
Posted:  May 5, 2017 

ADMINISTRATIVE AND FINANCE COMMITTEE - REVISED 
THURSDAY, MAY 11, 2017– 8:00 A.M. 

OMNITRANS METRO FACILITY  
1700 WEST 5TH STREET 

SAN BERNARDINO, CA  92411 
The meeting facility is accessible to persons with disabilities.  If assistive listening devices or 
other auxiliary aids or Limited English Proficiency services are needed in order to participate in 
the public meeting, requests should be made through the Recording Secretary at least three (3) 
business days prior to the Committee Meeting.  The Recording Secretary’s telephone number is 
909-379-7110 (voice) or 909-384-9351 (TTY), located at 1700 West Fifth Street, San Bernardino,
California. If you have comments about items on the agenda or other general concerns and are not
able to attend the meeting, please mail them to Omnitrans at 1700 West Fifth Street, San
Bernardino, California, Attention Board Secretary.  Comments may also be submitted by email
to BoardSecretary@omnitrans.org.

A. CALL TO ORDER
1. Pledge of Allegiance
2. Roll Call

B. ANNOUNCEMENTS/PRESENTATIONS
1. Next Committee Meeting:  Thursday, June 15, 2017, 8:00 a.m.

Omnitrans Metro Facility Board Room 

C. COMMUNICATIONS FROM THE PUBLIC
This is the time and place for the general public to address the Board for items that are not on
the agenda.  In accordance with rules applicable to meetings of the Administrative & Finance
Committee, comments on items not on the agenda and on items on the agenda are to be limited
to a total of three (3) minutes per individual.

D. POSSIBLE CONFLICT OF INTEREST ISSUES
Disclosure – Note agenda items contractors, subcontractors and agents, which may require
member abstentions due to conflict of interest and financial interests.  Board Member
abstentions shall be stated under this item for recordation in the appropriate item.

N/A 

E. DISCUSSION ITEMS

1. Approve Administrative & Finance Committee Minutes – April 13, 2017 2 
2. Receive and File Omnitrans’ Director of Finance Report on the Price of Compressed

Natural Gas 6 
3. Recommend the Board of Directors Adopt New Policy: #707 Prohibiting Weapons in the

Workplace; and Proposed Changes to Existing Policies 9 
4. Recommend the Board of Directors Adopt Proposed Procurement Policy Manual Changes 43 
5. Recommend the Board of Directors Approve Re-Evaluation of Two IT Existing Positions 115 
6. Recommend the Board of Directors Approve Revised FY 2017 - 2018 Annual Budget 171 

F. ADJOURNMENT

mailto:BoardSecretary@omnitrans.org


ITEM # E1 

ADMINISTRATIVE & FINANCE COMMITTEE
MINUTES, APRIL 13, 2017 

A. CALL TO ORDER

Acting Committee Chair John Roberts called the regular meeting of the Administrative and
Finance Committee to order at 8:00 a.m., Thursday, April 13, 2017.

1. Pledge of Allegiance
2. Roll Call

Committee Members Present 
Council Member David Avila, City of Yucaipa 
Mayor Carey Davis, City of San Bernardino  
Mayor Paul Eaton, City of Montclair 
Council Member Patricia Gilbreath, City of Redlands  
Supervisor Curt Hagman, County of San Bernardino 
Council Member John Roberts, City of Fontana 
Mayor Pro Tem Sylvia Robles, City of Grand Terrace 
Mayor Pro Tem Spagnolo, City of Rancho Cucamonga 
Council Member Alan Wapner, City of Ontario  

Committee Members Absent 
Council Member Ed Graham, City of Chino Hills – Committee Chair 

Omnitrans Administrative Staff Present 
Diane Caldera, Director of Operations 
Jack Dooley, Director of Maintenance 
Marge Ewing, Director of Human Resources/Safety & Security 
Sam Gibbs, Director of Internal Audit 
Jacob Harms, Director of Information Technology 
Jennifer Sims, Director of Procurement 
Doug Stanley, Interim Director Special Transit Services 
Don Walker, Director of Finance 
Wendy Williams, Director of Marketing/Planning  
Jeremiah Bryant, Service Planning Manager 
Omar Bryant, Maintenance Manager 
Jaimie Lewis, Senior Financial Analyst 
Maurice Mansion, Treasury Manager 
Eugenia Pinheiro, Contracts Manager 
Vicki Dennett, Senior Executive Assistant to the CEO/General Manager 
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B. ANNOUNCEMENTS/PRESENTATIONS

The next Committee Meeting is scheduled Thursday, May 11, 2017, at 8:00 a.m.

C. COMMUNICATIONS FROM THE PUBLIC

There were no communications from the public.

Member Robles arrived at 8:02 a.m.

D. POSSIBLE CONFLICT OF INTEREST ISSUES

There were no conflict of interest issues identified.

E. DISCUSSION ITEMS

1. Approve Administrative & Finance Committee Minutes – March 9, 2017

M/S (Hagman/Spagnolo) that approved the Committee Minutes of March 9, 2017.
Motion was unanimously approved by Members present.

2. Recommend the Board of Directors Receive and File Construction Progress Report No.
57 through March 31, 2017 – sbX E Street Corridor BRT Project

CEO/General Manager P. Scott Graham presented this item.  He provided a status update
on the following projects:

• E Street Corridor Tenth to Highland Project will be closed-out soon.
• Vehicle Maintenance Facility (VMF) Project will be closed-out soon.
• The PA system installation at the sbX stations continues.
• Compressed Natural Gas Pipeline Project has experienced some delays; however,

mitigation efforts are being implemented to address the issues.

This item was received and filed and will be forwarded to the Board of Directors for 
receipt and file.  

3. Receive and File Director of Finance Report – Price of Compressed Natural Gas

Director of Finance Don Walker presented this item.  He reported that the price of natural
gas continues to be lower than it was in previous years.  Mr. Walker explained that the
average price for the first 10 months of this fiscal year is $0.75 per gallon, which is $0.09
higher than the budgeted price of $0.66 per gallon.  He stated that the annual budget for
Compressed Natural Gas (CNG) was reduced from $4.4 million in FY16 to $2.5 million
in FY17.  The budget was prepared with the assumption that the pipeline gas fueling
would begin in January 2017.  Year-to-date as of March 2017, the actual cost for gas is
$2.8 million with a budget of $1.9 million; resulting in a $900,000 deficit.  Mr. Walker
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stated that as a way to safeguard against the uncertainty of the pipeline project, the billing 
for the alternative fuel tax credit for 2016 was delayed until FY17.  The Agency will 
receive $1.5 million in federal funds to offset that deficit.  Lastly, he stated that the fuel 
tax credit program ended in 2016 so it will no longer be available.   

This item was received and filed. 

4. Recommend the Board of Directors Adopt Fiscal Year 2017-18 Budget

Treasury Manager Maurice Mansion presented this item and reviewed the following
FY2018 budget highlights:

• FY2018 Budget – $98.6 million vs. $96.1 million last year (includes both Capital
and Operating Costs).  CSTA Program fully incorporated in the budget. Service
maintained at the current levels.  There are no additional headcount impacts to the
budget. CNG Fuel Tax Credit is no longer available.

• FY2018 Revenue Assumptions – Projecting a decline in ridership for FY18.
Actions are being taken with regards to Medi-Cal Billing, Capitalized Preventive
Maintenance and Low Carbon Fuel Standard Credit to mitigate some of the
revenue loss.

• Total Budget: Core & CTSA – Omni Core $95,813,029.  CTSA $2,768,688.
CTSA Program is paid for using Measure I Funds, which are kept separate from
Measure I funds used for Omnitrans.

• Operating Budget: Revenue – FY16-17 (Year End Est) $79,017,852. FY17-18
(Proposed) $83,850,053.  Variance $4,832,201.

• Operating Budget: Expense – FY16-17 (Year End Est) $78,361,855.  FY17-18
(Proposed) $83,850,232. Variance $5,488,377.

• Budget Comparisons – Operating Budget Comparison by FY and Variances for
FY16-17 and FY17-18.

• Capital Budget: Revenue – FY16-17 (Adopted) $13,069,542. FY17-18
(Proposed) $15,440,332. Variance $2,370,790.

• Capital Budget: Expense – FY16-17 (Adopted) $13,069,542.  FY17-18
(Proposed) $15,440,332. Variance $2,370,790.

Member Robles left the room at 8:20 a.m. and returned at 8:21 a.m. after the vote. 

M/S (Eaton/Wapner) that recommended the Board of Directors adopt Omnitrans Fiscal 
Year 2017-18 Annual Budget.  Motion was unanimous by Members present.  

F. ADJOURNMENT

The Administrative and Finance Committee meeting adjourned at 8:21 a.m.
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The next Administrative and Finance Committee Meeting is scheduled Thursday, May 11, 
2017, at 8:00 a.m., with location posted on the Omnitrans website and at Omnitrans’ San 
Bernardino Metro Facility. 

Prepared by: 

Araceli Barajas, Executive Staff Assistant 
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ITEM # E2 
DATE: May 11, 2017 

TO: Committee Chair Ed Graham and  
Members of the Administrative and Finance Committee 

THROUGH: P. Scott Graham, CEO/General Manager 

FROM: Don Walker, Director of Finance 

SUBJECT: OMNITRANS’ DIRECTOR OF FINANCE REPORT ON THE PRICE OF 
COMPRESSED NATURAL GAS (CNG) 

FORM MOTION 

Receive and file the Director of Finance’s update on the price of compressed natural gas as 
recommended by Committee Chair Ed Graham at the Administrative and Finance Committee 
meeting on August 13, 2015.   

BACKGROUND 

The price of natural gas for the eleven (11) months of FY2017 (Jul 2016 – May 2017) averaged 
$0.75 per gallon.  This is $0.09 per gallon higher than the budgeted amount of $0.66 per gallon 
for Fiscal Year 2017.  The budgeted price per gallon was reduced $0.26 or 28% lower than the 
previous fiscal year.  The total natural gas fuel budget for FY2017 is $2,487,337 compared to 
$4,376,301 for the previous fiscal year.   

The budget was based on six (6) months of deliveries of liquefied natural gas (LNG) from our 
current supplier Applied LNG Technologies, and six (6) months of natural gas supplied by the 
pipeline gas.  Fueling by natural gas was predicted to start in January 2017, however, unforeseen 
delays with permitting, the weather and lead time for additional components required by SoCal 
Edison has pushed the schedule fueling date to June 2017, for both the East and West facilities.   

The preliminary numbers for April 2017, show natural gas cost of $311,369 against the budgeted 
amount of $207,278.  This is $104,091 or 50% over budget for the month.  It was expected that 
the cost per gallon of natural gas would exceed the budget in the first half of the fiscal year, and 
once the pipeline fueling infrastructure began operation, the cost would decrease accordingly. 
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The price per gallon Omnitrans will pay for May’s deliveries is $0.73 per gallon.  The price per 
gallon did not change from the previous month of April.  We will continue to monitor the price 
of natural gas on the open market to determine if and when it would be prudent to implement a 
new hedging program prior to the completion of the pipeline fueling project. 
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ITEM # E3 
DATE: May 11, 2017 

TO: Committee Chair Ed Graham and 
Members of the Administrative and Finance Committee 

THROUGH: P. Scott Graham, CEO/General Manager 

FROM: Marjorie Ewing, Director of Human Resources Safety & Regulatory Compliance 

SUBJECT: NEW POLICIES:  
#707 PROHIBITING WEAPONS IN THE WORKPLACE; AND 
PROPOSED CHANGES TO EXISTING POLICIES 

FORM MOTION 

Recommend to the Board of Directors: 

1. Motion to adopt two new policies to the Personnel Policy Manual:

• Policy #707 Prohibiting Weapons In the Workplace

2. Motion to adopt eleven proposed revisions to existing policies:

• #214 Rest and Meal Periods
• #215 Moonlighting & Outside Work
• #222 Employment of Relatives
• #224 Interview and Relocation Expenses
• #601 Group Health Related Insurance Plans
• #604 Life Insurance and Long Term Disability Plans
• #605 Deferred Compensation
• #609 Bereavement
• #613 Holidays
• #801 Smoking
• #1009 Travel/Training Authorization and Expense Reimbursement

9
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BACKGROUND  

Background for Motion 1:  
• Prohibiting Weapons in the Workplace is to maintain a work environment that is safe for

all persons, including the community. Regardless of any license or permit that an
individual may have which would otherwise authorize the individual to carry firearms or
weapons.  It is illegal and a criminal violation to possess weapons in public buildings
(California Penal Code 171b and 171.7).

Background for Motion 2: 
Annually the agency reviews the Personnel Policy Manual and proposes changes for the Board to 
consider for approval.  The proposed policy changes were sent electronically to BB&K on April 
25, 2017, for review.  The unions have been notified and meetings are scheduled to discuss the 
policies.   

FUNDING SOURCE 

Any increased costs associated with the recommended action will be covered in the Fiscal Year 
Budgets. 

Department: All 
Account: Salaries and Benefits 

Verification of Funding Source and Availability of Funds 
(Verified and initialed by Finance) 

CONCLUSION 

Staff requests the Committee recommend adoption of the proposed new policy and eleven 
proposed revisions to the Board of Directors.  Should the recommendation be approved by the 
Committee, it will be presented at the June 7, 2017, Board Meeting with an effective date of June 
7, 2017.  Approval of this agenda item supports the Strategic Plan, Section IX: Organizational 
and Workforce Excellence Goal for Fiscal Years 2017 – 2020, which was adopted on April 6, 
2016.  

