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Desk Procedure Overview

Procedure Approving Invoices - Fuego

Name

Procedure To describe steps in approving BP invoices in Fuego system.
Objective

Process Name | Gulf Coast Restoration Organization (GCRO) Invoice Approval

Business Process Overview

Description

Invoices are scanned, indexed, then routed to Fuego for approval. Each invoice has a
PayKey identifier that routes the invoices to specific PayKey users for approval. Invoices
received by IBM Scanning Department (Tulsa) that do not have a Paykey will be returned to
the vendor. Once the invoice has been approved, it automatically posts to SAP.

For the BP Gulf of Mexico incident only, IBM has been given authority to release invoices for
payment with sufficient back up support. Each invoice must be reviewed to ensure the
invoice is "Billed To” BP and taxes are correctly identified and indexed. The analyst must
ensure the correct tax jurisdiction has been entered. There are multiple WBS elements
(prior to October 2010) and Cost Centers (October 2010 and forward) for the PayKey. For
paykey associated with WBS elements, changes may be made to charge the correct WBS
element.

Definition of terminology

SL.No. | Abbreviation Definition
1 SAP Systems Application Products in Data Processing.
2 Fuego Invoicing system used by BP's E&P Sector to process invoices,

which then will post in SAP after being approved. Vendor
Master requests and Check requests are also part of Fuego.

3 BP Sharepoint Database for Gulf Coast Restoration Organization (GCRO)
Invoices. Used to validate requisition of goods and services.
{(Note: Training Session to be schedule to understand how
SharePoint should be used) Heed list of names and User ID
of IBM staff that need access to SharePoint

4 Customer Look Online address book maintained by IBM
Up Utility
5 BP Connect Online address book maintained by British Petroleum

Meed list of names and User ID of IBM staff that need
access to BP Connect

L.ast Change Date : 11/8/2010
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System Access Requirements

Fuego

FileNet

SAP (PR5)

BP Connect (leok up BP Contact)
Customer Utility (look up BP Contact)
BP Sharepoint

D0k Wi e

Contacts List

COMPANY/ NAME E-MAIL ADDRESS PHONE
DEPARTMENT NUMBER
1BM 7/ Mary Hampton Mary.E.Hampton@®us.ibm.com 918 9257092
Disbursements

IBM / Sheree Carico sacarico@us.ibm.com 918 925 6393
Disbursements

IBM / Kenneth Kenneth.J. Hammond®@us.ibm.com | 918 925 6483
Disbursements Hammond

Roles and Responsibilities
The roles and responsibilities that this desk procedure supports are as follows:

IBM Roles Responsibility Description

Doc Prep/Scanning Identify Gulf of Mexico (GOM) invoices and doc
prep and scanning according to specific
requirements.

Approving Invoices Perform thorough review of Gulf Coast Restoration
Organization (GCRO) invoices and approve
invoices up to $1M.

Reviewing Invoices Perform thorough review of Gulf Coast Restoration
QOrganization (GCRO__invoices and annotate
finding for BP Approver for invoices over $1M,

l.ast Change Date : 11/8/2010
Page : 4 of 22

Classified - niternal use

CONFIDENTIAL BP-HZN-2179MDL07648744

BPD673-040644



Invoice Validation Requirements

All invoices must be billed to BP and have a valid GCRO (Gulf Coast Restoration
Organization) paykey.

iy
i

e

following invoice validation requirements have been gstablished by BP.
i. Approvai for invoices <$500.00
¢ If invoices have a'valid GCRO paykey, the invoice can be approved for payment.
(Nete: This does not include default paykey, ZKRAUMDDFT. See Section 3.0 ~
Processing Invoices with the Default Paykey)

+ Validating BP Contact is not necessary.

2. Approval for invoices >$500.00 and < $100,000
e Invoices >$500.00 and <$100,000 must have one of the following
assurances:

= Invoice has a BP Contact name printed or written on the invoice. Validate
the name using the Customer Lookup Utility or BP Connect. If the BP
Contact name is found/validated, the invoice can be approved.

