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PROCESS UDLAP®

2 Objective of the Document

To provide a guide for the operation of the MADS Administrative Management process, including its
relationships with other complementary processes, as well as the mechanisms used to minimize process time and
increase the level of service.

3 Process Framework

Describe the As-Is model of the MADS Administrative Management process and the sequential order of the
activities or steps followed for Elaborate the annual landscape maintenance plan as well as manage the
acquisition and administration of material and resources.

3.1 Process Map

Derived from the Institutional Macro Process, the following process is part of the Support Processes and
contributes in a systemic way to the Management of Material Resources

ENTRA! SALIDA

+Asignacién de cuenta y Requisicién BP GESTION ADMINISTRATIVA MADS Entrega de vales de gasolina

= Ticket de carga de gasolina

= Comprobacionde vales de
gasolina

= Adquisicién de productos
Ingreso a almacén MADS

+Solicitud de vales

*Reguerimiento del mes
+Solicitud de cotizacion

Presupuesto anual

+Pan de mantenimiento
*Requerimientos de producto
«Justificacion de adquisicion de
productos

*Reporte7070

= Recepcion de productos
Inventario de productos

* Contrato compraventa
Incorporacidn a activo fijo

« Evidenciafisicade trabajo

* Reporte de asignacion de trabajo
Ejecucion de trabajos
programadosy no programados

ATENCION

soLIcITuD COMPRAS (LG Gl DE REPORTES
DE VALES DE MADS INVERSION P

GASOLINA MADS 7070

PLAN DE MANTENIMIENTO

CLIENTES

a) General Objective of the Process

Prepare the annual gardening maintenance plan and manage the acquisition and administration material
and human resources necessary for the timely execution of activities that help maintain UDLAP facilities in
optimal conditions.

PD- Administrative Management MADS - As-Is 4 of 24



PROCESS

b) Specific Objectives

e Manage the purchases and resources assigned to the MADS area, to carry out the maintenance of
the areas and offer attractive spaces to the community.

e Provide criteria for the different types of purchases made for the MADS area.

3.2 Process Scope

Purchase and distribute the material necessary for the execution of the works included in the authorized annual
landscaping maintenance plan, investment projects or requests received through the 7070-system corresponding
to the MADS area.

4 Process Description

4.1 Subprocess "Gasoline Voucher Request".

Objective of the Sub Process
Manage the acquisition and distribution of gasoline vouchers allocated to MADS for use in area machines and
vehicles required for MADS activities.

Description of Roles

The following table provides the descriptions of the roles corresponding to this sub process:

Role Description

e Identify voucher requirements for the month according to
activities

e Verify price assigned for vouchers and calculating purchase
amount

MADS Coordinator e  Assign account and upload to BP

e Post and schedule distribution of vouchers

e Deliver vouchers

e  Verify quantity of fuel loaded matches quantity of vouchers issued

e  Perform verification of gasoline vouchers

Director of General Services e Authorize BP requisition for purchase of gasoline vouchers
Purchasing Management e Acquisition of gasoline vouchers
Supplier e Deliver gasoline vouchers requested with POs
MADS Supervisor o Notifying resupply requirements
e  Assign licensed fueling personnel
MADS Staff * Fueling

e Deliver cargo ticket and leftover vouchers

PD- Administrative Management MADS - As-Is 5 of 24
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The following table shows the inputs and outputs, suppliers and customers corresponding to this sub process:

Consumables and Products Users
Entrance Exits Suppliers Customers

e Account e Delivery of vouchers e  Purchasing e  MADS Staff

Assignment and BP | e  Verification of Management

Requisition gasoline vouchers e  External supplier
e Application for e Load ticket

vouchers
e Delivery of

vouchers

Formats and tools

The following table details the formats and tools that have been referenced in the description of each of the sub-
processes mentioned above.

Type of Document Name of Document Responsible
Format e  Gasoline Voucher Voucher MADS Coordinator
Verification Form
e Notebook
Tool e Receipt for gasoline with MADS Coordinator
vouchers
e  Verification of gasoline
vouchers

Sub-process activities

The following table shows the activities of the sub process according to the administration and operation within
the Institution.