PSG:ME 
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   PERSONNEL POLICY MANUAL 

POLICY 707    PAGE     1   OF 6 

SUBJECT      
PROHIBITING WEAPONS IN THE WORKPLACE 

APPROVED BY OMNITRANS 
BOARD OF DIRECTORS 

DATE: June 7, 2017 

I. Purpose
It is the policy of Omnitrans to maintain a work environment that is safe for all
persons, including the community, and conducive to attaining high work standards.
To achieve these objectives, the Agency prohibits the possession of firearms and
weapons in the work place, regardless of any license or permit that an individual
may have which otherwise authorizes the individual to care firearms or weapons.

It is illegal and a criminal violation to possess weapons in public buildings (California
Penal Code 171b and 171.7).

II. Scope
This policy applies to all Omnitrans employees, including but not limited to staffing
agency workers and contractors working for or with the Agency at any time,
regardless of whether the Agency is the actual employer.

Possession of firearms and weapons is prohibited at all Omnitrans’ offices, parking
lots, agency vehicles and job sites, and in all Agency vehicles.

The following person/s are exempt from this policy as stated: a guard of a contract
carrier operating an armored vehicle, and any law enforcement officer who is
carrying out official duties engaged in protecting and preserving property or life
within the scope of his or her employment.

Omnitrans will strictly enforce this policy. Violation of this policy will result in
immediate disciplinary action, up to and including termination.

III. Procedure

A. COMMUNICATION OF POLICY

(a) Each employee of the Agency shall receive a copy of this policy at the time of
his/her hire and shall sign a copy of the acknowledgment. Employees who were
employed before the effective date of this policy shall also receive a copy of this
policy and shall sign a copy of the acknowledgment. A copy of the signed
acknowledgment and of all new and revised policies throughout the employee’s
employment shall be maintained in each employee’s personnel file.

(b) A copy of this policy shall be attached to each contractor’s contract, and shall
become a part of its contract. The contractor shall be responsible for
communicating this policy to its employees and any subcontractors to which the
contractor sublets any portion of its contract.
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   PERSONNEL POLICY MANUAL 

POLICY 707    PAGE     2   OF 6 

SUBJECT      
PROHIBITING WEAPONS IN THE WORKPLACE 

APPROVED BY OMNITRANS 
BOARD OF DIRECTORS 

DATE: June 7, 2017 

B. PROHIBITED CONDUCT

(a) The transportation of firearms or weapons in Agency vehicles is prohibited.
This includes but is not limited to:

(1) to and from work,
(2) when conducting Agency business,
(3) at all times in Agency-owned or leased vehicles.

(b) The possession or carrying of permitted and non-permitted firearms or
weapons while at Agency buildings, parking lots, sponsored events, and job
sites.

(c) The possession or carrying of permitted and non-permitted forearms or
weapons while at Agency buildings, parking lots, sponsored events, and job
sites.

(d) Exception: Power actuated tools which are manufactured for the use of
fastening building materials and sanctioned tools for the purpose of performing
Agency job duties are not subject to this policy.

C. SEARCH

(a) Omnitrans reserves the right to conduct reasonable, unannounced searches
of Agency premises and personal searches of employees and others while
entering, on, or leaving Agency premises, including, but not limited to, personal
effects, vehicles, lockers, desks, tool boxes, clothing, meal containers, and
baggage. Searches will be conducted when the Agency has a reasonable
suspicion to believe that a particular employee may be in possession of a
weapon or firearm.

(b) “Reasonable suspicion” is defined as a suspicion that is based on specific
personal observations such as an employee’s manner, disposition, behavior,
speech, information provided to management by an employee, by law
enforcement officials, by a security service, or by other persons believed to be
reliable, or a suspicion that is based on other surrounding circumstances.

(c) Individuals refusing to allow an inspection will not be detained or forced to
submit to the inspection. Refusal violates Agency policy and constitutes an act of
insubordination constituting disciplinary action, up to and including separation of
the employment relationship. Non-employees who refuse to allow an inspection
will not be permitted on Agency premises and will be required to  immediately
leave the premises. Employees will be relieved of all duties while awaiting
disciplinary action. 12



   PERSONNEL POLICY MANUAL 
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SUBJECT      
PROHIBITING WEAPONS IN THE WORKPLACE 

APPROVED BY OMNITRANS 
BOARD OF DIRECTORS 

DATE: June 7, 2017 

D. DISCIPLINE

(a) Violations of any portion of this policy will subject the employee to discipline,
up to and including separation of employment.

(b) Violations by a contractor’s employee or subcontractor of any portion of this
policy may constitute a breach of contract and regardless will mandate the
immediate removal of the contractor’s employee from Agency premises,
prohibition against the individual accessing Agency premises in the future, and
may also constitute a breach of contract.

E. REPORT OF VIOLATIONS

1. Employee Violations

Employees are required to report violations of this policy without regard to the 
relationship between the individual who initiates the prohibited behavior and the 
individual reporting it. An employee who believes that another employee may be in 
violation of this policy must report the alleged violation to the employee's manager 
or supervisor, the department director, security, or the appropriate departmental 
Human Resources representative.  

Departments are responsible for implementing this policy.   The Agency will 
promptly investigate allegations of violations of this policy.  

Omnitrans reserves the right to authorize searches for prohibited weapons on its 
property when a violation is reported or when probable cause or reasonable 
suspicion is present consistent with law.  

Employees should be aware that there is no reasonable expectation of privacy with 
respect to weapons in the workplace. The Agency’s right to conduct searches 
includes, but is not limited to, such areas and items as lockers, desks, workstations, 
offices, purses, briefcases, bags, toolboxes, and lunch bags.  

Searches of the employee’s work area and belongings, as described above, may 
be conducted by the Security & Emergency Preparedness Coordinator, or 
designee. Searches of all types, including surrounding agency property, personal 
property and the employee may be conducted by law enforcement in accordance 
with law should reasonable suspicion be present. Any weapon found in violation of 
this policy may be confiscated. Refusal to permit a search may result in discipline, 
up to and including separation.  

2. Visitor Violations 13



   PERSONNEL POLICY MANUAL 
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SUBJECT      
PROHIBITING WEAPONS IN THE WORKPLACE 

APPROVED BY OMNITRANS 
BOARD OF DIRECTORS 

DATE: June 7, 2017 

Visitors are not allowed to carry a weapon on the premises. Any visitor carrying a 
weapon into a posted no-carry agency facility is creating an elevated risk to security 
and safety that warrants a response leading to compliance with the law. If the visitor 
poses an immediate risk to security or safety, law enforcement shall be notified 
immediately by calling 9-911. The visitor shall be considered an immediate risk to 
safety and security if he/she is acting in an aggressive, belligerent, confrontational, 
suspicious or in an otherwise questionable manner while carrying a weapon. 

F. FALSE REPORTS

Employees making intentionally false and malicious complaints of weapons in the
workplace will be subject to disciplinary action, up to and including separation
and/or will be reported to the proper authorities as appropriate.

G. ROLES AND RESPONSIBILITIES

Employees are responsible for understanding and complying with the Policy
Prohibiting Weapons in the Workplace.

Whenever there is a question as to whether an instrument, article or substance is
considered a weapon in violation of this policy, it is the employee’s responsibility to
seek clarification. Employees seeking clarification should direct their questions to
their Department Director or the agency’s Security & Emergency Preparedness
Coordinator at 909-379-7117 prior to bringing the item(s) to Omnitrans work sites
and events, as well as agency-owned or leased facilities or vehicles.

H. SAFETY FIRST

In applying this policy, no employee shall take any action that will risk his or her
own safety or the safety of other individuals. No attempt should ever be made by an
employee to restrain or forcibly evict an armed person from agency premises.

An individual’s continued non-compliance after being properly informed of the law
(California Penal Code 171 (b)) will result in notification to law enforcement and
discipline, up to and including separation of employment. Employees should notify
security immediately.

An employee who feels an imminent danger to his or her own safety or the safety or
security of others, should avoid any interaction with the individual. Immediately
contact law enforcement by calling 9-911 and security at 909-379-7117.

I. ANTI-RETALIATION PROVISION
14



   PERSONNEL POLICY MANUAL 
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SUBJECT      
PROHIBITING WEAPONS IN THE WORKPLACE 

APPROVED BY OMNITRANS 
BOARD OF DIRECTORS 

DATE: June 7, 2017 

Omnitrans strictly prohibits any retaliation against an employee who has reported a 
possible breach of policy. If an employee feels that he or she has been subjected to 
retaliation in violation of this policy, the employee must immediately report it to his 
or her supervisor or other designated Human Resources representative.  

J. DEFINITIONS

1. Firearm or  weapon includes, but is not limited to: A weapon, a pistol or rifle,
whether loaded or unloaded, capable of firing a projectile and using an explosive
as a propellant.

• A firearm, whether loaded or unloaded, from which a shot may be
discharged including but not limited to handguns, pistols, revolvers,
shotguns, rifles, and bb guns;

• A gun that can discharge a shot or a projectile by means of an explosive
or gas, or compressed air;

• A device designed to be used as a weapon, from which can be expelled a
projectile by the force of any explosion or force of combustion;

• Any weapon (including a starter gun) which will or is designed to or may
readily be converted to expel a projectile by the action of an explosive;

• Any destructive device;
• Any device designed as a weapon and capable of producing great bodily

harm, including but not limited to, stun guns, stun batons;
• An electric weapon such as a taser gun;
• Any combustible or flammable liquid, or other substance, device, or

instrumentality that, in a manner it is used or intended to be used, is
calculated or likely to produce death or great bodily harm, or any fire that
is used to produce death or great bodily harm;

• Any knife that is carried with intention or calculation to produce death or
great bodily harm having a blade length in excess of four (4) inches, the
blade of which is fixed or is capable of being fixed in an unguarded
position by the use of one or two hands. Switchblades are specifically
prohibited. (Knives intended to be used as eating utensils, and stored or
maintained in office kitchens or lunchrooms do not represent a violation of
this policy.)

2. Office: All permanent facilities, all mobile facilities, all leased facilities, and any
facility designated as an office by the agency.

3. Parking lot: All lots at permanent facility, park and rides, lots at project sites, any
lot that the agency designates as a parking lot that is not at a permanent facility
or project site.

4. Agency vehicle: All agency-owned buses/vehicles, all agency-leased
15



   PERSONNEL POLICY MANUAL 
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SUBJECT      
PROHIBITING WEAPONS IN THE WORKPLACE 

APPROVED BY OMNITRANS 
BOARD OF DIRECTORS 

DATE: June 7, 2017 

buses/vehicles, all agency-rental buses/vehicles, and all personal vehicles for 
which the owner receives a vehicle allowance, all personal vehicles where the 
owner receives reimbursement for mileage. 

5. Search: To examine in order to find something concealed.

6. Job sites: Any and all locations where the agency conducts business.

SIGNS 

1. At each entrance to buildings, parking lots, and project sites, a sign shall be
posted in a location that is conspicuous to all who could enter a building, parking
lot, or project site.

2. Signs shall have wording or pictogram that prohibits firearms and weapons.
Signs shall be vandalism resistant and of the quality that they will not fade due to
the elements.
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Procurement  Procedures Manual 

Policy 3000             Page 3 of 4 

P-CARD PROGRAM

POLICY STATEMENT 

Approved by Omnitrans Board of Directors 

Date Approved:  January 9, 2002 

Revised October 3, 20017 

authorized to use it, an account number, and an expiration date.  P-Cards must be authorized 
and approved by the CEO/General Manager.  In order to obtain and use a P-Card, the 
employee that the card has been issued to must be trained and certified in its use. 

5. PROCUREMENT CARD RESTRICTIONS
P-Cards are individual, not departmental, procurement cards.  Therefore, P-Cards cannot be
transferred from one employee to another.  Any employee who needs a P-Card must submit
a written request to his or her Director and/or Manager, who will submit the request to the
CEO/General Manager for final approval.
P-Card activities shall be monitored and audited on a random basis to ensure that
unauthorized goods and services are not purchased.  P-Cards used to purchase unallowed
items will be cancelled.  Anyone who makes unauthorized purchases, or uses the P-Card in
an inappropriate manner, shall be subject to disciplinary actions; including possible
termination of employment, criminal prosecution and repayment of unauthorized or
inappropriate purchases, and any collection costs or attorneys’ fees incurred as a result
thereof.
5.1. P-Cards that are lost or stolen must be reported immediately to the US Bank at 1-800-

344-5696 (24 hours-a-day, 365 days-a-year).  The Cardholder MUST also
immediately notify the Director of Finance at the first opportunity during normal
business hours at (909) 379-7131.

5.2. Failure to properly follow and comply with the P-Card policy and procedures shall 
result in cancellation of the P-Card. 

5.3. Upon termination of employment, whether voluntary or involuntary, the P-Card must 
be immediately returned to OMNITRANS. 

6. ESTABLISHING A P-CARD SYSTEM
6.1. Setting up a P-Card system for a department requires the following steps:

6.1.1. The department selects employees to use P-Cards to procure goods and 
services, or for specific expenditures incurred under approved conditions. 

6.1.2. The Department Director/Manager submits the recommendation to the 
CEO/General Manager for approval and requests that P-Cards be issued to 
designated employee(s). 

6.1.3. The P-Card Administrator(s) trains all selected employees in the proper use of 
P-Cards before the cards are issued.