OR

=  The invoice or any supporting documentation-has one or more of the
following purchase order (PO) numbers, the invoice is good for approval:
TOM #, HOU #, MOB #, BPR #, BPO #, BPM #, P2-CDP-M(C252, contract
or Form 213.

OR

s - The invoice or any supporting documentation provides proof of receipt of
good/services, noted by sighature of BP representative.

e IF none of the above assurances are available:

e  Call the vendor if a phone number is available to obtain one of the missing
assurances. Receive information verbally and annotate the invoice image
with the name of the person you spoke to, telephone number, missing
assurance, your User ID and date assurance was received.

3. Approval for invoices > $100,000 (effective 10/18/10)
o Invoices >$100K must have supporting documentation. Review the
invoice and the supporting documentation (Form 213 or Contract) to ensure the
invoice activity properly aligns with the supporting documentation.

Assurance Reguirement to Process OR Assurance Requirement to Process
Invoices »$100K Invoices >$100K
Assurance Requirement: Is the 1% Assurance Requirement: Is there
invoice approved by a signor with DoA evidence that the goods/services were
for invoice approval that covers the properly authorized (visible, fully
invoice total dollar amount. (Ref. MC252 approved contract that relates directly to
Incident DoA by Position and Payment the work being performed)
Authority or normal BP DoA Database) AND
2nd Assurance Requirement: s there
evidence that the goods/services were
receipted by a BP Representative

Last Change Date :11/8/2010
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1% Assurance Requirement - If Form 213 is attached to the invoice, review the Form to
ensure it includes 4 signatures of BP Approvers (Note: The 4 signatures on Form 213 meet
the DOA Authorization requirement).

OR

1** Assurance Requirement - The invoice should reference a purchase order (PO)
number: TOM #, HOU #, MOB #, BPR #, BPO #, BPM # or P2-CDP-MC252 (Contract or
Work Release). Validate the PO or Contract in SharePoint. Ensure the invoice activity
properly aligns with the PO or Contract referenced on the invoice.

OR

1% Assurance Requirement - Validate the PO or Contract with BP Logistics. Place invoice
on Hold and contact BP Logistics. Refer to section 5.0 Logistics — Contracts Specialists

2" Assurance Requirement - Verify receipt of goods/services. The invoice or supporting
documentation should contain verification of receipt. This may be a BP representative’s
signature or properly completed Receipt Stamp (Note: BP representative does not need

DOA)
o IF any of the Assurance Requirements are missing:
w  Contact the VENDOR first to request missing, required information.

= If the vendor is unable to supply the missing information, contact BP
Logistics by sending an email to: MC252_LOGISTICS_REQUEST@bp.com
Last Change Date : 11/8/2010
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1.0 Invoice Approving Procedures
1.1 Access Fuego

http://B rvlet/controller

Enter Userid and Password

1.2 Approve Invoices
1 - Click <Approve Invoice>

Step 2 - Click <Process Work Item> arrow

[ zZrrauMD2s2 @ps

Fﬁéﬂﬁtﬁwmentzﬂ . ;3415%%4

Step 3 - Scroll over to Filenet ID #

Step 4 - Go to Filenet
e Select "F_DOCNUMBER” for Key Condition

o Select “is equal” for QOperator
Step 5 - Enter Fnenet ID# and chck <Find Now> o
W.iwum.}::’zié g B S R e L B
1 K&yfaadzﬁm [ Oeereler
| |F_DOCNUMBER s %aua# '

e NeTe

i C*r’ngi-kr =
» = <<Double Click>> on image to view image

e Refer to the bottom left window of Filenet to ensure review of all pages of the
dia 5T il