Sub Process: Requesting Gasoline Vouchers

Activity Description Responsible
1. Home MADS Coordinator
2. Ide.nt.n‘.y requirements for the month according to area MADS Coordinator
activities.
3. Verify price assigned for fuel vouchers MADS Coordinator
4. Calculate fuel voucher purchase amount MADS Coordinator
5. Assign accounting account and upload requisition to BP | MADS Coordinator
6. Authorize BP requisition Director of General Services
7s Sub Process: Procurement of goods and services Purchasing Management
8. Deliver vouchers requested in PO Supplier
8 Receive requested fuel vouchers MADS Coordinator

PD- Administrative Management MADS - As-Is
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Sub Process: Requesting Gasoline Vouchers

Activity Description Responsible
10. T -
Account for and schedule distribution of fuel to different MADS Coordinator
areas.
11. is fuel required? MADS Supervisor
12. No: Follow step 29 MADS Supervisor
13, : - — —
Yes_ Notlfy request for refueling if gasoline is not MADS Supervisor
available in central depot.
14, Assign personnel on leave to fetch fuel for refueling MADS Supervisor
15. Go for fuel vouchers for refueling MADS Staff
16. Receiving MADS staff to deliver fuel vouchers MADS Coordinator
17. Deliver fuel vouchers, noting in the consumption book
the data! for voucher use ((.:Iate, amount, concept of fuel MADS Coordinator
use, assigned personnel, signature, fuel voucher delivery
forms).
18. request signature of responsible person in formats MADS Coordinator
1o, - - -
Recglve vouchers and sign voucher receipt forms for MADS Staff
fueling vouchers.
20. Go to fuel station for refueling MADS Staff
21. Refueling MADS Staff
22. Transfer unit to UDLAP with fuel resupply MADS Staff
23, - - —
Dellver tickets and remaining vouchers to MADS MADS Staff
Coordinator.
24, Receive purchase receipts and leftover vouchers MADS Coordinator
75, - - -
Verify quaTntlty of fuel loaded matches quantity of MADS Coordinator
vouchers issued
26. i i i
Write a gasoline voucher and attach it to the monthly MADS Coordinator
expenses.
27. ificati -
Perform voucher expense verification at month-end MADS Coordinator
closing
28. Deliver voucher vouchers to the corresponding area. MADS Coordinator
29. End MADS Coordinator

4.2 Subprocess " MADS Purchases".

Objective of the Sub Process.

Manage the acquisition of goods and supplies requested by MADS to comply with the annual maintenance plan

of MADS and attention to system 7070 reports and offer attractive spaces to the university community.

Description of Roles

The following table provides the descriptions of the roles corresponding to this sub process:

PD- Administrative Management MADS - As-Is

7 of 24



PROCESS

Role Responsibility

e  Review needs according to budgeted work
MADS Coordinator/MADS Supervisor e Enter materials received at MADS warehouse
e Inventory MADS warehouse stock

e Deliver requested material and check out

MADS Coordinator/Coordination Assistant | e  Fill out the quotation form and send it to purchases

e Quote requested product

Purchasing Management
e Acquire products

Coordination Assistant e Allocate account for purchase of quoted and upload quote

to BP
Supplier e  Deliver material
Central Warehouse e Notify available products
MADS Staff e Order product from central warehouse
e  Request material
Integration

The following table shows the inputs and outputs, suppliers and customers corresponding to this sub process:

Consumables and Products Users
Entrance Exits Suppliers Customers
e Request for e  Procurement of e  Purchasing e  MADS Staff
quotation products Management
e Annual budget MADS warehouse External supplier
e Maintenance plan entry

Formats and tools

The following table shows the formats and tools that have been referenced in the description of the
aforementioned sub-process.

Type of Document Name of Document Responsible

Format

e Request for quotation MADS Coordinator/Supervisor

MADS Coordinator/Supervisor
Central warehouse

Tool e Notebook
e Qutput Central warehouse

Sub-process activities.

The following table shows the activities of the sub process according to the administration and operation within
the Institution.

PD- Administrative Management MADS - As-Is 8 of 24
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Sub Process: MADS Purchases

