ... rt 

Position to OFFICE DEPOT 111 
Tax id Ai.e"::: : :1Vendor number ,.Name (F4) . Type option, press Enter. 

l=Select 111 
Contract nbr (F Opt Vendor# Name Tax ID 
Ship to (F4) 1 7607 OFFICE DEPOT ~ 
Deliver by date 11360 OFFICE MAX 1jI 

Fiscal year cod 4269 OFFICE MAX AMERICAN SQUARE 111 
q13970 OFFICE OF ARCHEOLOGICAL STUDIE 

18187 OFFICE OF ATTORNEY GENERAL c!
 
No line items t 14061 OFFICE OF NAT' L DRUG CONTROL P ~
 

16045 OFFICE OF THE ATTORNEY GENERAL + 'I
 
I'.j
 

F7=Additional information F12=Cancel 

F3=Exit a 
oF12=Cancel F21=Copy co 

•
 

•
 



PI610U02 Santa Fe County 7/08/0.8 
Number: 0000930542 Purchase Requisition 11:29:otJ 
Type information, press Enter. o 
Type (F4)	 1 PURCHASE REQUISITION o 
Reason . . .	 OFFICE SUPPLIES FOR FINANCE DIVISION r 

KAREN SMITH rn 
e· : : : : '-=0'-=7=-=0:-'::8=-=0=-=8::-------:..------- 'Cl• 

Vendor number 7607 
Name (F4) . -=--=--=-------=..:=--=c=.....:::--=-- _ _ B==Begins with,C==Contain~OFFICE DEPOT

m 
Contract nbr (F4) o 
Ship to (F4) o

:'CJ 
Deliver by date . 000000 o 
Fiscal year code C C==Current year, P==Previous year, F==Future year rn 

o 
r.,

No line items to display.	 ..... 

Total: 
F3==Exit	 F4=Prompt 

F12=Cancel F21=Copy 

•
 

•
 



PI610U02 Santa Fe County 7/08/0iJ 
Number: 0000930542 Purchase Requisition 11:29:0"3 
Type information, press Enter. o 
Type (F4)	 1 PU ,..--------------------------. 
Reason	 OFFI LOCATION / BUILDING 

it. . . . . RARE 
0708 Position to . . 

dor number	 7 
Name (F4) OFFI Type option, press Enter. 

l=Select 
Contract nbr (F4) 
Ship to (F4)	 Opt Code Description 
Deliver by date . 0000 AD ADMINISTRATIVE SERVICES 
Fiscal year code C	 AJ ADULT DETENTION FACILITY 

AG AGUA FRIA FIRE DISTRICT 
AC ANIMAL CONTROL/SD 0 

No line items to display BS BUILDING SERVICES/ASD + ..... 
-, 

F12=Cancel	 Co\) 

-, 
1\) 

F3=Exit	 F4=Prompt I:, 

F12=Cancel F21=Copy 0 
co 

•
 

•
 



PI610U02 Santa Fe County 7/08/ oe 
Number: 0000930542 Purchase Requisition 11:29:3~ 
Type information, press Enter. 
Type (F4) 
Reason . . ..e" :::: 

1 PU 
OFFI 

~~; 
Vendor number 7 

Name (F4 ) . OFFI 

Contract nbr (F4) 
Ship to (F4) 
Deliver by date . 0000 
Fiscal year code C 

No line items to display 

.-----------------------------. o 
LOCATION / BUILDING r 

rn 

Posi tion to " " FINANCE 
:-D 
;;Ii; 

Type option, press Enter. S'J 
l=Select m 

o 

Opt Code Description 
o 
:'0 

AD ADMINISTRATIVE SERVICES o 
AJ 
AG 

ADULT DETENTION FACILITY 
AGUA FRIA FIRE DISTRICT 

m 
o 

AC ANIMAL CONTROL/SD o 
BS BUILDING SERVICES/ASD + ..... 

F12=Cancel 

F3=Exit	 F4=Prompt 
F12=Cancel F21=Copy 

• 

•
 



PI610U02 Santa Fe County 7/08/06 
Number: 0000930542 Purchase Requisition 11: 29: 3~ 
Type information, press Enter. 
Type (F4) 1 PU ,------------------------------. 
Reason OFFI LOCATION / BUILDING 
~. . . . . RARE 
~ . . . . 0708 Posi tion to . . 
Vendor number 7 

Name (F4 ) OFFI Type option, press Enter. s:o 
l=Select m 

Contract nbr (F4) o 
Ship to (F4) Opt Code Description 

o 
AI 

Deliver by date . 0000 1 FI FINANCE DIVISION/ASD o 
rnFiscal year code C FL FLEET MAINTENANCE/GMD 
oGA GALISTEO FIRE & RESCUE 

GI GIS/ASD 
No line items to display GL GLORIETA FIRE DISTRICT 

F12=Cancel 
-, 
N 

oF3=Exit F4=Prompt 
oF12=Cancel F21=Copy co 

•
 

•
 



PI610U02 Santa Fe County 7/08/~ 

Number: 0000930542 Purchase Requisition 11:29:4"11 
Type information, press Enter. o 
Type (F4) 1 PURCHASE REQUISITION 
Reason OFFICE SUPPLIES FOR FINANCE DIVISION 
lA . _KA_R_E_N_S_M_I_T_'H _ 
~e 070808 
Vendor number 7607 

Name (F4) . OFFICE DEPOT	 B=Begins with,C=Contain~ 
rn 

Contract nbr (F4) o 
Ship to (F4) FI FINANCE DIVISION/ASD 

o 
A:I

Deliver by date . 000000 C, 
Fiscal year code C C=Current year, P=Previous year, F=Future year rn 

o 
1::1 

No line items to display.	 ..... 

Total: 
F3=Exit	 F4=Prompt 

F12=Cancel F21=Copy 

•
 

•
 



PI610U02 Santa Fe County 7/08/r>8 
Number: 0000930542 Purchase Requisition 11:29:4~ 
Type information, press Enter. 
Type (F4) l:. PURCHASE REQUISITION 
Reason OFFICE SUPPLIES FOR FINANCE DIVISION 
1A . " KAREN SMITH 
~	 --=0--=7:-::0--=8--=0--=8-==-----------e 
Vendor number 7607 

Name (F4) . OFFICE DEPOT B=Begins with,C=Contain~ 
I"n 

Contract nbr (F4)	 o 
o 

Ship to (F4) FI FINANCE DIVISION/ASD ;;a 

Deliver by date . 073108 o 
1"'11Fiscal year code C C=Current year, P=Previous year, F=Future year o 

No line items to display. 

"
Total:	 N 

oF3=Exit	 F4=Prompt 
F12=Cancel F21=Copy 

1::1 

co 

• 

•
 



iii 

PI6l0U02 Santa Fe County 7/08/CfB 
Number: 0000930542 Purchase Requisition 11:30:l~ 
Type information, press Enter. 
Type (F4) 2:.. PURCHASE REQUISITION 
Reason OFFICE SUPPLIES FOR FINANCE DIVISION 
~. . . . . --::KAc=-::R,..::E:..::.,'N:-::-=S:..:..M;:,...I_T...,;;H.:.....- _:-=: . . . . 070808 
Vendor number 7607 

Name (F4) OFFICE DEPOT B=Begins wi th, C=Contains'O 
-=-=-=--=::....::..:=---==-=~---------- rn 

Contract nbr (F4) o 
o 

Ship to (F4) FI FINANCE DIVISION/ASD AI 

Deliver by date . 073108 I:, 
Fiscal year code C C=Current year, P=Previous year, F=Future year o 

No line items to display. 

Total: 
F3=Exit F4=Prompt F6=Add item 
F8=Requisition quotes F12=Cancel F20=Comments F21=Copy 

•
 

•
 



PI610U02 Santa Fe County 7/08/08 
Number 0000930511 Purchase Requisition 11:22:4t1 

• 
I Purchase Requisition - Item Information 
I Type information, press Enter.I. Line number . 1 

Item desc .. 
Search type B=Begins with, C=Contains 

Vendor part # 
Commodi ty (F4 ) 
Sub-com (F4) . 
Item # (F4) 

Reference (F4) 
Ship to (F4) . FI FINANCE DIVISION/ASD 
Quantity. 2 decimals 
Order UOM (F4) 
Uni t cost 4 decimals 
Account # (F4) 
Project (F4) . 

F8=Extended desc F12=Cancel 

co 

• 

•
 



PI610U02 Santa Fe County 7/0B/0riJ
 
Number 0000930511 Purchase Requisition 11:22:4"'P
 

'2 
I Purchase Requisition - Item Information 
'~e information, press Enter. 
I... ~ine number . 1 

Item desc 125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 
Search type B=Begins with, C=Contains 

Vendor part # 
Commodity (F4) 
Sub-com (F4) . 
Item # (F4) 

Reference (F4) 
Ship to (F4) . FI FINANCE DIVISION/ASD 
Quantity. . . 2 decimals 
Order UOM (F4 ) 
Unit cost 4 decimals 
Account # (F4) 
Project (F4) . 

F8=Extended desc F12=Cancel 

,., 
1:0 

•
 

•
 



PI610U02 Santa Fe County 7/0B/CNJ 

• 

Number 0000930511 Purchase Requisition 11:22:4~ 
• 

I Purchase Requisition - Item Information 
I Type information, press Enter.I. Line number 1 
I Item dese 125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 

se~--=----~~~~----=========================--~ 
Vend Type information, press Enter.
 
Corrun Item extended description
 
Sub
Item 

Re 
Ship 
Quan 
Orde 
Unit 
Aeeo 
Proj 

F8=E 
F12=Cancel F22=Sequence numbers on/off 

•
 

•
 



PI610U02 Santa Fe County 7/08/0.8 
Number 0000930511 Purchase Requisition 11:22:4"2 

o• 
I Purchase Requisition - Item Information 
I Type information, press Enter.I. Line number 1 
I Item desc 125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 

•Se~:"-=------':"'~~~---=======================--~ 
Vend Type information, press Enter.
 