» If the invoice is not “Billed To” “BP"” (BP company name is not printed on the

invoice), it cannot be approved. Click ‘féﬁﬁ‘Lff!ﬁﬁ:&w?ﬁs»: .1 and select "Return
Reason”, “Other”. In the comments field, type “INVOICE NOT BILLED TO BP“. Click

<OK>

InVOlCGT

» If the invoice does not have a valid GCRO paykey, it cannot be approved. Click
~ Retumn To PAS

and select “Return Reason”, “Invalid Paykey”. Click <OK>

lLast Change Date : 11/8/2010
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Place On-Hold

o If invoice needs further research, click,
will appear:

Microsolt internet Exg}!wer

R R R i

Cllck <OK> and select On Hold Reason” “Researchmg Invoice”
« Annotate FileNet image detailing action taken in requesting missing, required
information (ex. Vendor name, telephone number, date request was made and the
information requested,)
* Once the required information has been received, access the invoice in the

Ihvoices Being Held

) ' queue and complete the approval process.
e See Section 5.0 Logistics -~ Contracts Specialists.

Step 6 - Enter name in Customer Look-Up Utility or BP Connect

SHIP TO:z
BP‘;’NESTIN HOTEL
!‘ 8 b

ATTN: ARMANDO OJEDA
e el

Last Name First Name [Contact 1D [Company

i
|
|
i

e , [ N [E——

i

If BP Approver or Contact is located, invoice is ok to “Approve”

Last  Fist IComzz«any ' Business |y )

Hame Hame ComactlD ! \Phone IEma!! Unit Eanlm Org \Depariment 1Aﬁr}ress 1!
ARMAMDO +1,?13-Eu- Gulfef | JAmerdes  (Gold Resource UMNDEFINED

HEGA Iz ojedax lBF' 7555 pemiando. Ojeda@bp.com [thasics  [Production |T&S ADDRESS

| Co

Step 7 ~ Look for taxes on invoice ~ No Taxes
s If invoice has no taxes, update Tax Code field to 10-Sales ~ Exempt
e Click <Refresh>
o Go to Step 11

Step 8 - Look for taxes on invoice - Taxes
» If invoice has taxes, update Tax Code field to I1-Sales — Taxable and note “Ship To”
state and zip code. (Note: You may want to write down FileNet ID to retrieve
document for Section 2.1 ~ Incorrect Tax Jurisdiction Code).

Last Change Date : 11/8/2010
Page : 8 of 22

Olassified - Intetnal use

CONFIDENTIAL BP-HZN-2179MDL07648748

BPD673-040648



i
il
I

I
|qu

{jun]
i
i

e

* THYOICE DET}\IL FEhFhkEErhedbhhhk E ECE ok AEEE

QUANTITY UNITS UNIT PRIGE GROSS NET
1 1.000  EA 30.40000 $30.40 $30.40
VENDORS ITEM NUMBER : 779012
WMANUFAGTURERS PART NUMBER i Q1306A
HE - GOATED PAPER
" TAX  PERCENTAGE TAX CODE pASIS
LS 0.0000 2 0.0000 $2 .29
STATE AND LOCAL SALES TAX : 52 .29
TOTAL SALES/EXGISE TAX : $2.29
$32 .69

INYQICE AMOUNT DUE =

Step 9 — Update Tax Jurisdiction field
e Reference “Ship To” address for State and Zip Code

SHIP TO:
BRAWESTIN HOTEL
245 FRONT STHEE

e Scroll overto <More> button and clic
s The “Additional Line Information” box will appear:

iking ke Humbar

babe Cuntrst faak fad }j

i IW e i, Q\,

|
!