6.2. The Procurement Card (P-Card) is designed to increase Omnitrans’ efficiency on 
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P-CARD PROGRAM

POLICY STATEMENT 

Approved by Omnitrans Board of Directors 

Date Approved:  January 9, 2002 

Revised October 3, 20017 

low-dollar procurements by giving individual departments the authority and 
responsibility to make the procurements directly from suppliers.  In this way, the 
P-Card eliminates the need for some purchase orders, check requests, and the use of
petty cash.
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Procurement Procedures Manual 
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FORMAL PROCUREMENT POLICY 

Sealed Bids & Competitive Proposals 

Approved by Omnitrans Board of Directors 
Date Approved: January 9, 2002 
Revised Board Approval: October 2, 20013 
Revised Board Approval: June 3, 2015 
Revised Board Approval: 

1. POLICY STATEMENT
1.1. Procurements over $100,000.00150,000.00, as defined as in FTA C4220.1F, and

contracts for construction of buildings and structures as identified in Public Contract 
Code Section 20121 exceeding $4,000.00 shall require a formal procurement process. 

1.2. Requirements for goods or services with an aggregate value of $100,000.00150,000.00 
per acquisition, or per contract period including option years shall be processed in the 
same fashion.  These requirements include: 

1.2.1.  Rental/lease payments; 

1.2.2.  Maintenance service contracts including option years; and, 

1.2.3. Construction projects (except as noted above). 

1.3.  NOTE:  Purchases in excess of $50,000.00, but not greater than 
$100,000.00150,000.00 shall not require formal authorization for release from 
Omnitrans’ Board of Directors.  All purchases in excess of $100,000.00150,000.00, 
however, shall be processed formally including obtaining authorization for release of 
solicitation from Omnitrans’ Board of Directors. 

1.4. Tag-Ons.  A tag-on is the adding on to the contracted quantities (base and option) as 
originally advertised, competed, and awarded.  In accordance with federal regulations, 
the use of Tag-Ons is strictly prohibited unless a sole source finding is made in 
accordance with the requirements of Policy 2010. 

1.5. Piggybacking (where the contract resulted from an open and competitive 
advertisement, evaluation, and award).  Piggybacking is an assignment of existing 
contract rights to purchase supplies, equipment, or services.  Omnitrans, where 
possible, will seek to take advantage of existing contracts awarded by other 
governmental entities for goods and services. 

1.6. Federal Cost Principles:  Costs or prices based on estimated costs for contracts funded 
through Federal grants will be allowable only to the extent that costs incurred or cost 
estimates included in negotiated prices are consistent with Federal Cost Principles. 
(Federal Acquisition Regulations, Part 31). Omnitrans may reference its own cost 
principles that comply with applicable Federal cost principles. 

2. EXCEPTIONS

84



Procurement Procedures Manual 

Policy  4000      Page 2 of 9 

FORMAL PROCUREMENT POLICY 

Sealed Bids & Competitive Proposals 

Approved by Omnitrans Board of Directors 
Date Approved: January 9, 2002 
Revised Board Approval: October 2, 20013 
Revised Board Approval: June 3, 2015 
Revised Board Approval: 

There are situations in which procurements that would otherwise meet the requirements for 
the formal procurement process are exempt.  See Policy 2010, Emergency Procurements and 
Non-Competitive/Sole Source Procurement, for more information on exceptions to the 
formal procurement process. 

3. INVITATION FOR BIDS (IFB)
3.1. In support of certain formal procurement transactions, Omnitrans’ staff will send out

an Invitation for Bids (IFB) when seeking to procure supplies, equipment, materials, 
and construction projects.  The existence of the following factors will determine 
whether Omnitrans should use the IFB method of awarding a contract: 

3.1.1. A complete, adequate, and realistic specification or a clear scope of work (SOW) 
is available; 

3.1.2. Two or more bidders are willing and able to compete effectively for the contract; 

3.1.3. The procurement lends itself to a firm fixed price contract and the selection of the 
successful bidder can be made principally on the basis of price; 

3.1.4. No discussion with bidders is needed after receipt of offers; 

3.1.5. Low bid award is required pursuant to Public Contract Code Section 20121.  

3.2 AWhen using an IFB process, award is made to the lowest, responsive, responsible 
bidder. 

4. REQUEST FOR PROPOSALS (RFP)
4.1. Formal procurement transactions calling for a Request for Proposals (RFP) are

normally conducted with more than one anticipated source submitting a proposal, and 
awards are generally made to the responsible firm whose proposal offers Omnitrans 
the most advantageous terms with price and other factors considered. 

4.2. The competitive negotiations (RFP) process shall be used for: 
a. Professional Services

b. Support Services

c. Technical services

d. Operational Services

e. Maintenance Services

85



Procurement Procedures Manual 

Policy  4000      Page 3 of 9 

FORMAL PROCUREMENT POLICY 

Sealed Bids & Competitive Proposals 

Approved by Omnitrans Board of Directors 
Date Approved: January 9, 2002 
Revised Board Approval: October 2, 20013 
Revised Board Approval: June 3, 2015 
Revised Board Approval: 

f. Architectural and Engineering Services (A&E), or

g. Specialized Transit Equipment as defined.

5. RFP (COMPETITVE PROPOSAL) AWARD PROCESS
5.1. Unless all proposals are rejected, contract award will be made to the responsive and

responsible firm offering the most advantageous terms with price and other factors 
considered. 

5.1.1. For projects less than $50,000, award will be made with the authorization of the 
CEO/General Manager or his/her designee. 

5.1.2. For projects of $50,000 or more, award will be made with the authorization of the 
Board of Directors. 

5.2. Public Award Announcement.  Any award announcement issued by Omnitrans for 
goods and services (including construction services) having an aggregate value of 
$500,000.00 or more shall specify the amount of the Federal funds as a percentage of 
the total costs of the award. 

5.3. In all sealed proposal procurements, except for A&E, the award of contracts shall be to 
the responsive and responsible firm offering the most advantageous pricing terms. 

5.4. If the award is to be made to other than the bidder offering the most advantageous 
pricing terms, except for A&E, a full justification memorandum should be prepared 
and put into the contract file. 

5.5. In the unlikely event that identical bids are received, the successful bidder will be 
determined based upon the assessment and evaluation of the bids by Omnitrans’ 
designated Evaluation Committee. 

5.6. Award of A&E contracts shall be based on demonstrated competence and 
qualifications, pursuant to a qualifications based procurement in compliance with FTA 
Circular 4220.1F.  

5.6.5.7. The Board of Directors is not bound by the recommendation of the Evaluation 
Committee or working staff when they believe their action will further Omnitrans’ 
statutory functions. 

5.6.1.5.7.1. However, the decision of the Board of Directors must be consistent with 
the solicitation’s (RFP) written evaluation criteria and requirements, and must have 
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a rational basis for the decision, which is fully documented for the procurement 
files. 

5.7.5.8. Sound and Complete Agreement 

5.7.1.5.8.1.  All contracts shall include provisions to define a sound and complete 
agreement. In addition, contracts and subcontracts shall contain contractual 
provisions or conditions that allow for: 

a. Administrative, contractual, or legal remedies in instances where contractors
violate or breach contract terms, including sanctions and penalties as may be
appropriate. (All contracts in excess of the small purchase threshold.)

b. Termination for cause and for convenience by the grantee or sub-grantee
including the manner by which it will be effected and the basis for settlement.
(All contracts in excess of $10,000.)

5.7.2.5.8.2. Contracts shall be reviewed to ensure that each is a sound and complete 
agreement, as well as for compliance with FTA requirements under its Circular 
4220.1F and Omnitrans’ Policy and Procedures. The Contract and Procurement 
Review Worksheet (Attachment A) will be used to document the review. 

6. BONDING
6.1. Bonds are required for all construction contracts valued at over $25,000 (see FTA

Circular 4220.1F, Section IV.2.i(1) for FTA requirements). Bond or surety 
requirements will not be waived without the permission of the Board of Directors. The 
following minimum criteria apply: 

• A bid guarantee equivalent to 5% of a proposers’ bid price, consisting of a firm
commitment such as a bid bond, certified check or other negotiable instrument
submitted with a bid to ensure the bidder will honor its bid upon acceptance by
Omnitrans.

• Performance bond equal to 100% of the contract price to ensure contractor
completes its obligations under a contract.

• Payment bonds required pursuant to Civil Code section 9554 shall be in an
amount equal to 100% of the contract price.  Payment bonds in all other cases
shall be equal to the following to ensure a contractor will pay all who provide 
labor and materials for the completion of a contract: 
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a) For construction contracts priced at <$1 million: a payment bond equal to
50% of the contract price;

b) For construction contracts over $1 million but less than $5 million: a payment
bond equal to 40% of the contract price;

c) For construction contracts over $5 million: a payment bond of $2.5 million.

7. AWARD OF THE CONTRACT
7.1. Upon award of the contract by the Omnitrans’ Board of Directors, the Contracts staff

will notify unsuccessful bidders in writing and, if applicable, return their bid bonds.

7.2. Bid bonds submitted by the successful bidder will be retained by Contracts staff.

7.3. A preliminary notice of award shall be issued to the successful bidder notifying them
that they have been selected for award and that an integrated bilateral contract 
document will be forthcoming.  The conformed contract shall include, but not be 
limited to, the final negotiated terms and conditions, including price, specifications, 
warranty provisions, etc. 

8. PROGRESS PAYMENTS
8.1. Progress Payments.  Omnitrans may use progress payments provided the following

requirements are met: 

1) Progress payments are considered to be to the best interest of the Agency.

2) Progress payments are only made to the contractor for costs incurred in the
performance of the contract.

3) Omnitrans must obtain adequate security for progress payments. Adequate security
may include taking title, letter of credit or equivalent means to protect the
Omnitrans’ interest in the progress payment.

8.2. Formal Review of Progress Payments 

1) Requests for progress payments shall be formally reviewed with results documented
and filed with each Contract.

9. REQUIRED FEDERAL CLAUSES
9.1. Contracts staff will review the contract to ensure that all the applicable Federal, State,

and local clauses are included. 
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4.4.1.5.4.1. Good cause based on a compelling reason beyond the protester’s control, 
where the lateness is due to the fault of Omnitrans in handling the protest 
submission.; 

4.4.2.5.4.2. Omnitrans determines that the protest raised issues significant to a 
procurement practice or procedure;. 

4.4.3.5.4.3. Omnitrans is directed by the FTA to either consider or reconsider a 
protest.; or 

4.4.4.5.4.4. A court of competent jurisdiction requests, expects, or otherwise expresses 
interest in Omnitrans’ decision. 

5.6.SUBMISSION OF ADDITIONAL INFORMATION 
5.1.6.1. Any additional information requested or required by Omnitrans from the protester 

or interested parties must be submitted as quickly as possible, but in no case later than 
five (5) days after the receipt of such request, unless specifically accepted by Omnitrans. 

6.7.CONFIDENTIALITY 
6.1.7.1. Materials submitted by a protester will not be withheld from any interested party 

outside of Omnitrans or from any government agency that may be involved in the 
protest, except to the extent that the withholding of information is permitted or required 
by law or regulation. 

6.2.7.2. If the protester believes that the protest contains proprietary material that should 
be withheld, the protester should attach a statement to the front page of the protest 
document. 

6.2.1.7.2.1. The statement should advise that the document may contain proprietary 
material. 

6.2.2.7.2.2. The statement should identify the proprietary information wherever it 
appears in the document and all such material should be stamped 
“CONFIDENTIAL," “PROPRIETARY," or “TRADE SECRET," as appropriate. 

7.8.FURNISHING INFORMATION ON PROTESTS 
7.1.8.1. Omnitrans will, upon request, make available to any interested party, information 

bearing on the substance of the protest which has been submitted by the protester, or 
interested parties, except to the extent that withholding of information is permitted or 
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required by law or regulation. 
7.1.1.8.1.1. Any comments theretoof shall be submitted within a maximum of ten (10) 

days. 

7.1.2.8.1.2. Information identified by the protester as proprietary material, as specified 
in paragraph 1.0 Section 7.2 above, will be withheld as permitted by law or 
regulation. 

8.9.WITHHOLDING OF AWARD 
8.1.9.1. When a protest has been timely filed before the contract award, and unless 

otherwise determined in consultation with legal counsel, Omnitrans will not make an 
award prior to the resolution of the protest. 

8.2.9.2. When a protest has been filed before the opening date of bids or closing date of 
proposals, Omnitrans will not open solicitations prior to the resolution of the protest. 

8.3.9.3. When a protest has been filed after the award of a contract and prior to the 
resolution of the protest, Omnitrans will notify the Contractor to suspend activity, unless 
the Agency determines that: 

8.3.1.9.3.1. The items to be procured are urgently required,; 

8.3.2.9.3.2. Delivery or performance will be unduly delayed by failure to either make 
the award promptly or to continue with the procurement,; or 

8.3.3.9.3.3. Failure to make prompt award or to continue with the procurement will 
otherwise cause undue hardship to Omnitrans or other local, State or Federal 
governments. 

9.10. PROTEST REVIEW – LEVEL ONE 
9.1.10.1. If the protest is determined to be timely and meets the criteria in Section 3,Upon 

receipt of a protest, the CEO/General ManagerDirector of Procurement or designee will 
create an ad hoc Agency Protest Review Panel (Panel) to review all relevant materials 
associated with the protest. 

9.1.1.10.1.1. The Panel will be composed of two Omnitrans representatives appointed 
by the CEO/General Manager Director of Procurement or designee. 

