Docusign Envelope ID: 3CA92B9A-C134-4FAE-B23A-693F6A0251A1

FORMATO ACTA DE REUNION Sistema Integrado de

Gestion del Minenergia

E-ME-F-14

01-06-2023 | V-5

ACTA REUNION # 029

(Seguimiento calidad y procesos — Socializacion Proceso GESTION VEHICULOS OPERADOR ACTUALIZAR DI
OPERADOR)

Ciudad: Bogota

Lugar: Virtual Teams

Fecha: 25 de noviembre de 2025

Hora: De las 09:00 a.m. a las 10:00 a.m.

Asistentes:

Elizabeth Tatiana Camacho Perez - Ministerio de Minas y Energia
Giovani Ortega Meneses - Ministerio de Minas y Energia

Luisa Fernanda Monsalve Buelvas - Ministerio de Minas y Energia
Mateo Ortega Aponte - Ministerio de Minas y Energia

Diana Marcela Martinez Oliveros - Analista de Informacion

Victor Alfonso Galvis Martinez - Profesional Calidad SICOM

OBJETIVO:

Socializaciéon procesos:
v" Gestion de vehiculos Operador
v Declaracién de informacién Operador
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DESARROLLO:

1. Proceso Gestion de Vehiculos

[——

GESTION VEHICULES - 6V

Participantes en el flujo: Direccion de Hidrocarburos, agentes y operador SICOM.

Escenarios contemplados:
v' Comercializadora industrial:

Agente crea caso en plataforma Nuevo SICOM (gestion de vehiculos).

Direccion valida documentacion.

Si es correcta, se actualiza vehiculo y se notifica al agente via observaciones en el caso.
Si no, se solicita ajuste y creacion de nuevo caso.

AN
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Zona de frontera:

v Solicitud llega al buzén minenergia@minenergia.gov.co.

v Direccién valida documentos y operador crea vehiculo en Nuevo SICOM (usuario
especial “vehiculos zona de frontera”).

v Se evidencio inconsistencia en el diagrama: se mencionaba creacion en SICOM Java,
lo cual se considera innecesario y sera validado con equipo funcional (Ronald y
transporte).

Zona nacional:

v Agente carga documentacion directamente en plataforma.
v' Operador valida y actualiza vehiculo si procede.

Observaciones:

v' Se debe revisar si agentes aun realizan doble registro en SICOM Java.
v Validar con equipo de transporte y funcional para corregir flujo y evitar reprocesos.

Demostracién Practica
Pasos ejecutados por operador:

e Descarga de documentos desde Argo (radicado ministerio).

e Validacién exhaustiva: poliza vigente, clausulas, tarjeta de propiedad, cédulas, licencia.

e Diligenciamiento manual en formato interno (placa, capacidad, compartimientos,
propietario, conductor).

e Actualizacién en Nuevo SICOM:

v' Gestion de vehiculo — Actualizar conductor.
v" Adjuntar documentos completos (pdliza, clausulado, soportes).
v' Generar certificado y marcar vehiculo como activo.

Notificacion al agente:
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e Creacion de borrador en Argo. ,
e Firma por responsables (Angie Katherine y Oscar Andrés).
e Envio de correo con evidencia (certificado y datos del vehiculo).
e Registro en Aranda para trazabilidad.
2. Proceso Actualizar Declaracién de Informacién

Pricess Declarncdn de Informmacion OPERADOR

Causales comunes:

e Ordenes de pedido cerradas fuera de tiempo.
e FErrores en declaraciones mensuales.

Flujo:

e Solicitud llega por radicado Argo (con autorizacion ministerial).
e Validacién de documentos y creacion de caso en Aranda.

Ajuste en plataforma:

e Operador habilita meses solicitados (maximo 6 meses).
e Sirequiere mas de 6 meses, se escala a desarrollo con evidencia.

Notificacion:

e Al agente (correo y caso Aranda).
¢ Al funcionario ministerial que autorizo.
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Reglas:

Ajustes dentro de los 7 dias del mes siguiente no requieren autorizacion.
Ajustes mayores requieren autorizacion formal y validacion técnica.

Impacto:

Informacidén habilitada afecta tableros y reportes (ej. solicitudes del DANE).
Se recomienda que agentes actualicen inmediatamente tras habilitacion.