Conun Item extended description
 
Sub(1 @ 5,200.00)
 
Item
 

Re 
Ship 
Quan 
Orde 
Unit 
Acco 
Proj 

F8=E 
F12=Cancel F22=Sequence numbers on/off 

co 

• 

•
 



PI610U02 Santa Fe County 7/0B/CRJ
 
Number 0000930511 Purchase Requisition 11:22:4~
 

• 
I 

I Type information, 
~ Line number . 

Item desc .. 
Search type 

Vendor part # 
Commodity (F4) 
Sub-com (F4) . 
Item # (F4) 

Reference (F4) 
Ship to (F4) . 
Quanti ty . . . 
Order UOM (F4 ) 
Unit cost 
Account # (F4) 
Project (F4) . 

F8=Extended desc 

Purchase Requisition - Item Information 
press Enter. 

1 
125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 

B=Begins with, C=Contains 

000 

FI FINANCE DIVISION/ASD 
2 decimals 

4 decimals 

exists F12=Cancel 

co 

• 

•
 



PI610U02 Santa Fe County 7/08/00
 
Number 0000930511 Purchase Requisition 11:22:4~
 

• 
I 

I Type information, 
~ Line number . 

Item desc .. 
Search type 

Vendor part # 
Commodity (F4) 
Sub-com (F4) . 
Item # (F4) 

Reference (F4) 
Ship to (F4) . 
Quantity . . . 
Order UOM (F4 ) 
Unit cost 
Account # (F4) 
Project (F4) . 

F8=Extended desc 

•
 

•
 

Purchase Requisition - Item Information 
press Enter. 

1 
125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 

B=Begins with, C=Contains 

000 
002 

FI FINANCE DIVISION/ASD 
2 decimals 

4 decimals 

exists F12=Cancel 



PI610U02 Santa Fe County 7/08/cffl
 
Number 0000930511 Purchase Requisition 11:22:4~
 

I 

I Type information,I. Line number . 
Item desc .. 

Search type 
Vendor part # 
Commodi t y (F4 ) 
Sub-com (F4) . 
Item # (F4) 

Reference (F4) 
Ship to (F4) . 
Quantity . 
Order UOM (F4) 
Unit cost 
Account # (F4) 
Project (F4) . 

F8=Extended desc 

•
 

•
 

• 
Purchase Requisition - Item Information 

press Enter. 
1 

125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 
B=Begins with, C=Contains 

000 
002 MISC 

FI	 FINANCE DIVISION/ASD
 
5200.00 2 decimals
 

4 decimals 

exists F12=Cancel 



Purchase Requisition - Item Information 
press Enter. 

1 
125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 

B=Begins with, C=Contains 

PI610U02 
Number 0000930511 

I 

I Type information,Ie Line number . 
Item desc .. 

Search type 
Vendor part # 
Commodity (F4) 
Sub-com (F4) . 
Item # (F4) 

Reference (F4) 
Ship to (F4) . 
Quantity. . . 
Order UOM (F4 ) 
Unit cost 
Account # (F4) 
Project (F4) . 

F8=Extended desc 

000
 
002
 

FI FINANCE DIVISION/ASD 
5200.00 2 decimals 

EA 
4 decimals 

exists F12=Cancel 

Santa Fe County 7/08/08 
Purchase Requisition 11:22:a 

q 

MISC 

co 

• 

• 



I 

PI610U02 Santa Fe County 7/0B/0f3 
Number 0000930511 Purcbase Requisition 11:22:4~ 

• 

~~e information, 
• ~ine number . 

Item desc 
Search type 

Vendor part # 
Commodi ty (F4 ) 
Sub-com (F4) . 
Item # (F4) 

Reference (F4) 
Ship to (F4) . 
Quantity. 
Order UOM (F4 ) 
Uni t cost 
Account # (F4) 
Project (F4) . 

FB=Extended desc 

Purcbase Requisition - Item Information 
press Enter. 

1 
125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 

B=Begins with, C=Contains 

000 
002 MISC 

FI FINANCE DIVISION/ASD 
5200.00 2 decimals 

EA 
1.00 4 decimals 

exists F12=Cancel 

co 

• 

• 



PI610U02 Santa Fe County 7/08/08
 
Number 0000930511 Purchase Requisition 11:22:4~
 

I 

I Type information,Ie Line number 
Item desc 

Search type 
Vendor part # 
Commodi t y (F4 ) 
Sub-com (F4) . 
Item # (F4) 

Reference (F4) 
Ship to (F4) 
Quantity . 
Order UOM (F4) 
unit cost 
Account # (F4) 
Project (F4) . 

F8=Extended desc 

Purchase Requisition - Item Information 
press Enter. 

1 
125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 

B=Begins wi th, C=Contains 

000 
002 MISC 

FI FINANCE DIVISION/ASD 
5200.00 2 decimals 

EA 
1.00 4 decimals 
10115114128003 

exists F12=Cancel 

co 

• 

• 



I 

PI610U02 Santa Fe County 7/0B/cHJ
 
Number 0000930511 Purchase Requisition 11:22:4~
 

• 
Purchase Requisition - Item Information 

~e information, press Enter. 
2•	 Line number . 

Item desc .. 
Search type 

Vendor part # 
Commodity (F4) 
Sub-com (F4) 
Item # (F4) 

Reference (F4) 
Ship to (F4) . 
Quantity. . . 
Order UOM (F4) 
Unit cost 
Account # (F4) 
Project (F4) . 

FB=Extended desc 

•
 

•
 

B=Begins with, C=Contains 

FI FINANCE DIVISION/ASD 
2 decimals 

4 decimals 

F12=Cancel 



• • • 

SFC CLERK RECORDED o 7 // 3 ~~se ~~ISITION NBR, 0000930511 

STATUS, NEEDS ADDITIONAL INFO 
REQUISITION BY, KAREN SMITH REASON, OFFICE SUPPLIES FOR FINANCE DIVISION DATE, 7/08/08 

SHIP TO LOCATION, FINANCE DIVISION/ASD SUGGESTED VENDOR, 7607 OFFICE DEPOT 

LINE 
NBR DESCRIPTION QUANTITY UOM 

UNIT 
COST 

EXTEND 
COST 

125-349 SHREDDER, 
(1 @ 5,200.00) 
COMMODITY, 
SUBCOMMOD, MISC 

CROSS CUT, 100 SHEETS MAXIMUM 5200.00 EA 1.0000 5200.00 

2 FELLOWES OIL FOR SHREDDER 
COMMODITY, 
SUBCOMMOD, MISC 

8.00 EA 1.0000 8.00 

REQUISITION TOTAL, 5208.00 

A C C 0 U N T I N FOR MAT ION 

LINE # 
1 

2 

ACCOUNT 
10115114126001 

10115114126001 

SUPPLIES 
INVENTORY EXEMPT 
SUPPLIES 
INVENTORY EXEMPT 

PROJECT % 
100.00 

100.00 

REQUISITION IS IN THE CURRENT FISCAL YEAR . 

DELIVER BY DATE, 6/30/09 

VENDOR PART NUMBER 

AMOUNT 
5200.00 

8.00 

5208.00 



PI610U02 Santa Fe County 7/09/09> 
Number: 0000930511 Purchase Requisition 09:01:01' 
Type information, press Enter. C") 

Type (F4) l PURCHASE REQUISITION 
Reason OFFICE SUPPLIES FOR FINANCE DIVISION 

KAREN SMITH a·:: 070808 
Vendor number 7607 

Name (F4) . OFFICE DEPOT B=Begins with,C=Contains~ 
m 

Contract nbr (F4) o 
C") 

Ship to (F4) FI FINANCE DIVISION/ASD 
Deliver by date. 063009 o 

~ 

Fiscal year code C C=Current year, P=Previous year, F=Future year rn 
Type options, press Enter. o 

2=Change 4=Delete 8=Item extended description 9=Quotes 
Opt Line# Quantity UOM Description 

1 5200.00 EA 125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 
(1 @ 5,200.00) 

2 8. 00 EA FELLOWES OIL FOR SHREDDER -,
Total: 5208.00 1',) 

o 
o 

F3=Exit F4=Prompt F6=Add item F7=Alternate view 
F8=Requisition quotes F12=Cancel F20=Comments F21=Copy 

co 

•
 

•
 



PI610U06 Santa Fe County 7/09/0<3 
Quotes for Requisition 09:01:Jri' 

0000930511 
7/08/08 

Quotes do not exist for this requisition. 

F3=Exit F6=Add vendor quote F12=Cancel 

• 

•
 



PI610U07 Santa Fe County 7/08/0'fJ 
Quote for Requisition 11:03:5~ 

Requisition number 0000930511 
7/08/08.e . 

Type vendor quote information, press Enter. 
Number .. ;;a 

Name (F4). . 
Search type 

. 
B/C 

rn 
o 
o 

Selected quote Y or blank ::0 

Contact person 
Phone number . 
Dollar amount quoted 

'=' 
rn 
o 

'""N 
C, 

F3=Exit F4=Prompt F12=Cancel F14=Vendor quote 
o 

commen~ 

• 

•
 



PI610U07 Santa Fe County 7/08/013 
Quote for Requisition 11:03:5~ 

Requisition number 0000930511 o 
Date .... 7/08/08 r 

m 
::IlJ 

Type vendor quote information, press Enter. 
A•Number . ::IlJ 

Name (F4). . . 
Search type 
Selected quote 
Contact person 
Phone number . 
Dollar amount quoted 

OFFICE MAX 

TOM SMITH 
505 9866249 

6000.00 

B/C 
Y or blank 

m 
o 
o 
::IlJ 

o 
rn 
o 

F3=Exit F4=Prompt F12=Cancel F14=Vendor quote 

\, 
I\) 

o 
commen~s 

• 

•
 



•••••••• 

PI610U06 Santa Fe County 7/08/0fj 
Quotes for Requisition 11:22:3~ 

o 

Requisition number 0000930511 
7/08/08 

Type options, press Enter. 
l=Select 2 =Change 4=Delete 

Opt Vendor# Vendor Name 
OFFICE MAX 
MATHEWS OFFICE SUPPLY 

Requisition 
Quote 

6,000.0000 
6,100.0000 

;lCJ 

rn 
o 
o 
;a 
o 
m 
o 

F3=Exit F6=Add vendor quote F12=Cancel 

-, 
N 
C;) 

o 
co 

• 

•
 



PI610U02 Santa Fe County 7/08/0~ 

Number: 0000930511 Purchase Requisition 11:21:4"11 
Type information, press Enter. o 
Type (F4) 1 PURCHASE REQUISITION 
Reason . . . OFFICE SUPPLIES FOR FINANCE DIVISION 
... -::,KA~R....",E....",'N--::-",-S:...:M--.:.I..=.T:...:'H _
~e' : : : : 070808 
Vendor number 7607 

Name (F4) . OFFICE DEPOT B=Begins with,C=Contains~-=-=--=-=:....=.:::........==-==--=--=------------ rn 
oContract nbr (F4) o

Ship to (F4) FI FINANCE DIVISION/ASD :lCJ 
Deliver by date . 063009 o 

mFiscal year code C C=Current year, P=Previous year, F=Future year 
o 

No line items to display. 