9.1.2.10.1.2. The Panel will determine the validity of the protest and what actions will 
be taken. 
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9.2.10.2. The Panel will be directed to prepare a written report within fifteen (15) working 
days and to notify the protester and any interested parties of theirthe Panel’s findings, 
actions, and of the procedures for requesting reconsideration. 

9.3.10.3. The Panel’s report may include: 
9.3.1.10.3.1. Copies of all relevant bids,; 

9.3.2.10.3.2. A copy of the Invitation for Bids or Request for Proposals, including 
pertinent provisions of the specifications,; 

9.3.3.10.3.3. Any other documentation that pertains to the protest, including 
correspondence with the bidders/proposers,; and 

9.3.4.10.3.4. A statement by Omnitrans explaining its actions and the reasons for 
themsupporting justification. 

9.4.10.4. A conference on the merits of the protest with members of the Panel may be held 
at the request of the protester or the Panel.  The request for a conference should be 
made in a timely manner so as not to interfere with the resolution of the protest and not 
later than ten (10) days after the initial protest was filed. 

10.11. PROTEST REVIEW – LEVEL TWO 
10.1.11.1. The protester or any interested party may request reconsideration of a decision by 

Omnitrans. 
10.2.11.2. The request for reconsideration must contain a detailed statement of the factual 

and legal grounds upon which reversal or modification is deemed warranted, specifying 
any errors of law made or information not previously considered. 

10.3.11.3. The request for the reconsideration of the Protest Review Panel’s decision must 
be filed with the CEO/General Manager or designee not later than ten (10) days after 
the Panel issues its written report.  

10.3.1.11.3.1. The protest will not be considered pending during the 10-day period 
identified above, or during any reconsideration period. specified in paragraph 2.2. 

10.4.11.4. Upon receiving a request for reconsideration, the CEO/General Manager or 
designee will schedule an informal administrative hearing with the protester and the 
Protest Review Panel.  The hearing will be held not later than fifteen (15) days after the 
receipt of the request for reconsideration. 
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10.5.11.5. The CEO/General Manager or designee will issue, in writing, Omnitrans’ final 
determination of the reconsidered protest within five (5) days of the administrative 
hearing. 

11.12. IMPACT OF JUDICIAL PROCEEDINGS 
11.1.12.1. Omnitrans may refuse to decide any protest where the matter involved is the 

subject of litigation before a court of competent jurisdiction or has been decided on the 
merits by such a court.  

11.2.12.2. This restriction does not apply to instances where the court requests, expects, or 
otherwise expresses interest in Omnitrans’ decision. 

12.13. FTA APPEALPROTEST PROCESS 
12.1.13.1. A protester wishing to file an appeal protest with the FTA should consult the most 

current version of FTA Circular 4220.1xF for details on the FTA’s bid protest and 
appeal procedures.  A protestor must exhaust its administrative remedies with 
Omnitrans before filing an appeal with FTA. 

12.2.13.2. Omnitrans shall NOT be responsible for: 
12.2.1.13.2.1. Any appealprotests not filed in a timely manner with the FTA.; or 

13.2.2. FTA’s failure to follow its established appeal bid protest procedures. 

14. DEFINITIONS
14.1. The following terms are used throughout this Procurement Policy, which discusses 

Omnitrans’ solicitation protest procedures.  In all instances, the terms are defined as 
noted: 

14.1.1. Omnitrans is a Joint Powers Authority established under the laws of the State of 
California and may also be referred to in this Procurement Policy as “the 
Agency;” 

14.1.2. “Board” refers to the Board of Directors of Omnitrans; 

14.1.3. “FTA” refers to the U.S. Department of Transportation Federal Transit 
Administration; 

14.1.4. “Days” refers to working days of Omnitrans, when used in context with the 
Agency’s protest procedures, and refers to working days of the Federal 
Government when used in context with the FTA; 
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14.1.5. The terms “file” or “submit” refer to the date of receipt by Omnitrans and/or FTA; 

14.1.6. “Exhaustion of administrative remedies at the grantee level” means any action or 
inaction on the part of Omnitrans, which is prejudicial to the position taken in a 
written protest filed with the Agency.  It may include, but is not limited to: 

14.1.6.1. A final Omnitrans decision on the merits of the protest; 

14.1.6.2. A procurement action, such as the award of a contract or rejection of a bid, 
despite the pendency of the protest; 

14.1.6.3. Agency acquiescence in and active support of continued and substantial 
contract performance despite the pendency of a protest; 

14.1.7. “Interested party” includes all actual or prospective proposers for a procurement. 
The term may also include a subcontractor or supplier at any tier who shows that 
he/she has a direct economic interest in a provision of the solicitation or of the 
interpretation of such a provision; 

14.1.8. “Violation of Federal law or regulation” is defined as the infringement of any 
valid requirement imposed by Federal statute or regulation, which governs the 
letting of contracts pursuant to a grant agreement; 

14.1.8.1. However,  any protests involving a local matter and/or determinations that 
are clearly within the discretionary powers of the Agency include, but are 
not necessarily limited to, determinations of responsiveness and 
responsibility, and the revision of specifications to incorporate the 
evaluation of life-cycle costing (LCC) factors in connection with any 
given procurement. 

14.1.8.2. In other words, the protester must be able to demonstrate or establish a 
clear violation of the prohibition against unduly exclusionary and 
restrictive specifications, or a violation of the Buy America requirements, 
or other specific violation of Federal statute or regulation. 

14.1.9. “Local” refers to the County of San Bernardino and the State of California. 

14.1.9.1. When used in conjunction with the phrase “laws and regulations,” “local” 
means only those laws or regulations associated with the provision of 
public mass transportation, the exercise of Omnitrans’ powers orand the 
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use of public funds. It does not include the purchasing and/or protest 
procedures used by either of those entities. 

12.2.2.14.1.10. “Bid” also includes the term “offer” or “proposal” as used in the context 
of negotiated procurements. 
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1. POLICY OVERVIEW
1.1.  When a contract is awarded, Procurement’s responsibilities change from solicitation 

to contract administration. This selection describes the policies necessary to administer 
Omnitrans contracts. 

1.2. Accurate and consistent contract administration is important to ensuring that 
Omnitrans meets its responsibility to uphold the public trust and maximize the value of 
public funds by using them as efficiently and cost-effectively as possible. 

1.3. This policy covers how Omnitrans administers contracts, from signing to closeout.  

1.4. Omnitrans shall ensure Federal, State, and local funds are expended in a responsible 
manner through its contract administration activities. 

1.5. Contract administration (those activities performed after a contract has been awarded), 
ensures that the contractor’s performance meets all requirements set forth in the 
contract.  

1.6. Contracts involving the expenditure of public funds are subject to review and audits by 
funding agencies. A central file for post-award contact activities, with all written 
documentation produced during the life of the contract, shall be maintained in the 
Procurement Department. The post-award file contents shall include, at a minimum, 
the executed contract and notice of award/notice to proceed; bond-related 
documentation; contract-required insurance documentation; post-award 
correspondence concerning the contract; documentation of submittals by the contractor 
and corresponding approvals by Omnitrans; all documentation relating to changes to 
the contract, claims, disputes and final close-out of the contract. 

1.7. Procurement’s role in Omnitrans’ contract administration activities is to coordinate all 
involved parties so that invoice payment, change order approvals, and contract 
modifications, are handled in accordance with Omnitrans procedures and in 
accordance with federal guidelines regarding documentation requirements. Further, 
Procurement is tasked with ensuring that all administrative documents including 
Independent Cost Estimates, Cost/Price Analyses, Price Quotations, written record of 
procurement history, pre-award and post-award certifications and all other pertinent 
and necessary memoranda for the record that will make a sound and complete contract 
file, are properly completed and filed. 

1.8. Price/cost analysis for changes orders, verification of invoiced costs and contract 
adherence to budgets and schedules shall be coordinated with the Project Manager and 

104



Procurement Policy Manual 

Policy    6000   Page 2 of 8 

CONTRACT ADMINISTRATION Approved by Omnitrans Board of Directors 
Date Approved: January 9, 2002 
Revised Board Approval: June 7, 2006 
Revised Board Approval: October 7, 2009 
Revised Board Approval:  

other involved parties; Procurement will maintain the file documentation for these 
activities. 

1.9. Ensuring the contractor submits insurance certificates and endorsements; bonding 
documentation and all other contractually required documentation shall be the 
responsibility of Procurement. 

1.10. Final contract closeout activities will be administered by Procurement. The Contract 
Manager shall ensure all administrative steps have been accomplished prior to 
Omnitrans issuing final payment to the contractor. 

2. AUTHORITY AND RESPONSIBILITY
2.1. The Director of Procurement is responsible for the legal, technical and administrative

sufficiency of Omnitrans’ contracts and shall seek legal, technical and other advice 
within Omnitrans in fulfilling these responsibilities. 

2.2. Contract administration is the process of enforcing the terms of a contract through such 
actions as evaluating performance and progress, monitoring contract deliveries, 
inspections, approval of payments, processing contract modifications and closeout. 

2.3. The administration and monitoring of the contractor’s performance shall be the 
responsibility of Procurement (for contractual issues) and the Project Manager (for 
technical issues). 

3. DELEGATION OF AUTHORITY TO OTHER PERSONNEL
3.1. The Director of Procurement, as directed by the CEO/General Manager, may delegate

contract administration functions to other Omnitrans personnel. The delegation must be 
in writing. The contract administration functions listed below are typical of those 
delegated: 

3.1.1. Inspection of the work for compliance with the contract; 

3.1.2. Issuance of orders to stop and/or resume work where such orders are authorized 
by the contract excluding suspension of work under “Suspension of Work” article 
of the General Provisions; 

3.1.3. Negotiation with the contractor, within specified time limits, as to adjustment of 
contract price and/or time, and recommendation of acceptance or rejection of 
negotiation results; 

3.1.4. Preparation of Independent Cost Estimates to initiate contract modifications; 
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3.1.5. Modification of the contract in accordance with the changes article or other 
articles of the General Provisions, in each instance not to exceed the dollar 
amount authorized by the Director of Procurement, including the preparation of 
and furnishing to the contractor sketches and clarifications within that limitation; 

3.1.6. Preparation and approval of payment estimates. In those cases releasing retained 
percentage or remitting liquidated damages, the designee will make his/her 
recommendations thereon in writing to the Director of Procurement or designee; 

3.1.7. Approval of the contractor’s shop drawings, working drawings, materials, 
equipment, and operations and storage areas; 

3.1.8. Approval of the contractor’s progress schedule; 

3.1.9. Issuing orders for supplies or services under the provision of a blanket purchase 
agreement, a basic ordering agreement, or other contract type that provides the 
placement of orders under the contract terms; 

3.1.10. Other duties that the Director of Procurement may assign because of special 
situations (e.g., inspection of items for compliance with required safety standards, 
or examination of components to ensure that domestic products are delivered); 
and 

3.1.11. Approval of the contractor’s invoices. 

4. AWARD OF THE CONTRACT
4.1. Every contract awarded by Omnitrans shall  be conformed. Procurement will conform

the scope of work/technical specifications and terms and conditions during the 
solicitation process however, due to potential conflicts, staff will re-conform the 
contract after receipt of proposals, conclusion of negotiations and receipt of Best and 
Final Offers. Unless otherwise recommended by legal counsel, Ccontract language will 
include by reference the proposal, Best  and Final Offer, and record of negotiations.  
The final conformed contract should specify  but the order of precedence as it could 
impact dispute resolution. Therefore aAll enhancements or deviations proposed or 
exceptions agreed upon must be memorialized in the final conformed contract. 

5. PROJECT MANAGEMENT
5.1. The requesting Department Director will designate a Project Manager to oversee each

project to ensure the project objectives are met Generally, the Scope of Work in the 
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negotiated contract defines specific tasks, milestones, and review procedures, which 
vary depending on the particular project. 

5.2. If a project is complex or construction-related and will occur over an extended period 
of time, a Department Director may request that Procurement staff conduct a 
competitive solicitation for a third party Consultant/Contractor to function as 
Omnitrans’ Project Manager and oversee projects in excess of $100,000150,000. 

5.3. The Consultant/Contractor may be required to document the amount of time and money 
spent on the work related to a particular project for a period specified in the Contract. 

6. AMENDMENTS AND CHANGE ORDERS
6.1. Change Orders are, in effect, unilateral amendments to a contract and may be required

periodically to adjust a contract amount or performance period due to unanticipated 
conditions. Change Orders are written orders, signed by the CEO/General Manager 
directing the Contractor to make a change to the Contract that the Changes clause 
authorizes without the Contractor’s consent. 

6.2. Change Orders that are neither authorized by the Changes clause nor within the general 
scope of the contract are considered a non-competitive procurement and are subject to 
the same requirements as noted in Policy 2010, Section 2, “Emergency & Non-
Competitive Procurements.” 

6.3. TheBy adopting this Manual, the Board authorizes the CEO/General Manager has the 
authority to authorize an expenditure for extra work either allowable through the 
Changes Clause or within the general scope of the contract without the necessity of 
advertising for competitive bids, as follows., provided that the cost of the extra work.  

6.3.1.  Non-public works/construction - The CEO/General Manager has the authority to 
execute individual amendments/change orders up to does not exceed $25,000 or 
ten (10) percent, whichever is greater,  of the original contract amount (whichever 
is greater).  

