6 Omnilrans

Connecting Our Community.

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.

E. DiscussION ITEMS

1. Approve Administrative & Finance Committee Minutes — April 13, 2017

2. Receive and File Omnitrans’ Director of Finance Report on the Price of Compressed
Natural Gas

3. Recommend the Board of Directors Adopt New Policy: #707 Prohibiting Weapons in the
Workplace; and Proposed Changes to Existing Policies

4. Recommend the Board of Directors Adopt Proposed Procurement Policy Manual Changes

5. Recommend the Board of Directors Approve Re-Evaluation of Two IT EXisting Positions

6. Recommend the Board of Directors Approve Revised FY 2017 - 2018 Annual Budget

F. ADJOURNMENT

N/A
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Posted: May 5, 2017
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ITEM# El

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.
COMMUNICATIONS FROM THE PuBLIC

There were no communications from the public.

Member Robles arrived at 8:02 a.m.

PoOssIBLE CONFLICT OF INTEREST ISSUES

There were no conflict of interest issues identified.

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 shX 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 | Funds, which are kept separate from
Measure | 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.



Committee Chair Ed Graham and Members of the Administrative and Finance Committee
May 11, 2017 — Page 2

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:

e 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
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BACKGROUND

Background for Motion 1:

e 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 1X: Organizational
and Workforce Excellence Goal for Fiscal Years 2017 — 2020, which was adopted on April 6,
2016.

PSG:ME
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Omnilrans PERSONNEL PoLIicY MANUAL

SUBJECT APPROVED BY OMNITRANS
PROHIBITING WEAPONS IN THE WORKPLACE BOARD OF DIRECTORS

DATE: June 7, 2017

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).

I. 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.

Il. 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.

11
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SUBJECT APPROVED BY OMNITRANS
PROHIBITING WEAPONS IN THE WORKPLACE BOARD OF DIRECTORS

DATE: June 7, 2017

B. PROHIBITED CONDUCT

() 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
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POLICY 707 PAGE

3 OF 6

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
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Omnilrans PERSONNEL PoLIicY MANUAL

SUBJECT APPROVED BY OMNITRANS
PROHIBITING WEAPONS IN THE WORKPLACE 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.

[. ANTI-RETALIATION PROVISION

14
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Omnilrans PERSONNEL POLICY MANUAL
SUBJECT APPROVED BY OMNITRANS
PROHIBITING WEAPONS IN THE WORKPLACE 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
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Omnilrans PERSONNEL PoLIicY MANUAL

SUBJECT APPROVED BY OMNITRANS
PROHIBITING WEAPONS IN THE WORKPLACE 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.

16
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SUBJECT APPROVED BY OMNITRANS

BOARD OF DIRECTORS
Rest and Meal Periods

DATE: JanRuary-1-1999 June 7, 2017

I. Purpose

To state Omnitrans’ policy on rest and meal periods.
II. Scope

All Departments
lll. Procedure

A. Employees who work more than five hours per work shift are provided with an
uninterrupted 30-minute meal period, which is unpaid, to be taken approximately
in the middle of the work shift and starting no later than the fifth hour of work.

1. The meal period may be waived by mutual consent in writing of the
employee and supervisor, provided the employee does not work six hours or
more.

2. Employees shall be relieved of all work duties during meal periods. If
employees cannot be relieved off all duties during the meal period, the meal
period will be considered time worked.

B. Employees are permitted to take one ten minute paid rest break after working
for at least three and one-half (3.5) hours and an additional paid ten minute rest
break after working for more than six hours. Employees shall be relieved of all
work duties during rest breaks. Employees should attempt to take their rest
breaks in the middle of their work shifts to the extent it is feasible.

C. Meal and rest periods for represented employees will be in accordance with
applicable Memorandum of Understanding.

'/



To state Omnitrans’ policy on moonlighting or outside work.

Scope

All Departments

Procedure

A.

All employees are permitted to work a second job as long as it does not interfere
with performance of their primary duties. This approval is contingent upon the
employee meeting the work demands of Omnitrans, which includes availability
for additional hours or overtime when necessary. Also, this outside position
must in no way be detrimental to the interests of Omnitrans. Commercial
drivers must keep-maintain a log and comply with driving hour restrictions as
specified by California DMV Title 13 regulations.

If a perspective employee has another job at the time he or she an-employee is
offered a position with Omnitrans, he-ershe-has—anetherjob; the perspective
employee must provide written notice of the job, the name of the employer and
the hours required fer—i. Further, any restrictions upon the perspective
employee’s his—er-her-availability to work for Omnitrans must be stated by the
employee.

If an employee obtains a second job or has a personal or financial interest in a
business while working for Omnitrans, the employee's must complete and
submit the Moonlighting/Outside Business Interest form to their immediate
supervisor must-be-netified-tmmediately, and obtain approval ebtained-for such
outside employment or business interest. Employees’ requests concerning
outside job interest will be evaluated and a decision will be made by the
Department Director based on the potential impact of the proposed outside
employment on Omnitrans. If an employee’s request to obtain outside
employment is denied, the employee may request an appeal of the Department
Director’s decision to the [INSERT POSITION]. If an employee engages in
outside employment for which a request has been denied either initially or on
appeal, the employee will be subject to discipline in accordance with Omnitrans
policy and any applicable Memorandum of Understanding.

. Employees (regular and part-time) with second jobs must be prepared to

arrange their work schedule around their Omnitrans work schedule.

Employees who have a financial interest in a business must disclose such
interest to Omnitrans in accordance with its conflicts of interest policy.
Omnitrans will not purchase goods or services from a business in which an

POLICY 215 PAGE 1 OF 2
"’ PERSONNEL PoLicy MANUAL
IOmnilrans
SUBJECT APPROVED BY OMNITRANS
BOARD OF DIRECTORS
Moonlighting & Outside Work DATE: January-1.-1999 June 7, 2017
. Purpose

I8
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SUBJECT APPROVED BY OMNITRANS
BOARD OF DIRECTORS
Moonlighting & Outside Work DATE: January-1.-1999 June 7, 2017

employee has financial interest.

Omnitrans work hours or on Omnitrans property or other facilities.

January to ensure personnel files are kept current.

F. Activities and duties related to other employment may not be pursued during

G. The Moonlighting/Outside Business Interest form must be updated each
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7 Omnilrans

MOONLIGHTING/OUTSIDE BUSINESS INTEREST

EMPLOYEE NAME (print): ID:

DEPARTMENT: JOB TITLE:

FULL / PART TIME (circle one)

3k 3k 3k 3k 3k 3k 3k sk 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k %k 3k 3k 3k ok 3k %k 3k 3k 3k 5k %k 3k 3k 3k 3k %k %k 3k 3%k 3k 3k %k 3k 3k %k 3k 5k %k 3k 3k 3k 3k %k %k 3k 3k 3k 5k %k 3k 3k 3k 3k %k %k 3k 3%k 3k 3k %k %k 3%k 3%k 3k %k %k %k >k %k %k kkk

[[] SECONDARY EMPLOYMENT

COMPANY NAME: JOB TITLE:
DAYSTO BE WORKED: Su M T W Th F Sa (circle all that apply)
HOURS OF WORK: DATE OF HIRE:

DESCRIPTION OF JOB DUTIES:

(] OUTSIDE BUSINESS (FINANCIAL) INTEREST
DESCRIPTION:

EMPLOYEE SIGNATURE: DATE:

REVIEWING SUPERVISOR NAME (print):

POTENTIAL CONFLICT (i.e., working schedule, conflict of interest, etc.): YES / NO (circle one)
COMMENTS:
SUPERVISOR SIGNATURE: DATE:

DIRECTOR REVIEW:  APPROVED / DENIED (circle one)
DIRECTOR SIGNATURE: DATE:

HUMAN RESOURCES: DATE:

P215_08/2016
20



BOARD OF DIRECTORS
Employment of Relatives
DATE: Juhe6:200% June 7, 2017

6 POLICY 222 PAGE 1 OF 1
IOmmTrans PERSONNEL PoLicy MANUAL
SUBJECT APPROVED BY OMNITRANS

A.

I. Purpose

To state Omnitrans’ policy on hiring relatives.
Il. Scope

All Departments

Il. Procedure

For purposes of this policy, "relatives” is defined as spouses, children, siblings,
parents, in-laws, aunts, uncles, cousins, grandparents, grandchildren, and step
relatives.

Relatives of employees are eligible for employment with Omnitrans except for a
direct supervisory relationship, or in job positions in which morale, favoritism or
conflict of interest problems could arise.

. Although Omnitrans has no prohibition against hiring relatives of existing

employees, each situation will be monitored where relatives work in the same
area. In case of actual or potential problems, Omnitrans will take prompt
corrective action. This may include reassignment or, if necessary, termination of
employment for one or both of the individuals involved.

. An employee who marries, will be permitted to continue working in the job

position held unless they work in a direct supervisory relationship with one

another or in job positions involving conflict of interest.

1. If a direct supervisory relationship results, all efforts will be made to transfer
one of the employees to ensure no conflict of interest arises.

2. In the event that there is not a transfer available, the employees involved will
have the choice of who resigns from the Agency.

3. If the employees involved can not or will not make a choice, the employee
with the most seniority with the Agency will remain and the other employee
will be terminated.

Relatives of employees in managerial or higher level positions will not be
considered for employment due to the appearance of undue influence and
potential conflicts of interest.
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POLICY 224 PAGE 1 of 2

SUBJECT

INTERVIEW AND RELOCATION EXPENSES

APPROVED BY OMNITRANS
BOARD OF DIRECTORS

DATE:  Ap+i5-2006 June 7, 2017

A

I. POLICY

It is the policy of OMNITRANS to pay interview and relocation expenses for certain job
candidates and newly hired employees that are: (1) the senior management level and above or
(2) such other hard to fill positions at the middle management level for which OMNITRANS
has difficulty in recruiting and attracting qualified personnel. The position must be essential
to the conduct of OMNITRANS business.

Interview Expenses

OMNITRANS may pay for travel expenses for top-ranking candidates being
considered for employment in the senior or middle management positions. Interview
trips normally will be limited to one day.

Travel expenses will include transportation, lodging and meals limited to the
allowances normally paid for OMNITRANS personnel as specified in
the OMNITRANS Travel/Training Authorization & Expense Reimbursement Policy.

Relocation Expenses

Eligible newly hired employees may be reimbursed for incurred relocation expenses
within the limits established in this policy. Fifteen thousand dollars ($15,000) is the
maximum allowed for relocation expenses. It is noted this policy does not cover Real
Estate expenses.

An eligible employee whose relocation expenses are paid by other sources may be
reimbursed the difference between what they received and the actual cost of these
services up to the maximum allowances of this policy.

Distance Test — OMNITRANS has established a distance requirement in order for an
eligible employee to be granted relocation expenses. To meet the Agency’s
distance test, the distance from the former residence to the new work location
must be at least one hundred (100) thousand(1,600) miles more than the
distance from the former residence to the former work location.

Moving Expenses — Relocation expenses shall include moving costs for family and
household goods up to a maximum of 10,000 pounds, and storage of household
goods for up to thirty (30) calendar days. The eligible employee must submit,
to the Department of Human Resources, written estimates from three (3)
commercial movers. The Director of Human Resources shall select the most
appropriate vendor from among the three (3) estimates and will inform the
eligible employee. At the discretion of OMNITRANS, expenses for the
moving of household goods by a commercial mover may be billed directly to
OMNITRANS.

Self Move — For a self move, OMNITRANS may pay the lowest of three (3)
commercial estimates or actual out-of-pocket expenses, whichever is lower.

Transportation — An eligible employee will be reimbursed for transportation of the
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Omnilrans PERSONNEL POLICY MANUAL
SUBJECT APPROVED BY OMNITRANS

BOARD OF DIRECTORS
INTERVIEW AND RELOCATION EXPENSES

DATE:  Ap+i5-2006 June 7, 2017

employee and his or her family. Air travel must be at the lowest fare available
or coach fare, whichever is less. Travel by personal vehicle will be by the most
direct route and will be reimbursed at the current OMNITRANS reimbursement
rate.

Temporary Living Expenses —-OMNITRANS will pay up to thirty (30) days temporary
housing expenses. Expenses will be reimbursed at the government rate. If the
hotel or temporary housing does not provide government rates, reimbursement
will be an average government rate as determined by the Director of Human
Resources or his/her designee. The average government rate will be the
average of government rates charged by at least three (3) hotels within the San
Bernardino County area.

House Hunting Visits -OMNITRANS will pay for one (1) round-trip house hunting
visit for the relocating employee and/or spouse for a total of three (3) calendar
days. OMNITRANS will reimburse the eligible employee, at the current
OMNITRANS reimbursement rate, for transportation, lodging and meals.

Home Visits — An eligible employee may be reimbursed for transportation expenses for
up to two (2) round-trip return visits home (within the continental United
States) prior to his or her permanent relocation.

OMNITRANS will make reimbursements upon receipt of official
documents. The employee must complete relocation within one (1) year of the
date of hire. The CEO/General Manager may allow certain additional expenses
related to relocation.

If an employee is offered relocation expenses, the offer letter shall include
statements of the categories to be reimbursed, the relocation cap, the potential
tax consequences of relocation, and a statement that OMNITRANS reserves
the right to recover expenses on a pro-rated basis from any employee who
voluntarily leaves OMNITRANS prior to the completion of twenty-four (24)
months of service. A copy of this policy shall also be included with the offer
letter.

Il. RESPONIBILITY
The Human Resources Director is responsible for the general administration of this policy.
I1l. AFFECTED EMPLOYEES

Interview expenses will be paid for eligible job candidates. Relocation, at the discretion of
OMNITRANS, may be extended to all eligible newly hired employees.
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Omnilrans PERSONNEL PoLicY MANUAL

APPROVED BY OMNITRANS

SUBJECT BOARD OF DIRECTORS
Group Health Related Insurance Plans DATE:  July-1-2015 June 7, 2017
I. Purpose

To state Omnitrans’ policy on group health insurance plans.

II. Scope
All Departments

lll. Procedure

A. All regular Omnitrans employees are eligible for the group health plan as
provided to the employees of Omnitrans. An eligible employee may include
their dependent(s) in all allowable group plans, but the employee will pay the
cost in excess of the agreed total contribution provided by Omnitrans. The
terms, award, conditions, and group health insurance plans will be specified by
Omnitrans’ agreement with the insuring company or person acting on behalf of
the company. This policy is intended to provide only a general overview of the
groups health insurance plans. In the event of a conflict between this overview
and Omnitrans agreement with the insuring company, the agreement with the
insuring company will control.