Sotthment perad 1] COTEYRIRG
.“

Phant Hanibere . § Q@ . : . -

3&@1 éam;é‘li
= Update the Tax Jurisdiction number with the “State”/"Zip Code”/"00" as follows:

“FL3304000"
o Click <Refresh>

Last Change Date : 11/8/2010
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Step 10 - If Invoice has Tax, but the tax amount was not properly indexed, the Tax needs

to be added to the electronic invoice:

Electronic Invoice Management N

o lag inte FilsNet and view the inpvoice image plesse dlick- here.

e

Eeliep 3 2 e

fiae i ‘N)\'[ION&L CILVIERL VARG LI

o ok 200838 [PhamstBerimenttn

ALLAS, TR #5320 0834 :ﬁxmrnmmm o

F030-07-06 [ Tueers Dwiscrplinn ok B 20 D
B o :

et e - 0

.................. e e e ——

e seauer . TR

b i

\Mﬂiﬁ'ﬁ'

The Tax Amount field indicates 0.00 taxes;
Invoice shows a sales tax being charged:

However, when viewing Filenet image, the

[ s

: | Sulas Qeaer Shipiverit My, | Paching Sip Thank you e Your_prompt payment Pate: GOS0 |
7312126 803671783 00584637 i i :
Cusk Mons 13209 wg iptacie Ship Ta

B AMERICA PRODUCTION
HOPEBALE STAGING AREA -
DAVE CEENAN 5856000254
PO Boi T34
‘:AW LA J4121 M4
BOYERRALHE UORLLER .
¥/ GELEALE NOMMES (TON- 104254

(GOM

P EXPRORATION - & FROPICTION: INC
TTR: SCANNING DIRPT Shig

Busx 22074
34128 3

CORTRACT BP HRO~FR-UBH0
WESBA-085P¢-Er DILSPILLRESY

Makerial Deseripiion
ENLEPED BIAUES RETAL SANZAR

Oy U

niv Price Disck  wer brice MHeb Total

& e 2.81 11,24
LHTIRPEO IR PLAITIC BLORRGE 4 RA &. 58 TR
o LNLERSO - HIN BARDEANE 5 A 17,64 8,30
g ENIPRS0 BN EAROHARY T BA 8,98 2.9
% : ERIFPEE TRILL BIT SRT TOMBINATION T A 2587 51.74
ol j "
£ . e =2 8nif.
o Involce Amowat .
o
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In this instance, the correct tax amount is $21.49; enter 21.49 in the “Tax Amount” field
and change

the expense line "Amount” to the amount on the invoiceNpefore tax was charged, which is
$238.76, (Note: The “Tax Amount” and the “Amouint” ofthe expense line must match the
*Invoice -Amount”)

BUZIIGHT

BATIONAL OILWELL WARED L fi

PO BOY 200838 | By : FAFIOITLG

DIALLAK TR SR I0-1H30 | i ROLH02-05

poz2

inoas selected]

s A e

.
ik e Il

AWBS gl - DG ERY-EOLS

1
L

Liast Change Date : 11/8/2010
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Step 11 - Update the WBS, “Charge Object Value” - for Original Paykeys and Default

Paykeys. This section needs to be updated for new Pavkeys (Z252GCXXXX) and associated
Cost Centers,
Refer to the following list of WBS Codes:

WBs alement

zeoosevEXRP
Z4-0059V-E PRX
A ;bﬁﬁ:@"-f—E LGX

| Z4-0059V-EMEN.

B;’} 2‘*2 !m ﬁeni&aspmse
?FGCHEEF&EQ‘{

Eé-f}&sé‘x‘ £ TE‘W ENT{"‘ N

Intervention’Well Control

Laglshz:s

Efiv«ﬂ&ﬁg\e E CO JTA!&!MENT

Cﬂma nment {4l lmS;}EEﬁS‘* .