COMPROMISO

RESPONSABLE

FECHA DE ENTREGA

Validar con equipo funcional si
agentes aun usan SICOM Java
para zona de frontera

Victor Galvis

27-11-2025

Firmas

Elaboré acta:

NOMBRE

CARGO

FIRMA

Elizabeth Tatiana
Camacho Pérez

Ministerio de Minas

Energia

Firmado por:

F:'UZABETH TATIANA CAMACHO PEREZ

Giovani Ortega Ministerio de Minas Fimadoo
Meneses Energia [ :
Luisa Fernanda |Ministerio de Minas e
Monsalve Buelvas Energia Eg;;;;;;;‘;;;s
Ministerio de Minas Fimado por

Mateo Ortega Aponte

Energia

(/m/é i ok

Diana Marcela
Martinez Oliveros

Analista de Informacion

Victor Alfonso Galvis
Martinez

Profesional Calidad SICOM

Firmado por:
ftef000}
TC
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Certificado de finalizacion

Identificador del sobre: 3CA92B9A-C134-4FAE-B23A-693F6A0251A1
Asunto: Acta_29_Seguimiento_calidad_procesos_25112025 Proceso GESTION VEHICULOS ...
A. Numero de contrato:

B. Tipo:

C. Numero de clausula:

D. Correo del ordenador de gastos:

Sobre de origen:

Péaginas del documento: 5 Firmas: 5
Paginas del certificado: 5 Iniciales: 0
Firma guiada: Activado

Sello del identificador del sobre: Activado

Zona horaria: (UTC-05:00) Bogota, Lima, Quito, Rio Branco

Seguimiento de registro

Estado: Original Titular: SANDRA JANNETH ZAMORA MARTINEZ
27/11/2025 10:57:55 SZAMORA.EXT@INTERNEXA.COM
Eventos de firmante Firma

DIANA MARTINEZ OLIVEROS
dmmartinez@minenergia.gov.co

Nivel de seguridad: Correo electronico,
Autenticacion de cuenta (ninguna)

Divulgacion de firmay Registro electronicos:
No se ofreci6 a través de Docusign

etcamacho@minenergia.gov.co LIZABETH TATIANA CAMACHO PEREZ

. . o D6246562BBA5437 ...
Nivel de seguridad: Correo electronico,
Autenticacién de cuenta (ninguna)

ELIZABETH TATIANA CAMACHO PEREZ EF‘"“"’“ por:
E

Adopcién de firma: Estilo preseleccionado
Utilizando direccién IP: 2801:1d:e000:10::4

Divulgacion de firmay Registro electrénicos:
Aceptado: 01/12/2025 12:53:35
ID: edad4a975-99b3-4ee9-8bfc-9e333b246596

gortega@minenergia.gov.co

Nivel de seguridad: Correo electronico,
Autenticacion de cuenta (ninguna)

GIOVANI ORTEGA MENESES [Fi"“""/" i

F66C15F7F2B64BB

Adopcion de firma: Imagen de firma cargada
Utilizando direccion IP: 186.29.34.52

Divulgacion de firmay Registro electrénicos:
Aceptado: 27/11/2025 11:09:40
ID: 3f110785-6874-4875-a105-a2elc2b7a507

LUISA MONSALVE Firmado por:
(2

Ifmonsalve @minenergia.gov.co (\ masquL*t\/)

Nivel de seguridad: Correo electrénico, 10AASDIDAZEBAAB

Autenticacion de cuenta (ninguna)
Adopcion de firma: Imagen de firma cargada

Utilizando direccién IP: 190.121.152.5

Divulgacién de firmay Registro electronicos:
Aceptado: 28/11/2025 15:32:28
ID: a6bedda6-e41c-4d4e-aacd-c95cd6868481

D docusign

Estado: Enviado

Autor del sobre:

SANDRA JANNETH ZAMORA MARTINEZ
Calle 12 sur 18 - 168, Bloque 5

Medellin, Bogota 00000
SZAMORA.EXT@INTERNEXA.COM
Direccién IP: 179.1.75.192

Ubicacion: DocuSign

Fechay hora
Enviado: 27/11/2025 11:08:27

Enviado: 27/11/2025 11:08:25
Visto: 27/11/2025 11:50:41
Firmado: 01/12/2025 12:54:49

Enviado: 27/11/2025 11:08:25
Visto: 27/11/2025 11:09:40
Firmado: 27/11/2025 11:09:58

Enviado: 27/11/2025 11:08:26
Visto: 28/11/2025 15:32:28
Firmado: 28/11/2025 15:32:59