B. Failure to Pay Premiums: The employer's obligation to maintain health
insurance coverage terminates if an employee’s payment is more than 30 days
late while on leave of absence. In the event an employee’s premium payment is
more than 30 days late while on leave, the employee will be provided with
written notice advising that coverage will cease 15 days from the date of such
written notice. If coverage lapses due to missed payments, the employee will be
restored to the coverage level equivalent to that which the employee would have
been entitled had the leave of absence not been taken upon his/her return to
work and premium payments are once again made by automatic deductions in
payroll.

C. Plan document summaries will be made available to each employee, and open
enrollments will be held annually to provide opportunities to change and/or
select a health plan which meet their needs and in accordance with health plan
regulations.

D. Management and Confidential Unit employee premiums, including dependent
coverage, are paid at 90% by the Agency.

E. Upon separation of employment, reduction in work hours, pursuant to MOU, or
on an approved leave of absence in excess of twelve (12) weeks (excluding
workers’ compensation or Pregnancy Disability Leave (PDL)), employees and
certain family members have the right to continue healthcare coverage through
the federal Consolidated Omnibus Budget Reconciliation Act (Cobra), at their
expense, under the Agency’s group health plans.

F. The Medical Plan offers an Opt Out Provision to Teamsters Local 166, ATU _
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POLICY 601 PAGE 2 OF

2

APPROVED BY OMNITRANS

SUBJECT BOARD OF DIRECTORS

Group Health Related Insurance Plans DATE:  July-1-2015 June 7, 2017

Local 1704 and non-represented employees who whese-speuses have receipt
of creditable Group coverage either through this Plan or any other creditable
Group Plan, which coverage must be recertified each year. Employees also
have the right to opt back into the Plan should such other creditable coverage
cease, or after an opt out period of 12 months. Such opt-back-in will become
effective the month following notification of such loss of alternative coverage or
election to enroll. The employee must complete an Opt Out application and
provide appropriate documentation to either opt out or opt back into the Plan.
Teamsters Local 166, full time members of the ATU Local 1704, and non-
represented employees who have an approved opt out will receive two-hundred
fifty dollars a month into their 457 savings account. Part-time members of the
ATU Local 1704 who have an approved opt out will receive one-hundred fifty
dollars a month into their 457 savings account. Fhe Feamsters-is-based-on-their
MOU.
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Omnilrans PERSONNEL PoLICY MANUAL

SUBJECT APPROVED BY OMNITRANS
BOARD OF DIRECTORS

Life Insurance and
Long Term Disability Plans DATE: July-1-2015 June 7, 2017

I. Purpose

To state Omnitrans’ policy on the life insurance plans.
Il. Scope

All Departments
[ll. Procedure

A. All probationary and regular full-time Omnitrans employees are covered by life
insurance made available by Omnitrans. All full-time employees will be issued a
life insurance policy. The effective date of coverage is the first of the month
following date of hire or promotion to full-time status. Coverage amounts
depend upon classifications and premiums are paid by Omnitrans. Coverage
includes an Accidental Death and Dismemberment Policy with face values equal
to the amount of life insurance provided.

B. Additional life insurance is also available to employees that may be purchased
through payroll deduction.

C. Schedule of Life Insurance Coverage
A — Upper Management

Upper Management consists of Policy 402 positions in Levels 1,2,3,4,& 5.
Full-paid Life Insurance - $60,000 including AD&D plus Long Term Disability

B — Middle Management
Middle Management consists of Policy 402 positions in Level 6.
Full-paid Life Insurance - $40,000 including AD&D plus Long Term Disability

C — Technical/Clerical
Technical/Clerical consists of Policy 402 positions in Levels 7, 8, and 9.
Full-paid Life Insurance - $30,000 including AD&D plus Long Term Disability

The Director of Human Resources Safety & Regulatory Compliance will allocate
newly established classifications belonging to the Management and Confidential
Unit to the proper tier. Refer to Policy 402 for a list of classifications and
corresponding levels.
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BOARD OF DIRECTORS
Life Insurance and
Long Term Disability Plans DATE: July-1-2015 June 7, 2017

D — Represented Employees
ATU full paid Life Insurance $25,600 30,000 Effective January 1, 2017 2009
including AD&D

Teamsters Full-paid Life Insurance — $25,000 including AD&D. Effective
October 1, 2010.

The terms, award, conditions, and group insurance plans will be specified by the
Omnitrans agreement with the insuring company or person acting on behalf of
the company. The MOU(s) define the amount available and the extent of how
the comprehensive benefit allowance is applied for life insurance. Plan
document summaries will be made available to each employee, and open
enroliments will be held annually to provide opportunities to change or elect the
voluntary life election as indicated in the MOU if applicable.

E. Non Represented Employees

Long Term Disability (LTD) coverage is available to all regular Management and
Confidential Unit employees on the first day of the calendar month following the
date of hire. Employees are considered disabled if unable, as a result of
sickness, accidental bodily injury or pregnancy, to perform the essential job
function of their occupation. All Management and Confidential Unit employees
will be issued a LTD policy that will explain the benefits and requirements of the
program.

Optional term life insurance is extended or made available to each employee,
and open enrollments will be held annually to provide opportunities to change or
elect the voluntary life insurance.
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POLICY

605 PAGE 1 OF

2

SUBJECT

Deferred Compensation

DATE:

APPROVED BY OMNITRANS
BOARD OF DIRECTORS

May-3,2006 June 7, 2017

I. Purpose
Il. Scope
All Departments

I1l. Procedure

follows.

employee.

2. Agency paid deferred compensation guidelines are outl
Deferred Comp—————————————————— Rating=%
— #Years—————————— MIN-% — Exceeds Stahdards——Ouistanding

To state Omnitrans’ policy on Deferred Compensation.

A. Participation in this pre-tax savings plan is available to all employees. The Agency
participates in a Deferred Compensation Savings Plan (Plan 457) which is currently
administered by the ICMA Retirement Trust. This policy is intended to provide only a
general overview of the Deferred Compensation Savings Plan. In the event of a conflict
between this overview and Omnitrans’ agreement with the ICMA Retirement Trust, the
agreement with the ICMA Retirement Trust will control. The Plan limits annual deferrals
to 25% of current earning or the IRS Standard, whichever is less.

| B. Additionally,—mMinimum eligibility for Agency contributions is 3* completed years of
service as a Management and Confidential Unit employee. Omnitrans provides Agency
paid Deferred Compensation for Management and Confidential Unit employees as

1. Agency paid percentages may vary annually from 0 to 4%, depending on
performance and length of service as a Management and Confidential Unit

ined below:

as-Management Conf-Employee
0-2 O+ 0% 0%
4* (aNE [al/A [al/A
T I A\ ara‘ 70U
B 104+ 1904 194
4 E AL =70 <70
6 1%+ 1% 1%
7 1%+ 1% 2%
Q 104+ 1904 204
A4 =AY AL =70 [=wav
9 1%+ 1% 2%
10 1%+ 2% 2%
11 104+ 204 204
[y = E AL [=wa [=wrav
124+ 104+ 204 204
[ Y E AL [=wa A
Years in MC Unit Meets Standards Exceeds Standards Outstanding
5-6 1% 2% 2%
7-9 1% 2% 3%
10-11 1% 3% 3%
12+ 1% 3% 4%

3. *For employees who have completed three to four years in the Management and
Confidential Unit AND who are Emploeyee-must-be-contributing to the 457 plan;,
Omnitrans will match 50% of your employee contribution up to 3% (i.e. If you
contribute 3%, Omnitrans will match 50% for a maximum contribution of 1.5% of
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BOARD OF DIRECTORS
Deferred Compensation DATE: May-3,2006 June 7, 2017

your salary.)
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' POLICY 609 PAGE 1 OF

Omnilrans PERSONNEL PoOLICY MANUAL

1

To state Omnitrans’ policy on the recognition of employee's responsibilities that
require time away from work for personal family obligations.

Il. Scope
All Departments
[ll. Procedure
A. Request for Bereavement Leave may be approved by an employee's immediate

supervisor, consistent with this section and any applicable Memorandum of
Understanding provisions.

B. Employees on the active payroll who have a death in the immediate family, as
defined herein, who take time off from work during his or her normal work
schedule, will be granted up to three (3) normally scheduled work days of
agency paid Bereavement Leave. An additional two (2) days of accrued leave or
unpald leave may be requested AH—el+g+Iele—empleyees whe—are—absem—trem

C. Immediate family shall include an employee's father, mother, brother, sister,
spouse, mother-in-law, father-in-law, grand parents or grandchild, child,
stepchild, or minor of permanent legal custody.

SUBJECT APPROVED BY OMNITRANS
BOARD OF DIRECTORS
Bereavement
DATE: JanRuary-1-1999 June 7, 2017
. Purpose
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Omnilrans PERSONNEL PoLICY MANUAL

SUBJECT APPROVED BY OMNITRANS
BOARD OF DIRECTORS
Holidays
DATE: February-3,2016 June 7, 2017
I. Purpose

To state Omnitrans’ policy on holiday pay.
Il. Scope

All Departments
[ll. Procedure

A. There are a total of eleven (11)-scheduled holidays during the calendar year.
These holidays are divided into Non-Operational Holidays, Operational Holidays
and Floating Holidays. A holiday is considered an 8-hour day for payroll
purposes.

1. Non-Operational Holidays are days on which no transit service is provided
and include New Years Day, Memorial Day, Independence Day, Labor Day,
Thanksgiving Day, and Christmas Day.

2. Operational Holidays are days on which transit service is provided and
include Veterans Day, the Day after Thanksgiving, and the Day before
Christmas.

3. Floating Holidays: Effective 2016 the President's Day and Columbus Day
Holidays will be replaced with two (2) floating holidays. Exempt employees
and Management Confidential employees must request to use the Floating
Holidays during the calendar year based upon approval from their immediate
supervisor. Floating Holidays for hourly employees are governed by their
respective MOU'’s.

B. All non-exempt full time employees (except Coach Operators, Maintenance,
Operations and Marketing personnel needed to support the delivery of transit
service), are allowed both non-operational and operational holidays at full pay
when such holidays occur within their regularly scheduled work period, provided
they are in a regular work status, vacation, jury duty or military leave status
during any portion of the work day immediately preceding and following the
holiday.

C. Coach Operators and specifically designated (by the appropriate Department
Director) Maintenance, Operations and Marketing personnel needed to support
the delivery of transit service shall enjoy all except operational holidays. Those
employees required to work operational holidays will receive their regular pay in
addition to holiday pay, at a straight rate of pay. Such holiday pay will not be 1,
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SUBJECT APPROVED BY OMNITRANS
BOARD OF DIRECTORS

Holidays

DATE: February-3,2016 June 7, 2017

considered for the purpose of calculating overtime pay. Those employees not
required to work operational holidays (because they occur on a regularly
scheduled day off), will be compensated for such a holiday with full pay.
Operational holidays will be compensated only if the employee is in a regular
pay status during any portion of the work day immediately preceding and
following the holiday.

D. lh—ecases—where—eExempt employees are—unable—te must report for their
scheduled work assignment on the day preceding and the day following a
holiday due-te-illress.; If they are unable to do so because of iliness, a doctor's
certificate covering the absence(s) must be submitted to the immediate
superwsor |nd|cat|ng that the employee was unable to work because of
illness i , W : in order
for holiday payment to be made

E. For all employees (except Coach Operators, Maintenance & Operations
personnel needed to support the delivery of transit service) non-operational and
operational holidays will be allewed observed on the next a-Monday after the
holiday, if any such holiday falls on a Sunday, and will be allewed observed on
the preceding Friday if such holiday falls on Saturday. For employees
designated as needed to support the delivery of transit service, non-operational
holidays only will be allowed on the preceding Friday, if such holiday falls on a
Saturday.

F. Floating Hholidays accruals earned—in—a—calendar—year—cannot exceed 1.75
times be—acerued-beyond the total number of floating holidays allowed each

year in this policy. Thus, an employee may accrue a maximum of 3.5 days (or
28 hours) of floating holidays. Once this maximum is reached, the employee will
no longer continue accruing floating holiday hours. Floating holiday accruals will
begin again once the employee uses a portion of his or her accrued floating
holiday hours causing the amount of accrued hours to drop below the maximum.
The employee will then begin to again accrue floating holiday hours until the cap
is reached. If it becomes necessary for an exempt employee to work on any of
the stipulated holidays, then they will be allowed another day off of equal time
and pay, following approval by the appropriate Department Director.

G. Employees (Coach Operators, Maintenance, Operations and Marketing
personnel needed to support the delivery of transit service) will not be allowed
the choice of receiving pay for the operational holiday listed as the day before
Christmas or the day before New Years, but will automatically be compensated
for the day before Christmas.
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A.

To state Omnitrans’ policy on the use of Tobacco or similar products.

II. Scope
All Departments

Il. Procedure

To minimize the health and safety hazards of employees and the general public
relative to the use of tobacco or related substances resulting in smoke,
flame, er-ashes or vapors from cigarettes, cigars, or pipes, e-cigarettes and
vape pens:, smoking (including vaping) of tobacco products (including e-
cigarettes) is prohibited in all Agency locations and on all Agency property and
within twenty (20) feet of an Agency main entrance, exit or operable window
(except in those areas specifically designated as Smoking Areas) and in all
Agency owned or leased vehicles.

For purposes of this policy, “tobacco products” includes but is not limited to
smoking, vaping or use of cigarettes, cigars, chewing tobacco, pipes, and e-
cigarettes (which refers to any electronic oral device, such as one composed of
a heating element, battery, and/or electronic circuit, which provides a vapor of
nicotine or any other substances, and the use or inhalation of which simulates
smoking, including any such device, whether manufactured, distributed,
marketed or sold as an e-cigarette, e-cigar, e-pipe, hookah pen or under any
other product name or descriptor).

Employees may smoke in designated Smoking Areas during breaks. Employee
parking lots are designated as Smoking Areas.

This policy will be administered through each supervisor. Any questions or
issues brought to the Agency's attention regarding the administration of this
policy will be resolved in a timely manner, within the best interest of all
employees. The Human Resources, Safety & Regulatory Compliance
Department will provide counsel to management and employees in cases of
questions concerning this policy.