Activity Description Responsible
1. Home MADS
Coordinator/Supervisor
2. Review needs at the beginning of the month and budget | MADS
requests Coordinator/Supervisor
3. Fill out the request for quotation form MADS
Coordinator/Coordination
Assistant
4. Send a quotation request via e-mail to the Purchasing | MADS
Department. Coordinator/Coordination
Assistant
5. Receive request for quotation Purchasing Management
6. Generate requested quotation Purchasing Management
7. Resend via email quotation form for account assignment Purchasing Management
8. Receive quotation Coordination assistant
9. Assign accounting accounts and upload to BP Coordination assistant
10. Sub Process: Procurement of goods and services Purchasing Management
11. Deliver material to central warehouse according to OC Supplier
12. Receive material according to oc and invoice Central Warehouse
13. Sub-process: Central Warehouse Central Warehouse
14. Notify product available in stock Central Warehouse
15. Fill out the form for withdrawal of material from central | MADS Staff
warehouse.
16. Deliver material issue form to the central warehouse. MADS Staff
17. Receive material output form Central Warehouse
18. Supply and deliver requested material Central Warehouse
19. Receive requested material and deliver to MADS Supervisor. MADS Staff
20. Receive material withdrawn from central warehouse MADS
Coordinator/Supervisor
21. Enter material to MADS warehouse MADS
Coordinator/Supervisor
22. inventory of material stocks in notebook MADS
Coordinator/Supervisor
23. Enter material to MADS warehouse and inventory stocks MADS Supervisor
24. Request material to perform assigned activities MADS Staff
25. Delivering material required for assigned activities MADS Supervisor
26. Record output of material delivered to MADS personnel in a | MADS Supervisor
notebook.
27. End MADS Coordinator/MADS

Supervisor

PD- Administrative Management MADS - As-Is

9 of 24



PROCESS

4.3 Sub-process "MADS Investment Purchases".

Objective of the Sub Process.
Manage the acquisition of goods and supplies requested by MADS for the fulfillment of the activities of the
investment projects.

Description of Roles

The following table provides the descriptions of the roles corresponding to this sub process:

Role

Responsibility

MADS Coordinator/Coordination
Assistant

Fill out a quotation form to purchase products, noting the
requirements.
Send quotation form to be purchasing

Purchasing Management

Request justification of model and brand

Quote products according to specifications

Draw up the contract and send for review the areas involved.
Manage signature with involved areas and set delivery date
with supplier

Supplier, Supplier's endorsement,
Administrative Vice Rectory, Finance
Vice Rectory, General Directorate of
Campus Administration, General
Services Director.

Approve the purchase
Sign contract

MADS Coordinator

Send justification of purchase with the corresponding
approvals.

Conduct technical evaluation of proposals and comparative
table

Notifying fixed asset management for labeling of purchased
products

Supplier

Send quotation
Deliver ordered products

Director of General Services/MADS
Coordinator/Directorate of
Purchasing/Directorate of Audits

Opening of envelopes with

MADS Coordinator/MADS Supervisor

Receive ordered products

MADS Supervisor Inventory products received
Insurance and Fixed Assets
Incorporate products to fixed assets
Management
Integration

The following table shows the inputs and outputs, suppliers and customers corresponding to this sub process:

PD- Administrative Management MADS - As-Is
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UDLAP.

e Request for e  Receipt of e  Purchasing e  MADS Coordination
quotation purchased products Management e University

e Product e  Product inventory e General Direction of Community
requirements e Contract of sale Campus

e Justification of e Incorporation to Administration

fixed assets e  External supplier
e Insurance and fixed
asset management

product acquisition

Formats and tools

The following table shows the formats and tools that have been referenced in the description of the
aforementioned sub-process.

MADS Coordinator/Coordination

Format ° .
Assistant

Request for quotation

e Contract of sale Purchasing Management
Tool e Invoice /OC

e Inventory notebook

Supplier
MADS Supervisor

Sub-process activities.

The following table shows the activities of the sub process according to the administration and operation within
the Institution.

Home MADS Coordinator/Coordination
Assistant

Fill out a request for a quotation form indicating the requirements | MADS Coordinator/Coordination

for the purchase of products. Assistant

Send via e-mail the quotation request form to the Purchasing
Department.

MADS Coordinator/Coordination
Assistant

Receive quotation request form

Purchasing Management

Request via e-mail justification of model and brand of products
requested.

Purchasing Management

Send via e-mail justification signed by the General Direction of
Campus Administration, Administrative Vice Rectory and General
Direction of Finance.

MADS Coordinator

Receive justification for the purchase of products

Purchasing Management

Launch a call for quotation of products according to requirements.

Purchasing Management

Send quotation according to requirements

Supplier

Receive envelopes with proposals for quotations from suppliers.

Purchasing Management

PD- Administrative Management MADS - As-Is
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Sub Process: Investment Purchases MADS

Activity Description Responsible

11. Conduct opening of envelopes MADS Coordinator/Direction of
Procurement/Direction of Auditing

12. Conduct technical evaluation of vendor proposals MADS Coordinator

13. Select supplier Purchasing Management

14. is a signed contract required for purchase? Purchasing Management

15. No: Sub process: MADS Purchases. Follow step 28 Supplier

16. Yes: Draw up the contract and send for review by the areas | Purchasing Management

involved.