Eventos de firmante
MATEO ORTEGA APONTE
mortega@minenergia.gov.co

Nivel de seguridad: Correo electronico,
Autenticacion de cuenta (ninguna)

Divulgacion de firmay Registro electrénicos:
Aceptado: 01/12/2025 18:33:58
ID: dab661fa-ela7-42fb-8bbc-faf28feb2c63

VICTOR ALFONSO GALVIS
vgalvis@inteia.com.co

Nivel de seguridad: Correo electronico,
Autenticacién de cuenta (ninguna)

Divulgacion de firmay Registro electrénicos:
Aceptado: 28/11/2025 8:46:30
ID: f7b458b9-477a-44h9-964f-b66996fb1351

Eventos de firmante en persona
Eventos de entrega al editor
Eventos de entrega al agente
Eventos de entrega al intermediario
Eventos de entrega certificada

Eventos de copia de carbén

VICTOR ALFONSO GALVIS
vgalvis@inteia.com.co

Nivel de seguridad: Correo electrénico,
Autenticacién de cuenta (ninguna)

Divulgacion de firmay Registro electrénicos:
Aceptado: 01/12/2025 16:39:51

ID: ad96e5e9-31ac-43d8-b4cd-98dba966056a

Eventos del testigo
Eventos de notario

Resumen de eventos del sobre

Sobre enviado
Certificado entregado
Firma completada

Eventos del pago

Firma

Firmado por:

,/’ ?’73,4; /r’/%ﬂ %p%

0451030370B14EA.

Adopcion de firma: Imagen de firma cargada
Utilizando direccion IP: 191.110.80.143

( L
\K b
EBA450E2660E4DC...

Adopcién de firma: Imagen de firma cargada
Utilizando direccion IP: 191.107.14.107

Firma

Estado
Estado
Estado
Estado

Estado

Firma
Firma

Estado

Con hash/cifrado
Seguridad comprobada
Seguridad comprobada

Estado

Divulgacion de firmay Registro electronicos

Fechay hora

Enviado: 27/11/2025 11:08:26
Visto: 01/12/2025 18:33:58
Firmado: 01/12/2025 18:35:38

Enviado: 27/11/2025 11:08:26
Visto: 28/11/2025 8:46:30
Firmado: 28/11/2025 8:46:39

Fechay hora
Fechay hora
Fechay hora
Fechay hora
Fechay hora

Fechay hora

Fechay hora
Fechay hora

Marcas de tiempo

27/11/2025 11:08:27
28/11/2025 8:46:30
28/11/2025 8:46:39

Marcas de tiempo



Divulgacion de firma y Registro electrénicos creada el: 22/11/2017 10:50:46
Las partes acuerdan: ELIZABETH TATIANA CAMACHO PEREZ, GIOVANI ORTEGA MENESES, LUISA MONSALVE, MATEO ORTEGA APONTE, VICTOR ALFON:H

CONSUMER DISCLOSURE

From time to time, Internexa (we, us or Company) may be required by law to provide to you
certain written notices or disclosures. Described below are the terms and conditions for providing
to you such notices and disclosures electronically through the DocuSign, Inc. (DocuSign)
electronic signing system. Please read the information below carefully and thoroughly, and if
you can access this information electronically to your satisfaction and agree to these terms and
conditions, please confirm your agreement by clicking the ‘I agree’ button at the bottom of this
document.

Getting paper copies

At any time, you may request from us a paper copy of any record provided or made available
electronically to you by us. You will have the ability to download and print documents we send
to you through the DocuSign system during and immediately after signing session and, if you
elect to create a DocuSign signer account, you may access them for a limited period of time
(usually 30 days) after such documents are first sent to you. After such time, if you wish for us to
send you paper copies of any such documents from our office to you, you will be charged a
$0.00 per-page fee. You may request delivery of such paper copies from us by following the
procedure described below.

Withdrawing your consent

If you decide to receive notices and disclosures from us electronically, you may at any time
change your mind and tell us that thereafter you want to receive required notices and disclosures
only in paper format. How you must inform us of your decision to receive future notices and
disclosure in paper format and withdraw your consent to receive notices and disclosures
electronically is described below.