Employees who willfulhy—de-net fail to comply with this policy will be subject to
disciplinary action, up to and including discharge.

This policy complies with CA Statute, CA Labor Code Section 6404.5, Proposition 65, and The Safe Water & Toxic
Enforcement Act of 1986.

A POLICY 801 PAGE 1 OF 1
" PERSONNEL PoLicy MANUAL
\Omnilrans
SUBJECT APPROVED BY OMNITRANS
BOARD OF DIRECTORS
Smoking
DATE: May-5,2004 June 7, 2017
I. Purpose
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SUBJECT APPROVED BY OMNITRANS

BOARD OF DIRECTORS
Travel/Training Authorization and
Expense Reimbursement Policy DATE: July-1,-2015 June 7, 2017

|. Purpose

To outline Omnitrans’ policy on authorization and reimbursement of expenses for
travel, training and conferences.

Il. Scope

Individuals covered by this policy are members of the Board of Directors,
Omnitrans’ employees and others as designated by the Board of Directors and
CEO/General Manager.

[ll. Procedure
A. Definitions
For the purpose of this policy, the following definition will apply:
1. Local area — within the State of California
2. Out-of-area — out of the State of California
3. Travel Expenses — travel expenses include:
a. Meals and lodging
b. Transportation charges, including commercial carrier fares, baggage
fees, rental car charges, private car mileage, parking fees, bridge and
road tolls, taxis, public transit fees, and other miscellaneous charges. as

. . .
For emelgenely_ﬁ Fepairs teﬁagle_ney. u.elnele(s) contact—the—on-auty

B. Miscellaneous Expenses:

1. Purchase of necessary materials and supplies while traveling when normal
purchasing procedures cannot be followed, and reasonable cost for phone
calls and business expenses in connection with the preparation of official
reports and correspondence.

2. Registration fees for attending conferences, seminars, conventions or
meetings of professional societies or community organizations. 14
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BOARD OF DIRECTORS
Travel/Training Authorization and
Expense Reimbursement Policy DATE: July-1,-2015 June 7, 2017

3. Petty cash expenditures may be approved, up to $100.00, for any individual
trip or training session by Department Directors or CEO/General Manager.
(Petty cash does not apply to tuition reimbursement.)

4. Unforeseen or unusual expenses must be justified.
C. Travel and Training Authorization

1. Travel and training monies are included in the departments’ annual budgets
and will not be expended unless budgeted or specifically approved by
Department Directors or CEO/General Manager.

2. Department Directors may authorize travel and training requests that are
included in approved annual budgets. Travel Authorization forms must be
completed and approved by the Department Directors, and the CEO/General
Manager. Requests should be made a minimum of 10 days in advance of
travel or as appropriate to take advantage of lowest possible rates. Travel
Authorization Forms will not be required for a one (1) day meeting or
seminar which does not involve hotel, food or travel less than $100.00.

3. Out of area and local travel expenses reports by the CEO/General
Manager, Chairman-of-the Board,—and-Beard-Members must be approved by

the Board Chair ef-Birectorstnecluding-expense-reimbursement.

D. Mode of Travel and Payment of Expenses

Travel is to be accomplished by utilization of the most cost-effective and direct
mode(s) of travel. Pre-payment of expenses will be used to take advantage of
applicable discounts, except in emergency situations.

E. Reimbursable Expenditures
1. Omnitrans will reimburse individuals covered by this policy for actual,

reasonable, and necessary expenses incurred during travel on approved
Omnitrans business. Requests for reimbursements for all reasonable
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BOARD OF DIRECTORS

Travel/Training Authorization and
Expense Reimbursement Policy DATE: July-1,-2015 June 7, 2017

expenses are to be made to the Department Director or designee to ensure
that all employees are treated consistently, all information necessary to
evaluate a claim and comply with tax requirements is provided by all
employees, and reimbursements are sought in a timely manner so that
necessary and reliable information is available and travel budgets can be
effectively monitored.

F. Automobile Use

1. Legally required licenses and insurance must be current before any
automobile is permitted to be used for Agency business travel. Employees
must report any change in insurance; failure to disclose will is subject an
employee to discipline, up to and including discharge. It will be the
employees’ responsibility to maintain current acceptable license and
insurance in accordance with minimum requirements for the State of
California (recommended limits are 300/500 for liability). If use is frequent,
the employee must supply proof to their Department Director and in the case
of Department Directors, the CEO/General Manager, of appropriate license
and insurance requirements.

2. Use of Agency automobiles is required for single day travel within Southern
California, when available. Operations administrative staff is available to
release vehicles in the early a.m. hours and will request to see a valid
driver’s license.

4. 3. When an Agency automobile is not available, business use of a personal
auto shall be reimbursable for the driver only at the same rate-per-mile as
allowed by the Internal Revenue Service. Business use for reimbursement
purposes is defined as transportation expense incurred in the performance of
their jobs (not for commuting purposes).

5. 4. Automobile rentals, when other convenient forms of ground transportation ;4
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Travel/Training Authorization and

APPROVED BY OMNITRANS
BOARD OF DIRECTORS
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are not available, shall be reimbursed at actual cost. Compact or mid-size
cars will be used unless space requirement or availability makes them
unavailable or impractical. Purchase of rental insurance is not necessary
due to Agency liability insurance and will not be reimbursed.

5. Automobile parking fees, bridge and highway tolls, and fuel for Agency
automobiles shall be reimbursed at actual cost if supported by receipts.

G. Travel on Common Carriers

1. All reservations for inter-city travel by common carriers (airplane, inter-city

bus, and rail) will be made through travel web sites. Omnitrans’ employees
are instructed to find the lowest rate available.

If individuals elect to extend their stay one or two weekend days in order to
secure a lower airfare, they will be entitled to reimbursement for food and
lodging costs during the weekend, before or after, only if the difference in
airfare between the lowest weekly rate and the lower weekend rate is more
than the additional food and lodging costs, and extending their stay would
not invalidate the preferred government lodging rate. Advanced approval is
required by Department Directors or CEO/General Manager, and employees
will not receive additional compensation for weekend days.

H. Ground Transportation

Costs of taxicab and airport limousine services necessary to reach designations
required for Omnitrans business shall be reimbursed if supported by receipts.
Receipts will not be required for travel on public transit unless readily available,
(i.e. Metrolink or similar ticket that can be retained by the employee).

I. Lodging

1. When location of lodging is not pre-determined by meeting site, travelers on

Omnitrans business will be expected to secure lodging that is safe, clean
and comfortable, but moderately priced.

Lodging shall be reimbursed at the single occupancy rate. It is the
responsibility of the individual to obtain the lodging rate for both single and
double occupancy and indicate only the single rate on their expense report
claim, if applicable (e.g., if spouse accompanies authorized traveler). If there
is only one room rate for the conference or seminar for single or double, then
the entire amount may be claimed.
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3. Omnitrans’ representatives will request government rates for lodging and
rental cars, where available.

J. Meals

Meals shall be reimbursed when it is necessary for an individual authorized to
travel on Omnitrans’ business, or to conduct official business during a meal in
accordance with the following guidelines:

1. The meal involves Omnitrans’ business under circumstances that the
employee’s usual meal arrangements are disrupted; and,

2. The circumstances are such that it is impractical to complete the business
during normal working hours, or the meal expense is incurred while the
employee is away from the service area on Omnitrans’ business; or,

3. When a business conference is held during the normal meal period
regarding matters of direct interest to Omnitrans.

4. Meals will not be reimbursed if available on a complimentary basis or
included in registration or conference fees, and shall be deducted from the
per diem on the expense report.

5. Meals purchased for individuals other than employees approved for
reimbursement will be included on entertainment line of expense report.
Names, dates and purpose of meals will be included in the “notes” column of
the expense report.

6. Reimbursement for meals, including tips, will be made based on per diem
rates per city, state, or zip code as published by GSA (US General Services
Administration) on the website: http://www.gsa.gov/portal/content/101518
(see example from website attached).

K. Other Business Expenses

1. The CEO/General Manager, employees at the position of Manager or higher,
or employees designated by the CEO/General Manager, are authorized to
be reimbursed for the costs of their meal and the meal of officials or
employees of transit agencies, or agencies or companies which transact
business with Omnitrans, if the purpose of the meal was business related.

2. Communications costs, including telephone, telegraph, postage, and
facsimile charges in connection with Omnitrans business will be reimbursed ¢
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3.

on a “per cost” basis.

During extended travel (one night or more away from home), personal
telephone calls billed to your hotel room will be reimbursed up to maximum
amount of seven ($7.00) dollars per day when out of state and five ($5.00)
dollars per day for calls within California. Documentation of personal calls is
required.

L. Training and Conference Registration Fees

The full cost of properly authorized training and conference registration fees can
be prepaid by the Agency by means of normal purchasing, or be paid at the site
in either one of two ways:

1.

If individuals pay with a personal credit card for previously approved travel,
their expenses will be reimbursed in accordance with this policy when
submitting an expense report. If an Agency P-Card is used, it must be
recorded on the expense report.

Training or conference registration fee(s) can be paid by the employee with a
personal credit card or Agency P-Card and included on the “Employee
Expense Report” after completion of the trip. Those employees wanting their
trip pre-paid and cash advanced for travel must use a Requisition and
Purchase Order form as defined in the Agency Purchasing Manual. In all
cases, the registration must appear on the expense report and how it was
paid.

. Non-reimbursable Expenses

All costs not specifically identified in this document as reimbursable are to be
disallowed, including but not limited to, the following:

1.

2.

Flowers and gifts given for non-business purposes or reasons.

Initiation fees and membership dues for airline “high mileage” clubs, or other
similar organizations.

Travel expenses for a spouse or child.
Discretionary personal expenditures not incidental to Omnitrans business.

Examples would include: personal entertainment, newspapers, magazines,
haircuts, laundry, etc.
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5.

Extra expenses at home while traveling, such as care of dependents or pets,
or a residence caretaker service.

Personal travel and accident insurance.
Personal medical costs incurred while traveling on Omnitrans business.
Alcoholic beverages whether or not they accompany a meal.

Any other cost not directly incidental to Omnitrans business.

. Receipts, Travel Advances and Expense Reports

Receipts

1.

Receipts must be submitted for each item of expense, except fares when
utilizing local public transit, unless they are readily available, such as a
Metrolink ticket.

If receipts are lost or cannot be obtained, a statement to that effect shall be
made under penalty of perjury and the reason given to the Department
Director or CEO/General Manager if applicable. In the absence of a
satisfactory explanation, the amount will not be allowed.

Receipts shall be the original copies only, except for personal credit card
receipts. Credit card copies without account numbers may be used.

Travel Advances

1.

Travel advances are intended to cover expenses while on approved Agency
travel, except airline and registration fees for those persons who do not wish
to use their personal credit card.

A travel advance may be requested for projected costs. The request should
be submitted a minimum of ten (10) working days, but no more than thirty
(30) days, prior to the beginning of travel. Travel advances may be
requested to cover seventy-five percent (75%) of projected living expenses
for food and local transportation, and miscellaneous costs.

Only one outstanding travel advance shall be allowed per employee at any
one time. Additional requests will be denied until prior advances have been
cleared through submission of an Employee Expense Report and repayment 4
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of excess monies paid in advance, if appropriate, but in no cases later than
five (5) working days after completing the trip.

Expense Reports

1.

10.

No travel expense shall be paid unless submitted on an Employee Expense
Report, or Petty Cash Voucher ($100.00 maximum). (Attachments 1 and 2).

The purpese—or objective of each trip for which reimbursement is claimed
must be shown on the Employee Expense Report, P-Card charges, of Petty
Cash Voucher(s), and advances.

Inclusive dates of each trip must be shown.
Each expense must be itemized.

Mileage reimbursement will be at the current IRS approved rate. Total
mileage cost cannot exceed the least expensive mode of transportation (i.e.
airline ticket is $100.00, maximum mileage would be $100.00).

Contract employees will report expenses to their employer and bill
Omnitrans under terms and conditions specified in their contract.

Expense Reports for the Directors shall be approved by the CEO/General
Manager. The CEO/General Manager’'s Expense Reports shall be approved
by the Chairman of the Board. Expense Reports for Board members shall be
approved by the CEO/General Manager.

It is the responsibility of the approving authority to ascertain the necessity
and appropriateness of the expense(s) for which reimbursement is being
sought. Employee Expense Reports, and Petty Cash Vouchers, P-Card
charges and advancements will also be reviewed by the Finance
Department prior to payment to iensure that all expenses submitted are
allowable under this policy.

Expense Reports are due to the Department Director within five (5) working
days of the last day of travel. The CEO/General Manager may approve
Employee Expense Reports filed after five (5) working days if the individual
was unable to file a timely report due to extreme and unusual circumstances.

If an individual has received a travel advance and does not submit an
Employee Expense Report on a timely basis to settle the advance, the
advance shall be deducted from any other monies owed to that individual.
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7 S Omnilrans EMPLOYEE EXPENSE REPORT
Connecting Our Community.
enaor # ployee Name ployvee # Dept# Depa ame Page # otal Page
John Snow #0001 1600 [Human Resources/Safety Regulatory Compliance 1of1 1
Date ote
04/20/17  |Employment Law Conference, Atlanta, GA
04/2117
04/22117
04/23117
04/24117
DA RRED 04/20 04 04 0 04/24
NOTE: the GSA rate for first and last day of travel is paid af 75%. You must put the GSA rate in cell C19 & attach the GSA printout for destination city.
GSA rate for city from website : http://www.gsa.gov/portal/content/101518 Policy 1009: Travel/Training Authorization and Expense Reimbursement Policy
$ 56.00 Destination City: Atlanta, GA 75%  100%  100%  100% 75% |
Meals & Incidentals 4200| 56.00| 56.00 56.00 4200 i | 252.00 120.00 67] Adv 509020
Meals Provided by Training/Seminars 1300 1300 1300 1300 1300 1 (65.00)
Lodging 180.31| 180.31| 180.31| 180.31 ! K 72124 180.31 540.93 | P-card 509020
Car Rental (Cab/Shuttle) 50.00 ) 50.00 100.00 0.00 100.00 |  1600-508020
Parking / Fuel 10.00 10.00 10.00 10.00 10.00 B i 50000 0.00 50.00 1600-509020 ]
$0.540 Personal Vehicle Mileage (Only driver is qualified) 35 35 B | - a7s0| ooo]  a7so| 1600-50%020
Airline Tickets 176.80 | } 186.94 | ‘ 363.74 363.74 P-card 509020
Telephone ($5(CA) $7(Qut of State)) 7.00 700 7.00 | 7.00 7.00 35.00 0.00 35.00| 1600-508020
Supplies (Office, Computer) 1 i o ]
Training/Seminars B | 1,995.00 i J 1,995.00 1,995.00 P-card 509210
Miscellaneous ‘ ‘
OTA 2467.01| 240.31| 240.31| 240.31| 301.84 0.00 0.00 0.00 | 0.00 3,489.78 2,659.05 830.73 0 g
Note: Report is due fo your Director within 5 working days after last day of travel.
erad 2 0 pioyee
froet Address
lcity, Stata, Zip - signaturs:  John Snow date 24117 |signature: date:
|Phone, Fax No. printname:  John Snow print name:
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1700 W. Fifth St

omn'Trans San Bernardino, CA 92411

DATE:

T0O:

. : 909-379-7100
Connecting Our Community. www.omnitrans.org

ITEM# E4
May 11, 2017

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

THROUGH: P. Scott Graham, CEO/General Manager

FROM

: Eugenia F. Pinheiro, Interim Director of Procurement

SUBJECT: PROPOSED PROCUREMENT POLICY MANUAL CHANGES

FORM

MOTION

Recommend the Board of Directors adopt the proposed changes to the Procurement Policy

Manual

, effective June 7, 2017.