"'\ 

QUOTES EXIST Total: 1\) 

F3=Exit F4=Prompt F6=Add item C, 
oF8=Requisition quotes F12=Cancel F20=Comments F21=Copy co 

• 

•
 



• • • 

SFC CLERK RECORDED o 7 / 3 lp~caA~~iluISITION NBR: 0000930511 

STATUS: REQ-APPROVAL LT $10000 
REQUISITION BY: KAREN SMITH REASON: OFFICE SUPPLIES FOR FINANCE DIVISION DATE: 7/08/08 

SHIP TO LOCATION: FINANCE DIVISION/ASD SUGGESTED VENDOR: 7607 OFFICE DEPOT DELIVER BY DATE: 6/30/09 

LINE UNIT EXTEND 
NBR DESCRIPTION QUANTITY UOM COST COST VENDOR PART NUMBER 

1 125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 5200.00 EA 1.0000 5200.00 
(1 @ 5,200.00) 
COMMODITY: 
SUBCOMMOD: MISC 

2 FELLOWES OIL FOR SHREDDER 8.00 EA 1.0000 8.00 
COMMODITY: 
SUBCOMMOD: MISC 

REQUISITION TOTAL: 5208.00 

-------------- REQUISITION QUOTES -----------------------------------------
VENDOR NAME 

6000.0000 OFFICE MAX 
6100.0000 MATHEWS OFFICE SUPPLY 

ACCOUNT I N FOR MAT ION 

LINE 
1 

2 

# ACCOUNT 
10115114126001 

10115114126001 

SUPPLIES 
INVENTORY 
SUPPLIES 
INVENTORY 

EXEMPT 

EXEMPT 

PROJECT % 
100.00 

100.00 

AMOUNT 
5200.00 

8.00 

5208.00 

REQUISITION IS IN THE CURRENT FISCAL YEAR . 



PI610U02 Santa Fe County 7/09/0rtJ 
Number: 0000930511 Purchase Requisition 09:02:3~ 
Type information, 
Type (F4) 

press Enter. 
l:. PURCHASE REQUISITION 

Ie Seo.n 

070808 

OFFICE SUPPLIES 
KAREN SMITH 

FOR FINANCE DIVISION 

Vendor number 7607 
Name (F4) . OFFICE DEPOT B=Begins with,C=Contains~ ----------------	 rn 

oContract nbr (F4) o
Ship to (F4) FI FINANCE DIVISION/ASD ~ 

Deliver by date. 063009 o 
rnFiscal year code C C=Current year, P=Previous year, F=Future year 

Type options, press Enter. o 
2 =Change 4=Delete 8=Item extended description 9=Quotes 

Opt Line# Quantity UOM Description 
1 5200.00 EA 125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 

(1 @ 5,200.00) 
2	 8. 00 EA FELLOWES OIL FOR SHREDDER 

Total: 5208.00 N 

oF3=Exit	 F4=Prompt F6=Add item F7=Alternate view 
oF8=Requisition quotes F12=Cancel F20=Comments F21=Copy co 

• 

•
 



• User ..... 
Password . . . . 
Program/procedure 

ATTACHMENT "B" 1 of 11 

Menu . 
Current library . 

Sign On 
System 
Subsystem 
Display 

en 

SFCOUNTY ~ 
QINTER 
EVALENCIA(J),

rn 
:'CJ 
A 

;;0 

m 
o 
o 
:::a 
o 
m 
'=' 

(C) COPYRIGHT IBM CORP. 1980, 2003 . 

• 

• 



0 

HT135MHT Sungard, HTE Select Version 3.0 7/08/0'8 
Santa Fe County Main Menu l4:49:2~ 

Select one of the following: 

2. Rural Addressing 
3. City Hall 
4. Planning & Zoning Main Menu• 
5. Code Enforcement Main Menu 
6. SFC Land Parcel Management 
7. Appraisal Plus 

9. Cash Receipts 
10. SFC Tax Billing Main Menu 
11. Clerk Indexing 

90. Sign off 

Selection 
== > 

F3=Exit F5=Refresh F6=Display messages 
F18=Work with output 

• 

•
 

12. Clerk Applications 
13. Indigent Claims 
14. Business Registration 

19. Fixed Assets ~ 

20. GMBA (Accounting) ~ 
21. Purchasing/Inventory 
22. Accounts Receivable Main Menu~ 

23. Payroll/Personnel Main Menu C' 
24. Global Financials rn 

I:;' 

" 
N 

oF14=Work with submitted jobs 
o 
co 



HT135MHT Sungard, HTE Select Version 3.0 7/08/0~ 

Santa Fe County Main Menu 14:49:2~ 
n 

Select one of the following: 
12. Clerk Applications 

2. Rural Addressing 13. Indigent Claims 
3. City Hall 14. Business Registration 
4. Planning & Zoning Main Menu• 
5. Code Enforcement Main Menu 19. Fixed Assets ~ 

6. SFC Land Parcel Management 20. GMBA (Accounting) rn 
7. Appraisal Plus 21. Purchasing/Inventory g

22. Accounts Receivable Main Menu~ 

9. Cash Receipts 23. Payroll/Personnel Main Menu 0 
10. SFC Tax Billing Main Menu 24. Global Financials m 

o11. Clerk Indexing 

90. Sign off 

Selection 
== > 21 , 

N 
o 
o 

F3=Exit F5=Refresh F6=Display messages F14=Work with submitted jobs 
F18=Work with output co 

• 

•
 



111 

HT135MPI Santa Fe County 7/08/0'8 
Purchasing/Inventory Main Menu 14:49:3~ 

Select one of the following: 
1. File Maintenance Menu 
2. Inquiry Menu 

• 3. Demand Reports Menu 
4. Purchasing/Receiving Menu 
5. Issuing/Allocation Menu 
6. Period End Menu 
7. Physical Inventory Menu 
8. Bids Menu 

10. Field Purchase Order Menu 
11. PI Custom Options Menu 

90. Sign off 

Selection 
== > 4 

F3=Exit F5=Refresh F6=Display messages 
F18=Work with output 

• 

•
 

o 
12. Bar Code Processing Menu r 

:-0 
;::ti; 

:'lJ 
rn 
o 
o 
:::0 
o 
m 
o 

"
I\) 

oF14=Work with submitted jobs 
o 
co 



HT135MPI Santa Fe County 7/08/ ore 
Purchasing/Receiving Menu 14:49:3~ 

Select one of the following: 
1. Requisition entry 12. Receipts - vendor orders
 

~ 2. Requisition approval 13. Requisition inquiry
 
14. Purchase order inquiry 

4. Requisition buyer processing 15. Blanket order inquiry 
5. Inventory reorder processing 16. Inventory reorder report ~ 

6. Purchase order entry/change 17. Orders/receipts activity rpt m 
o7. Print purchase orders 18. Daily p.o. activity report 0 

8. Print manual purchase orders 19. Purchase order report ~ 

9. Vendor order entry/change 20. Vendor delivery report 0 
10. Receipts processing 21. Requisition purge m 
11. Invoice processing 22. Requisition buyer assignment 1::1 

90. Sign off 

Selection 
== > 2 

F3=Exit F5=Refresh F6=Display messages F14=Work with submitted jobs 
F18=Work with output 

~ 

~
 



PI611POI Santa Fe County 7/08/0rs 
Purchase Requisition Approval 15: 05: O~ 

Approval level *ALL 

.tion to . Starting number(s) 

Type options, press Enter. 
I=Select ;;0 

rnRequisition 
oOpt Number Requisitioned By vendor Status o 

0000930037 SAM PAGE INX INC. REQ-APRVL >$10000 ;;0 

0000930063 ROBERT GUTIERREZ/MV ROTO-ROOTER REQ-APPROVAL LT $1 0 

0000930069 PAUL CASAUS JOBSITE REQ-APRVL < $500 rn 
0000930074 PAUL CASAUS JOBSITE REQ-APRVL < $500 0 

0000930084 EVELYN VALENCIA JOANN'S SECRETA REQ-APPROVAL LT $1 I:' 
0000930085 NAOMI SALAZAR VIGIL, VIRGINIA REQ-APRVL < $500 ..... 
0000930091 NAOMI SALAZAR CITY OF SANTA F REQ-APPROVAL LT $1 -, 
0000930101 NANCY CALHOUN / RECC PRIORITY DISPAT REQ-APPROVAL LT $1 w 
0000930104 NANCY CALHOUN / RECC SUNGARD HTE, IN REQ-APRVL >$10000 " 
0000930109 NANCY CALHOUN / RECC SUNGARD HTE I IN REQ-APPROVAL LT $1 I'If 

I:) 

oF3=Exit F9=Invoice Review Fl3=Display by requisitioner Fl7=Subset co 

• 

•
 



PI611P01 Santa Fe County 7/08/0~ 

Purchase Requisition Approval 15:05:3~ 

Approval level *ALL 

Position to Starting character(s) 

;;0l=Select• rnRequisition 
Opt Requisitioned By Number Vendor Status g 

ALICE S. 0000930394 ROMERO, JENNIFE REQ-APRVL < $500 ::tI 

ALICE S. 0000930396 PEREZ, MELANIE REQ-APRVL < $500 0 
ALICE S. 0000930398 ALICE SEALEY REQ-APRVL < $500 rn 
ALICE S. 0000930507 ROCKY MOUNTAIN REQ-APPROVAL LT $1 o 
ALICE S. 0000930516 CANON FINANCIAL REQ-APPROVAL LT $1 0 

