Capital Project/Purchase Initiation and Evaluation Process

Notes:

Request for capital
project or purchase can
be entered by anyone
using the Maximo
Service Request Screen.
This should only be
done when obvious Cap
Item. Use regular
service requests for
assistance or
troubleshooting.

Service Request for Capital
Project/Purchase

May 18, 2015

Notes:

Requests for Capital
Project or Purchase
entered by an employee
who is hourly or salary
less than Grade 11 will
be forwarded to the
immediate supervisor
for approval.

Entering Employee
<Grade 11 or Hourly?

Front Line Supervisor

Notes:

Work Order automatically
generated from Service
Request. Work Order
should have the status of
“Engineering Evaluation”
and not allow for charges
againstit. Step 1 of Work
Order, Evaluate and
Justify.

Service Request Automatically
Converted to Work Order
(Unapproved Status)

Step 1 — Evaluate and Justify

Yes

Approval

Notes:

TS Supervision start
center should be
available to all TS
Engineering, Computer
and Environmental
Supervisors. Anyone
can assign work orders
from start center to
individuals for
evaluation.

Routes to Technical Services

Supervision Start Center,
Assigned to Engineer for
Evaluation

Notes:

Assigned Engineer
evaluates work order and
determines if the project
is justified. He/she
prepares the necessary
justification information
and documentation and
attaches it electronically
to the Work Order.

Evaluation Process

Notes;

If the project or
purchase is justified, it
goes to the budgeting
process. If it is not
justified, the Work
Order is cancelled by
the evaluating engineer
and an email is sent to
the originator and the
assigned Engineer’s
Supervisor with an
explanation of why it
was cancelled.

Justified

Weekly Report for Staff Review
on New Service Requests for
Capital Projects/Purchases

\/\

Email Sent to Service Request
Initiator and Assigned Engineer’s
Supervisor notifying them that
request has been cancelled

\/—\

Notes;

At this point, the
assigned Engineer will
route the Work Order to
his/her Assistant
Superintendent for Step
2, Budgeting and
Approval. It should go
out of the assigned
Engineers Start Center
and show up in the Asst.
Superintendents Start
Center.

End Evaluation Process/Start
Budgeting Process
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Capital Project/Purchase Budgeting and Approval Process

Note:

Work Order should
now be out of the
assigned Engineer’s
Start Center and into
the Asst.
Superintendents
Start Center for Step
2, Budgeting and
Approval.

Note:

The Assistant
Superintendent will
review the prepared
documentation and
determine the
budgeting source.
Future year’s budget
or Current Year’s
Budget

Note:

This step includes all
of the budgeting
functions of
preparing the capital
budget and
obtaining the
necessary approvals.
This will all be done
outside of Maximo.
Work Order shall be
on “Hold for
Budgeting” through
this entire process.

Future Year Budgeting
Process

Work Order Status
“Hold for Budgeting”

Future Year

Email Sent to Service
Request Initiator and the
Assigned Engineer Notifying
Them of Cancellation

Note:

Approval process is
the same for all other
requisitions and
purchases except all
capital items must be
approved by the COO
regardless of the
value of the Work
Order.

Approved for Budget

Note:

With approval by the
COO, materials and
services can now be
purchased and
charged to the
project/work order up
to the amount
approved on the work
order.

Work Order Routed Back to
Evaluating Engineer’s Asst. ) Asst. Superintendent

Superintendent for Determines Budget Source

Budgeting and Approval

Work Order Status End of Budgeting Process/
Changed to Approved upon Start Design or Procure
Approval of COO Process

Estimated Funds and
Project I.D. Number Placed
on Work Order

Start Budgeting and
Approval Process

Approval Process

Budget Source

Current Year

Reapproval Required
(From Execution and
Changes)

Current Year Budgeting

Process Note:

Once the project/purchase
has been budgeted, the
Asst. Superintendent
assigns the Project ID
number and insures the
work order estimate
matches the budgeted
amount of the project.
The status of the Work
Order shall change back to
“Waiting for Approval”
and it shall be routed
through the same
approval process.

Note:

If Project/Purchase
exceeds budgeted
amount, it should
go back through
budgeting approval
process.
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Capital Project/Purchase Execution and Cost Control

Requisition Status Changes to
“Hold for Budgeting” Engineer Once Project Budget Has Been
submits Service Request to Increased, Requisition Status

Back to the Budgeting P . .
ack to the Budgeting Frocess Increase Project Budget and Changes Automatically to

Attaches Necessary “Waiting Approval”
Documentation.

Engineer Requisitions Needed
Begin Capital Project/Purchase Materials and Services to Project Expenditures Normal Purchasing Engineer Completes Project or
Execution and Cost Control Complete the Project Within Approved Budget? Approval Process Purchase
Submits for Approval

End of Process

Notes:

Based on encumbered
funds, Maximo shall
automatically not allow
additional purchases against
the work order once the
encumbered amount
exceeds the approved
budget. Payments should
still be allowed and time
charges, just no additional
purchases.
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