BACKGROUND

The Board of Directors originally approved Omnitrans’ Procurement Policy Manual in January
2002, with subsequent changes made to various policies following audit recommendations. All
policies with recommendations for language changes have been made for clarification and
compliance. The policies have been sent electronically to General Counsel for review.

Polices

with proposed language changes:

1000 General Procurement Policy

1040 Diversity and Economic Opportunity (DBE)
1050 Standards of Conduct and Conflict of Interest
1060 Contractor Relations

1070 Special Federal Grantee Requirements and Applicable Laws
2000 Purchasing Thresholds

2010 Emergency & Non-Competitive Procurements
3000 P-Card Program, Policy Statement

4000 Sealed Bids

5000 Protest Procedures

6000 Contract Administration

7000 Fixed Asset Management
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Board Chair Sam Spagnolo and Members of the Omnitrans Board of Directors
May 11, 2017 — Page 2

CONCLUSION

Staff requests the Committee recommend adoption of the proposed changes to the Board of
Directors.

PSG:EFP
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1. PURPOSE AND SCOPE

The purpose of this section is to set forth general procurement policy and standards that will
govern the conduct of Omnitrans’ acquisition activities and of personnel engaged in these
activities.

2. PROCUREMENT BACKGROUND

Omnitrans’ Statement of Guiding Principles (see #Section 3) establishes the framework for
Omnitrans’ Procurement Policy Manual (Manual), and is approved by the Omnitrans Board
of Directors. Procedures implementing the Procurement Policy Manual will be approved by
Omnitrans’ CEO/General Manager

3. STATEMENT OF GUIDING PRINCIPLES FOR OMNITRANS’ ACQUISITION
SYSTEM

The vision for the Omnitrans acquisition system is to deliver, on a timely basis, the best value
product or service for the Agency in an open and competitive environment, while
maintaining the public's trust and fulfilling public policy objectives. Participants in the
acquisition (procurement) process must work together as a team and are empowered to make
decisions within their areas of responsibility.

3.1. The Omnitrans acquisition system will:
3.1.1. Be guided by the Omnitrans Strategic Plan.

3.1.2. Satisfy the “client” in terms of cost, quality, and timeliness of the delivered
product or service by:

3.1.2.1. Maximizing the use of commercial products and services,

3.1.2.2. Using contractors with a track record of successful past performance or who
demonstrate a current superior ability to perform, and

3.1.2.3. Promoting competition
3.1.3. Minimize administrative operating costs through effective teamwork,
3.1.4. Conduct business with integrity, fairness, and openness, and
3.1.5. Fulfill public policy objectives.
4. ROLE OF THE ACQUISITION TEAM
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4.1.

4.2.

5.2.

5.3.

5.4.

The Acquisition Team consists of all participants in Omnitrans acquisition including
representatives of the technical, supply, support services and procurement communities
and their clients, as well as, contractors who provide products and services.

Each member of the Acquisition Team will exercise personal initiative and sound
business judgment in providing the best value product or service to meet the client’s
needs. In exercising initiative, Omnitrans members of the Acquisition Team may assume
that a strategy, practice, policy or procedure is a permissible exercise of authority if it is
in the best interest of the Omnitrans and is not prohibited by law, applicable regulations,
or Board adopted policy.

PROCUREMENT STANDARDS
5.1.

Omnitrans will maintain a contract administration system that ensures that contractors
perform in accordance with the terms, conditions, and specifications of their contracts or
purchase orders.

Members of the Omnitrans Board of Directors will adhere to the standards of conduct
adopted by the Board. Omnitrans employees will adhere to the standards of conduct
approved by the CEO under a delegation of authority from the Board.

Omnitrans procedures will provide for a review of proposed procurements to avoid
purchase of unnecessary or duplicative items. Consideration should be given to
consolidating or breaking out procurements to obtain a more economical purchase.
Where appropriate, an analysis will be made of lease versus purchase alternatives and
any other appropriate analysis to determine the most economical approach.

Open and Complete Competition:

5.4.1. FTA Circular 4220.1F recommends and 49 USC Section 5325(a) requires that all
procurement transactions be conducted in a manner that provides full and open
competition as determined by the FTA and consistent with the above stated
procurement standards and the statement of guiding principles. Some of the
situations considered to be restrictive of competition include, but are not limited to:

5.4.1.1. Placing unreasonable requirements on firms in order for them to qualify to do
business;

5.4.1.2. Noncompetitive pricing practices between firms or between affiliated
companies;

5.4.1.3. Noncompetitive awards to professionals and other consultants that are on
Omnitrans retainer contracts;
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5.4.1.4. Organizational conflicts of interest (Policy1050);

5.4.1.5. Specifying only a "brand name" product instead of allowing "an equal”
product to be offered and describing the performance or other salient
characteristics of the brand name product; and

5.4.1.6. Any arbitrary action in the procurement process; and

5.4.1.7. Development of specification requirements and evaluation criteria, which
unnecessarily favor an incumbent contractor.

5.4.2. Procurement transactions will be conducted in a manner that prohibits the use of
statutorily or administratively imposed in-State or local geographical preferences in
the evaluation of bids or proposals, except in those cases where applicable Federal
statutes expressly mandate or encourage geographic preference. This does not
preempt State licensing laws. When employing the qualifications based method for
contracting for architectural and engineering services, geographic location may be a
selection criteria provided its application leaves an appropriate number of qualified
firms, given the nature and size of the project, to compete for the contract.

5.4.3. Omnitrans will have written selection procedures for competitive negotiated
procurement transactions that ensure fair, unbiased evaluation of competing
proposals by an independent evaluation panel appointed by the Director of
Procurement or their designee. These procedures will also ensure that all
solicitations clearly state the evaluation factors including cost or price, cost or price-
related factors, and non-cost or non-price related factors, and any significant
subfactors that will be considered in making the source selection and their relative
importance.

5.4.4. Technical requirements shall incorporate a clear and accurate description for the
material, product, or service to be procured. Such description shall not, in
competitive procurements, contain features that unduly restrict competition.

5.4.5. Omnitrans will ensure that all lists of bidders, manufacturers, or products
determined to be qualified in advance of the receipt of bids or proposals are current
and sufficient to ensure full and open competition. When possible, sufficient time
will be allowed to arrange for qualification before receipt of bids or proposals.
However, when using grant funds, Omnitrans must allow vendors an opportunity to
qualify their products during the solicitation period (FTA Circular 4220.1F;-Section
Vite).

6. RESPONSIBILITIES
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6.1.

6.2.

6.3.

6.4.

6.5.

The Director of Procurement has primary responsibility for ensuring that the
procurement process is in accordance with legal requirements, as interpreted by
Omnitrans” Ceunty General Counsel, and Omnitrans policy. The Director of
Procurement or designee will be responsible, in accordance with good administrative
practice and sound business judgment, for the settlement of all contractual and
administrative issues arising out of procurements. These issues include, but are not
limited to, source evaluations, protests, disputes, and claims.

The Director of Procurement is responsible for establishing procurement policies and
issuing instructions for the implementation of Omnitrans policies;

The Director of Procurement, is responsible for establishing material management
policies and issuing instructions concerning the storage, distribution, and disposal of
goods;

All departments are instructed to follow Procurement Policies/Instructions as well as
Policies/Instruction issued by the Director of Procurement regarding the storage,
distribution, and issuance of material; and

The CEO/General Manager or designee shall execute contracts, purchase orders,
modifications, and supplemental agreements in accordance with established thresholds.

7. STATUTORY AND REGULATORY REQUIREMENTS

The following Federal and state laws and regulations and the Master Agreement are applicable to
Omnitrans contracts.

Federal Statute, Regulations,
Policies, and Agreements

Subject

49 U.S.C. Chapter 53 Mass Transportation

2 CFR Part 20049-CFRPart-18 Uniform Administrative Requirements, Cost Principles,

and Audit Requirements for Federal Awards for-Grants
& Cooperative-Agreements(“SuperCircular’)

49 CFR Part 26 Participation by Minority Business Enterprises;

Disadvantage Business Enterprise Program

FTA Circular 4220.1F Third Party Contracting Guidance
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FTA Circular 5010.1EB

Grant Management Guidelines

FTA Circular 9030.1C, Chapter 3

Eligible Grant Activities

FTA Master Agreement
(applicable version)16/105

Terms & Conditions of Grantee Administration of
Projects Supported & Funded by The FTA

State Codes Section(s) Subject
Civil Code 32489554 Payment Bonds
Civil Code 3320 Payments to Prime Design Professionals
Code of Civil Procedure | 995.311 Bond Issuer Requirements
Government Code 4525 et seq. Architect & Engineering Services
Government Code 6250 - 6270 Public Records Disclosure
Government Code 5956 et seq. Infrastructure Projects
Labor Code 1777.1 Debarment by California Labor
Commissioner
Public Contract Code 1103 Responsibility on Public Works Contracts
Public Contract Code 1104 Plans and Specifications
Public Contract Code 33004 - 3400 Contractor’s License; Brand Specification
Public Contract Code 4100 - 4114 Subcontracting
Public Contract Code 5100 - 5107 Relief of Bidders
Public Contract Code 6100 - 6610 Awarding of Contracts
Public Contract Code 7100 - 7200 Contract Clauses
Public Contract Code 9201 - 9203 Claims and Disputes
Public Contract Code 10335 et seq. Service Contracts (if applicable to funding

source)
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Public Contract Code 20101 Prequalification

Public Contract Code 20103.8 Alternative Bids

Public Contract Code 20104 Resolution of Construction Claims
Public Contract Code 20104.50 Progress Payments on Public Works

Public Contract Code 20209 - 20209.5 : Purchase & Sale Contracts; Design/Build
Contracts

Public Contract Code 20216 - 20217 Bid & Proposal Disclosure; Negotiated
Procurement of Certain Equipment;
Design/Build et seq.

Public Contract Code 20360 et seq. Contracts for Rail Transit System Design

Public Utilities Code 130000, et. SBCTAANBAG Authority
seq.;54-

130059130800,
et. seq.

8. STATE, LOCAL AND FEDERAL CONTROLS

8.1 This manual was developed in conformance with the standards and limitations
established in State, Federal and local law. Applicable State laws, policies and other
sources of guidance governing the procurement practices of Omnitrans, in addition to
those listed above, are as follows:

8.1.1 Omnitrans Policies and Instructions.
8.1.2 Board of Directors' Awards, Actions, and Resolutions.

8.1.3 Ordinances and regulations of regional and local agencies which have subject
matter jurisdiction (on case by case basis)

8.2 Federal laws and regulations affecting the procurement practices of Omnitrans include,
but are not limited to, the following:
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8.3

8.4

8.5

8.6

8.7

8.2.1 Intermodal Surface Transportation Efficiency Act of 1991, as amended

8.2.2 Federal Acquisition Streamlining Act of 1994, 41 USC 403 (11) and 40 USC
481(Db), respectfully

8.2.3 Executive Order 12612 "Federalism" dated 10-26-87 and other applicable
Executive Orders

8.2.4 FTA Master Agreement, dated October 10, 201665

8.2.5 Safe, Accountable, Flexible Efficient Transportation Equity Act: A Legacy for
Users (SAFETEA-LU), dated August 10, 2005

8.2.6 Fixing America's Surface Transportation Act or "FAST Act", December 4, 2015

8.2.7 MAP-21, the Moving Ahead for Progress in the 21st Century Act, July 6, 2012

8.2.68.2.8 FAR PART 31 Contract Cost Principles and Procedures
8:2.78.2.9 Relevant decisions of the Courts and the Comptroller General of the

United States

To the extent that both federal and state laws and regulations apply to a procurement
Omnitrans is required to act within the limits of the more restrictive requirements. When
Federal funds are used in procurement, Federal procurement requirements must be met
or exceeded.

The FTA’s Best Practices Procurement Manual provides guidance on procurements and
examples of best practices.

Omnitrans may contract with any department or agency of the United States of America,
with any public agency (including, but not limited to, the Department of Transportation,
the multicounty designated transportation planning agency, or any transit district, county
or city), or with any person upon such terms and conditions as Omnitrans finds to be in
its best interest. (PUC Section 130221)

Joint Powers Authorlty eFeateeI—amended amended by the member ent|t|es on July 1, 19762016,
and City 04

Bernardmo County Code of Ordmances Title 1, Division 4.

California Government Code Sections 1090, 1126, 87100, 87306, Resolution No. 140-
96, and any other applicable provisions of the Government Code and any conflict of
interest Code applicable to Omnitrans employment.
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9. IMPLEMENTATION

The CEO/ General Manager shall implement the policies herein set forth. Procedural guidance
shall be provided in the Procurement Procedures.