- 24-0059V-EOILSPILLRESF
Z4-0050V EINVESTIGAT

Z:LOEI%‘«! ETE

_ Causs of Initial Event lnvestigation

Zfi Uﬂa@“.ﬂE GEN

‘fn,l;amnda Q!l Smﬂ Ftesmmse

QP TR.E Empnses

«Banaml = emaea

Za‘l QDSBJ E! EPTEUF’F‘DRT

' zEF'T 'ﬂme Wrttmg

Z4-0059V-EROBERTLAX
Z4-0059Y-ETS

 Rabert, LAExpenses

£ Eﬁvﬂf}ﬁg‘f-E COMBMUNI T‘fF’R“E (

,fﬁ&mﬁl‘ ﬂf Q%MQE‘S

78S

w‘é lations

QSSEES Gf Qﬁﬂﬁﬁl f@; -

i

| Z4-0059V-ERESEARCH

_____ VREMEDX

| Z4-0059V-ETIMEWRITE

:i LT&me ’*Jﬂ{ngem EPT

Zd-O&SQ‘f«E AC E"‘REJ&L

ZA~OELSQ%E BERH

Emiréﬂmemai remeémtten

Re*s&arcﬁ

%QE‘”E%U%L‘: SNLY :
?gamt bem’;s far Lauts!ana »

i

]
i
axd
o

"E«l EID'?(J” EPRQWSIC‘H o

' 24~UEISQ E ST@RT‘.!

v *B‘S.eiement ?,, ‘ -
24-(3{3%%' E DEEE&MM!ES?ON :

4 fmi

}54- QE«M £ LC‘STEQU!P

| Z4-0059V-EDECON

E4-&059‘J~E .DECONBOON
| Z4-0050Y-E:DECONVESSELS
| 24-0059V-E. DECONOTHER
Z4-0089V-EDECONDAWAGES

74-0059V-E MEDIA

Zﬁ~0359*ﬁ-E f@?GZEZP& :

|rposavevsce

' !&eneml mmdamgtmm Costs

'5.’@2‘32':2 Provision

Eesar QtLCil‘l

Costs fns remwmg aﬁshore tanglblesﬁeq 7
~ Costs Horizon Rig equipmentlostdueto
: }Cmts fm decantwma?s & 80 - ml resp.
»E}m assomatad waaom Demn ammt BS
i :Exn asmmm&cj wfw’esael aec-:m ammtxea /
Em associated wmmfar Equip Decan activ

Setz 1o 3rd part for [}am fovess &Equ:ﬁ o

; r.v%&a:iva snmjcm f&r ME}EESI efiorts in GOM
Méilfi}tﬁ P&ﬁ f};} not iif}f‘l% by Entrzs m DD It .

”ﬂ“ewfatescsw Guarg f“*""’*ﬁﬁ%
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For WBS Elements:

IfOil Spilt”, “0il Spill Response” or “Macondo Oil Spill” is printed or written on the invoice
or if thgre is no reference on the invoice, use the default charge object:

Bt
L

s

g
Hza-p059v-E:B0CH]
(Note: Be sure to click <Refresh> after making updates to the Charge Object Value)

If the invoice is for office supplies, update the charge object to "GEN”, as follows:

|24-0053V-E: GEN

(Mote: Be sure to click <Refresh> after making updates to the Charge Object Value)

Step 12 - Annotation of Invoice Image and Fuego
¢ The invoice image must be annotated with the following information:
¥ IBM Approver/Review’s name or:User ID (your name)
Date of review
Annotate or highlight Form 213-MOB; TOM HOU authorization detail
Annotate or highlight valid paykey
Annotate BP contact name indicating DOA authorization and/or receipt of
goods/services (example: page 10 - signature)
= Annotate or highlight contract number
v Annotate or highlight IAP and/or Sharepoint sites
a  Populate the “Contract Number” field with the PO reference (TOM#,HOU#,
MOB#, BPR#, BPO#, BPM# or P2-CDP-MC252 (Contract or Work Release) in

Hrom oo

Step 13 - Review and Approve

e After all inputs have been made, Click <Refresh>, then <Approve>. (Note: If you
do not have dollar authority to approve the invoice, you will receive an error
message. If this occurs, you can forward the invoice to an IBM Approver that has
the dollar authority to approve the invoice.

e You will be prompted to click <Approve> again.