6.3.2. Public Works/Construction - The CEO/General Manager has the authority to 
execute individual changes orders up to the following limits: 

Original Contract Amount Maximum Individual Change Order Amount 

Up to $50,000 $5,000 
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$50,001 - $250,000 10% of the original contract amount 
$250,001+ $25,000 plus 5% of the original contract amount in excess 

of $250,000. In no event shall any such change or 
alteration exceed two hundred ten thousand dollars 
($210,000). 

6.3.1.6.3.3. , unless tThe Omnitrans’ Board of Directors mayhas authorized  the 
CEO/General Manager to execute change orders/amendments up to a total 
contract amount not to exceed a greaterhigher contingency amount. 

6.3.2.6.3.4. If the changes exceeds $25,000the amounts above or the contingency 
amount authorized by the Omnitrans Board of Directors, the CEO/General 
Manager must review and recommendseek approval, and thefrom the Omnitrans 
Board of Directors must approve the change. 

6.4. Prior to issuing any change order, Procurement will verify funds  availability for the 
proposed change order/amendment. Procurement staff will also determine if the 
proposed change order/amendment contains a change in the original scope of work, 
which could be grounds for requiring a sole source finding or conducting a separate 
competitive bid process for the additional work. The CEO/General Manager and the 
Board of Directors must approve all cardinal changes.  No cardinal change to a 
federally funded contract shall be made unless it is accompanied by a sole source 
finding made in accordance with the requirements set forth in this procurement manual 
and FTA Circular 4220.1F. 

6.5. A cost/price analysis will be completed and documented prior to the issuance of any 
changes orders or contract modifications whenever such orders or modifications are 
expected to result in changes to existing cost or price, unless price reasonableness can 
be established based on the basis of catalog or market price of a commercial product or 
on the basis of prices set by law or regulation. 

6.6. To be binding, all contract amendments and change orders shall comply with applicable 
laws and regulations, be appropriately documented, and properly approved. 

7. FILE ADMINISTRATION
7.1. Orderly documentation of the entire procurement process is essential to sound

procurement practices. In order to avoid duplication, refer to the Contract File section 
of Procurement Procedure 6000 – Contract Development and Administration. 
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8. ADVANCED PAYMENT TO CONTRACTORS
8.1. Advance Payments are payments made to a contractor before contractor incurs costs.

(FTA Circular 4220.1F. The FTA prohibits the use of FTA funds for payments 
Advance Payments under contact before the contractor has incurred costs under that 
contract (see FTA Circular 4220.1F). 

8.2. If a vendor will accept payment for goods or services only in advance, Procurement 
will determine if another vendor offering a similar good or service will accept payment 
after delivery or if the original vendor will accept an alternative payment arrangement 
(i.e., progress payments). 

8.3. If Procurement cannot locate an alternate vendor, or if other payment terms are 
unavailable, the Procurement must proceed cautiously and prepare a detailed agreement 
specifying the delivery period and the terms for canceling the purchase order or 
contract to receive a prompt full refund. 

8.4. Requesting department shall consult with Procurement staff before negotiating terms. 

9. CONTRACT CLOSEOUT
9.1. A completed contract is one which is both physically and administratively complete

and in which all aspect of contractual performance have been accomplished, 
terminated, or otherwise disposed of by contract modification. A contract shall not be 
closed if the contract is subject to a claim or dispute, is under appeal or in litigation or if 
costs have been questioned and not yet resolved (such as overhead, direct and out of 
pocket expenses, back charges for performance, or extra work). 

9.2. At least 30 days prior to the contract completion date, Procurement will contact the 
Project Manager to confirm that all contracted equipment, services and/or goods have 
been delivered in an acceptable manner; including such related items as reports, spare 
parts, and exhibits, have been delivered to and accepted by Omnitrans, including those 
articles and services for which no specific compensation may have been stipulated; and 
that no consultant/contractor effort will be required after the specified contract 
completion date and that the contract may be closed out. 

10. CONTRACT TERMINATION
10.1. All Omnitrans contracts exceeding $10,000 must contain provisions enabling

Omnitrans to terminate such contracts for the convenience of Omnitrans. These 
provisions shall specify the manner in which such termination will be effected and the 
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basis for settlement. There shall also be included in such contracts appropriate 
provisions specifying causes for which the contracts may be terminated for default. 

10.2. The performance of work under a contract may be terminated in part or in whole when 
Omnitrans, in consultation with its legal counsel, determines that such termination is in 
its best interests. 

10.3. Omnitrans may terminate contracts for the following reasons: 

10.3.1. Convenience, such as a reduced need for a product or service; or 

10.3.2. Default, which is when the Consultant/Contractor has failed to perform in 
accordance with contractual terms and conditions. 

11. LIQUIDATED DAMAGES
11.1. Liquidated damages may be used if there is a reasonable expectation to suffer damages

and the extent or amount of such damages would be difficult or impossible to determine 

11.2. Liquidated damages are an amount assessed against a Consultant/Contractor when it 
fails to complete delivery, installation, services, or the work as specified in a Contract 
within the Contract period of performance or schedule. 

11.3. If Omnitrans determines that a liquidated damages clause is necessary in a contract, it 
shall document the derivation of the rate of assessment and ensure it is reasonable, 
proper, and not arbitrary and included in the solicitation. 

11.4. Any liquidated damages recovered shall be credited to the project account involved 
unless the FTA permits otherwise. 

11.5. The resulting damages assessed against a Consultant/Contractor shall be deducted from 
any monies due, or which may thereafter become due, to Consultant/Contractor under 
the Contract. 

11.6. Force Majeure applies: 

11.6.1. When it is beyond the control of Consultant/Contractor to provide the service 
requirements contained in this contract, such as acts of God, strikes, riots, or from 
other similar causes, the Liquidated Damages will be prorated accordingly. 

11.6.2. Omnitrans shall be the sole judge of the applicability of the Force Majeure clause 
as relates to Liquidated Damages. 

12. CONTRACT CLAIMS AND DISPUTES
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12.1.  It is the policy of Omnitrans to promptly review and evaluate all contractor claims. 
Contracts over $100,000150,000 shall include dispute resolution language. 

12.2. Procurement is responsible for the reviewing, evaluatingon and determining the merit 
of contractor claims. In making merit determinations, Procurement shall avail 
themselves of all Omnitrans resources including specialists in the fields of contracting, 
finance, law, contract audit, engineering and construction, and others. Determinations 
of merit shall be reviewed by Omnitrans’ Legal Counsel for legal sufficiency on all 
claims. 

12.3. The Consultant/Contractor must present, in writing, all contract dispute claims to 
Omnitrans’ Director of Procurement or Omnitrans’ designated Construction Manager, 
if one has been retained. 

12.4. Merit determination is an evaluation of the contractor’s claim and facts sufficient to 
establish that the contractor may, or may not be entitled under the terms of the contract 
to additional compensation and/or a time extension. The amount of compensation or 
time is subject to quantum determination. The  Merit determination must be reviewed 
and formally approved (or disapproved) by Omnitrans Director of Procurement or 
his/her designee with advice from Omnitrans’ General Counsel and appropriate 
technical personnel before processing and negotiating the claim with the Contractor. 

12.5. The Federal Transit Administrator (FTA) has a vested interest in the settlement of 
disputes, defaults, or breaches involving any federally assisted third party contract. 
Omnitrans must comply with the project management guidelines of FTA Circular 
5010.1E in processing contractor claims against federally-funded contracts. 
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1. POLICY OVERIVEW
1.1.  Omnitrans shall meet its responsibility to uphold the public trust by prioritizing funding

to achieve or maintain assets in a state of good repair; dispose of assets in a timely and 
prudent manner; and maximize the value of public funds by keeping track of fixed assets 
and promptly disposing of assets that are no longer needed in an efficient and cost-
effective manner. 

1.2. Fixed asset control is under the general responsibility of the Finance Department. 

1.3. Omnitrans’ fiscal year budget identifies the fixed assets that have been authorized by the 
Board of Directors for procurement. 

1.4. Fixed asset control encompasses the following sixseven major categories: 

1.4.1. Land 

1.4.2. Buildings and Improvements 

1.4.3. Revenue Equipment 

1.4.4. Service Vehicles an Equipment 

1.4.5. Shop and Garage Equipment 

1.4.6. Furniture and Office Equipment 

1.4.6.1.4.7. Intellectual Property (including software) 

1.5. A fixed asset shall be considered defined as a transit operating property or equipment 
owned by Omnitrans and having an expected life in service of one year or more at the 
time of its installation and a unit cost greater than the transit system’s capitalization 
cutoff of $5,000.00 that is capitalized in accordance with Generally Accepted 
Accounting Principles (GAAP) issued by the Government Accounting Standards Board 
(GASB) and the Financial Accounting Standards Board (FASB). Fixed asset also 
includes an addition, improvement, modification, replacement, re-arrangement, 
reinstallation, renovation, or alterations to capital assets that materially increase the 
value of the assets (apart from ordinary repairs and maintenance). 

1.6. Agency Reportable acquisitions encompass FTA reportable and FTA non-reportable 
controllable asset acquisition costs. 

1.6.1. Reportable acquisition costs are defined in 5010.1EC as the net invoice price cost 
of modifications, attachment accessories, or auxiliary apparatus necessary to make 
the equipment usable for the intended purpose. 
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1.6.2. Non-Reportable costs as defined in 5010.1EC are inspection, installation, 
transportation, taxed duty or protective in-transit insurance. 

2. ASSET TAGS
2.1. Upon receipt by Omnitrans, all assets shall be assigned and marked with a unique ID,

and/or via submission of an Asset Reporting Form to the Finance Department. 

2.1.1. The Finance Department is responsible for maintaining asset information and 
complying with post-award reporting requirements to FTA on all active assets that 
meet the requirements of Circular 5010.1EC including. reports of significant events, 
Federal Financial Report, and Milestone Progress Reports. 

2.2. The Finance Department shall be responsible for creating asset numbers for all land and 
buildings and reporting on those as well as reporting on the other assets. 

3. ASSET RECORDS
3.1. The Finance Department shall gather the information necessary to maintain the asset

database

3.2. The Asset Database shall include the following information, but is not limited to:

3.2.1. Description and Identification Number of the item.; 

3.2.2. Acquisition date; 

3.2.3. Acquisition costs including taxes, delivery charges, and discounts taken; 

3.2.4. Name of titleholder if other than Omnitrans; 

3.2.5. Rate and type of depreciation; 

3.2.6. Federal grant number under which it was procured; 

3.2.7. Percentage mix of funding sources; 

3.2.8. Serial, and/or vehicle identification numbers; 

3.2.9. Vendor; 

3.2.10. Location, custodian, condition and use of the asset; and 

3.2.11. Disposition data including the date of disposal and sale price (when  

3.2.12.3.2.11. applicable) 
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4. ASSET OWNERSHIP
4.1. Fixed assets acquired entirely with State and Local funds are the sole property of

Omnitrans. Omnitrans is free to use and dispose of such assets in accordance with the 
direction of the Board of Directors 

4.1.1. If, however, the assets isare included as revenue financing for a subsequent FTA 
grant, then it shall be treated as though FTA retained an interest in it. 

4.2. For fixed assets acquired by Omnitrans with FTA or other Federal project (grant) funds, 
the title will not be taken by FTA but will vest with Omnitrans subject to the conditions 
outlined in the current version of FTA Circular 5010.1EC. 

5. INVENTORY
5.1. An asset which has either reached the end of its useful life, or for which early

replacement will result in vastly improved safety, reliability, efficiency, and/or 
productivity, may be retired from service and disposed of according to FTA regulations 
in Circular 5010.1EC for Capital Assets and Omnitrans policies for Controllable Assets. 

5.2. Assets valued at $5,000 or less may be retired or disposed of with the approval of the 
CEO/General Manager, and report back to the Board of Directors. 

5.3. Assets valued at more than $5,000.00 may only be retired or disposed of on the 
instructions of the Board of Directors. 

5.4. FTA funded assets are governed by FTA rules and regulations in Circular 5010.1EC. 

5.5. Complete records shall be maintained on the disposition of all excess and retired assets 
by the Finance Department. 

5.6. Assets may be disposed of either through sale, trade, transfer, relocation, scrap, or when 
irreparable damages results in an insurance loss. 

6. PHYSICAL INVENTORY
6.1. The Finance Department will conduct a physical inventory of all fixed assets at least

once every two years. The inventory will note the location and condition of all assets, 
and the results reconciled with records. 

6.2. Any differences discrepancies will be investigated. In connection with this inventory, 
Omnitrans certifies the existence, current use, and continued need for the asset or real 
property for purposes specified in its approved FTA grants. 
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ITEM # E5 
DATE: May 11, 2017 

TO: Committee Chair Ed Graham and  
Members of the Administrative and Finance Committee  

THROUGH: P. Scott Graham, CEO/General Manager 

FROM: Marjorie Ewing, Director of Human Resources & Safety Regulatory Compliance 

SUBJECT: APPROVE RE-EVALUATION OF TWO IT EXISTING POSITIONS 

FORM MOTION 

Recommend the Board of Directors approve the re-evaluation of two existing positions: 
Database Administrator, Level IV to a Level III with a new title of Database Manager; the 
second re-evaluation of Network Technician, Level 6 to Level 5 effective date of June 7, 2017.  

BACKGROUND 

These two positions were re-evaluated in compliance with Omnitrans’ Salary Administration 
Program that was approved by the Board in May 1999.  The re-evaluation process is a critical 
part of Omnitrans’ Salary Administration Program, based on the completion of the questionnaire, 
analysis and review by the Director of Human Resources & Safety Regulatory Compliance the 
two positions  have met the threshold for a level change due to increased elements of duties. 