10. ABOUT THE MANUAL

a. This manual provides instructions and reference materials for staff in all branches and
departments of Omnitrans involved with the procurement process. It establishes
responsibilities and documents Omnitrans’ continuing efforts to comply with
applicable federal, state, county, and local regulations.

b. Sections

i. This manual is divided into sections of related policies. Those sections are
described in “Using This Manual” below. Sections are separated by title
pages, and policies within a section will begin with the same number. (For
example, all policies in the General Policies section begin with “1.”)

c. Policy Numbering

i. Policies are individual documents. Each section is composed of several
policies. Each policy has a unique number (located in the upper right corner of
each page) and shows the date on which it was approved for use by the
Omnitrans Board of Directors. When viewing copies of the same policy, the
one with the more recent approval date is the correct one to use.

11. USING THIS MANUAL

a. This manual contains policies governing the procurement of goods and services by
Omnitrans. It is divided into the following sections:

i. General Policies — (1000 series) this section describes the responsibilities,
ethics, and objectives behind the procurement process.

ii. Informal Procurement Policies — (2000 series) this section describes informal
procurements,  micro-procurements,  mini-procurements, and  small
procurements.

iii. Procurement Card Policies— (3000 series) this section describes the proper use
of procurement cards.

iv. Formal Procurement Policies — (4000 series) this section describes the formal
procurement process, from bidding to contract award.
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v. Solicitation Protest Policies — (5000 series) this section describes how to
handle a protest to a formal procurement contract award.

vi. Contract Administration Policies — (6000 series) this section describes the
administration of a contract, from opening to termination.

vii. Fixed Asset Management Policies — (7000 series) this section describes the
management of fixed assets, from auditing to liquidation of surplus assets.
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1. POLICY STATEMENT

1.1.

1.2.

1.3.

It is the policy of Omnitrans, pursuant to the provisions ef-Federaland-Statetaws—and
regulatiensto Title 49 Code of Federal Regulations (CFR) Part 26, and implemented by directive
of the Omnitrans Board_of Directors, to promote the utilization of Small and Disadvantaged

Business Enterprises {BPBE}-and—SmallBusinesses—(DBE) to the maximum extent feasible.

Omnitrans procurement and contracting processes will provide a level playing field, applying

race neutral and-race—conscious—measures for Disadvantaged-BusinessEnterprises{DBE} and
Smat—Businesses—to compete fairly for and participate in all aspects of Department of

Transportation-assisted _contractsOmnitrans—procurement—and—econtracting, however the

program must be narrowly tailored in accordance with applicable law.

Specific responsibility for developing and implementing the DBE programs has been delegated
to the Director of Procurement or designee. Procedures for establishing DBE goals will be
coordinated through Procurement. Responsibility for ensuring compliance with Omnitrans’ DBE
Policy is shared by all Omnitrans employees.

In furtherance of this policy, Omnitrans requires that all reguests—for—preposats—{RFP's}
Qrocurements estimated over $2%—999—ﬁe+’—e995%0¢ueﬂ9n—anel$49—999—§31000 ﬁe¥—et—he+’—geeds

Pmeu#emen%at—the%me—e#geﬂ%etﬂag—%e&wemeﬂpw##eﬂswe%hapmclude aII appllcable
forms are—ineluded—in the bid/proposal packages for identification of DBE participation,

description of scope of work to be performed, materials supplied, and service or broker
function to be performed by each DBE listed.

2. DBE Program
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2.1. Omnitrans is committed to undertaking special efforts to seek socially and economically
disadvantaged firms to attain Ommtrans overallthis DBE goal DBE goals are establlshed every

three years /
weH—as—eH—a—pFejec—t-te-mefeet—bass based on pro1ected pro1ects optlons years, and sub—

recipient opportunities.

2.2. It is Omnitrans’ goal to ensure that DBEs are given an equal opportunity to complete for every
Omnitrans procurement, from the smallest to routine requisition to the largest contract.

Ente#p;&e—éDB»E)—llregFam—dated%ﬂy—ZOM—eensm&tes—a is commlttedment to promote foster

and utilize disadvantaged and small business enterprises as required and defined by 49 CFR 26.
Omnitrans’ procurement and contracting activities shall, at all times, provide a level playing
field where DBE-s are provided an equal opportunity to fairly compete and participate.

2.4. Omnitrans’ procurement process is a key element in implementing Omnitrans’ DBE policy. DBE
certification is achieved through the California State Unified Certification Program (CUCP).
Omnitrans will refer potential DBEs to the appropriate certifying agency.

3. TRI-ANNUAL GOALS
3.1. Omnitrans’ Tri-Annual overall goals must be submitted to FTA on August 1 efeachevery three

years for the upcoming three Federal Fiscal year period which begins is-October 1 through
September 30.

3.2. Omnitrans DBE Liaison Officer shall prepare and submit the Tri-aAnnual goal and required FTA
reports.

3.3. Omnitrans projects the number and types of contracts to be awarded and the number and
types of DBEs likely to be available to compete for contracts. DBE contractors will be
encouraged by Omnitrans to compete as prime contractors.

33.3.4. Full goal setting methodology is available in Omnitrans’ DBE Program Manual (See
Procurement Procedures Manual Appendix)

4. RESPONSIBILITY
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4.1. The Director of Procurement, or his/her designee, serves as Omnitrans’ DBE Liaison Officer and
reports directly to the CEO/General Manager on all matters concerning the DBE program. The
DBE Officer maintains an “open door” policy and is primarily responsible for the enforcement of

the DBE Program.

4142, Omnitrans Board of Directors expects all levels of Omnitrans staff in all Omnitrans
departments to both solicit and encourage DBE participation in all contracting opportunities.
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GENERAL POLICIES

Conflict of Interest

1. POLICY OVERVIEW

1.1.

1.2.

FState law and federal regulations require Omnitrans to prevent actual or perceived

conflicts of interest in contracting-awards—Hewever-Omnitrans-alse-seeks-to-aveid-any
appearance-of-confhets-ofinterest. Omnitrans personnel are expected to avoid conflicts

of interest or appearances thereof and actions which could result in favoritism or
appearances thereof.

This policy regulation—establishes Omnitrans’ Standards of Conduct and defines its

policy on conflicts of interest, gratuities, negotiation for employment, post-Omnitrans
employment restrictions and related matters. To achieve this goal, this policy explains
the nature of potential conflicts of interest to employees, and explains the potential
consequences for violating the provisions of this policy. This policy applies to all
Omnitrans personnel in the exercise of their duties.

2. CONFLICTS OF INTEREST.

2.1

All Omnitrans members, officers, employees and other agents must conduct the

2.2

procurement process so as to avoid conflicts of interest, real or apparent. To maintain
full and open competition, no Omnitrans member, officer, employee or other agent, or
his or her immediate family member, partner, or organization that employs or is about to
employ any of the foregoing individuals may participate in the selection, award, or
administration of any Omnitrans contract if a conflict of interest, prohibited by law,
would be involved.

For FTA-funded contracts, the provisions in 2.1 above shall also apply when any of

2.3

those individuals listed has a financial or other interest in the firm selected for award.

In addition to the above, all procurements must be conducted in accordance with the

most current version of the “Conflict of Interest Code for Omnitrans” adopted pursuant
to_the Political Reform Act of 1974 (Government Code section 87500, et. seq., as
amended). Omnitrans employees are expected to be familiar with the Conflict of
Interest Code for Omnitrans, and to comply with all requirements contained therein.
Such requirements include, but are not limited to, the requirement to file a Form 700.

LOBBYING AND GIFTS.

Omnitrans officers, employees, agents and Omnitrans members must comply with

applicable state and federal law regarding acceptance of gifts, gratuities, or favors from
contractors, potential contractors, or parties to subcontractor agreements.
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3.2 For FTA-funded procurements, Omnitrans officers, employees, agents, or Omnitrans

members involved in such procurements may neither solicit nor accept qgifts, gratuities,

favors, or anything of monetary value from contractors, potential contractors, or parties

to subcontracts; provided that exceptions may apply if, as determined by the

CEO/General Manager, the financial interest is not substantial or the gqift is an

unsolicited item of nominal intrinsic value.

For FTA-funded procurements, nominal

value shall mean under fifty dollars ($50).
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providing services to Omnitrans.

4.2.GUIDELINES FOR CONTRACTOR RELATIONSHIPS

4-1-2.1.  Organizational conflicts in bidding: In order to avoid the appearance of or actual
organizational conflicts of interest, the following policies shall apply to Contractors (any
third party vendor, contractor or consultant and their employees_or subcontractors)

| 424211, No Contractor shall be eligible to bid on any solicitation, procurement or
contract developed from plans, specifications or drafted specifications, design,
requirements, statements of work, invitations or bids and/or requests for proposals
prepared in whole or in part by that Contractor, or on any “follow on” contract as
determined in accordance with the most current guidance on interpretation of

Government Code section 1090.
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GENERAL POLICIES

Conflict of Interest

4.1.2.2.1.2.  No Contractor may be involved in any aspect of evaluation, selection, or
award of a contract for which that person may bid;

41.3.2.1.3.  No Contractor may participate in any aspect of a procurement for third
party contract management service where the work which is to be reviewed by the
third party contract manager has been awarded to that Contractor.

5:3.NEGOTIATION FOR EMPLOYMENT

54.3.1.  Omnitrans employees considering or negotiating future employment with an
organization which has an actual or prospective business relationship with the Agency
may not participate in any official action on behalf of the Agency with that organization.

“Negotiating” includes any action that reasonablye could be eonstructedconstrued as an
indication of interest in future employment, including sending letters or resumes, making
telephone inquiries or receiving unsolicited proposals from the entity’s representative
regarding future employment. It is not necessary that there be any firm offer of
employment or that Omnitrans’ employees initiates the contact.

54.12.3.1.1.  Omnitrans employees must file a written notice with their supervisor of
any negotiation (including unsolicited proposals) for prospective employment with
any entity which has an actual or prospective business relationship with the Agency.
A copy of the notice shall be sent to Human Resources to be placed in the
employee’s official personnel file. The employee has the burden of determining
whether a prospective employer has an actual or prospective business relationship
with the Agency.

52.3.2.  Post-OMNITRANS Employment Restrictions

3.2.1. Omnitrans employees who, within a year prior to their last day of employment
with Omnitrans: a) have been significantly involved in procurement activities or
project management responsibilities involving a party with an actual or prospective
business relationship with the Agency; or b) have had direct responsibility for any
matter of financial interest to a party with an actual or prospective business
relationship with the Agency, may not be employed by that party to work directly or
indirectly with any proposal or contract with Omnitrans, until at least one year after
the employee or agent has ceased employment with Omnitrans.

5:24.3.2.2.  Omnitrans managers and above may not work directly or indirectly on any
proposal or contract with Omnitrans, until at least one year after the employee or
agent has ceased employment with Omnitrans.
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6:4.VIOLATIONS AND ENFORCEMENT

4.1. The imposition of civil or criminal proceedings notwithstanding, violation of any of the
provisions of this policy shall be subject to penalties, sanctions or other disciplinary
actions up to, and including, termination of employment. Any disciplinary actions
imposed shall remain a permanent part of the employee’s personnel file.

4.2.

The violation of any of this policy by Omnitrans members or officers will require

correction of the violation in any manner provided for under the Political Reform Act,

and its implementing requlations, as may be applicable to the violation.

4.3.

Contractors or subcontractors that violate this policy as relates to an active FTA-funded

procurement may be prohibited from bidding on the procurement, or may be subject to

other action as deemed appropriate by the CEO/General Manager.

6-1+4.4.

Agents of Omnitrans that violate this policy as relates to FTA-funded

procurements may be prohibited from participation on behalf of Omnitrans on federally

funded projects, or subject to other action as deemed appropriate by the CEO/General

Manager.
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GENERAL POLICIES

1. POLICY

1.1. Omnitrans maintains an “open door” policy and makes every effort to maintain a good
business relationship with all bidders/proposers and potential bidders/proposers with
whom it does business.

1.2. The Ceontracts—and—PurchasingProcurement employees specifically and all agency
management personnel in general under the direction of Omnitrans management assume

the responsibility to:
1.2.1. Establish-and-mMaintain ethical purehasing-procurement policies and principles;;
1.2.2. Maintain open and fair competition;;

1.2.3. Maintain fair and clear purchase—and—bidscopes of work and technical
specifications;;

1.2.4. Observe and maintain honesty and candor in all transactions with suppliers;;
1.2.5. Respect the confidence of suppliers in the handling of confidential information;;
1.2.6. Remain free from any personal obligation to suppliers;;

1.2.7. Answer all inquiries promptly;;

1.2.8. Decline to take advantage of vendor errors;;

1.2.9. See that all sales representatives receive a full, fair, and courteous opportunity to
present their products;;

1.2.10. Furnish complete and accurate information;;
1.2.11. Promote prompt payment of invoices;;

1.2.12. Keep an open mind to new methods, technologies, ard-procedures, and providers
of products and services;; and

1.2.13. Encourage testing or demonstration of materials and products, which may be of
value to Omnitrans.

1.3. At all times, all Omnitrans employees will operate with integrity and fairness. te
. , liere.
2. OBJECTIVE

2.1. Through these principles, Omnitrans intends to ereate-maintain an atmosphere in which
Omnitrans, vendors, stakeholders and citizens can work together for the provision of
goods and services to Omnitrans at a fair and reasonable price.
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1. POLICY STATEMENT

1.1.

1.2.

1.3.

1.4.

Omnitrans, as a recipient of federal assistance, is required to implement as part of its
contracting program, a variety of federal laws and regulations regarding contractor labor
relations, affirmative action for qualified handicapped individuals, domestic preference
and environmental protection programs, an inspection and verification procedure to
ensure compliance with Omnitrans’ specifications, Federal motor vehicle safety
standards, and Buy America Act requirements.

This policy prescribes some of the applicable Federal laws and regulations for
Omnitrans contracts and purchases, and where appropriate, indicates the specific
contract types and dollar thresholds requiring contractual coverage.

Omnitrans’ Director of Procurement or designee will assume-verify that the required
provisions are included in all appropriate solicitations and contracts.

The Procurement Department will be responsible for reviewing these references from
time to time in order to note updates to the various regulations.

FEDERAL REFERENCES
2.1.

Federal references include the most recent version of the following documents:

2.1.1. U.S. Department of Transportation, Federal Transit Administration (FTA), Master
Agreement for Federal Transit Administration Agreements.