Last Change Date ; 11/8/2010
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Step 14 - Forwarding Invoices tc Designated Approver

All-invoices that have been:properly reviewed and annotated need to be approved by the
appropriate personnel. The following is the instructions on how to forward an invoice for
approval. (Note: All invoices >$1M must be approved by Mike Robertson. Invoices >$1M
that have been thoroughly reviewed and are awaiting approval by Mike Robertson must be
placed on hold,)

& Click on the FORWARD button.

Forw ard i

¢ Enter Fuego ID of the approver you wish to forward the invoice to.

Step 15 - To set up a Shortcut List
e Select Manage Personal Preferences under the Org Manager section.
»  Click Modify button to be able to make updates to the screen.
In the Shortcut List section, select Configure by the Forward: option.

= . .

=  Enter the Fuego User ID then click Assign
o The User ID should be displaced in the assignhed Farwards section.

Last Change Date : 11/8/2010
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o Click Done.
= Click Save

o In the future when you click the Forward option on the invoice screen,
Mike’s ID will be listed in the “Forward to User ID” dropdown.

Last Change Date : 11/8/2010
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2.0 Handle SAP Exceptions:

2.1 Incorrect Tax Jurisdiction

Step 1 - Verify Tax Jurisdiction code
If the Tax Jurisdiction code was incorrectly entered, the “Approved” invoice will

appear in the <Handle SAP Exception> queue. This is Fuego’s way of ensuring the
correct tax jurisdiction code was entered.

@

e A list of SAP Exception items will appear. Refer to the Filenet Number to ensure you

selectand process the correct invoice,
Invoice Approval » Handle SAP Exception Showing -2 of 2 |

Filenet Pavhkey
Numhm‘ Il} '

i NS!&TI&N&L .
aanmm OIUWELL 291&;&&;&5 95213@5&& 5%3 az' 12610/ siog 3%13&225? x::r&uma

LvaRCHEY 7 , e
2010/85/2¢ 65064 $1,277.48 2010/05/25 341530986 KRAUMD

¢ Follow the same process as used in Step 9 of Section 1.0 to update the Tax
Jurisdiction code,

L.ast Change Date : 11/8/2010
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3.0 Processing Invoices with the Default Paykey -
ZKRAUMDDFT

Invoices that are submitted for payment without a pavkey are reviewed by the Document
Preparation Staff to determine if the invoice is related to the Macondo Incident. Invoices
that reference a TOM#, HOU#, MOB# or reference the oil spill in any way are stamped as

ZKRAUMDDFT
follows: Tulsa 1BM "

Below are the steps taken by the IBM Approver to ensure the invoice is part of the Macondo
Incident. Once the invoice has been validated as belonging to the incident, the procedures
outlined on page 5 (Invoice Validation Requirements) should be foliowed.

Step I — Review the invoice for data referencing the oil spili

e If the invoice or any supporting documentation has.one or more of the following, it
should be considered as belonging to the Macondo Incident: TOM#, HOU#, Form
213-MOB#, BPR-XX-XXXXX, BPO-XX-XXXXX, BPM-XX-XXXXX, P2-CDP-MC252-
XXXXX or Contract.

Step 2 - Contact Vendor

¢ If the invoice or any supporting documentation does not reference any of the items
listed in Step 1, contact the vendor and request the Paykey. If the vendor cannot
provide a Paykey, request a copy of their contract with BP or the BP approver's name
and telephone number. Reference the contract for required information or contact
BP Approver,

« Once paykey as been obtained, remind vendor to include the paykey and TOM#,
HOU#, or MOB# on all future invoices.

« PMNote: Invoices that are not related to the Macondo Incident should be re-indexed to

the appropriate Paykey or Purchase Order by selecting MW and
choosing Return Reason “Incorrect Paykey Owner” or “Invoice is Purchase Order
Related”.