The position title Database Administrator, resides in the Information Technology (IT) 
Department.  The position has an incumbent in place since July 16, 2008.  In addition to existing 
duties the employee will be responsible: to develop and maintain Automatic Vehicle Location 
(AVL) service; develop customized reports from SAP databases; develop various functions and 
reports from Trapeze TransitMaster databases; and develop and maintain Transtrack interface 
functions and reports; and directly supervises the Application Developer and Web Designer.  The 
Job Description and Position Information Questionnaire indicating the duties and responsibilities 
are attached. The adjustments proposed are representative of the essential duties and 
responsibilities required today. 

The Network Technician, Level 6, resides in the Information Technology (IT) Department.  The 
position has an incumbent in place since June 10, 2015.  The position is an entry level position, 
resolving help desk tickets, monitoring and managing system alerts and notifications and other 
duties. In addition to existing duties the employee will be responsible for: network systems 
project management, surveillance systems technical support, assisting Network Administrator 
with datacenter systems performance and maintenance. The Job Description and Position 
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Information Questionnaire indicating the duties and responsibilities are attached.  The 
adjustments proposed are representative of the essential duties and responsibilities required 
today. 

FUNDING SOURCE 

Funding for the position re-evaluations of the Database Manager and the Network Technician 
does not increase position head count.  The total annual additional cost for FY18 is $8,522.87; 
for FY17 the cost is $710.24 for one month and can be absorbed in the Fiscal Year 2017 
Information Technology Department budget. 

Department:   1320 
Expenditure Code:   Various 

Verification of Funding Source and Availability of Funds 
(Verified and initialed by Finance) 

CONCLUSION 

Staff requests the Committee recommend the Board of Directors approve Database 
Administrator, Level IV to a Level III with a new title of Database Manager; the second re-
evaluation of Network Technician,  Level 6 to Level 5 to be effective with Board approval on 
June 7, 2017.  Approval of this agenda item supports the Fiscal Year 2017 Management Plan, 
Strategic Initiative 6 Workforce Development.  

PSG: ME 
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OMNITRANS 
Job Description 

Job Title:  Database Administrator Manager 
Department: Information Technology 
Reports To:  Director of Information Technology 
FLSA Status: Exempt 
Approved By:  Board of Directors 
Approved Date:  January 9, 2008 
Revised: April 26, 2017 

SUMMARY 
Plans, designs, installs, and manages relational databases—Oracle, MS SQL, MySQL. Plans, 
designs, installs and manages data warehouse, data mart and data cube. Plans, designs, installs, 
and manages business intelligence systems. Creates and manages data dictionary, data flow 
diagram, and meta data. Develops and maintains Automatic Vehicle Location (AVL) service. 
Responsible for SAP systems to provide BASIS and all functional module maintenance; 
develops customized reports from SAP databases. Develops various functions and reports from 
Trapeze TransitMaster databases.  Develops and maintains Transtrack interface functions and 
reports. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 
be assigned. 

Conducts data flow understanding and mapping. 

Designs database, data warehouse, and data cube architecture. 

Responsible for coding PL/SQL and T-SQL. 

Responsible for project management. 

Performs research for new technology. 

Monitors and troubleshoots database performance. 

Maintains database related documentations and standards. 

Conducts database backup and data synchronization. 

Works with the infrastructure team to maintain and upgrade database hardware. 

Works with vendors and business associates to implement and maintain databases for business 
applications. 
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Develops and maintains Automatic Vehicle Location (AVL) service to exchange data with 
NextBus provider and also provide live bus location information to the public. 

Responsible for SAP systems to provide BASIS and all functional module maintenance. 
Additionally, develops customized reports from SAP databases per customer requests to allow 
more efficient use of SAP ERP/ SRM systems. Maintains and upgrades Omnitrans SAP 
databases as needed. Troubleshoots and corrects SAP functional discrepancies as identified by 
end users, including researching recommended solutions, reviewing existing configurations, 
meeting with and contracting consultants when necessary, creating test environments, leading 
users through test scenarios to ensure resolution of issues. 

Develops various functions and reports from Trapeze TransitMaster databases to allow more 
efficient use of the data collected (APC count analyzing, location information, etc.) 

Develops and maintains Transtrack interface functions and reports to provide exchange data 
between agency and Transtrack. (An FTA requirement for Omnitrans.) 

Develops and maintains custom programs to support end use requests. 

Manages a team of developers in development and maintenance of all Omnitrans custom reports 
and programs. 

Introduces new business intelligence processes 
SUPERVISORY RESPONSIBILITIES  
This job has no supervisory responsibilities. Directly supervises the Application Developer and 
the Web Designer.  Carries out supervisory responsibilities in accordance with the organization’s 
policies and applicable laws.  Responsibilities include interviewing, hiring, and training 
employees; planning, assigning, and directing work; appraising performance; rewarding and 
disciplining employees; addressing complaints and resolving problems. 

QUALIFICATIONS  To perform this job successfully, an individual must be able to       
perform each essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

EDUCATION and/or EXPERIENCE 
Bachelor's degree (B.A.) from a four-year college or university in computer science, information 
systems, applied mathematics, business administration, physics, economics, or related field; and 
five to seven years of related experience in application development, and three to five years of 
project management and database management; or an equivalent combination of education and 
experience. Experience with: Oracle, MS SQL, MySQL, Sybase, PL/SQL, T-SQL, Data Flow 
Diagram, Operating Systems, and Programming Languages. 
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LANGUAGE SKILLS  
Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, or governmental regulations.  Ability to write reports, business 
correspondence, and procedure manuals.  Ability to effectively present information and respond 
to questions from groups of managers, clients, customers, and the general public. 

MATHEMATICAL SKILLS 
Ability to work with mathematical concepts such as probability and statistical inference and 
fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as 
fractions, percentages, ratios, and proportions to practical situations. 

REASONING ABILITY  
Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to 
interpret an extensive variety of technical instructions in mathematical or diagram form and deal 
with several abstract and concrete variables. 

PHYSICAL DEMANDS  The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

While performing the duties of this job, the employee is regularly required to sit, and 
occasionally required to talk or hear. There are no specific vision requirements.       

WORK ENVIRONMENT  The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 

The noise level in the work environment is usually moderate.
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OMNITRANS 
Job Description 

Job Title:  Network Technician 
Department: Information Technology 
Reports To:  Director of Information Technology 
FLSA Status: Exempt, Level VI   Proposed V 
Approved By:  Board of Directors 
Approved Date:  November 2007 
Revised Date: April 24, 2015  Proposed June 7, 2017 

SUMMARY 
Manages and engineers existing environments. Manages open tickets, coordinating and 
tracking tickets as well as assisting in assigning them appropriately, and monitoring 
system warnings and alerts. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties 
may be assigned. 

Responsible for: network systems project management,  surveillance systems technical 
support, and assists Network Administrator with the datacenter systems performance and 
maintenance. 

Configure and maintain system backups, configuration of routing and switching 
equipment, hardware firmware updates. 

Assist in system designs and manage new IT projects as directed. 

Resolves help desk tickets that come via phone or email. 

Monitors and manages system alerts and notifications, and responds accordingly through 
service tickets or as directed by the Network Administrator including basic technical 
support at the network level: WAN and LAN connectivity, routers, firewalls, and 
security.  

Assists end users with software and hardware questions; communicates with customers as 
required. Keeps customers informed of incident progress, notifying them of impending 
changes or agreed outages, improving customer service, perception, and satisfaction.  

Installs and configures work stations for end users and maintains a physical hardware 
inventory. 

Installs and configures various business applications as directed. 

Performs other duties as required. 
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SUPERVISORY RESPONSIBILITIES  
This job has no supervisory responsibilities. 

QUALIFICATIONS  To perform this job successfully, an individual must be able to       
perform each essential duty satisfactorily. The requirements listed below are 
representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

EDUCATION and/or EXPERIENCE 
Bachelor's degree (B.A.) from a four-year college or university in Computer Science, 
Information Systems, Management Information Systems, Business Administration, 
Engineering or related field;  one year of related experience in managing ticketing 
system; also experience with Microsoft Active Directory and change management. A 
CCNA is preferred. 

LANGUAGE SKILLS  
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals. Ability to write routine reports and correspondence. 
Ability to speak effectively before groups of customers or employees of the organization.  

MATHEMATICAL SKILLS 
Ability to work with mathematical concepts such as probability and statistical inference 
and fundamentals of plane and solid geometry and trigonometry.  Ability to apply 
concepts such as fractions, percentages, ratios, and proportions to practical situations. 

REASONING ABILITY  
Ability to define problems, collect data, establish facts, and draw valid conclusions. 
Ability to interpret an extensive variety of technical instructions in mathematical or 
diagram form and deal with several abstract and concrete variables. 

OTHER SKILLS AND ABILITIES 
Ability to manage and engineer environments including VMWare, Citrix, Microsoft 
Active Directory, Veritas Backup, Microsoft Exchange, EMC SAN, Microsoft Virtual 
Servicer, Microsoft Application Server, Microsoft SQL Server, Oracle Server, Sybase 
Server, ShoreTel, Symantec Anti Virus, Microsoft Cluser Server, MS ISS, Ghost Server, 
Kronos, iPrism, Juniper Firewall, Veeam, Equalogic SAN, etc. 

PHYSICAL DEMANDS  The physical demands described here are representative of 
those that must be met by an employee to successfully perform the essential functions of 
this job. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
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While performing the duties of this job, the employee is frequently required to sit.  The 
employee is regularly required to talk or hear.  The employee is occasionally required to 
walk, use hands to finger, handle or feel, climb or balance, stoop, kneel, crouch or crawl, 
and to reach with hands and arms.  The employee must occasionally lift and/or move up 
to 50 pounds.  Specific vision abilities required by this job include close vision, color 
vision, depth perception, and the ability to focus.       

WORK ENVIRONMENT  The work environment characteristics described here are  
representative of those an employee encounters while performing the essential functions 
of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

While performing the duties of this job, the employee is occasionally exposed to working 
in high, precarious places and risk of electric shock.  The noise level in the work 
environment is usually moderate.                            
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OMNITRANS 

POSITION INFORMATION QUESTIONNAIRE 

EMPLOYEE NAME: Marcos Espinoza    DATE: 4/29/17 

POSITION TITLE:  Network Technician 

OTHER TITLES COMMONLY USED (If no other titles are used, indicate by writing "N/A" in 
the space below) 
______________________________________________________________________________ 

______________________________________________________________________________ 

PURPOSE 

This questionnaire is designed to gather relevant information about the nature of each job 
performed in the Company. It is not an evaluation of you or your performance. It gives you the 
opportunity to explain the significant features of your job by responding to a series of questions. 
The information you provide will be used to develop a position description and to establish an 
appropriate and competitive pay range for your job. 

We are asking you for this information because you are in the best position to know exactly what 
you do, how you do it, and what you need to know to perform the work properly. 

INSTRUCTIONS 

Please read through the entire questionnaire to understand its scope before answering any of the 
questions. Then, complete each section; please be specific and precise, describing the position as 
it currently exists according to your duties and responsibilities. Since this questionnaire is used 
for all types of jobs, some questions will not apply to your position and the work you do. Please 
read and answer all questions, marking those that do not apply with “N/A” (not applicable). If 
you need additional space to answer any of the questions, please continue your answers on the 
back of the appropriate page. 

When you have completed the questionnaire, please sign your name in the space provided below. 
Please forward the completed questionnaire to your supervisor for review. 

Completed by  __________________________________________     Date _______________ 

Reviewed by ____Jacob Harms, Director_______________       Date    May 2, 2017 

147



SECTION 1: -- WORK HISTORY 

Please answer each of the following questions. 

1. WHAT IS THE NAME OF THE DEPARTMENT IN WHICH YOU WORK?

Information Technology (IT)

2. WHAT IS THE LENGTH OF TIME YOU HAVE BEEN WITH THE
ORGANIZATION?

YEARS:  ___2_________   MONTHS:  ___4__________ 

3. WHAT IS THE LENGTH OF TIME YOU HAVE BEEN IN YOUR PRESENT
POSITION?

YEARS:  _____2_______   MONTHS:  ______4_______ 

4. WHAT TWO PREVIOUS POSITIONS HAVE YOU HELD WITHIN THE
ORGANIZATION, IF ANY, AND WHAT WAS THE LENGTH OF TIME YOU HELD
EACH (please list the last/most recent position first)?

TITLE:  _____________________________   YEARS:  ______________ 

TITLE:  _____________________________   YEARS:  ______________ 

5. WHAT IS YOUR SUPERVISOR'S NAME: Jacob Harms 

6. WHAT IS YOUR SUPERVISOR'S TITLE:       IT Director
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SECTION 2: -- JOB PURPOSE, DUTIES AND RESPONSIBILITIES 

1. STATE BRIEFLY (in one or two sentences) THE PRIMARY PURPOSE OF YOUR
JOB AS IT HAS BEEN DESCRIBED TO YOU, OR AS YOU UNDERSTAND IT.