AMANDA HARGIS 0000930175 ESRI INC REQ-APRVL >$10000 ~... 
AMANDA HARGIS 0000930541 LATITUDE GEOGRA REQ-APPROVAL LT $1 " 
BECKY B. 0000930174 ST. VINCENT HOS REQ-APRVL >$10000 w 
BECKY B. 0000930177 LIFE LINK, THE REQ-APRVL >$10000 '" 
BECKY B. 0000930178 A YUDANTES , INC. REQ-APPROVAL LT $1 PII 

o 

F3=Exit F9=Invoice Review F13=Display by requisition number F17=Subs i t 

• 

•
 



PI611P01 Santa Fe County 7/08/aAJ 
Purchase Requisition Approval 15:05:JT1 

o 

Approval level *ALL o 
r 
m.tion to .. KAREN Starting character(s) 
;:;0 

:;r;; 

l=Select ::0 
mRequisition 
oOpt Requisitioned By Number Vendor Status o

ALICE S. 0000930394 ROMERO, JENNIFE REQ-APRVL < $500 ::0 
ALICE S. 0000930396 PEREZ, MELANIE REQ-APRVL < $500 C::J 
ALICE S. 0000930398 ALICE SEALEY REQ-APRVL < $500 rn 
ALICE S. 0000930507 ROCKY MOUNTAIN REQ-APPROVAL LT $1 o 
ALICE S. 0000930516 CANON FINANCIAL REQ-APPROVAL LT $1 0 

AMANDA HARGIS 0000930175 ESRI INC REQ-APRVL >$10000 .... 
AMANDA HARGIS 0000930541 LATITUDE GEOGRA REQ-APPROVAL LT $1 -, 
BECKY B. 0000930174 ST. VINCENT HOS REQ-APRVL >$10000 (,1) 

BECKY B. 0000930177 LIFE LINK, THE REQ-APRVL >$10000 , 
BECKY B. 0000930178 AYUDANTES, INC. REQ-APPROVAL LT $1 Nt-

C::I 

F3=Exit F9=Invoice Review F13=Display by requisition number F17=Subset co 

•
 



PI611P01 Santa Fe County	 7/08/rYB 
Purchase Requisition Approval	 15:05:~ 

Approval level *ALL 

Wition to ..	 Starting character(s) 

l=Select	 ::0 
mRequisition 

Opt	 Requisitioned By Nwnber Vendor Status no 
KAREN SMITH 0000930511 OFFICE DEPOT REQ-APRVL < $500 ::0 

KEITH HENRY 0000930274 MAIL & COpy BUS REQ-APRVL < $500 CJ 

KEITH HENRY 0000930275 BATTERIES PLUS REQ-APPROVAL LT $1 ~ 
KEITH HENRY 0000930277 DAY, ELIZABETH REQ-APPROVAL LT $1 
KEITH HENRY 0000930278 BUGMAN, INC. REQ-APPROVAL LT $1 0 

KEITH HENRY 0000930280 RED PHOENIX FIR REQ-APRVL < $500 -...I 

KEITH HENRY 0000930281 UNDER CAR CARE REQ-APPROVAL LT $1 '\ 
KEITH HENRY 0000930282 SUPERIOR MOTOR REQ-APRVL < $500 ~ 
KEITH HENRY 0000930284 NAPA AUTO PARTS REQ-APPROVAL LT $1 -, 
KEITH HENRY 0000930285 HUNTER BUILDING REQ-APPROVAL LT $1 !'If. 

o 
oF3=Exit F9=Invoice Review F13=Display by requisition number F17=Sub~t 

•
 



1 

PI611P01 Santa Fe County 7/08/ ore 
Purchase Requisition Approval 15:05:3~ 

Approval level *ALL
 

Wition to .. Starting character(s)
 

l=Select 

Opt	 Requisitioned By 
KAREN SMITH 
KEITH HENRY 
KEITH HENRY 
KEITH HENRY 
KEITH HENRY 
KEITH HENRY 
KEITH HENRY 
KEITH HENRY 
KEITH HENRY 
KEITH HENRY 

F3=Exit F9=Invoice Review 

• 

•
 

Requisition 
Number 
0000930511 
0000930274 
0000930275 
0000930277 
0000930278 
0000930280 
0000930281 
0000930282 
0000930284 
0000930285 

Vendor 
OFFICE DEPOT 
MAIL & COpy BUS 
BATTERIES PLUS 
DAY, ELIZABETH 
BUGMAN, INC. 
RED PHOENIX FIR 
UNDER CAR CARE 
SUPERIOR MOTOR 
NAPA AUTO PARTS 
HUNTER BUILDING 

:-a 
rn 
oStatus	 0 

REQ-APRVL < $500 ::0 

REQ-APRVL < $500 0 
REQ-APPROVAL LT $1 m 
REQ-APPROVAL LT $1 o 
REQ-APPROVAL LT $1 0 

REQ-APRVL < $500 ..... 
REQ-APPROVAL LT $1 ''\ 

c."REQ-APRVL < $500 
REQ-APPROVAL LT $1 \, 
REQ-APPROVAL LT $1 lip 

o 

F13=Display by requisition number F17=Subs~t 



PI611U02 Santa Fe County	 7/08/Q'B 
Purchase Requisition Approval - REQ-APPROVAL LT $10000 15:06:i1 

Requisition number 0000930511 

jFe ... 1 PURCHASE REQUISITION 
on .. OFFICE SUPPLIES FOR FINANCE DIVISION 
. . . .	 KAREN SMITH 

Date 7/08/08 
Vendor#/name 7607 OFFICE DEPOT AI 

rnBuyer . . . . o 
Contract nbr o 
Ship to . . . FI FINANCE DIVISION/ASD :lO 
Deliver by date 6/30/09 CJ 

rnFiscal year code C C=Current year, P=Previous year, F=Future year o
Type options, press Enter. 

5=Display 8=Item extended description 
Opt Line# Quantity UOM Description 

1 5200.00 EA 125-349 SHREDDER, CROSS CUT, 100 SHEETS MAXIMUM 
(1 @ 5,200.00) 

2	 8. 00 EA FELLOWES OIL FOR SHREDDER '\i: 
Total: 5608.00 I'J 

F3=Exit F7=Alternate view F8=Requisition quotes F9=Approve ~ 
F11=Cancel req F12=Cancel F24 =More keytli 

• 

•
 



Sign On (I) 

System 
Subsystem 

SFCOUNTY 
QINTER 

"11 

(") 

User 
Password 
Program/procedure• 

ATTACHMENT "c" 1 of 15 Display EVALENCIA~ 

r
rn 
;:;0 

;~ 

Menu .... ;:;0 

Current library . rn 
o 
o 
::0 

o 
m 
o 

(C) COPYRIGHT IBM CORP. 1980, 2003. 

•
 

•
 



Sign On (I) 

System SFCOUNTY" 
Subsystem QINTER ("') 

• User .... 
Password 
Program/procedure 

Display. 

EVELYN 

EVALENCI~ 
r
m 
::u 
A 

Menu .... ;:ilJ 

Current library . m 
o 
o 
;:ilJ 

o 
m 
o 

-, 
N 

o 
o 

(C) COPYRIGHT IBM CORP. 1980, 2003. 
co 

•
 

•
 



(.I)Sign-on Information 
System: 

Previous sign-on 07/09/08 09:15:37 

• 
SFCOUNTYf 

o 

:lO 
rn 
o
o 
::0 
I:] 

m
o 

Press Enter to continue.
 

F3=Exit sign-on request F9=Change password
 
(C) COPYRIGHT IBM CORP. 1980, 2003. 

• 

•
 



0 

HT135MHT Sungard, HTE Select Version 3.0 7/09/061 
Santa Fe County Main Menu 09:15:5~ 

o 
Select one of the following: o 

12. Clerk Applications r 
2. Rural Addressing 13. Indigent Claims rn 

:ltl3. City Hall 14. Business Registration 
;;-i;4. Planning & Zoning Main Menu• 

5. Code Enforcement Main Menu 19. Fixed Assets :::0 

6. SFC Land Parcel Management 20. GMBA (Accounting) m 
7. Appraisal Plus 21. Purchasing/Inventory (') 

22. Accounts Receivable Main Men~ 
9. Cash Receipts 23. Payroll/personnel Main Menu 

10. SFC Tax Billing Main Menu 24. Global Financials rn 
11. Clerk Indexing C::J 

90. Sign off 

Selection 
== > 21 

N '" 
F3=Exit F5=Refresh F6=Display messages F14=Work with submitted jobs o 

oF18=Work with output 
co 

•
 

•
 



HT135MPI Santa Fe County 7/09/01(} 
Purchasing/Inventory Main Menu 09:16:0~ 

Select one of the following: 
1. File Maintenance Menu 12. Bar Code Processing Menu 

•
 2. Inquiry Menu 
3. Demand Reports Menu 
4. Purchasing/Receiving Menu 

:::tl5. Issuing/Allocation Menu 
rn6. Period End Menu 

7. Physical Inventory Menu 
8. Bids Menu 

o
o 
:::tl 

o 
10. Field Purchase Order Menu 
11. PI Custom Options Menu 

90. Sign off 

Selection 

m
o 

==
 4> -, 
N 

F3=Exit F5=Refresh F6=Display messages F14=Work with submitted jobs 
F18=Work with output 

o
o 
co 

•
 

•
 



HT135MPI Santa Fe County 7/09/018 
Purchasing/Receiving Menu 09: 16: O~ 

Select one of the following: 
1. Requisition entry 12. Receipts - vendor orders
 

~ 2. Requisition approval 13. Requisition inquiry
 
14. Purchase order inquiry 

4. Requisition buyer processing 15. Blanket order inquiry 
5. Inventory reorder processing 16. Inventory reorder report ~ 

6. Purchase order entry/change 17. Orders/receipts activity rpt m 
7. Print purchase orders lB. Daily p.o. activity report g
B. Print manual purchase orders 19. Purchase order report :;0 
9. Vendor order entry/change 20. Vendor delivery report 0 

10. Receipts processing 21. Requisi tion purge rn 
11. Invoice processing 22. Requisition buyer assignment 0 

90. Sign off 

Selection 
== > 13 '"N 

oF3=Exit F5=Refresh F6=Display messages F14=Work with submitted jobs 
oF18=Work with output co 

~ 

~
 



PI625P01 Santa Fe County 7/08/06 
Requisition Inquiry 15: 56: 3~ 

Position to . . . . . . .
 
press Enter. 
6=Print 7=Date entered/by 

Vendor Name 
US BANCORP PIPER JAFFRAY 
US BANCORP PIPER JAFFRAY 
HUGHES & STRUMOR LTD CO. 
HUGHES & STRUMOR LTD CO. 
HUGHES & STRUMOR LTD CO. 
BARRACLOUGH & ASSOC. I P. C. 
TRADE (TRI - AREA ASSOC. 
A. S. HORNER 
DENNIS ENGINEERING 
CORNELL CORRECTIONS INC. 
CORNELL CORRECTIONS INC. 
ALBUQUERQUE PUBLISHING 
EXPERT TIRE 
NEW MEXICAN INC. 