2.1.2. FTA Circular on Third Partyirg Contracting Guidance, FTA C 4220.1F. (or latest
revision)

2.1.3. FTA Circular C5010.1EB

2.1.4. FheUrban-MassTFransportation-Act-of 1987Federal Transit Act Amendments of
1991.

2.1.5. Federal Transit Laws, 49 U.S.C. Chapter 53.

2.1.6. Safe; Accountable; Flexible; Efficient; Transportation Equity Act-A Legacy for
Users (SAFETEA-LU), Title 23 USC

216.2.1.7. Moving Ahead for Progress in the 21% Century Act (MAP21)

24.7.2.1.8.  Sections 4001 and 1555 of the Federal Acquisition Streamlining Act of
1994, 41 U.S.C. § 403(11) and 40 U.S.C. § 481(b), respectively.
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GENERAL POLICIES

2.1.9. 49 CFR Part 18, Uniform Administrative Requirements for Grants and
Cooperative Agreements to State and Local Governments.

2.1.10. Fixing America’s Surface Transportation (FAST) Act
21872.1.11. 2 CFR Part 200, Uniform Administrative Requirements, Cost Principles,

and Audit Requirements for Federal Awards (“SuperCircular™)

21.10.2.1.12. Executive Order 12612, “Federalism.”, and other applicable Executive
Orders

24-11.2.1.13. Federal Acquisition Regulations, Part 31.
211272 1.14. FTA Best Practices Procurement & Lessons Learned Manual.

3. REQUIRED THIRD PARTY CONTRACT CLAUSES AND CERTIFICATIONS,
REPORTS AND FORMS

3.1. The following sections represent the most frequently used FTA Grantee Contract clauses
and certifications. They are not intended to be all-inclusive listings and Contracting
Officers are encouraged to refer to the FTA Circular 4220.1F and the FTA’s Best
Practices & Lessons Learned Manual or the FTA Best Practices Procurement website for
a more comprehensive listing of Grantee Requirements.

CATEGORIES OF COMMENTS REFERENCES
FEDERAL
FTA— 42201F
REQUIREMENTS MASTER
AGREEMENT

REFERENCE (based on FA
MA(17) 10-1-2010

Best Practices Procurement
Manual
a) Required Clauses for All FTA-Assisted Third-Party Contracts and Subcontracts
No fFederal gGovernment 82f
o0bligations to tThird-parties ALA19
Parties (by-uUse of a
dDisclaimer)
Program-fraud-and-fFalse or 83.f
fFraudulent statements AL20
Statements and-related-actsor

Claims — Civil and Criminal
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Fraud

Access to Third Party Contract 815.t
Records ALl
Changes to Federal §2.¢(2)
ChangesRequirements A2
Civil Rights Reguirements 812
(EEO;-Title VI,-& ADA, EEO Al24
(except special DOL

construction clause))

Disadvantaged Business Contracts awarded on the basis of a 812
Enterprises (DBES) bid or proposal offering to use DBEs

Incorporation of FTA Terms Per FTA Circ. 4220.1F 815.a

Awards Exceeding $10,000

Terminations-Previsiens

Contracts—>$10.000—(If 49 CFR
sectionPart 18) applies

811 and 815.a, which
incorporate 49 CFR Part 18
Ad21

Special EEO provision for
construction contracts

If 49 CFR Part 18 or Part 19 indicate

815.a, which incorporates 49

that the DOL EEOC requlations at 41

CFR Part 18 and Part 19

C.F.R. Chapter 60 apply.

Awards Exceedlnq $25 OOORequ%memsielesadvaﬂtaged—BgmessEMerme&@BEs)

Incorporation-of FTFA Terms 15a| AL30 |
Suspension-and-Debarment and | Centracts>$25.000 83.b
Suspension

Awards Exceedlng the Slmpllfled Acqulsmon Threshold ($1590 000)

Buy America

When

tanglble property or 814.a

construction will be acquired
Resolution of Disputes, §526
Breaches or Other Litigation
Clean Air §25.b
Clean Water 825.c

Awards Exceeding the-Simplified-Acquisition-Threshold($100,000 }-by 49-CFR-Section29Statute

Lobbying OMB Office of Federal Financial 83.d

Management has not adopted the

FAR clause 2101 $150.000

standard.
Clean-Air §25.h
Clean-Water ke
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Transport of Property or Persons

Cargo Preference When acquiring property suitable for 814.b
shipment by ocean vessel
Fly America When property or persons are 8l4.c
transported by air between U.S. and
foreign destinations, or between
foreign locations
Construction Activities
Construction Employee For Contracts >$2,000 824.a(1)
Protections-Davis-Bacon Act
Construction Employee e Ceatnse—=CI00.0000gp §24.ba(2)
Protections-Contract Work contracts exceeding $100,000. OMB
Hours and Safety Standards Act | Office——of —Federal—Financial
Management—has—not—adopted—the
FAR clause—2.101 $150,000
chondoret
Construction Employee 824.a
Protections
- Sec. 1 Copeland Anti- All Ccontracts
Kickback Act
- Sec. 2 Copeland Anti- All construction contracts exceeding
Kickback Act $2,000
*Bonding for Construction 5% Bid Bond 100% §15.0(1)
Activities Exceeding $100,000 Performance Bond Payment Bonds
(except as otherwise required by | equal to: -50% for contracts <$1M to
State law) <$5M -$2.5M
for contracts >$5M
Seismic Safety Construction contracts for new 8§23.e
buildings or for existing buildings
Non-Construction Activities
Non-construction Employee For all turnkey, rolling stock, and 24.b
Protection-Contract Work Hours | operational contracts (excluding
and Safety Standards Act transportation services contracts) in
excess of $100,000
Transit Operations
Transit Employee Protective 824.d
Arrangements
Charter Bus Operation 828
School Bus Operations 829
Drug Use and Testing Safety Sensitive Functions 832.b
Alcohol Misuse and Testing Safety Sensitive Functions 832.b

Planning, research, Development and Demonstration Projects

68




€5 OmniTrans

Connecting Our Community.

Procurement PreceduresPolicy Manual

Policy 1070

Page 5 of 9

GENERAL POLICIES

Special Federal Grantee Requirements and

Applicable Laws

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:

facilities construction/renovation

Patent Rights 817
Rights in Data and Copyrights 818
Special Notification Requirements for States
Special Notification 8378
Requirements for States
Miscellaneous Special Requirements

Energy Conservation 826
Recycled Products Contracts when procuring $10,000 or 815.k

more per year of items designated by

EPA
Conformance with National ITS | Contracts and solicitations for ITS 815.m
Architecture projects
ADA Access Contracts for rolling stock or 812.9

Assignability Clause

Procurements through assignments

8§15.a, which incorporates 49
CFR Part 18 and 49 CFR Part

19
mass produced vans
(TVM) Certification
FATRE e d e e e nns ne
Slootog
exceeding-$100,000
exceeding-$100,000
than-10-vehicles
Staﬁdards{llre-awardrarMest 571)
delivery) _
Quarterly updates (when where contractor-engages in-lobbying
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Exceptfor-A-and-E-services

I applicable

eeig| 2 EEjEHp

*Omnitrans follows the more restrictive State bonding requirements of 100% Payment and

Performance bonds on applicable public works projects.

B. APPLICABILITY OF THIRD PARTY CONTRACT PROVISIONS

(excluding micro-purchases, except for construction contracts over $2,000)

TYPE OF PROCUREMENT

ClausePROVISION Professional Operations/ Rolling Construction | Materials
Services/~-A-& | management | Stock &and
E Purchase Supplies
No Federal Government
Obligations to Third Parties All All All All All
(by use of a disclaimer)
False Statements or claims
Civil and Criminal Fraud Al Al Al Al Al
Access to Third Party
Contract Records All All All All All
Changes to
Federal All All All All All
Requirements
Termination ) >$10,000 if 49 | >$10,000if | >$10,000if | >$10,000 if
>$10.000if49 | “orpbari1g | 49CFR | 49CFRPart | 49 CFR
CFR Part 18 - -
aooliesAll appliesAH Par_t 18 18 appliesAH Par_t 18
apphies appliesAH appliesAH
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Civil Rights
(Tile VI, ADA, EEO;

Except Special DOL EEO All All All All All
clause for construction
projectsABA)
Special D_OL EE_O clause for >$10.000
construction projects
Disadvantaged
Business All All All All All
Enterprises (DBEs)
Incorporation of
ETA Terms All All All All All
Debarment and Suspension >$25,000 >$25,000 >$25,000 >$25,000 >$25,000
Buy America >$1OO§O,OO 5$1050,000 | >$1050,000
Resolution of
Disputes, >$1500,00
Breaches or >$1500,000 >$1500,000 0 >$1500,000 | >$1500,000
Other Litigation
Lobbying >$100,000 >$100,000 >$100,000 >$100,000 >$100,000
Clean Air >$1500,000 | >$1500,000 >$1§§°’°° >$1500,000 | >$1500,000
Clean Water >$1500,000 | >$1500,000 >$1§§°’°° >$1500,000 | >$1500,000
Cargo Transport by Transport
_Preference Invol ocean by ocean
vessel favely | vessel tavol
Property es-property ves
Ttransporte
¢ by ocean )
vessel by-ocean transported
* vessel by-ocean
vessel
Fly America Foreign air Foreign air | Foreign air Foreign air
Invelves Transp./ Transp./ Transp./ Transp./
fForeign_air travellpvelves | travellpvel | travellpvelve | travellpvel
Transp./ foreign vesforeign | sforeign ves-foreign
travelert-or transport-or transport-or | transportor transport-or
alr
Davis-Bacon >$2,000
Act (includingals
o ferry
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vesselsies)
Contract Work >$$2.500100,0 >$2.000100,0
Hours and 00 ( 00
Safety ﬁnsportation >$2,500>% | (also
Standards Act . 100,000 ferries){incly
services .
excepted) 9 IE; )
Copeland Anti- All
Kickback Act >$2,000
Section 1 (ncludingals
Section 2 o ferryies
vessels)
Bonding $100,000
Seismic Safety A and E for
new New
buildings buildings
and& and additions
additions
Transit
Employee Transit
Protective Operations
Arrangements
Charter Service
. All
Operations
School Bus
Operations Al
Drug Use and Transit
Testing Oeperations/
Safety
Sensitive
Alcohol Misuse Transit
and testing Operations
Patent Rights Research and
Development
Rights in I?ata Research and
and Copyright
. Development
Requirements
E“ergy . All All Al All Al
onservation
Recycled Contracts for EPA-selected | EPA-
Products items items $10,000 | selected
i or more items
by-EPA- annually.Cent | $10,000 or
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selected items ractsfor more
when items annually.€
procuring designated ontracts for
$10,000 or by EPA-when | items
more per procuring designated
yearannually. $10,000-6r by-ERPA
more peryear | when
procuFing
$10,000-0r
more-per
year
Conformance
W't.h ITS ITS Projects ITS Projects ITS. ITS Projects ITS.
national Projects Projects
Architecture
ADA Access A&-and-E All All All All
Notification of
Federal Limited to Limited to Limited to Limited to Limited to
Participation for States States States States States
States

STATE AND LOCAL REFERENCES

4.1. Joint Powers Authorlty, erea%edamended by the member entities on July 1, 19762016,

and Gi

Bernardino Countv Code of Ordmances Title 1, Division 4

4.2. California Government Code Sections 1090, 1126, 87100, 87306, Resolution No. 140-
96, and any other applicable provisions of the Government Code and any conflict of

interest Code applicable to Omnitrans employment.

4.3. All other applicable federal, state and local laws, codes, regulations, and standards.
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1. POLICY STATEMENT

1.1. This policy sets forth the requirements for micro, mini and small purchases. This policy
includes other simplified purchase procedures, such as petty cash and procurement cards.
Consistent with guidance set forth in FTA C4220.1F, Section VI.2.3.a, the procurement of
supplies, materials and equipment, services and miscellaneous procurements that do not
exceed an aggregate amount of the simplified acquisition threshold, fixed—at41UJ.S.C—§
40341 —currently set at $1500,000-as-ofJanuary2007, may be procured by the use of Small

Purchase Procedures or other simplified methods.

1.2. It is the full responsibility of the requisitioning department to ensure funds are available within
the department's budget for any requested procurement.

1.3. Consistent with the requirements of the SuperCircularCemmen-GrantRules and the guidance
provided by the FTA’s Circular 4220.1F, Section 6, a cost/price analysis shall be performed in
connection with each procurement action. The method and degree of analysis depends on the
facts and circumstances surrounding each procurement. As a starting point, Omnitrans will
make independent cost estimates before receiving bids or proposals.

1.4. A procurement value over $100.00 requires requisition creation in Ellipse, which flows through
the hierarchy for approval.

1.5. Under no circumstances shall procurements be separated into smaller amounts for the purpose
of avoiding procurement procedures.

2. PROCUREMENT TYPES
2.1. The Omnitrans Procurement Process is divided into two main types of procurement:

2.1.1. Formal — procurements for goods and services in excess of $100,000:00150,000. These
procurements are approved by the Omnitrans Board of Directors.

2.1.2. Informal — procurements including petty cash, micro-procurements, mini-procurements,
and small procurements.

2.2. Procurement personnel use the automated Mincom Ellipse system to plan, conduct, track, and
audit procurements.

2.2.1.In some cases, Omnitrans personnel can use CAL-Cards, as specified in Section 3,
“Procurement Card Policies & Procedures.”

2.2.2. Various Omnitrans personnel are responsible for the proper conduct of procurements, as
specified in Policy 1020, Responsibilities.
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2.3. The applicable procedure will depend on the purchase amount. Additional requirements will
apply depending on the subject of the procurement:

2.3.1. $100.00 and below — Petty cash procedure, P-Card or Micro-procurement.

2.3.2. $3,000.00 and Below — Micro-Purchase Procedure-FTA C4220.1F, Section VI.3.a

2.3.2.1.

2.3.2.2.
2.3.2.3.

Micro-procurements may be used for goods/services costing not more than a
$3,000 award amount.

Micro-procurements do not require action by the Board of Directors.

Although Micro-procurement does not require multiple quotes, purchases shall
be of a fair and reasonable price and should be rotated among vendors offering
competitive prices for the same quality. Documentation proving that price is fair
and reasonable and the method of determination shall be retained with each
transaction. Construction contracts over $2,000.00 require compliance with
Federal Procurement Requirements, such as the Davis-Bacon Act; and specific
construction terms and conditions must be used for these procurements.