Consequences of changing your mind

If you elect to receive required notices and disclosures only in paper format, it will slow the
speed at which we can complete certain steps in transactions with you and delivering services to
you because we will need first to send the required notices or disclosures to you in paper format,
and then wait until we receive back from you your acknowledgment of your receipt of such
paper notices or disclosures. To indicate to us that you are changing your mind, you must
withdraw your consent using the DocuSign ‘Withdraw Consent’ form on the signing page of a
DocuSign envelope instead of signing it. This will indicate to us that you have withdrawn your
consent to receive required notices and disclosures electronically from us and you will no longer
be able to use the DocuSign system to receive required notices and consents electronically from
us or to sign electronically documents from us.

All notices and disclosures will be sent to you electronically

Unless you tell us otherwise in accordance with the procedures described herein, we will provide
electronically to you through the DocuSign system all required notices, disclosures,
authorizations, acknowledgements, and other documents that are required to be provided or made
available to you during the course of our relationship with you. To reduce the chance of you
inadvertently not receiving any notice or disclosure, we prefer to provide all of the required
notices and disclosures to you by the same method and to the same address that you have given
us. Thus, you can receive all the disclosures and notices electronically or in paper format through
the paper mail delivery system. If you do not agree with this process, please let us know as
described below. Please also see the paragraph immediately above that describes the
consequences of your electing not to receive delivery of the notices and disclosures
electronically from us.



How to contact Internexa:

You may contact us to let us know of your changes as to how we may contact you electronically,
to request paper copies of certain information from us, and to withdraw your prior consent to
receive notices and disclosures electronically as follows:

To contact us by email send messages to: dalvarez@internexa.com

To advise Internexa of your new e-mail address

To let us know of a change in your e-mail address where we should send notices and disclosures
electronically to you, you must send an email message to us at dalvarez@internexa.com and in
the body of such request you must state: your previous e-mail address, your new e-mail

address. We do not require any other information from you to change your email address..

In addition, you must notify DocuSign, Inc. to arrange for your new email address to be reflected
in your DocuSign account by following the process for changing e-mail in the DocuSign system.

To request paper copies from Internexa

To request delivery from us of paper copies of the notices and disclosures previously provided
by us to you electronically, you must send us an e-mail to dalvarez@internexa.com and in the
body of such request you must state your e-mail address, full name, US Postal address, and
telephone number. We will bill you for any fees at that time, if any.

To withdraw your consent with Internexa

To inform us that you no longer want to receive future notices and disclosures in electronic
format you may:

i. decline to sign a document from within your DocuSign session, and on the subsequent
page, select the check-box indicating you wish to withdraw your consent, or you may;

ii. send us an e-mail to dalvarez@internexa.com and in the body of such request you must
state your e-mail, full name, US Postal Address, and telephone number. We do not need
any other information from you to withdraw consent.. The consequences of your
withdrawing consent for online documents will be that transactions may take a longer
time to process..

Required hardware and software

Operating Windows® 2000, Windows® XP, Windows Vista®; Mac OS® X
Systems:
Final release versions of Internet Explorer® 6.0 or above (Windows only);
Browsers: Mozilla Firefox 2.0 or above (Windows and Mac); Safari™ 3.0 or above
(Mac only)
PDF Reader: Acrobat® or similar software may be required to view and print PDF files
Screen

. 800 x 600 minimum
Resolution:



Enabled Security
Settings:

** These minimum requirements are subject to change. If these requirements change, you will be
asked to re-accept the disclosure. Pre-release (e.g. beta) versions of operating systems and
browsers are not supported.

Acknowledging your access and consent to receive materials electronically

To confirm to us that you can access this information electronically, which will be similar to
other electronic notices and disclosures that we will provide to you, please verify that you were
able to read this electronic disclosure and that you also were able to print on paper or
electronically save this page for your future reference and access or that you were able to e-mail
this disclosure and consent to an address where you will be able to print on paper or save it for
your future reference and access. Further, if you consent to receiving notices and disclosures
exclusively in electronic format on the terms and conditions described above, please let us know
by clicking the ‘I agree’ button below.

By checking the ‘I agree’ box, I confirm that:

Allow per session cookies

« | can access and read this Electronic CONSENT TO ELECTRONIC RECEIPT OF
ELECTRONIC CONSUMER DISCLOSURES document; and

« | can print on paper the disclosure or save or send the disclosure to a place where I can
print it, for future reference and access; and

« Until or unless I notify Internexa as described above, | consent to receive from
exclusively through electronic means all notices, disclosures, authorizations,
acknowledgements, and other documents that are required to be provided or made
available to me by Internexa during the course of my relationship with you.