:f
e option, 
Select 
Req. # 
0009007647 
0009007646 
0009007645 
0009007644 
0009007643 
0009007642 
0009007641 
0009007640 
0009007639 
0009007638 
0009007637 
0009007636 
0009007635 
0009007634 

Requisitioned by 
KATHERINE MILLER 
KATHERINE MILLER 
KATHERINE MILLER 
KATHERINE MILLER 
KATHERINE MILLER 
KATHERINE MILLER 
SUSAN LUCERO 
TED BARBER 
TED BARBER 
BERON BRISCOE 
BERON BRISCOE 
EVA BROCK 
BILL MCSWEENEY 
STEPHANIE LYON 

:'CJ 
m 
o 
o 
;;0 

o 
m 
o 

F3=Exit F17=Subset 

• 

•
 



PI625P01 

Position to 
e option, pres 
Select 6=Pr 

•	 Req. # 
0009007647 
0009007646 
0009007645 
0009007644 
0009007643 
0009007642 
0009007641 
0009007640 
0009007639 
0009007638 
0009007637 
0009007636 
0009007635 
0009007634 

F3=Exit F17=Su 

•
 

•
 

Santa Fe County 7/08/0rB
...-------------------------------------..'"11 

......~~~......~~~~ ......~.............~~~ ..............~~...................~=.......~,co
 

Requisition Selection In 
In 

Type information, press Enter. Ir 
Requisition number 
P. O. number . . . . 

1m 
1;;0 

Req. date range to 7082008 1;;'\ 

Approval date range to 7082008 1;;0 

Item description . 1m 
In 

and search type B or C 1°;;0 

Comrnodity/Subcomrn (F4) / 10 
Department/Division. 
Req. status (F4) 

. / 1m 
Ie, 

Ship to location (F4) 10 
Account number I ..... 

I", 
Vendor number 
or Name 

and search type B or C 

I W 
.... 

I", 
I!',,) 

F4=Prompt F12=Cancel 10 
Ie, 

"""""~~~~



PI625P01 

Position toTf	 option, pres
Select 6=Pr 

o	 Req. # 
0009007647 
0009007646 
0009007645 
0009007644 
0009007643 
0009007642 
0009007641 
0009007640 
0009007639 
0009007638 
0009007637 
0009007636 
0009007635 
0009007634 

F3=Exit F17=Su 

•
 

•
 

Santa Fe County	 7/09/018 
.-----------------------------------..";r>

Requisition Selection 
In 

Type	 information, press Enter. Ii 

I rn Requisition number 
::0

P. O. number . . . . 1;;'Ii; 
Req. date range to 7092008 I 

Approval date range to 7092008 1::0 

1mItem	 description . 
In o 

and search type B or C 1::0 

Commodity/Subcomm (F4) / le::J 

Department/Division. . -/ 1m 

Req. status (F4) 1° 
Ship to location (F4) 10 
Account number I·... 

I'" 

I""Vendor number .... 
or Name OFFICE DEPOT 1",

and search type .. B B or C IN 

F4=Prompt F12=Cancel 1° 
1° co 

'==~=-=====-==-===-== .......=~......==-=---=........
 



PI625P01 Santa Fe County	 7/09/CM
.-----	 ---"."TI 

'2 
Position to	 Vendor Name Search ~ 

It
option, pres rt 

Select 6=Pr Position to I"J 
o	 Req. # 

0009007647 Type option, press Enter. ~ 
0009007646 l=Select ::I 
0009007645 I"J 
0009007644 Opt Vendor# Name 
0009007643 7607 OFFICE DEPOT ~ 
0009007642 11360 OFFICE MAX tI 
0009007641 4269 OFFICE MAX AMERICAN SQUARE 1'1 
0009007640 13970 OFFICE OF ARCHEOLOGICAL STUDIE Ii 
0009007639 18187 OFFICE OF ATTORNEY GENERAL t!> 
0009007638 14061 OFFICE OF NAT' L DRUG CONTROL P .... 
0009007637 + 'I. 
0009007636 Cf_.. 
0009007635 F12=Cancel F7=Detail
 
0009007634
 

e.0" 
~ 

F3=Exit F17=Su .......__.......~......._ .............._ .............._ .....................=_......._ .......__....... ............. co
 

• 

•
 



1 

PI625P01 

Position toTf	 option, pres
Select 6=Pr 

o	 Req. # 
0009007647 
0009007646 
0009007645 
0009007644 
0009007643 
0009007642 
0009007641 
0009007640 
0009007639 
0009007638 
0009007637 
0009007636 
0009007635 
0009007634 

F3=Exit F17=Su 

•
 

•
 

Santa Fe County	 7/09/0r£ 
.--------------------------------..""11 

Vendor Name Search ~ 
rt 

Position to	 I"J 
::w 

Type option, press Enter. 
l=Select ;:.I 

1'1 

Opt Vendor# Name j1 7607 OFFICE DEPOT 
11360 OFFICE MAX Ij 

4269 OFFICE MAX AMERICAN SQUARE 1'1 

13970 OFFICE OF ARCHEOLOGICAL STUDIE Ii 
18187 OFFICE OF ATTORNEY GENERAL ~ 
14061 OFFICE OF NAT' L DRUG CONTROL P	 ... 

+ 'I 
rf 

F12=Cancel F7=Detail	 
~ 

~ 

•
r&

• 0 

'=======_====.............===.......=_=__~	 -...II.co
 



Santa Fe County 7/09/018
'"T1.-------------------------------------.·0 

Position to 

:I 
option, pres 

Select 6=Pr 
Req. # 
0009007647 
0009007646 
0009007645 
0009007644 
0009007643 
0009007642 
0009007641 
0009007640 
0009007639 
0009007638 
0009007637 
0009007636 
0009007635 
0009007634 

F3=Exit F17=Su 

•
 

•
 

Requisition Selection 

Type information, press Enter. 
Requisition number 
P.o. number 
Req. date range 
Approval date range 
Item description . 

and search type 
Commodity/Subcomm (F4) 
Department/Division. . 
Req. status (F4) 
Ship to location (F4) 
Account number 

Vendor number 
or Name OFFICE DEPOT 

and search type . . 
F4=Prompt F12=Cancel 

I.....~~~ _ ===== 

to 7092008 
to 7092008 

B or C 
/

-/ 

7607 

B or C 

_------------•
 

I 
1(") 
Ir 
1m 
1::0 
~ 

I 
1::0 
1m 
1(")
o 

1::0 
10 
1m 
10 

10 
1-..1 

1"
I~
1,,
IN 
10 

1° co 



PI625P01 Santa Fe County 7/09/1YtJ 
Requisition Inquiry 09:19:~ 

Position to 

if 
option, 

Select 
Req. # 

press Enter. 
6=Print 7=Date 

Vendor Name 
entered/by 

Requisitioned by 
0009007584 OFFICE DEPOT COMMERCIAL DIV. JENNIFER VILLA 
0009007568 OFFICE DEPOT COMMERCIAL DIV. ERIC BARRAZA :'CJ 

0009007549 
0009007547 

OFFICE DEPOT 
OFFICE DEPOT 

COMMERCIAL 
COMMERCIAL 

DIV. 
DIV. 

MANNY 
TERRY 

VIGIL 
C. LOPEZ 

m 
o 
o 

0009007513 OFFICE DEPOT COMMERCIAL DIV. EVA BROCK ;;I(J 

0009007494 OFFICE DEPOT COMMERCIAL DIV. ERIC BARRAZA o 
0009007462 
0009007395 

OFFICE DEPOT 
OFFICE DEPOT 

COMMERCIAL 
COMMERCIAL 

DIV. 
DIV. 

TERRY C. LOPEZ 
EPPIE HERRERA 

m 
o 

0009007394 OFFICE DEPOT COMMERCIAL DIV. SUZETTE BERRY 
0009007336 OFFICE DEPOT COMMERCIAL DIV. EPPIE HERRERA 
0009007324 OFFICE DEPOT COMMERCIAL DIV. KAREN MOLAS 
0009007305 OFFICE DEPOT COMMERCIAL DIV. ROXANE DAVID 
0009007290 OFFICE DEPOT COMMERCIAL DIV. ROBIN SAIZ -, 
0009007192 OFFICE DEPOT COMMERCIAL DIV. EVA BROCK '¥ 

o 

F3=Exit F17=Subset 
o 
co 

• 

•
 



111 

PI625P01 Santa Fe County 
Requisition Inquiry 

Position toTf option,
Select 

press Enter. 
6=Print 7=Date 

. . . . . . . 

entered/by 
o Req. # 

0009000801 
0009000542 
0009000535 
0009000503 
0009000439 
0009000438 
0009000350 
0009000246 
0009000228 
0009000159 
0000930542 
0000930511 
0000930011 
0000811892 

Vendor Name 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT/SF 
OFFICE DEPOT/SF 
OFFICE DEPOT/SF 
OFFICE DEPOT/SF 
OFFICE DEPOT/SF 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT 

Requisitioned by 
SEAN TRUJILLO 
STEPHANIE LYON 
SEAN TRUJILLO 
TERRY LOPEZ 
CHRISTINA MAKI 
CHRISTINA MAKI 
EVA BROCK 
CHRISTINA MAKI 
CHRISTINA MAKI 
KARLA ARCHULETA 
KAREN SMITH 
KAREN SMITH 
SAM PAGE 
FRAN DUNAWAY 

7/09/0~ 

09:19:331 o 

AI 
m 
o 
o 
AI 
o 

o 

-, 
I'b 
o 
oF3=Exit F17=Subset 

• 

•
 



PI625P01 Santa Fe County 7/09/08 
Requisition Inquiry 09:19:3""9 o 

Position to . . . . . . .
 