2.3.3. $3,000.01 to $50,000.00 — Mini-Procurement Procedure--FTA C4220.1F, Section VI.3.b

2.3.3.1. Mini-procurements may be used for goods/services costing $3,000.01 and not
more than a $50,000.00 award amount.

2.3.3.2. Mini-procurements shall be processed through a competitive solicitation
process whereby a minimum of 3 quotes are obtained. Such quotes are to be
documented and filed with each transaction.

2.3.3.3. If unable to obtain the required quotations, a written justification shall be
prepared and filed with each transaction. Sole source and emergency
procurements shall follow the requirements in Section 7 and 8 of Policy 2010.

2.3.3.4. Mini-procurements do not require action by the Board of Directors.

2.3.3.5. All construction procurements of $2,000.00 or more must be reviewed by the
Procurement Department.

2.3.4.$50,000.01 to $100,000.00150,000.00 — Small Procurement Procedure--FTA C4220.1F,
Section VI.3.b
2.3.4.1. Small procurements may be used for goods/services at least $50,000.01 and not

more than a $15060,000.00 award.
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2.3.4.2. Small procurements require action by the Board of Directors for award and
must be signed by the CEO/General Manager.

2.3.4.3. In compliance with FTA recommendations and requirements, procurements that
do not exceed the stated threshold for Small Procurements do not require use
of the Formal Procurement procedure.

2.3.4.4. In the award of A&E Contracts, Omnitrans will select the most qualified firm and
then negotiate a price with that firm only. (See Policy 4050 2.2)

2.3.4.5. Price or rate quotations obtained for small procurements shall be documented
and filed with each transaction.

2.3.5. $100,000.01150,000.01 and above — Formal Procurement Procedure--FTA C4220.1F
Section VI.3.c
2.3.5.1. In compliance with FTA recommendations and the requirements of the

SuperCircularCemmon—Grant—Rules, procurements for goods/services exceeding
$1500,000.00 per award require the use of a Formal Procurement process which

includes:

2.3.5.1.1. Acquisition planning and identification of funding sources.

2.3.5.1.2. Development of Specifications.

2.3.5.1.3. Board authorization to release Invitation for Bids (IFB) and Request for
Proposals (RFP).

2.3.5.1.4. Advertisements.

2.3.5.1.5. Competitive Bid Process.

2.3.5.1.6. Evaluation of Bids or Proposals.

2.3.5.1.7. Board Authorization of Contract Award.

2.3.6. Procurement of Design-Build--FTA C4220.1F, Section VI.h

2.3.6.1.

OMNITRANS shall procure design-build services based on the requirements of
State law, 49 USC, Section 5325(d)(2) and the recommendations of FTA Circular
4220.1F, Section VI.3.h. Whether the work to be performed is construction
predominant or design services predominant will determine if competitive
negotiations/sealed bids will apply or if the Brooks Act will be required.
However, qualifications-based competitive proposal procedures should not be
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used to procure design-build services when the preponderance of the work to
be performed is not A&E in nature as defined in 49 USC Section 5325(b)(1),
unless required by State law.
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EMERGENCY PROCUREMENT POLICY

1.1.

1.2.

1.3.

1.4.

In accordance with the-Public Utilities Code-130234-and-Public Contract Code (PCC)
20134 and 220500233, Omnitrans may conduct procurement on an emergency basis
if the procurement is essential to an Omnitrans requirement to deal with an existing
emergency condition, as defined in the section below.

Both-PUC130234-and - RPCC-20233,-PCC 22050 requires a four fifth vote and twe-
thirds finding by the Board that the emergency will not permit a delay resulting from
a_ competitive solicitation for bids, and that the action is necessary to respond to the
emergency, and continued review by the Board of the need for the emergency action.

For purposes of an emergency procurement under this policy, an "emergency
condition”, is a great public calamity (such as an extraordinary fire, flood, storm, or
other disaster, epidemic, riot, terrorist activity, equipment failure), interruption of
contracts essential to the provision of daily transit service, or which creates an
immediate threat to the public health, welfare, or safety. The existence of an
emergency condition creates an immediate need for supplies, services, or construction
which cannot be met through normal procurement methods, and the lack of which
would seriously threaten one (1) or more of the following:

1.3.1. The health or safety of any person;
1.3.2. The preservation or protection of property; or
1.3.3. The continuation of necessary Omnitrans functions.

If that anticipated cost exceeds $50,000, the CEO/General Manager will attempt to
get the approval of the Chairman of the Board before authorizing the request.

NON-COMPETETIVE/SOLE SOURCE PROCUREMENT POLICY

2.1.

2.2.

Procurement of supplies and services, without competition, may be authorized under
limited conditions, and subject to written justification documenting the conditions
which prevent competitive solicitation. The need for a non-competitive procurement
is recognized when Omnitrans' interests are best served. However, Procurement Staff
are encouraged to avoid continuation of non-competitive contracts.

The conditions and limitations for use of service agreements and emergency
procedures are described in FTA Circular 4220.1F, Section V1.3.i (1) (b). As stated,
procurement by noncompetitive proposals may be used only when the award of a
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contract is infeasible under small purchase procedures, sealed bids, or competitive
proposals and one of the following situations prevails:

2.2.1.

2.2.2.

2.2.3.
2.24.

2.2.5.

2.2.6.

2.2.1.

The item is available only from a single source, i.e. licensed software,
patented material or process, etc.

The public exigency or emergency for the requirement prevents any delay
caused by competitive solicitation. Upon determining that immediate
remedial measures to avert or alleviate damage to property or to repair or
restore damaged or destroyed Authority property, the CEO/General Manager
may authorize the expenditure of money for the direct purchase of goods,
services or construction without the observance of competitive bidding
requirements to ensure the facilities and equipment of the Authority are
available to service the transportation needs of the general public. After any
such expenditure, the CEO/General Manager shall submit to the Board a
complete report explaining the necessity of the action.

FTA authorizes non-competitive negotiations.

After solicitation from a number of sources, Omnitrans deems competition
inadequate.

Public Calamity. In a case such as an extraordinary fire, flood, storm,
epidemic, terrorist activity, or other disaster or interruption of contracts
essential to the provision of daily transit service or catastrophic failure of
revenue producing equipment or facilities, the CEO/General Manager declares
that public interest and necessity require immediate expenditure of money to
safeguard life, health or property and direct the Authority to enter into
contract(s) without observance of public bidding requirements. After any
such expenditure, the CEO/General Manager shall submit to the Board a
complete report explaining the necessity of the action.

The item is an associated capital maintenance item procured directly from the
original manufacturer or supplier of the item. If this is the case, Omnitrans
must certify in writing to the FTA (before approving the contract) that:

2.2.6.1.  The manufacturer or supplier is the only source for such item.

2.2.6.2.  The price of such item is no higher that the price paid for the item
by other like customers.

For non-FTA funded procurements, and except as may otherwise be limited

by applicable law, Omnitrans determines that a non-competitive procurement
is in the public interest and in the best interest of Omnitrans.
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1. POLICY STATEMENT

It is the policy of OMNITRANS that low-dollar purchases (less than $2,506-663,000.00)
should generally be made using procurement cards. Any procurement request greater than
$2,500.003,000.00, or those that have special purchasing restrictions, must be ordered
through the established purchasing process utilizing a purchase order and recorded through
the EHipseEnterprise Resource Planning system.

2. PURPOSE

This policy provides basic guidance and information for OMNITANS’ P-Card Program.
The policy identifies what can be purchased with a P-Card and who can use the P-Card. For
more detailed procedures governing the P-Card Program, please refer to Procurement
Procedure 3000-%.

3. PROCUREMENT CARD DESCRIPTION AND USE

The P-Card is a corporate liability procurement card that looks like a traditional credit card,
and is used in a similar manner, but with OMNITRANS as the cardholder. The P-Card is
simply a procurement payment method and does not change or modify any existing
procurement policy concerning preferred vendors, restricted purchases, documentation
requirements, etc. A P-Card may be used to purchase any authorized goods or services for
OMNITRANS except the following:

e Anything for personal use or non-OMNITRANS purposes;

e Any order that exceeds the $2;,560-063,000 Single Transaction Limit. (A transaction may
consist of one or many items. Regardless of the unit price, if an order totals more than
$2,500.003,000.00, it must go through the normal procurement process. Splitting a large
order or purchase into multiple transactions, each less than $2,500.003,000, is not
authorized,;

e Alcohol, alcohol products, alcoholic beverages;

e Ammunition or weapons;

e Drugs and narcotics;

e Automotive parts, repairs, or maintenance (excludes Parts Department, Maintenance

Department);

e EXxpenses related to any unauthorized travel;

e Instructors or speakers;
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Fixed asset purchase (an item or equivalent with a cost of $5,000 or more);

Gasoline, diesel fuel, oil, and grease (excludes Parts Department, Maintenance

Department, Stops & Stations Workers, and those individual cardholders with authorized
travel requests that include rental vehicles);

o Leases or other contractual agreements, regardless of cost;

Land leases or rentals;

Legal fees;
Hazardous chemical (contact Safety, Security & Regulatory Compliance);

Special Occasion Items (flowers, fruit baskets, candy, balloons, etc.);
Any purchase prohibited by another OMNITRANS policy;

Capital Equipment and controlled assets;

Personal items;

Computer Hardware and Software;

Software License Agreements;

e Maintenance Agreements and Renewals;

Material requiring a license to purchase and/or use;

Medical expenses;

Off-site Record Storage;
Cash Advances, gift certificates (except for approved OMNITRANS functions);

Employee-Recognitionand-uUnauthorized Business Entertainment; ane

e Independent Contractors, Consultants and Professional Services:;

Systems office furniture;

Car leases or rentals, except for Managers and above or as authorized.

Training, except for Managers and above or as authorized.

PROCUREMENT CARD ELIGIBILITY

The P-Card is a limited/restricted credit card, imprinted with the name of the person
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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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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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FORMAL PROCUREMENT POLICY

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 $166,660-06150,000.00
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 $160,000-06150,000.00,
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
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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:
Professional Services

Support Services

Technical services

Operational Services

® 2 0 T p

Maintenance Services
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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. Inall 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
gualifications, 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.

56.45.7.1.  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.

575.8.  Sound and Complete Agreement

5745.8.1.  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.)

57.2.5.8.2.  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 1V.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:

e 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.

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

o 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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9.2.

These clauses would may include, but are not be limited to, the following provisions,
as applicable based on the type of services: Civil Rights, DBE, Buy America,
Lobbying, Debarment, and Davis-Bacon Act. The Contracts staff will also ensure
that, where required, the proper certifications are included with each proposal and
signed by the appropriate individual.

10. DEFINITIONS

10.1.

10.2

10.3

Competitive Purchases $106,600-:61150,000.01 and Over

Competitive Purchases are defined as any purchase with a value of
$100,000-04150,000.01 and above. Purchases of this amount require full and open
competition. Formal procurement methods (sealed bid/competitive proposals) must be
utilized, and most procurements of this nature are subject to Federal/State
requirements. Board approval is required prior to the procurement process starting and
then prior to contract award. Technical specifications/scope of work and/or any other
specific requirements shall be prepared by the requesting department and submitted to
the Procurement Department. The Procurement Department will prepare and publicly
release an Invitation for Bids (IFB) or a Request for Proposals (RFP), as appropriate.
(See sections Pehey—4000.3 and 40004 for further discussion). IFBs/RFPs are
publicly advertised in newspapers of general circulation, in addition to being emailed
directly to the sources that are registered in Omnitrans’ online vendor database.
Competitive procurements are also posted on Omnitrans’ website.

The threshold requirements, as outlined above, apply to the aggregate purchase
amount of the required goods or services. It is not Omnitrans’ policy to separate
related costs for the express purpose of avoiding the competitive bid process

Non-Competitive (Sole Source) Procurement

Under some circumstances, noncompetitive negotiations or “sole source”
procurements may prove necessary to obtain goods or services without requiring
formal procurement procedures. (See Policy 2010).

Options

Option items may be included in contracts entered into by Omnitrans. An option is a
unilateral right in a contract by which, for a specified time, Omnitrans may elect to
purchase additional equipment, supplies, or services called for in the contract or may
elect to extend the term of the contract. If Omnitrans chooses to use options, the
requirements below apply:

&9




€5 Omnilrans

Connecting Our Community, PO|ICy 4000 Page 7 of 9

Procurement Procedures Manual

FORMAL PROCUREMENT POLICY

Approved by Omnitrans Board of Directors
Date Approved: January 9, 2002

Sealed Bids & Competitive Proposals Revised Board Approval: October 2, 20013

Revised Board Approval: June 3, 2015
Revised Board Approval:

1. Evaluation of Options

a.

If required in the solicitation, the option quantities or periods contained in
the contractor’s bid or offer must be evaluated in order to determine
contract award. When options have not been evaluated as part of the award,
the exercise of such options shall be considered a sole source procurement.

2. Exercise of Options

a.

Omnitrans must ensure that the exercise of an option is in accordance with
the terms and conditions of the option provisions stated in the initial
contract awarded.

To the extent possible, the exercise of contract options shall be measured in
terms of its ability to either enhance or positively influence staff’s ability to
fully support Omnitrans’ strategic plan.

An option may not be exercised unless Omnitrans has determined that the
option price is better than prices available in the market or that the option is
the more advantageous offer at the time the option is exercised.

As of May 2002, the FTA has rescinded its five-year contract term
limitation for some FTA-funded contracts, including “revenue contracts.”
Good procurement practice requires that Omnitrans enter into contract
terms no longer than is minimally necessary to accomplish the purpose of
the contract. Therefore, it remains the general practice of Omnitrans to
contract for terms not exceeding a five (5) year period, inclusive of options.
Procurements of rolling stock and replacement parts remain limited by law
to five (5) years.

10.4 Federal General Service Administration (GSA) Schedules

Under certain circumstances, Omnitrans may be permitted to make purchases through
Federal GSA supply schedules in accordance with GSA published procedures, as
outlined in the Best Practices Procurement Manual. The Procurement Department will
determine if the proposed procurement can utilize existing Federal GSA schedules and
follow Procurement Procedure 4000-1.

10.5 Procurement Department Files

The Procurement Department maintains a procurement history file which provides an
audit trail from the initiation of a purchasing requirement through contract closeout.
Where appropriate, the files will include documentation such as the requisitions,
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10.6

10.7

10.8

10.9

independent cost estimate, list of sources solicited, specifications/scope of work,
original solicitation, amendments, proposals, bid evaluation results, determination that
price is fair and reasonable, contract or purchase order, change orders, Board agendas,
copies of public notices, insurance documents, evidence of performance/payment or
other bond documents, notice of award, notice to proceed, and all other related
correspondence.