17. Areas involved give the go-ahead? Supplier, Supplier Endorsement,
Vice Rectory Administrative, Vice
Rectory of Finance, General
Directorate of Campus
Administration, Director of General
Services

18. No: Follow step 16 Purchasing Management

19. Yes: Sign contract for the acquisition of products. Supplier, Supplier's endorsement,
Administrative Vice Rectory,
Finance Vice Rectory, General
Directorate of Campus
Administration, Director of General
Services, Director of General
Services, Director of the Office of
the Director of the General
Directorate of Campus
Administration.

20. Set product delivery date Purchasing Management

21. Deliver products according to the date established in the PO. Supplier

22. Receive ordered products with the corresponding invoice and CO MADS Coordinator/MADS
Supervisor

23. Inventory products received in passbook MADS Supervisor

24, is notification to Fixed Assets Coordination required? MADS Coordinator

25. No: Follow step 28 MADS Coordinator

26. Yes: Notify via email to fixed assets for product labeling MADS Coordinator

27. Sub-process: Incorporation of fixed assets Insurance and Fixed Assets
Management

28. End MADS Coordinator

4.4 Subprocess "Attention of Reports Through System 7070".

Objective of the Sub Process.
Receive requests generated for MADS in the 7070 system to meet the needs of users.

Description of Roles

The following table provides the descriptions of the roles corresponding to this sub process:

PD- Administrative Management MADS - As-Is
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[ Rl [ Responsblly

e Request service by system 7070

User Areas
e Receipt and signature of work report
e Accept or reject report 7070
e Download report 7070 and assign work
MADS Coordinator e Perform closure of application with physical evidence in case of

withdrawals
e Complete application closeout with signed work report

e  Perform work according to instructions
MADS Staff e Request signature of report at the end of work
e  Submit completed form to MADS Coordinator

Integration

The following table shows the inputs and outputs, suppliers and customers corresponding to this sub process:

e Report 7070 e Physical evidence e User areas e  User Areas
e  Work assignment e  MADS Coordination
report

Formats and tools

The following table shows the formats and tools that have been referenced in the description of the
aforementioned sub-process.

Format . MADS Coordinator
e Assignment of work

Tool e System 7070 MADS Coordinator

Sub-process activities.

The following table shows the activities of the sub process according to the administration and operation within
the Institution.

Home User Areas

Request service through the 7070 system (request for firewood, delivery of logs, | User Areas
removal of paper, cardboard, wood, glass, fauna, placement of flowerpots,
removal of RPBI or RP, tree pruning, landscaping of external areas).

PD- Administrative Management MADS - As-Is 13 of 24
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Sub Process: Attention of Reports by System 7070

Activity Description Responsible
3. Receive system request 7070 MADS Coordinator
4. is the application accepted or rejected? MADS Coordinator
5. Reject: Follow step 20 MADS Coordinator
6. OK: Download system report 7070 MADS Coordinator
7. Fill out the assighment form MADS Coordinator
8. Assign reporting and execution times to personnel MADS Coordinator
9. Receive report assignment to attend user's request. MADS Staff
10. Going to the place of work MADS Staff
11. Perform work according to specifications MADS Staff
12. Recall work? MADS Staff
13. Yes: Withdraw items and notify completion of work MADS Staff
14. Perform application closure in 7070 system with physical evidence. Follow step | MADS Coordinator

20
15. No: Request signature upon completion of work on the assignment form. MADS Staff
16. Fill in the necessary data in the report (ID, name, date, start and end time) and | User Areas
sign the assignment form.
17. Submit duly filled out work assignment form. MADS Staff
18. Receive job assignment form at job completion signed by the user. MADS Coordinator
19. Perform closing of system 7070 request indicating personnel who performed and | MADS Coordinator
time of execution.
20. End MADS Coordinator

4.5 Subprocess "Annual Maintenance Plan".

Objective of the Sub Process.

Establish the criteria for the annual maintenance plan for UDLAP's green areas, to offer the university

community safe, clean and attractive spaces.