1= 
option, press Enter. 

-Select 6=Print 7=Date entered/by 
Req. # Vendor Name 
0009000801 
0009000542 
0009000535 
0009000503 
0009000439 
0009000438 
0009000350 
0009000246 
0009000228 
0009000159 

1 0000930542 
1 0000930511 

0000930011 
0000811892 

OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT/SF 
OFFICE DEPOT/SF 
OFFICE DEPOT/SF 
OFFICE DEPOT/SF 
OFFICE DEPOT/SF 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT 
OFFICE DEPOT 

F3=Exit F17=Subset 

• 

Requisitioned by 
SEAN TRUJILLO 
STEPHANIE LYON :-tJ 

SEAN TRUJILLO rn 

TERRY LOPEZ 
CHRISTINA MAKI 

o 
o 
::0 

CHRISTINA MAKI o 
EVA BROCK rn 

CHRISTINA MAKI o 
CHRISTINA MAKI 
KARLA ARCHULETA 
KAREN SMITH 
KAREN SMITH 
SAM PAGE " FRAN DUNAWAY ~ 

o 
o 
co 

•
 



0 

PURCHASE 
ORDER 

SANTA FE COUNTY 
SANTA FE, NEW MEXICO 

N.2W MEXICAN, THE 
TO: PO BOX 21048 

SANTA FE, NM 8/504-2048 

en 
PAGE: ., 'i1IMPORTANT 

.L r.> 
TH~ PURCHASE ORDER NUMBER 
MUST APPEAR ON ALL INVOICES P.O, NO,: 0 i 0 5~ 0 
AND SHIPPING CONTAINERS. 
INVOICES ARE TO BE IN DUPLICATE. ~ DATE: r

ro6/12/il8 
AI 
A 

::0 
rn 

Santa Fe County r.> 
SHIP TOI FINANCE DIVISION/ASD 

INVOICE TO: SANTA FE COUNTY ::0 
142 W. PALACE, 2ND FLOORO 
SANTA FE, NM 875101 m 

o 

VENDOR NO. 

37 

NOTES 
1 
2 
3 

Federal Tax 1.0. Number is required for payment. 
If unable to fill at prices shown, or meet delivery day, please advise immediately. 
All items subject to terms and conditions on reverse. 

DELIVER BY SHIP VIA F.O.B. TERMS 

106/16/108 NET 

CONFIRM BY CONFIRM TO REOUlsmONED BY 

SEAN TRUJILLO EVELYN VALENCIA 

811783 
PROJECT REO. NO.ACCOUNT NO. 

21510321043371037 
CONTRACT NO. FREIGHT 

o 

co 

54.10 

54.110 

54.110 

1.1010010 

I 
I 
I

SUB1-TOTAL 

TOTfL 
1 

Santa Fe County 
Approval For Payment 

Pay Per Invoke. Certification Is Made. 
Gut Services/Materials have been 
ReceivedandMeet specifications.
Buyer: _ 

DVERTISEMENT FOR THE LODGERS' 
AX ADVISORY BOARD 
EETING TO BE HELD ON JUNE 26,
10108. THIS AD TO 
UN ON 6/16/108 IN THE LEGAL 
ECTION. 

54.110 

NOT VALID 
DIRECTO 

AUT 

Date: ~ Requester:~"';,;:s;:<~~~ r-
Date: ~~ '_ 

lfNot Acceptable. Document Reason 

Y THE COUNTY FINANCE 
URCHASING AGENT. 

VENDOR'S COF'Y 



• User . 
Password 
Program/procedure 

ATTACHMENT "E" 1 of 14 

Sign On 
System 
Subsystem 
Display 

en 
SFCOUNTY -n 
QINTER (") 
EVALENCIAiJ, 

r 
m 
::tl 
;;Ii; 

Menu :::0 

Current library . m 
o 
o 
::tl 
o 
m 
o 

N 
o 
o 

(C) COPYRIGHT IBM CORP. 1980, 2003 . 
co 

•
 

•
 



Sign On (J) 

System SFCOUNTY 'i1 

Subsystem QINTER ("") 
Display. EVALENCIA~ 

• 
r 

User . EVELYN m 

Password . . . . ::0 
;;0;: 

program/procedure 
:;0Menu .... 
rnCurrent library . o 
o 
::0 
o 
m 
o 

"
N 

o 
o 
co

(C) COPYRIGHT IBM CORP. 1980, 2003 . 

• 

•
 



CI)Sign-on Information 
System: SFCOUNT"P 

Previous sign-on 07/09/08 09:15:54 o 

•
 

Press Enter to continue.
 

F3=Exit sign-on request
 
(C) COPYRIGHT IBM CORP. 

• 

•
 

AI 
m 
o 
o 
AI 
C;J 
m 
o 

" 

N 

o 
oF9=Change password 

1980, 2003. co 



HT135MHT Sungard, HTE Select Version 3.0 7/09/ ore 
Santa Fe County Main Menu 09:23:0~ 

Select one of the following: 
12. Clerk Applications
4It 2. Rural Addressing 13. Indigent Claims
 

3. City Hall 14. Business Registration 
4. Planning & Zoning Main Menu 
5. Code Enforcement Main Menu 19. Fixed Assets ~ 

6. SFC Land Parcel Management 20. GMBA (Accounting) ~ 
7. Appraisal Plus 21. Purchasing/Inventory 0 

22. Accounts Receivable Main Menu~ 

9. Cash Receipts 23. Payroll/Personnel Main Menu 0 
10. SFC Tax Billing Main Menu 24. Global Financials m 
11. Clerk Indexing o 

90. Sign off 

Selection 
== > 

F3=Exit F5=Refresh F6=Display messages F14=Work with submitted jobs 
F18=Work with output 

4It 

4It
 



HT135MHT Sungard, HTE Select Version 3.0 7/09/0~ 

Santa Fe County Main Menu 09:23:1~ 
n 

Select one of the following: n 
12. Clerk Applications r 

rn2. Rural Addressing 13. Indigent Claims 
3. City Hall 14. Business Registration ~ 

4. Planning & Zoning Main Menu 
~• 

5. Code Enforcement Main Menu 19. Fixed Assets ~ 

6. SFC Land Parcel Management 20. GMBA (Accounting) m 
7. Appraisal Plus 21. Purchasing/Inventory g

22. Accounts Receivable Main Menu~ 

9. Cash Receipts 23. Payroll/Personnel Main Menu 0 
10. SFC Tax Billing Main Menu 24. Global Financials rn 
11. Clerk Indexing o 

90. Sign off 

Selection 
== > 21 , 

N 

oF3=Exit F5=Refresh F6=Display messages F14=Work with submitted jobs 
oF18=Work with output 
~ 

•
 

•
 



HT135MPI Santa Fe County 7/ 09/ alp) 

Purchasing/Inventory Main Menu 09:23:1~ 

Select one of the following: 
1. File Maintenance Menu 

• 2. Inquiry Menu 
3. Demand Reports Menu 
4. purchasing/Receiving Menu 
5. Issuing/Allocation Menu 
6. Period End Menu 
7. Physical Inventory Menu 
8. Bids Menu 

10. Field Purchase Order Menu 
11. PI Custom Options Menu 

90. Sign off 

Selection 
== > 4 

F3=Exit F5=Refresh F6=Display messages 
F18=Work with output 

• 

•
 

12. Bar Code processing Menu 

;:10 

m 
o 
o 
::0 
I:) 

m 
I:) 

" 

i'.) 

oF14=Work with submitted jobs 
o 
co 



0 

HT135MPI Santa Fe County r/oero« 
Purchasing/Receiving Menu 16:37:3-:J o 

Select one of the following: 
1. Requisition entry 12. Receipts - vendor orders
 

~ 2. Requisition approval 13. Requisition inquiry
 
14. Purchase order inquiry 

4. Requisition buyer processing 15. Blanket order inquiry 
5. Inventory reorder processing 16. Inventory reorder report :ltJ 
6. Purchase order entry/change 17. Orders/receipts activity rpt m 
7. Print purchase orders lB. Daily p.o. activity report g
B. Print manual purchase orders 19. Purchase order report :ltJ 
9. Vendor order entry/change 20. Vendor delivery report 

10. Receipts processing 21. Requisition purge m 
11. Invoice processing 22. Requisition buyer assignment 0 

90. Sign off 

Selection 
== > 14 -, 

N 

oF3=Exit F5=Refresh F6=Display messages F14=Work with submitted jobs 
oF18=Work with output co 

~ 

~
 



PI310P01 Santa Fe County 7/08/0'8 
Purchase Order Inquiry 16:37:4~ 

Position to PO #. . . . . n 
e option, press Enter. * = Invoices are waiting review I 

_ Select 5=View/cancel outstanding 6=Open Item Rpt 9=Invoice Review m 
PO # Vendor Number and Name Date Buyer Statu~ 
930263 15165 KYOCERA MITA AMERICA, INC. 070808 ST 2 
930262 10763 PRUDENTIAL OVERALL SUPPLY 070808 ST 2 
930261 38 NEW MEXICAN, THE (SUBSCRIPTION 070808 ST 2 
930260 447 ALBUQUERQUE PUBLISHING COMPANY 070808 ST 2 
930259 17587 SOUTHWEST COPY SYSTEMS, INC 070808 ST 2 
930258 2387 TELEBEEPER OF NEW MEXICO INC 070808 ST 2 
930257 2765 WATER MAN, THE 070808 ST 2 
930256 18209 INTEGRATED ELECTRIC & UTILITY 070808 ST 2 
930255 59 BIG JO TRUE VALUE HARDWARE 070808 ST 2 0 

930254 11144 GOODYEAR 070808 ST 2 ~ 

930253 1676 C & C DISTRIBUTORS 070808 ST 2 ", 
930252 13226 HILTON INN 070808 ST 2 w 
930251 15507 INTERA INCORPORATED 070808 ST 2" 

More . . "-' 
or.,F3=Exit F13=Sort by PO date F15=Invoice Review F17=Subset co 

• 

•
 



PI310P01 Santa Fe County 7/08/013 
Purchase Order Inquiry 16:37:41J · o . 