Last Change Date : 11/8/2010
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4.0 Verify Posted Invoices

4.1 Review List of Posted Invoices

Step 1 - When you have completed approving invoices for the day, click on <View Posted
invoice>

. Invoice Approval

e A list of invoices posted you posted will appear, as follows:
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s Click <Procesg Work Item:> arrow on each posted invoice listed.
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The following screen will appear:

eAP SAP Invoice Results

H94% Docornent 1008206070 was posted io company code 0085,

Ensure each electronic invoice has a Document number. (Note: If the SAP document
number says 'null,' notify Sheree Carico via-email (sacarico@us.ibm.com)
¢ Click <OK>
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5.0 Logistics - Contracts Specialists

Beginning Monday, 10/18/10, an email can be sent to

MC252 LOGISTICS REQUEST@hp.com for all inveices over $100K that can not be validated
due to missing information. The invoice approvers must first contact the vendor to
request the missing, required information. If the vendor is unable to provide the missing
information, an email should be sent to the Logistics inbox - Contacts Specialists group.

Step 1 - Format for sending an exception invoice
o Subject line
s If urgent, enter URGENT in the subject line (use wisely)
s “Missing invoice assurances”
= Vendor name, invoice number, invoice amount
s« Example: Missing Invoice Assurance — AT&T, 12645789812, $100,000.00
« Body of email - state reason for exception invoice assurances
= “Please provide validation that the work was fully and properly authorized and
that the approved contact relates directly to the goods/services being invoices.
Please provide a PDF of the fully authorized requisition to me via email.”
And/Or
= “Please provide verification that the good/services were received by a BP
representative.”
And
«  “IF you are unable to provide the above assurances, please obtain invoice
approval by a signor that has the appropriate payment authority DoA for the
invoice value.”
w - Include your name, email address and phone number
s Save Filenet image as a TIF and attached to email.
Step 2 ~ Annotate invoice image
o Immediately annotate that request was sent to Logistics.
o Enter Case # and Logistics contact name when received back from Logistics.

Step 3 ~ Log information into Logistics -~ Contracts Specialists spreadsheet (on I
drive - iw DAPAS'BR GOM - Invoice Approvel Information)Logisitic - Conracts Specislist )

= Date of request, IBM Approver (requestor name), Vendor Name, Invoice Number,
Invoice Amount and FileNet ID invoice information, case #, Logistics contact name.

Step 4 ~ Follow Up every two days

Step 5 - When case has been resolved, update spreadsheet
« Case Number, Logistics Contact Name and Date Resolved

L.ast Change Date : 11/8/2010
Page: 20 of 22

Classified - Internal use

CONFIDENTIAL BP-HZN-2179MDL07648760

BPD673-040660



6.0 Validating MC252 Incident Delegation of Authority

Reference the Payment Authorities Section of the DOA to see invoice approval levels based
on Position titles.

MC 252 Incident GCIMT ROTA-9 DofA Dump
Delegation of Authori 101710.xls 10.14.10.xls
Summary:

Incident Commander - Jim Black, Mike Utsler and Deputy Incident Commander, Corey Herod have
unlimited invoice approval authority from the New Orleans Unified Command Center.

Operations GCIMT Sections Chief - $5M or less
Operations GCIMT Decon Branch Director - $2.5M or less
Operations Deputy Ops Section Chief- $2.5M or less

Do NOT contact any of these individuals.directly, work with the Branch Finance Section Chiefs to obtain
missing information or invoice approvals. The only individual that has invoice payment authority at the
Branch/Division Office locations is the Operations Branch Director. Do NOT contact the Operations
Branch Director; work with the Branch Finance section chiefs.
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7.0 Central Repository for Missing Required Information

Once requested information has been obtained from vendor, BP Logistics Team or the
Branch and/or Division Offices, that information should be scanned into a pdf document and
saved to the Iidrive (I:PAS\.....) In addition, the missing, required information must be
attached to the SAP document via the Late Archive process. %

Late Archive
updated 061810.xls

e Complete the attached form and email to bp.late@us.ibm.com

End of Document
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