Description of Roles

The following table provides the descriptions of the roles corresponding to this sub process:

Role Responsibility

e Elaborate annual maintenance plan

MADS Coordinator/MADS
Supervisor

Develop annual budget plan
Identify area needs to make corresponding purchases

MADS Coordinator

Submit annual maintenance plan and budget
Make necessary purchases

Directorate of General Services

Authorize or request adjustments to annual maintenance plan

and budget
MADS Supervisor e Attend to 7070 reports
MADS Staff e  Perform scheduled work

PD- Administrative Management MADS - As-Is
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UDLAP.

Integration

The following table shows the inputs and outputs, suppliers and customers corresponding to this sub process:

e Annual maintenance | ¢ Scheduled and e General Services
plan unscheduled work Directorate
e Annual budget plan execution e  MADS Coordination

User areas

Formats and tools

The following table shows the formats and tools that have been referenced in the description of the

aforementioned sub-process.

Format °

Annual maintenance plan
e Annual budget plan

MADS Coordinator

Sub-process activities.

The following table shows the activities of the sub process according to the administration and operation within
the Institution.

Home

MADS Coordinator/MADS

Supervisor
Elaborate annual maintenance plan according to UDLAP institutional | MADS Coordinator/MADS
events. Supervisor
Elaborate the annual budget plan according to UDLAP needs. MADS Coordinator/MADS
Supervisor

Submit annual budget and maintenance plan for authorization.

MADS Coordinator

Receive annual budget and maintenance plan for authorization

Directorate of General
Services

Is the budget and annual maintenance plan authorized?

Directorate of General
Services

No: Request appropriate adjustments. Follow step 2

Directorate of General
Services

Yes: Notify annual plan and authorized budget.

Directorate of General
Services

Receive notification of the annual maintenance plan and authorized

MADS Coordinator/MADS

budget. Supervisor
Schedule requirements according to the annual maintenance plan. MADS Coordinator/MADS
Supervisor

Generate requests for quotations for the Purchasing Department.

MADS Coordinator

PD- Administrative Management MADS - As-Is
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Sub Process: MADS Purchases/MADS Investment Purchases MADS MADS Coordinator
Schedule activities on a weekly and monthly basis according to the | MADS Coordinator/MADS

annual maintenance plan. Supervisor

Do you have activities outside of the monthly program? MADS Coordinator /
MADS Supervisor

Yes: Sub Process: Attention of events by system 7070. Follow step 18 | MADS Staff

No: notify gardeners of activities to be performed MADS Supervisor

Sub-process: Attention of events through system 7070. MADS Supervisor

End MADS Supervisor

PD- Administrative Management MADS - As-Is 16 of 24
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UDLAP.

5 Process Flow Diagrams and Sub-Process Flow Diagrams

Gasoline Voucher Application
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Compromecan | COrrespondients
Zasotne

fin

GESTION ADMINISTRATIVA MADS
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PROCESS

UDLAP.

MADS Purchases

ComPRAS MADS

CODRDINADOR MADS/.
SUPERVISOR MADS

COORDINADOR MADS/ASISTENTE DE

CODRDINAGON DIRECCION DE COMPRAS ASISTENTE DE CODRDINACION PROVEEDOR ALMACEN CENTRAL PERSONAL MADS SUPERVISOR MADS

Revisar
2 inicio demes y o
solicitado através
de presupuesto
e
sl

ek

| Rechir slicitud de
cotizacion
Generar cotizacion
solicitada
Reemviarfomato
iR | Recibircotizacién
asignacion de
cuenta
‘Adquisicidn ds
bienesy
senvicios
Entregar material 3 Recibir material de
: X 5
¥
acuerdos0C factura
Almacén
central
Netificar producto D ren pery
cbponbii deslmacén central [ Sszees
simacin
l ey
Recibirformato de Enaiga foma de
e e en almacén cental | e
; ¢
vy l e
ey Recibir materia
materialsoiciado i
Recibir materal
5 5 |
central
Ingresar materiala
almacén MADS
e~ Solcitar material Entregar material
W?'i para realizar o] requeridopara
material actividades actividades
asignadas L) asignadas
E"J

Registrar salidade
material entregado
3 personal MADS

GESTION ADMINISTRATIVA MADS
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PROCESS

UDLAP.