.. 

Position to PO #. . . . . Purchase Order Selection· e option, press Enter. * :
 
Select 5=View/cancel outst : Type information, press Enter.
 

PO # Vendor Number and : PO Number
:w
·

930263 15165 KYOCERA · Requisition Number· 930262 10763 PRUDENTI: Vendor Number or ~: 

930261 38 NEW MEXI : Name !"n. 
and searc...h-----;-t-yp-e---------;::------;:;-----;g;930260 447 ALBUQUER: B or C 

930259 17587 SOUTHWES: Invoice Number . ~: 

930258 2387 TELEBEEP: Contract Number 0: 
930257 2765 WATER MA : PO date range 7082008 m: 
930256 18209 INTEGRAT: Delivery date 0: 
930255 59 BIG JO T : PO Status (F4) 0: 
930254 11144 GOODYEAR: PO Type (F4) . ...,: 
930253 1676 C & C DI : Open or closed o or C ',: 
930252 13226 HILTON I : Buyer (F4) w: 
930251 15507 INTERA I 

: F4=Prompt F12=Cancel 
·

F3=Exit F13=Sort by PO date · 
•· ••••••••••••••••••••••••••••••••••••••••••• dO •o. 

•
 

•
 



PI310P01 Santa Fe County 7/08/0~ 

Purchase Order Inquiry 16: 37: 4'J 
· o . 

Position to PO #. . . . . · Purchase Order Selection ("):· 
We option, press Enter. * : r: 

Select 5=View/cancel outst : Type information, press Enter. m: 
AI.PO # Vendor Number and : PO Number ;;'i;.

930263 15165 KYOCERA · Requisition Number . . ..· 930262 10763 PRUDENTI: Vendor Number . . . . or A:I: 

930261 
930260 
930259 

38 
447 

17587 

NEW MEXI : 
ALBUQUER: 
SOUTHWES: 

Name OFFICE DEPOT 
and search type 

Invoi ce Number . 

m: 
B or C g: 

________ AJ: 

B 

930258 2387 TELEBEEP: Contract Number C~ : 
930257 2765 WATER MA : PO dace range 7082008 111: 

930256 18209 INTEGRAT: Delivery date 0: 
930255 59 BIG JO T : PO Status (F4) 
930254 11144 GOODYEAR: PO Type (F4) . 
930253 1676 C & C DI : Open or closed o or C 
930252 13226 HILTON I : Buyer (F4) 
930251 15507 INTERA I : 

: F4=Prompt F12=Cancel 
: 

F3=Exit F13=Sort by PO date •· ••••••••••••••••••••••••••••••••••••••••••• cO • 

•
 

',,: 

0: 
o. 

•
 



PI310P01 Santa Fe County 7j08jOVA 
Purcbase Order Inquiry 16:37:4~ 

(')• 
Position to PO Vendor Name Searcb r.I> 

Jt
e option, pr 
Select 5= Position to 

PO # V 'Tax id 
930263 
930262 
930261 
930260 
930259 
930258 
930257 
930256 
930255 
930254 
930253 
930252 
930251 

Type option, 
l=Select 

Opt Vendor# 
7607 

11360 
4269 

13970 
18187 
14061 
16045 

F7=Additional 

rI" 
I'J 
=t 
i 

press Enter. ~ 
1'. 

Name Tax ID 'i 
OFFICE DEPOT ~ 
OFFICE MAX I:t 
OFFICE MAX AMERICAN SQUARE 1"1 

OFFICE OF ARCHEOLOGICAL STUDIE 'i 
OFFICE OF ATTORNEY GENERAL I~ 
OFFICE OF NAT' L DRUG CONTROL P .... 
OFFICE OF THE ATTORNEY GENERAL + '" Cf 
information F12=Cancel ~ 

1'1 

F3=Exit F13=Sort by PO date • C:~ ••••••••••••••••••••••••••••••••••••••••••••• eX» • 

• 

• 



PI310P01 Santa Fe County 7/08/0rB 
Purchase Order Inquiry 16: 3 7: 4'~ 

Q 
Position to PO Vendor Name Search ~ 

Jte option, pr 
Select 5= Position to 

PO # V Tax id 
930263 
930262 
930261 
930260 
930259 
930258 
930257 
930256 
930255 
930254 
930253 
930252 
930251 

Type option, 
l=Select 

Opt Vendor# 
1 7607 

11360 
4269 

13970 
18187 
14061 
16045 

F7=Additional 

rl 
I'J 
1 
1 

press Enter. ::I 
1"1 

Name Tax ID 
OFFICE DEPOT ~ 
OFFICE MAX ct 
OFFICE MAX AMERICAN SQUARE 1"1 

OFFICE OF ARCHEOLOGICAL STUDIE 'i 
OFFICE OF ATTORNEY GENERAL r.! 
OFFICE OF NAT' L DRUG CONTROL P ... 
OFFICE OF THE ATTORNEY GENERAL 

+ ".If 
information F12=Cancel ~ 

1'1 

F3=Exit F13=Sort by PO date • 0 .. ........................................................................................ cO .. 

• 

• 



PI310P01 Santa Fe County 7/08/().fJ 
Purchase Order Inquiry 16:37:4~ 

·	 o .-

Position to PO #. . . . . · Purchase Order Selection· e option, press Enter. * :
 
Select 5=View/cancel outst : Type information, press Enter.
 

•	 PO # Vendor Number and : PO Number 
930263 15165 KYOCERA · Requisition Number . .· 930262 10763 PRUDENTI: Vendor Number . . . . 7607 or ;;0: 

m.930261 38 NEW MEXI : Name OFFICE DEPOT 
o :930260 447 ALBUQUER: and search type	 B or C O· 

930259 17587 SOUTHWES: Invoice Number . ;;0: 

930258 2387 TELEBEEP: Contract Number 0: 
930257 2765 WATER MA : PO date range 7082008 m: 
930256 18209 INTEGRAT: Delivery date 0: 

930255 59 BIG JO T : PO Status (F4) 0: 
930254 11144 GOODYEAR: PO Type (F4) . -...I: 
930253 1676 C & C DI : Open or closed o or C ',: 

w:930252 13226 HILTON I : Buyer (F4) JC -.. 
930251 15507 INTERA I " : 

: F4=Prompt F12=Cancel 1\): 
:	 0: 
••F3=Exit F13=Sort by PO date ••••••••••••••••••••••••••••••••••••••••••• I!a0.• 

• 

•
 



----

.. 

PI310P01 Santa Fe County 7/08/CJ.6 
Purchase Order Inquiry 16: 3 7: 4~ 

Position to PO #. . . . . · Purchase Order Selection 

:w · e option, press Enter. * : 
Select 5=View/cancel outst : Type information, press Enter.
 

PO # Vendor Number and : PO Number
 
930263 15165 KYOCERA · Requisition Number . .
· 930262 10763 PRUDENTI Vendor Number . . . . 7607 or At: 

rn ,930261 38 NEW MEXI : Name OFFICE DEPOT
 
930260 447 ALBUQUER: B or C 

n·

and search type o : 

930259 17587 SOUTHWES: Invoi ce Number . ________ At: 

930258 2387 TELEBEEP: Contract Number 0: 
930257 2765 WATER MA : PO date range 07012008 7082008 ~~ 
930256 18209 INTEGRAT: Delivery date 
930255 59 BIG JO T : PO Status (F4) 0: 
930254 11144 GOODYEAR: PO Type (F4) . ..... : 
930253 1676 C & C DI : Open or closed o or C "'-: 

w.930252 13226 HILTON I : Buyer (F4) JC _... 
930251 15507 INTERA I : 

: F4=Prompt F12=Cancel 
·· F3=Exit F13=Sort by PO date ·· ~ ..

•
 

•
 



f.f) . 
-nATTACHMENT "F" 1 of 6 

• 
Santa Fe County Fire Department 

o 

C"> 
r 
rn 
:'0 
;;0;:;

Memorandum 
:-0 
rn 
o 
0 
::0 

Date: October 28, 2003 . 0 
rn 
1::::1To: Daniel Razatos, Purchasing 
0From: Lone Mullings, Fire Administra~ 
~... 
-,Re: Change OrderRequest (,1) 

U IJ R1 j "
J\) 

Please process a change order to the attached FY04 purchase order #402974. Please changethe I:' 

date of the coursefromOct. 17-19,2003 to Dec. 19-21,2003, EasternRegion...The individual 
0 

CO 

was unable to attend the courseon the initial date given. 

. Ifthere, are any questions do nothesitateto contactme. 

: Thank: you.I. 
I 

;-, ;.'.;. 

10/28/03 
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• OWl PROGRAM/CHEOD 
1925 AspenDrive, Suite502-A 
S&!lta Fe, NewMexico87505 

MEMORANDUM 

TO; James, Purchasing rJ;:} 
a 
••..1

FROM: Joyce Varela, OWl pr~rarrL()" '"W 
DATE: February 18., ?()04 

RE: Change Order -- - i'J 

o 
o 
co 

I am writingto requestthat youprocess a changeorder to Purchase Order#405475 (copyattached) that was 
processedto the OfficeDepot for office supplies, please increase it by $2.49 on line three. The amount for the 

-_s~ck):backtapc_costmore than_originally priced. .___ __ ._ .__ ___._. . . __ 

Ifyou have anyquestions, please contactme at 992-9843. 

I. Thankyou. 

r 

. -,. 

". '. ~;··'::'·;~.::·'i:· ':';/;'"" 



~~7f:lff,'"~,r~ 
" J~~\~:. 

./ 

PURCHASE 
, Ot=lDER 

.$ 

, q{j( 
~:'~"NTA FE COUNTY 
SANTA FE, NEW MEXICO 

WALL.ACE Cr:JRP. 
1750 WALLACE 
ST. CHARLES, 

AVE. SHIP TOI
XL, &0174 INVOICE TO: 

. .. ,. 