1. Manage and engineer existing environments, including VMWare Hypervisor, VMware
VSAN, Citrix, Microsoft Active Directory, Veritas Backup, Veeam Backup, Microsoft
Exchange, EMC SAN, Microsoft Hyper V, Microsoft Remote Desktop Services,
Microsoft SQL Server, ShoreTel, Symantec Antivirus, Microsoft Server IIS, Symantec
Ghost Server, Kronos, Fortinet Next Generation Firewall, Juniper Firewall, EqualLogic
SAN, Dell Kase, configuring and maintaining system backups, configuration of routing
and switching equipment, hardware firmware updates, maximizing network performance,
assist in system designs, and manage new IT projects as directed (OBVSS, CCTV, etc.)

________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

2. ON THE NEXT PAGE STATE BRIEFLY, CLEARLY, AND CONCISELY THE
THINGS THAT YOU DO ON YOUR JOB. BEGIN WITH THOSE REGULAR
DUTIES THAT NORMALLY TAKE MOST OF YOUR TIME AND/OR THAT YOU
CONSIDER TO BE MOST IMPORTANT. IN THE COLUMN ON THE RIGHT,
INDICATE THE APPROXIMATE PERCENT OF YOUR TOTAL WEEKLY TIME
SPENT PERFORMING EACH DUTY.

Use simple, non-technical words to describe your work. You should find it helpful to begin each 
statement of your duties with a verb descriptive of the kind of action you are required to take. 
Some of the verbs commonly used are listed below: 

administer arrange check 
advise allocate assemble 
operate             originate      post 
review              transfer distribute 
analyze            audit          coordinate 
approve           calculate  control 
compile           formulate promote 
compute          initiate     purchase 
counsel            payout     recommend 
design              maintain       regulate 
develop           make        schedule 
direct meet         set up 
establish          negotiate  specify 
examine           organize  supervise 
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expedite           plan           type 
file prepare    verify 
write tabulate    monitor 

Select the proper verb carefully. Be sure that the words you use mean exactly what you intend 
them to mean - for example: "type a report," "write a report," "add figures," "negotiate 
contracts," "approve contracts," "meet with vendors," etc. 
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SECTION 2: - JOB PURPOSE, DUTIES AND RESPONSIBILITIES (continued) 

Responsibilities Percent of Time              
            Per Week 

a. Resolve help desk tickets that come in via phone or email________

__________________________________________________________ _40%______

b. __Monitor and manage system alerts and notifications and respond accordingly through
service tickets or as diredted by the Network Admin including basic technical support at
the network level; WAN and LAN connectivity, routers, firewalls, and security
________________________________________________________        _20%_______ 

__________________________________________________________ ____________ 

c. __Installation and configuration of
workstations_______________________________________________ __10%______ 

__________________________________________________________ ____________ 

d. __Installation and configuration of various business
applications________________________________________________ _10%_______ 

__________________________________________________________ ____________ 

e. ___Communicate with customers as required, keeping them informed of incident
progress, notifying them of impending changes or planned outages, improving customer
service perception and satisfaction______________________________ __10%______ 

__________________________________________________________ ____________ 

f. __Monitoring and configuring backups of critical
systems___________________________________________________ _10%_______ 

__________________________________________________________ ____________ 

g. __________________________________________________________ ____________

__________________________________________________________ ____________ 

h. __________________________________________________________ ____________

__________________________________________________________ ____________ 

i. __________________________________________________________ ____________

__________________________________________________________ ____________ 
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j. Other (not to exceed 15% of your time)_________________________ ____________

__________________________________________________________ ____________

FULL TIME TOTAL PERCENT       100% 
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SECTION 2: -- JOB PURPOSE, DUTIES AND RESPONSIBILITIES (continued) 

3. BRIEFLY GIVE TWO (2) EXAMPLES OF THE MOST DIFFICULT TYPES OF
PROBLEMS YOU FACE IN YOUR WORK:
__Correcting complex network outages involving multiple users outside of normal
business hours.  Creating scopes of work and planning projects involving multiple
departments for enterprise systems upgrades._________________________
________________________________________________________________________

4. LIST THE ASPECTS OF YOUR JOB, IF ANY, THAT ARE CONSIDERED
CONFIDENTIAL OR SENSITIVE IN NATURE:
_Deals with users passwords and has access to all system data and
information______________________________________________________________
________________________________________________________________________
________________________________________________________________________
_________

SECTION 3: - EDUCATION AND EXPERIENCE 

1. WHAT IS THE MINIMUM LEVEL OF EDUCATION REQUIRED BY SOMEONE TO
PERFORM YOUR JOB SATISFACTORILY.  PLEASE CHECK ONLY ONE ITEM.

_______ No formal education is necessary 

_______ High school diploma 

      _______ Training beyond high school in a special trade or field 

      _______ A two-year college degree (AA or AS) in _____________ 

____x___ Professional level of knowledge in a field (usually equivalent to a four-
year college degree) in: ___Computer Science, Information Systems, or 
equivalent ___________ 

      _______ Post-graduate training or an advanced degree field: ____________degree 

2. PLEASE LIST ANY SPECIALIZED SKILLS, TRAINING, COURSE WORK, SEMINARS
OR CERTIFICATE PROGRAMS REQUIRED TO PERFORM THIS JOB:

____CCNA___________________________________________________________
_______________________________________________________________ 
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SECTION 3: - EDUCATION AND EXPERIENCE (continued) 

3. WHAT TYPES OF EQUIPMENT, MACHINERY, OR TOOLS, IF ANY, MUST YOU USE
IN THE PERFORMANCE OF YOUR JOB DUTIES?

______________________________________________________________________________ 

______________________________________________________________________________ 

4. EXPERIENCE REQUIREMENTS:

A. PLEASE LIST THE MINIMUM TYPES AND LENGTH OF WORK EXPERIENCE
REQUIRED BEFORE A PERSON CAN PERFORM YOUR JOB:

Type of Experience         Length of Time 
___Help desk / IT customer service__________________  _2 years___________ 
___Network / Systems troubleshooting  _______________ _2 years___________ 
___IT project management_________________________             _1 years___________ 
_______________________________________________ __________________ 
_______________________________________________ __________________ 

Total Work Experience: __5______________ 

B. WHAT IS THE LENGTH OF THE TRAINING PERIOD REQUIRED FOR A NEW
EMPLOYEE ON YOUR JOB TO BECOME FULLY FUNCTIONAL IF HE/SHE
POSSESSES THE QUALIFICATIONS YOU HAVE LISTED ABOVE?

_______3 months_____________________________________________________________ 

C. IF RECRUITING FOR THIS POSITION, IN WHAT INDUSTRIES WOULD YOU
LOOK?

_______IT___________________________________________________________________ 

D. IF RECRUITING FOR THIS POSITION, WHAT MIGHT BE THE CANDIDATE'S
CURRENT JOB TITLE?

____________________________________________________________________________ 
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SECTION 4: - SUPERVISORY RESPONSIBILITIES 

1. THE FOLLOWING THREE STATEMENTS DESCRIBE LEVELS OF SUPERVISORY
RFSPONSIBILITY. CHECK THE ONE THAT BEST DESCRIBES YOUR JOB.

_x____  I do not manage the work of others.
_____  I provide work direction to others, but do not have direct performance appraisal

        responsibility for them. 
_____ I have full supervisory responsibility for others, including performance appraisal 

      and delegated authority to hire, fire, and approve salary actions.    

I have this responsibility for:  
_______ non-management employees only,  
_______ management or professional employees only, or   
_______ both non-management and management employees. 

2. IF YOU DIRECTLY SUPERVISE OTHER EMPLOYEES, INDICATE THE TITLE(S) OF
THE POSITION(S) SUPERVISED AND, FOLLOWING THE TITLE, THE NUMBER OF
EMPLOYEES ASSIGNED TO THE POSITION(S). IF YOU DO NOT SUPERVISE
ANYONE DIRECTLY, PLEASE MARK "N/A".

TITLES(S) NUMBER OF      
PEOPLE 

________________________________________________________       ________________ 

________________________________________________________       ________________ 

________________________________________________________       ________________ 

________________________________________________________       ________________ 

3. IF YOU INDIRECTLY SUPERVISE OTHERS (that is, if you have people report to you
through someone else who then reports to you directly), INDICATE THE TITLE(S) OF
THE POSITION(S) INDIRECTLY SUPERVISED AND, FOLLOWING THE TITLE(S),
THE NUMBER OF EMPLOYEES ASSIGNED TO EACH POSITION.

TITLE (S) NUMBER OF  
PEOPLE 

________________________________________________________ _____________ 

________________________________________________________ _____________ 

________________________________________________________ _____________ 
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SECTION 5: - ORGANIZATIONAL CONTACTS 

1. LIST THE TITLES OF PEOPLE WITHIN THE COMPANY THAT YOU MUST WORK
WITH TO DO YOUR JOB. IN ADDITION, PLEASE LIST THE REASON FOR THESE
CONTACTS AND THE FREQUENCY OF THESE CONTACTS (FOR EXAMPLE,
YOU MAY SPEAK WITH A PAYROLL CLERK ONCE PER WEEK TO RELAY
INFORMATION ABOUT NEW HIRES).

Title   Reason for Contact     How Often?

__Network Admini__ __Direct Report__________________________ __Daily_____ 

__IT Dir_________ __Department Meetings___________________ __Weekly__ 

_________________ _______________________________________ ____________ 

_________________ _______________________________________ ____________ 

_________________ _______________________________________ ____________ 

_________________ _______________________________________ ____________ 

2. LIST THE TITLES OF PEOPLE OUTSIDE THE COMPANY THAT YOU MUST
WORK WITH TO DO YOUR JOB (e.g., vendors, bankers, service companies, etc.).
ALSO LIST THE NAME OF THE ORGANIZATION THEY WORK FOR, THE
REASON YOU HAVE CONTACT WITH THEM, AND THE FREQUENCY WITH
WHICH YOU INTERACT WITH THEM.

Title   Organization               Reason for Contact                   How Often? 

_________________ ____________     ________________________ ____________ 

_________________ ____________     ________________________ ____________ 

_________________ ____________     ________________________ ____________ 

_________________ ____________     ________________________ ____________ 

_________________ ____________     ________________________ ____________ 

_________________ ____________     ________________________ ____________ 
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SECTION 5: - ORGANIZATIONAL CONTACTS (continued) 

THIS ITEM ALSO PERTAINS TO THE INTERPERSONAL CONTACTS WHICH YOU 
MUST MAINTAIN WITH OTHER EMPLOYEES, VENDORS, EXECUTIVES OF THE 
COMPANY AND/OR OUTSIDE INDIVIDUALS OF VARIOUS TYPES IN YOUR NORMAL 
DAILY WORK. CHECK THE STATEMENT THAT MOST ACCURATELY REFLECTS THE 
TYPE OF CONTACTS YOU NORMALLY HAVE. 

________       The personal contacts I have during a normal workday are with my immediate  
associates in my section and generally deal with matters of a routine nature. My 
contacts require ordinary courtesy to avoid friction in relationships. 

________ The personal contacts I have are generally of a routine nature in one or several 
other sections, departments, or divisions, or they require close collaboration with 
other members of the same section, department, or division. 

________ The personal contacts I have involve telephone or written communication with 
individuals primarily inside, but occasionally outside, the Company and may 
involve answering routine inquiries or discussion of non-controversial matters. 

________ The personal contacts I have involve frequent telephone or written 
communication with individuals outside the Company in administrative positions 
and may involve answering routine inquiries or discussion of non-controversial 
matters. 

___x_____ The personal contacts I have involve frequent personal contact with individuals in 
management or executive positions, wherein I present information and 
recommendations. I (may) also answer outsiders' requests for nonroutine 
information requiring tact in presentation. 

________ My personal contacts are of considerable importance inside and outside the 
Company wherein failure to exercise judgment or diplomacy may result in losses 
to the Company. 

________ I have regular contact with the Board of Directors of the Company. 

157



SECTION 6: - PLANNING 

EACH OF THE FOLLOWING STATEMENTS DESCRIBES ONE OPTION IN A RANGE OF 
OPTIONS CONCERNING THE SCOPE OF THE PLANNING ACTIVITIES THAT A 
PERSON DOES AS PART OF HIS/HER JOB. PLEASE CHECK THE ONE STATEMENT 
THAT BEST DESCRIBES YOUR PLANNING RESPONSIBILITIES. 

 ________ I do not do any planning.    

 __x______ I plan my own work load. 

________ I plan my own work load and the work of one or more people in my work group. 

 ________ I plan the work for the entire department. 

 ________ I plan the work for two or more departments. 

 ________ I plan the work for the entire region. 

 ________ I plan the work for the entire organization. 
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SECTION 6: - PLANNING (CONTINUIED) 

If you do some form of planning, please identify the timespan of your planning activities. 

 ______ I only plan my work on a day to day basis. 

 ______ I plan on a weekly basis. 

 ______ I plan on a monthly basis. 

 __x____ I plan projects with a month to six month timespan. 

 ______ I plan projects with a six month to one year timespan. 

 ______ I plan for annual budgets and up to 2 years in advance. 

______ I am involved in strategic planning for the organization and plan on a 3 to 5 year 
basis. 
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SECTION 7: - -SKILLS AND ABILITIES 

Please check the statement that most closely matches the skills and abilities required for the 
position. 

LANGUAGE SKILLS 

______  Ability to read a limited number of two- and three-syllable words and to 
recognize similarities and differences between words and between series of 
numbers. Ability to print and speak simple sentences. 

______ Ability to read and comprehend simple instructions, short correspondence, and 
memos. Ability to write simple correspondence. Ability to effectively present 
information in one-on-one and small group situations to customers, clients, and 
other employees of the organization. 