Purchases by MADS Investment

COMPRAS POR INVERSION MADS

CODRDINADOR MADS/ASISTENTE DN T TV VICKRASCTO R OF AWANIAS,
DIRECCION DE (OMPRAS
DE COORDINACION a OAcccnceuina cx Ao i

Coneus oo cos AL

Uenarformato de

los requerimientes

E'"Z."’ bl Recibirformato de
o solcitud de
Decciénde ;
cotzacign

 Solicitar justficacién|

FROVEE08 & WAL G PROVERDR R VICERRCCTOAN |

COURDINADOR MADS

por Direccidn General de

demodeloy marca

Campus, Vicerrectoria
Admiristativay Direccién
General de Finanzas |

Lsnzar convocatoria

PROVEEDOR

Enviar cotizacin
in

productosde scuerdoa [
requerimientos

Recbir sobrescon
propuestas de

requerimientos

pantede
provesdores

T DR 8 SERUG O GNERAGES

COORDINADIOR MADS /D1 RECEI ON DF
COMPRAS/DIRECCI ON DE AUDITORIA

Realizar aperura de

Realizar evaluzdidn

ténicade

sobresde
propusstas

propuestas

r

Compras
MADS

(CODRDINADOR MADS/
SUPERVISOR MADS

SUPERVISOR MADS

GESTION ADMINISTRATIVA MADS

establecida
Ftiry
«

Fiarfechad
enwega ce
productos
Realzar entrega e Recioirde
productosde
scuerdoafechs e

Inventariar

Netificar aactivo

DIRECCION DE SEGURDS Y ACTIVD
Fijo

Incorperacidn

deproductos

deactivo fijo
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PROCESS

UDLAP.

Attention of Reports by System 7070

ATENCION DE REPORTES POR SISTEMA 7070

AREASUSUARIAS

COORDINADOR MADS

PERSONAL MADS

Solicitar servicio por sistema
7070 (solicitud de lefia,
entrega de troncos, retiro de
papel, carton, madera vidrio,
fauna, colocacion de macetas,
retiro de RPBl o RP, podade
arboles, jardineria zonas
extemas)

Recibir solicitud de

Uenar datos necesarios
en reporte (ID, <

sistema 7070

Bsjar reporte 7070
desistema

Uenar formato para
asignacion de

Asignar reporte y
i de

Recibir asignacion
e dereporte para

esjecucion a personal

Realizar cierre de Retirar articulos y
T R = RED
evidenciz fisica detrabsjos

atender solicitud de
usuario

v

Acudir 3 lugar de
trabajo

v

Realizar trabajosde
acuerdo a
especificaciones

firma al

fecha horade inicioy
termino) y firmar

finalizar trabajos

Entregar formato
debidamente

GESTION ADMINISTRATIVA MADS

Recibir formato al
finalizar trabzjos [«

\ 4

llenado a
Coordinador de

por usuario

v

Realizar cierre de
solicitud indicando
personal que realizo y

1 tiempo de &j.
Sismme
=

A
Fin
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PROCESS

UDLAP.

Annual Maintenance Plan

PLAN DE MANTENIMIENTO

COORDINADOR MADS/SUPERVISOR MADS COORDINADDR MADS DIRECCION DE SERVICIOS GENERALES SUPERVISOR MADS PERSONAL MADS
Elaborar plan anual de
mantenimiento de
acuerdo 3 los eventos
institucionales dela
upLap
pian anusice
s
N \
Elaborar plan de Presentar presupuesto Recibir presupuesto
anual Al anualy plande )| anualy plan de
conformea necesidades mantenimiento para mantenimiento para
UDLAP autorizacion autorizacion
o CPA o ce.
i ity
prsupuesto
ansl
Al D
Solicitar los ajustes
correspondientes.
Recibir notificacion de 55
plan anualde Netificar plan anual
mantenimientoy y;mriz 5
presupuesto autorizado
A
Programar Generar solicitudes
requerimientosde decotizacion paral3
acuerdo 3 plan de "|  Direccion de
imiento anual Compras
~plan 2ol ce
o
A
Programar actividades
semanaly Compras MADS/
de |4 Compras
acuerdo aplan anual de inversion MADS
a8
< N . r{ml:ara
E N L !
areas arealizar
g
=
2 )
7
= Atencicn de Jardineriay
= Si P | eventos por sanidad
§ sistema 7070 vegetal
<
z
o)
= A
o Fin
()
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PROCESS

UDLAP.

6 Risks Identified in the Process

That supplies and
materials are not
procured by the time
the activities have been
scheduled

High

Unlikely

Request the quotation at
the beginning of the
month to the Purchasing
Department.

Promptly follow up on
each request with the
Purchasing department.

7 Glossary

Maintenance plan

Calendarization of activities for the year for its execution

Gasoline Vouchers

Voucher issued by a supplier for cashless gasoline refueling
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