I 

I 
t 

I 
:.,', :..i 

20. lZitZl 

'.:r....... ···:· . 

1 .. 121000 

l.00tluZt 

1.121000 

1.0000 

SUB-TOTAL 
TOi'At 

. . .... 
" . :• .,.l'~~ " . ~ ••... " 

. )' 

,'iJ 
EDtaRAL FORMS 

.QUANTITY 1 PACKAGE @ $6. 85EA = 
16.85) 
~IE:NDOR I rEM NO. - L.Ml SCFED 

'.ASE:R CUT 10 t-39 MIse COpy B, 
ECE t PI EN1"
QUANTITY 1 PACKAGE @ $6. 85EA ~ 
e.;,. B5) 
,E:!NDOR, :r TEM NO•._, l.MI SCREe 

A8ER CtJ,T 1099 MIse COpy c,
AYER/STATE
QUANT I TV 1, PACKAGE. @, $6. 85EA ::Ill 

qS.85>
tENDOR I TEM NO•.. L.MI SCPAY 

f
OklBLE; '1 rNDOW ENVElOPE,'S FOR 1099 

HoC FORMSL . 
.GlUAN1'ITY 00 IJ' 'ltla.'t,5/~0 '"" $18.'+(5)
ENOOR .I TE:M NO. -.. '79!'5GE , ' 

~HIPPING <OlJERN:tGl·IT,
I 

F..:A 

I 

6.85 

Federal Tax 1.0; Number Is requlr-ed for payment 
If unable to fill at prices shown, or meet lIIellvery day, please advise Immedlstely. ' 
All Iteme sUbject to terms and comHflona on reverse. 

Ig~~~~~ ·.;~J~f¥)h;~ ~=7>' 

I

•I 

I 

[ I 

i I 
I I 

I 

I I 

,I r '1.8.45 

I I 

IMPORTANT 

THIS PURCHASE ORDER NUMBER 
MUST APPEAR ON ALL INVOICES 
AND SHIPPING CONTAINERS. 
INVOICES ARE TO BE IN DUPLICATE, 

Vl 

'i1
PAGE: 1 o 

~ P.O. NO/~05957 
D~~1Q't3/e~4 

::10 
rn 

Scant.#! Fe Countv o
FINANCE DEPARTMENT o 
102 BRANT PVE. ::10 
P.O. BOX 276 o
sANTA FE~ Nfl'! 8750it-·l?tc:76 rn 

o 

!'.) 

o 
o 
co 

i 
I 

I 

I
 
- -' --I 

I 



SANTI . COUNTY 

SF6icLERK RECORDED 07/31/2008 BOARD OF COutlf I Y COMMISSIONERS 

. ~ 
INTERNAL PURQHASE REQUrSITION 

(PLEASE TYPE OR PRINT CLEARLY) 

,f" 

D
 
Z
 
I
;~~~~;' 

L..i 

...... 
U1 
I ......;~·.!i~Y ... 
ill 
I.D . ~,, .. I.D 

~~ 
~! f\) 

......: ...:'... .::~r-··7· ·:~k .... 

...... 

DATE:
 2/2.0/2004
 

DEPT.IDIVISION:
 Solid Wast,
 
PURPOSE:
 Add line item #2
 

PURCHASE OROER~UMBEI .Ilo
 

404&51 
CHANGE ORDER

1 

I I 

: 

!)'< I 

Vendor #1 Vendor #2 Vendor"3 
Company Name MesaSleel 
Address 

City, State, Zip Code 

Phone No. 
Contact --
ITEM Description Qty. Unit Price Extend. Price Qty. Unit Price Extend. Price Qty. Unit Price Extend. Price 

2 Add line Item #2 for 137.65 $ 1.00 $ 137.85 
additional malerials 
needed 10 repair 
solid waste unlt tffl74 
1@$137.85 

Subtotal 
Tax ( If Applicable) 

".: 
.. Shipping Charges 

:; f : TOTAL ,. 

- I .........__
 

I i HEREBY CERTIFY THAT REQUESTS COST CENTER/liNE: 'TEM 
THAT DO NOTEXCEED $500 ARE BEING
 

PROCURED AT THE BEST AVAI'LABlE PRICE
 101-0605-443-4006 
---i 

"Uo 
---i 

f! lSI 
f\) 
-, 

• • 
lSI-u 
f\) 

lSI 
N '~f .:;;~ . 

\C', 

;1.:':"<',: 
'". 



9923029j JAN·26·04 12:48j PAGE 111 
C/) 

'i1 

~ "FlCH~SE ' oPAGE:
'r~OADER "

r,:. ,:,' 
.. ,1 

P.O.,NO.: o 
1• .z,46?t; r 

DATE: . rn 

12/03/(11:';; 
:-0 
A 

.~TA FE COUNTY 
t;~TA FE; NEWMEXICO 

SHIP TOt 
INVOICE TO: 

EAR END RING ~ PINIUN hsrlMnlE 
OR UNIT #27-SHERIFF DEPA~TMENT 
EGlUESTED BY 

1.000'1 

'ERAfW ROYBAI__ 
i R1CE;' IS F.f.rrrMt'nf..I~ (IN 1 t,1/2 

~OU~S @ .7~.~0 PER 
OUR PLUS Tf4X ON LABOR.I· 

I ll:iUH~·lCrrAL 11 ~:. 0itJI ;
I 

i 

i'TOTAl.;. 11 e.. 0121 
I

I 

I
'~;l 

I 

! [, 
.~::.:. I 

I 

.......
 
:: .
 

'I .
 .".. 

..:' 
'1 ; ',". -."

,.j 

. '. ,-. .' M.',· 

:; . 

I 



(/) 

-n 

ATTACHMENT "G" 1 . of 4 . o 
. PURc.~Ase PACE, 1 o 

ORDER THts' ·PUR HAD 0f90EH MJER r~ 
MUST· .u'fEAR "ON ALL 1l:901CI!S P.O. NO':40194l 
AND SHIPPING CONTAINERS. . ~ INVOICI$'ARE''fO BE IN DUP CATE. DATe:: .:0 

. - .~SANTA Fe COUNTY 
08/22/03SANTA··..,..,.w MEXICO 

::0 
.~.' rn 

o 
o 
::0 

Sa.nta. Fe County o 
SHIP TOINLJ-MEX PUBLIC WORKS DEPARTMENT rn 

TO: 6717 LOMAS NE INVOICE TO: 2600 GALISTEO ROAD o 
(NO L.ONGER IN: BUSINESS} S~NTA FE, NM 87505 

TOTRL 75.60I! W~{, ~J ~) 

• 
ALs.uaUERaUE, 'NtrI .... 81-110 . 

75.60 

75.601.0000 

SUB-TOTRL 

IE~. itAIL LIGHT" ttFIlI280150 'j
i; .!F0Bd:lN1T.•35~SHERIFF DEPARTMENT AS·\ 
\ '. IREuur:.STED 8Y. .! 
. ·RON CATANACH. ,I :; I . . 

.'. NOT~~':::. ::. 
1 .,....1 T.u I.D. NU~ber Ia rlqu'red.•.paylftenL . 

·z ::ff..uMbIe to·f1U.a...... 8IIoWn. or lIlUI ~Iv.ry .V,' .....·.dvlee ImmlCla.n.ly. 
S .All llemti eull,.ot to terml end oondHtona on Nivene, 

75.601 

i 1'· ~ I Qr}~r tJa.J 
I I··. '. LJ~''':'' 

\ .... /. . . . 

I ['WeI\- · 
!
 
I 

I
 
i 
I 

VENDORCOPv 
!,uNno:) 3,,\ 'o'lN'o'S :.1.8 IN3S 

~/~ 39'o'd !1:1;: ~ ~ eO·LZ·Dn~ !6zoeZ66 ----=-=--=-----------------



(J) 

, 1 ~ \ I \ PURCHAse 1 i".. • , ] PAGE: -n . 

ORDER .., ',' tN_ PURCHAU 0IIDIIl NU..... ~ 1 o 
,IIUST APPIAII,. ALL' INVOICES ~.o. NQ.: ." , ••. 

. " 'AND ·..,ING -=ONTAIN'" , ,J., ." 482983· 
. , . INVOICbA". W • IN TE. : . . DATE: . r

SANTA FE COUNTY .•f,:lh 0't'.: .... .:' I .,:. '. ' .., rn 
SANTA FE,"EW MEXICO ~~'~,:q .. ', .. rt,.I.',1.,:·· .. 1 ., :, .19/29/8;1 

..... .. ,.:' ,,' ""': r.·... . :.:" • ~.• 
• ' I',' .. ;. . .,.'1 ", •• ,.. ,'. .' . ,r., • II,!::.' ..t .. ,··t 

. ~I 
... t: .. -. t •	 AT 

rn 
o 

"l SHIPTOI S«nta Fe.C~uni~. 0 
AB.-l LOCKSMITH SERVICE . SF COUNTY JERIFF"S DEPT,;, ;TO:	 INVOICE TO: 
191~ CERRILLOS ROAD	 *35 CAMINO STICIR., m' 
SANTA FE, NM' e7505	 . SRNTA FE, 87508 -_ .... 0~I f\ 

IER fR·VICE CRLL TO .8UILDING 1.000. 45.0" 
EA VLINDER REKEY 1.0000 31.50 

J2-RECORDS/1-OWI OFFICEI 3 ~ 
'10.50 EA) 

EA UPUCATE KEYS 1.0000 15.751(9 @ U"~5 EA). 

EA ~UPLICATE MASTER KEYS 1.0000 9.00 
~(4 » $<!.2:l ERl 

EA STIMATI0N ON TA~ ON LABOR 1.0000 10.00 
I SUB-TOTAL t;ZI 

,~'f/ ~"'/ 
TOTAL 1 .25 

I 

/O~,!J 7
()lj~ 

. . , . 

4~.00 

2 31.50 

3 15.75 

4 9.00 

~ 10.00 

I 
I 
i 
I 

I 
t'i. 

' .. 



• • • •• 

.c 

PURCHASE PAGE:IMPORTANT 
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t.VALID UNLESS SIGNED BY THE COUNTY FINANCE 
IRECTOR OR THE COUNTY PURCHASING AGENT. 
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