__x____ Ability to read and interpret documents such as safety rules, operating and 
maintenance instructions, and procedure manuals. Ability to write routine reports 
and correspondence. Ability to speak effectively before groups of customers or 
employees of the organization. 

______ Ability to read, analyze, and interpret general business periodicals, professional 
journals, technical procedures, or governmental regulations. Ability to write 
reports, business correspondence, and procedure manuals. Ability to effectively 
present information and respond to questions from groups of managers, clients, 
customers, and the general public. 

______ Ability to read, analyze, and interpret common scientific and technical journals, 
financial reports, and legal documents. Ability to respond to common inquiries or 
complaints from customers, regulatory agencies, or members of the business 
community. Ability to write speeches and articles for publication that conform to 
prescribed style and format. Ability to effectively present information to top 
management, public groups, and/or boards of directors. 

______ Ability to read, analyze, and interpret the most complex documents. Ability to 
respond effectively to the most sensitive inquiries or complaints. Ability to write 
speeches and articles using original or innovative techniques or style. Ability to 
make effective and persuasive speeches and presentations on controversial or 
complex topics to top management, public groups, and/or boards of directors. 
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SECTION 7: - -SKILIS AND ABILITIES (continued) 

MATHEMATICAL ABILITY 

______ Ability to add and subtract two digit numbers and to multiply and divide with 10's 
and 100's. Ability to perform these operations using units of American money and 
weight measurement, volume, and distance. 

______ Ability to add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals. Ability to compute rate, ratio, and 
percent and to draw and interpret bar graphs. 

______ Ability to calculate figures and amounts such as discounts, interest, commissions, 
proportions, percentages, area, circumference, and volume. Ability to apply 
concepts of basic algebra and geometry. 

__x____ Ability to work with mathematical concepts such as probability and statistical 
inference, and fundamentals of plane and solid geometry and trigonometry. 
Ability to apply concepts such as fractions, percentages, ratios, and proportions to 
practical situations. 

REASONING ABILITY 

______ Ability to apply common sense understanding to carry out simple one- or two-step 
instructions. Ability to deal with standardized situations with only occasional or 
no variables. 

______ Ability to apply common sense understanding to carry out detailed but uninvolved 
written or oral instructions. Ability to deal with problems involving a few 
concrete variables in standardized situations. 

______ Ability to apply common sense understanding to carry out instructions furnished 
in written, oral, or diagram form. Ability to deal with problems involving several 
concrete variables in standardized situations. 

______ Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety 
of instructions furnished in written, oral, diagram, or schedule form. 

__x____ Ability to define problems, collect data, establish facts, and draw valid 
conclusions. Ability to interpret an extensive variety of technical instructions in 
mathematical or diagram form and deal with several abstract and concrete 
variables. 
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SECTION 8: - ACCOUNTABILITY 

EACH OF THE FOLLOWING STATEMENTS DESCRIBES ONE OPTION IN A RANGE OF 
POSSIBILITIES CONCERNING THE TYPE OF SUPERVISION AND GUIDANCE A 
PERSON RECEIVES AS PART OF HIS/HER JOB. PLEASE CHECK THE ONE 
STATEMENT THAT BEST DESCRIBES THE KIND OF SUPERVISION YOU RECEIVE. 

______ I am constantly supervised; I make no decisions independently and work 
according to procedure. 

______ I am closely supervised; I have very little flexibility in the methods I use or in 
assigning priorities to my tasks. 

______ I am frequently supervised; My activities are governed by well established rules 
and procedures and are periodically monitored; some flexibility to determine 
method or scheduling. 

____x__ I am generally managed; My activities are governed by general department and of 
company rules and procedures or schedules and are sometimes monitored; 
moderate flexibility to determine method, high flexibility to determine 
scheduling. 

______ I have occasional oversight; My activities are governed by general organizational 
roles and procedures, I have considerable autonomy within established 
timeframes. 

______ I work independently on a major function, guided by company policies. I exercise 
a high degree of initiative involving major programs and commitment. My work 
is monitored by exception and management information reports. I am almost 
autonomous in my work. 

______ My work is entirely self-directed; I answer only to the Board of Directors. 
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SECTION 9: - DECISION-MAKING, COMPLEXITY AND PROBLEM-SOLVING 

1. EACH OF THE FOLLOWING STATEMENTS DESCRIBES ONE POSITION IN A
RANGE OF POSITIONS CONCERNING THE VARIETY OF WORK DONE WITHIN A
JOB. PLEASE PUT A CHECK MARK IN FRONT OF THE ONE STATEMENT THAT
MOST CLOSELY DESCRIBES THE VARIETY OF TASKS THAT ARE NORMALLY A
PART OF YOUR JOB.

______ I perform routine and generally repetitive duties involving little or no variety. I 
follow simple and easily understood procedures that do not require independent 
judgment and analysis. 

______ I work on a limited variety of routine tasks which are relatively simple tasks of a 
clerical or manual nature; I may make minor decisions involving accuracy, 
quality, method of operation or set-ups. 

______ I work on a wide variety of routine tasks that involve some choice of action 
within limits. 

______ I work on diversified tasks that involve a wide range of complex but standardized 
procedures, semi-routine duties may involve solving frequent problems. I work 
according to assigned objectives and may work independently on special projects. 

___x___ I work on non-routine tasks within general procedures or guidelines, and that 
involve the analysis and solution of complex problems based on facts, within 
broad policies and objective guidelines. 

______ I do specialized or technical work with unclear guidelines. My work is analytical 
and involved, and requires judgment where policies and methods are not well 
established, problem solving requires innovation, ingenuity, planning, and 
coordination of effort. 

______ I do creative work of a research or development nature with few precedents or 
examples. 
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SECTION 9:- DECISION-MAKING, COMPLEXITY, AND PROBLEM-SOLVING 
(Continued) 

2. EACH OF THE FOLLOWING STATEMENTS CONCERNS THE VARIETY OF
DECISION-MAKING LATITUDE A PERSON CAN HAVE IN A JOB. PLEASE PUT A
CHECK MARK IN FRONT OF THE ONE STATEMENT THAT MOST CLOSELY
DESCRIBES THE DECISION-MAKING LATITUDE THAT IS NORMALLY A PART OF
YOUR JOB.

______ Position duties involve little or no decision making activities. 

______ Position duties involve providing counsel and information used in the decision 
making process, but do not involve making decisions or recommendations. 

______ Position duties involve providing counsel and information, and also involve 
making some recommendations. 

______ Position duties involve making some decisions and making many 
recommendations. 

___x___ Position duties involve making frequent decisions and frequent recommendations. 
I make decisions and take actions that are later subject to review. 

______ Position duties involve making constant decisions and providing the authorization 
of recommended courses of action. 

______ Position duties involve decision making having international impact on the 
Company. I make decisions and take actions independently without anyone's 
review. 
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SECTION 10: - IMPACT OF ERRORS 

CHECK THE ONE STATEMENT THAT MOST ACCURATELY DESCRIBES THE 
POTENTIAL CONSEQUENCES OF THE ERRORS THAT MAY OCCUR IN THE COURSE 
OF YOUR NORMAL WORK. 

______ My errors cause little difficulty or loss of time to correct. Most of my errors are 
detected through routine checking procedures. 

______ My errors do not result in overall embarrassment to the Company or in monetary 
losses but (may) waste supplies and require expenditure of time to track and 
correct. 

__x____ My errors may cause the Company to incur a modest financial loss or may cause 
modest embarrassment. 

______ My errors may result in considerable financial loss and/or embarrassment to the 
Company and may adversely affect some aspect of our business. 

______ My errors have serious financial impact and/or may seriously impair achievement 
of Company goals and commitments. 
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SECTION 11: - WORKING CONDITIONS 

How much exposure to the following environmental conditions does this job require? Show the 
amount of time by checking the appropriate boxes below. 

    Amount of time 

How much noise is typical for the work environment of this job? Check the appropriate level 
below. 

______ Very Quiet (Examples: forest trail, isolation booth for hearing test) 

______ Quiet (Examples: library, private office) 

__x____ Moderate Noise (Examples: business office with typewriters and/or computer 
printers, light traffic) 

______ Loud Noise (Examples: metal can manufacturing, department, large earth-moving 
equipment) 

______ Very Loud Noise (Examples: jack hammer work, front row at rock concert) 

None Up to 
1/3 

1/3 to 
2/3 

2/3 and 
more 

Wet, humid conditions (non -weather) x 
Work near moving mechanical parts x 

Work in high, precarious place x 
Fumes or airborne particles x 
Toxic or caustic chemicals x 

Outdoor weather conditions x 
Extreme cold (non weather) x 
Extreme heat (non weather) x 

Risk of electrical shock x 
Work with explosive x 

Risk of radiation x 
Vibration x 
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 SECTION 12: - PROBABILITY OF INJURY OR ACCIDENT 

Which of the following statements most closely describes the probability of injury or accident in 
your working environment? Please cite one or two examples if appropriate. 

______ While performing my normal work activities, there is generally little or no 
probability of injury or health impairment. 

__x____ While performing my normal work activities, accidents are improbable outside of 
temporary minor injuries such as cuts, bruises or sprains. 

______ While performing my normal work activities, I have relatively high exposure to 
hazards which are likely to produce temporary cuts, bruises or sprains. 

______ While performing my normal work activities, I have occasional exposure to 
serious potential injury or health hazard such as severe burns, fractures or similar 
disablements.               

______ While performing my normal work activities, I am frequently exposed to serious 
potential injury or health hazard such as severe bums, fractures or similar 
disablements. 

Examples 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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SECTION 13: - PHYSICAL DEMAND 

Please check the box that most accurately describes the amount of time you spend on the 
following activities. 

Amount of time 

Does this job require that weight be lifted or force be exerted? If so, how much and how often? 
Check the appropriate boxes below. 

          Amount of time 

EXAMPLES 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

None Up to 
1/3 

1/3 to 
2/3 

2/3 and 
more 

Stand x 
Walks x 

Sit x 
Talk or hear x 

Use hands to finger, handle or feel x 
Climb or balance x 

Stoop, kneel, crouch or crawl x 
Reach with hands and arms x 

Taste or smell x 

None Up to 
1/3 

1/3 to 
2/3 

2/3 and 
more 

Up to 10 pounds x 
Up to 25 pounds x 
Up to 50 pounds x 

Up to 100 pounds x 
More than 100 pounds x 
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SECTION 14: - VISION REQUIREMENTS 

Does this job have any special vision requirements. Check all that apply. 

______ My job requires close vision (clear vision at 20 inches or less). 

______ My job requires distance vision (clear vision at 20 feet or more). 

______ My job requires color vision (ability to identify and distinguish colors). 

______ My job requires peripheral vision (ability to observe an area that can seem up or 
down or to the left and right while eyes are fixed on a given point). 

______ My job requires depth perception (3- dimensional vision, ability to judge 
distances and spatial relationships). 

______ My job requires ability to adjust focus (ability to adjust the eye to bring an object 
into sharp focus). 

___x___ My job requires no special vision requirements. 
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SECTION 15: - ADDITIONAL COMMENTS 

Please add any additional comments that you feel are appropriate. 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

THANK YOU 
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ITEM # E6 

DATE: May 11, 2017 

TO: Committee Chair Ed Graham and 
Members of the Administrative and Finance Committee 

THROUGH: P. Scott Graham, CEO/General Manager 

FROM: Maurice Mansion, Treasury Manager 

SUBJECT: REVISED FISCAL YEAR 2017-2018 ANNUAL BUDGET 

FORM MOTION 

Recommend to the Board of Directors approval of the Revised Fiscal Year 2017-2018 Annual 
Budget replacing the $554,434 LCTOP funding with LTF funds. 

The Fiscal Year 2017-2018 Annual Budget was reviewed by the Administrative and Finance 
Committee at its April 13, 2017 meeting, and approved by the Board of Directors at its May 3, 
2017 meeting with the exception of the Low Carbon Transit Operations Program (LCTOP) 
funds.    

BACKGROUND 

Omnitrans’ original FY 2017 – 2018 operating budget presented to the Administrative and 
Finance Committee, and subsequently the Board of Directors included $854,435 in Low 
Carbon Transit Operations Program (LCTOP) funds from the California Department of 
Transportation (Caltrans) for FY 2015 - 2016.  

Omnitrans’ FY2015 – 2016 LCTOP project fund allocations and current balances are as 
follows: 

  Allocation Spent Balance 
1. Freeway Express Service Exp. (Rte. 208)   $   300,000     $0 $300,000 
2. Omnitrans Rte. 290 Pilot Program Exp.   $   591,285 $591,285      $0 
3. Ontario Airport Shuttle Service Pilot   $   554,435     $0 $554,435 

Total   $1,445,720 $854,435 
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After discussions with the San Bernardino County Transportation Authority (SBCTA) staff, it 
was determined since the Rte. 290 Pilot Program Expansion was implemented and in service, 
the $554,435 in LCTOP funding for the Ontario Airport Shuttle should be used to continue the 
project.  Staff was unaware at the time of ongoing discussions about earmarking LCTOP funds 
for the Gold Line. 

Since the Rte. 290 Pilot Program Expansion service is already implemented and in service, 
staff recommends replacing the $554,433 in LCTOP funding with Local Transit Fund (LTF) 
funding held in reserve by SBTCA for Omnitrans. 

RECOMMENDATION 

Recommend to the Board of Directors approval of the Revised Fiscal Year 2017-2018 Annual 
Budget replacing the $554,434 LCTOP funding with LTF funds. 

PSG:MM 
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