Geographic Restrictions
Omnitrans will not use geographic preferences in the award of contracts except in the

case of procurement of architectural—and—engineering—(A&E)} services, where
knowledge of local conditions and building codes is a relevant factor in the quality of
the A&E services.

Progress Payment

In some circumstances, Omnitrans may enter into contracts that require the use of
progress payments. Progress payments shall only be made to the contractor for costs
incurred in the performance of the contract. In addition, the Agency must obtain title
to the property (materials, work in progress, finished goods) for which the progress
payments are made. The Agency shalldees not use federal funds toparticipate—in
funding payments (advance payments) to a contractor prior to the incurrence of costs
by the contractor.

Solicitation Bidders List

In addition to the general requirement for full and open competition (publicly
advertised solicitations), the Agency maintains a bidders list of eligible and qualified
vendors who have expressed an interest in receiving solicitations. The bidders list
contains the names, addresses, and point of contact for entities that will receive the
solicitation.  Firms responding to the publicly advertised notice for a specific
solicitation are added to the mailing list.

Pre-Bid and Pre-Proposal Conference

Pre-bid and pre-proposal conferences are generally used in complex acquisitions as a
means of briefing prospective bidders and explaining complicated specifications and
requirements. The conference is chaired by the responsible Procurement Department
staff member and is an open forum where potential respondents may address
ambiguities in the solicitation documents. Notice of the conference is included in the
solicitation at the time of issuance.
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10.10 Cost and Price Analysis

Some form of cost or price analysis shall be made and documented for every
procurement action, including contract modifications, except as indicated in the
procedure. The method and degree of analysis is dependent on the facts surrounding
the particular procurement. At a minimum, Omnitrans shall develop independent cost
estimates for each procurement before receiving bids or proposals. The intent of
performing a cost or price analysis is to ensure Omnitrans receives a fair and equitable
price consistent with the required quality, delivery, and overall terms of the
transaction. All cost/price analyses will be documented and such documents shall be
retained in the procurement files.
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SOLICITATION PROTEST

1. POLICY STATEMENT

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

The purpose of this seetionProcurement Policy is to establish policy for administrative
resolution of protests arising in the acquisition process and to implement applicable
Federal Transit Administration (FTA) requirements and California statutes.

The protest policy herein does not include the actions to be taken by Omnitrans officials
in reacting to legal actions initiated by dissatisfied contractors in the U.S. Courts
pertaining to Omnitrans contract award decisions.

Omnitrans shall have the responsibility to resolve protests of all contract awards. As
appropriate, staff shall explore and use alternative dispute resolution procedures if it is
deemed to be in the best interest of the Agency.

Omnitrans shall notify the FTA in a timely manner when it receives a third party
contract protest on contracts funded by the FTA. Omnitrans shall also keep the FTA
informed on the status of such protests.

All Omnitrans procurements shall be conducted in a manner which assures that all
prospective contractors are provided fair and equal consideration in the selection of the
successful contractor and award of Omnitrans contracts in order to preserve and protect
the integrity of the procurement system. To that end, any interested party shall have the
right to have its complaint considered and resolved administratively by Omnitrans in an
economical and expeditious manner.

“Interested party,” as used in this seetienProcurement Policy, means an actual or
prospective offeror whose direct economic interest would be affected by the award of a
contract or by the failure to award a contract. The term “interested party” includes all
vendors, suppliers, contractors or consultants associated with subject procurement. The
term may also include a subcontractor or supplier at any tier who shows that he/she has a
substantial economic interest in the subject procurement.

Under certain circumstances, an interested party to procurement may protest to
Omnitrans the award of a contract, which may or may not involve the direct application
of funds from the FTA, if it is felt that the solicitation contained restrictive specifications
or if there-are-improprieties are alleged in the procurement.

1.7.1. The mere fact that Omnitrans is a recipient of FTA funds cannot be construed as
evidence of the FTA’s involvement in a particular procurement.
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1.8. Protest procedures are intended to ensure that valid complaints are handled expeditiously
and that the protesting firm receives a fair review of the complaint. It is Omnitrans’
intent that all protests be resolved at the local level. Spurious bid protests may be
subject to civil proceedings for the recovery of compensatory and/or punitive damages.
All protests shall be filed, handled and resolved in a manner consistent with the
requirements of Federal Transit Administration (FTA) Circular 4220.1F Third Party
Contracting Guidance;-Seetien-\ H-and-Omnitrans™Protest-Procedures, which are on file
and available upon request. In all instances involving FTA funds, Omnitrans shall give
notice to FTA regarding the protest.

2. APPLICATION

1.8.2.1.  This Procurement Policy applies to all Omnitrans procurement actions except less
than $3,000 (micro purchases).
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3. PROTEST SUBMITTAL CRITERIA — General

3.1. In order for a protest to be considered, the submittal must meet each one of the following
criteria;

3.1.1. Must be submitted on a timely basis. “Timely” is defined in Section 5 entitled
“Time Limits.”
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3.1.2. Must be submitted by an Interested Party. “Interested Party” is defined in Section
1 of this policy:;

21141.3.1.3. Must identify the name, address, and telephone number of the protester;

3.1.4. Must identify the solicitation number or contract number being protested:

3.1.5. Must be submitted in writing;

3.1.6. Must include all supporting documentation for each material issue raised in the
protest;

3.1.7. Must include a detailed statement of the legal and/or factual grounds for each
material issue identified in the protest;

3.1.8. Must describe the resolution to the protest desired by the Interested Party; and

3.1.9. Must be signed by a properly authorized representative of the Interested Party.

3.2. Omnitrans reserves the right to waive minor, non-substantive, or trivial deficiencies in a
protest in is sole discretion.

3-4.AGENCY LEVEL PROTESTS

3-44.1.  The initial protest filed with Omnitrans must_comply with the protest submittal
criteria detailed above. The following applies to the protest: include-thefoHowing:

~ The gro grounds for the protest must be supported to the fullest extent feasible:;

34314111,  Additional materials in support of an initial protest will be
considered only if filed within the time limits specified in Procurement
ProcedurePeley 50005030, “Time Limits.”

3.2:4.2.  No formal briefs or other technical forms of pleading or motion are required, but a
protest and other submissions should be concise, logical, clear, and legible.

3-3:.4.3. _ Omnitrans’ review of any protest will be limited to:
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3:3-44.3.1.  Violations of State or local laws or regulations: (Note: Violations of
Federal laws or regulations are under the jurisdiction of FTA:);

3-3.24.3.2.  Violations of the Agency's purehasing—procurement procedures, or the
relevant procurement documents:;

3-3:3:4.3.3.  Violations of the Agency's protest procedures or failure to review a
complaint or protest.

4.5 TIME LIMITS

4.2.5.1.  Protests must be filed with Omnitrans within-three{3)-days—ofprior to the bid
opening or proposal closing date if the protest is based on:

421511, Unduly Rrestrictive or severely defective specifications or scope of work:-
Defective specifications must represent a material weakness that affords an undue
advantage to one bidder or proposer over another;-

412.5.1.2.  Improprieties that are apparent in any type of solicitation prior to bid
opening or proposal closing date; or-

5.2. Protests relating to the selection of a Consultant/Contractor must be filed with Omnitrans
within three (3) days of the public bid opening for Invitations for Bids and three (3)
days of notice of the proposed award of a contract for Request for Proposals. Such
protests may be based on:

421521, Omnitrans’ failure to adhere to its purchasing procedures, or the relevant

procurement documents:; or

4.2.2.5.2.2. _ Omnitrans’ failure to adhere to its protest procedures.

4.3.5.3. If the specifications for a particular procurement include specific protest
procedures and time limits, that information_shall takes precedence over the time limits
in this document.

4454, If the initial filing is late, a protest may be considered in the following
circumstances:
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441541, 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:;

4.4.254.2.  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

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

5:6.SUBMISSION OF ADDITIONAL INFORMATION

5.4.6.1.  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

72.8.1.  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.

74-18.1.1.  Any comments theretoef shall be submitted within a maximum of ten (10)
days.

74.2.8.1.2.  Information identified by the protester as proprietary material, as specified
in paragraph—+0 Section 7.2 above, will be withheld as permitted by law or
regulation.

&9.WITHHOLDING OF AWARD

821.9.1.  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,Ypen
receipt-of-aprotest; 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.

9.14.2.10.1.2. 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 Pretest-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.

10.3.2.11.3.1. The protest will not be considered pending during the 10-day period
identified above, or during any reconsideration period. specified-inparagraph-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
Pretest 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.

1112, IMPACT OF JUDICIAL PROCEEDINGS

111.12.1. 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:
12.2.2.13.2.1. Any appealpretests not filed in a timely manner with the FTA:; or
13.2.2. FTA’s failure to follow its established appeal bid-pretest-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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SOLICITATION PROTEST

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 requlation” is defined as the infringement of any
valid requirement imposed by Federal statute or requlation, 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,-o¢ 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 requlations,” “local”
means only those laws or regqulations associated with the provision of
public mass transportation, the exercise of Omnitrans’ powers orard 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.

1222.14.1.10. “Bid” also includes the term “offer” or “proposal” as used in the context
of negotiated procurements.
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CONTRACT ADMINISTRATION

1. POLICY OVERVIEW

1.1.

1.2.

1.3.
1.4.

1.5.

1.6.

1.7.

1.8.

-When a contract is awarded, Procurement’s responsibilities change from solicitation
to contract administration. This selection describes the policies necessary to administer
Omnitrans contracts.

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.

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

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

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.

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.

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.

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
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1.9.

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

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

2.2.

2.3.

Manager shall ensure all administrative steps have been accomplished prior to
Omnitrans issuing final payment to the contractor.

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.

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.

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).

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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3.15.

3.1.6.

3.1.7.

3.1.8.
3.1.9.

3.1.10.

3.1.11.

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;

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;

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

Approval of the contractor’s progress schedule;

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;

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

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, €contract 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. Fherefore aAll enhancements er—deviations—prepesed 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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5.2.

5.3.

6.2.

6.3.

negotiated contract defines specific tasks, milestones, and review procedures, which
vary depending on the particular project.

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 $180,000150,000.

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.

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.

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.”

TFheBy adopting this Manual, the Board authorizes the CEO/General Manager has-the
autherity—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.;previded-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 deesnet-exceed-$25,000 or

ten (10) percent-whicheveris-greater- of the original contract amount (whichever
IS greater).

6.3.2. Public Works/Construction - The CEQO/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-appreve-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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10.

ADVANCED PAYMENT TO CONTRACTORS

8.1.

8.2.

8.3.

8.4.

Advance Payments are payments made to a contractor before contractor incurs costs.
(FFA—Cireular 42201 —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).

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).

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.

Requesting department shall consult with Procurement staff before negotiating terms.

CONTRACT CLOSEOUT

9.1.

9.2.

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).

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.

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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11.

basis for settlement. There shall alse—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.

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.

12.2.

12.3.

12.4.

12.5.

It is the policy of Omnitrans to promptly review and evaluate all contractor claims.
Contracts over $1006,000150,000 shall include dispute resolution language.

Procurement is responsible for the reviewing, evaluatinges 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.

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.

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.

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
14.6:1.4.7.  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 5010.1E€ 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 5010.1E€.

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 $5,000:860 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 differenees-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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909-379-710Q

Connecting Our Community. www.omnitrans.org
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 1V to a Level Il 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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Committee Chair Ed Graham and Members of the Administrative and Finance Committee
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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 Il 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 Administrater 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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Job Title: Database Administrator Manager
Department: Information Technology
Page 2

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.

busi intelli
SUPERVISORY RESPONSIBILITIES

TFhisjob-has-no-superviseryresponsibiities: 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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Job Title: Database Administrator Manager
Department: Information Technology
Page 3

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

POSITION INFORMATION QUESTIONNAIRE

EMPLOYEE NAME: Alex Chen DATE: 07/1/2016

POSITION TITLE: Database Administrator (Recommend change to Database Manager)
LISURS. g Lenr® 3

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

the space below)
Database Analyst, Database Architect, Database Engineer, Database Specialist

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.
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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

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

YEARS: MONTHS:

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

YEARS: MONTHS:

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:

WHAT IS YOUR SUPERVISOR'S NAME:

WHAT IS YOUR SUPERVISOR'S TITLE:
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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.

Plan, design, install, and manage relational databases - Oracle, MS SQL, MySQL
Plan, design, install, and manage data warehouse, data mart and data cube

Plan, design, install, and manage business intelligence systems

Create and manage data dictionary, data flow diagram, and meta data.

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

122



design maintain regulate

develop make schedule
direct meet setup
establish negotiate specify
examine organize supervise
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,
approve contracts,

nn nn

add figures," "negotiate

nn nn

contracts, meet with vendors," etc.
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SECTION 2: - JOB PURPOSE, DUTIES AND RESPONSIBILITIES (continued)

Responsibilities Percent of Time
Per Week

a. Conduct process flow understanding and mapping 10%

b. Design database, data warehouse, data cube architecture 20%

C. Coding PL/SQL and T-SQL 20%

d. Project Management 10%

e. New technology research 5%

f. Monitor and troubleshoot database performance 5%

g. Maintain database related documentations and standards 5%

h. Conduct database backup and data synchronization 5%

i Work with the infrastructure team to maintain and upgrade database 5%

J- Work with vendors and business associates to implement and maintain databases for
business applications 10%

K. Following up and reviewing work of subordinates 5%

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:

4. LIST THE ASPECTS OF YOUR JOB, IF ANY, THAT ARE CONSIDERED
CONFIDENTIAL OR SENSITIVE IN NATURE:

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 A four-year college degree(BA) in: Computer Science, Information
System, Mathematics, Applied Mathematics, Business Administration,
Physics, Economics

Post-graduate training or an advanced degree field: degree
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2. PLEASE LIST ANY SPECIALIZED SKILLS, TRAINING, COURSE WORK, SEMINARS
OR CERTIFICATE PROGRAMS REQUIRED TO PERFORM THIS JOB:

Oracle, MS SQL, MySQL, Sybase, PL/SQL, T-SQL, Data Flow Diagram,
Operating Systems, Programming Languages
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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?

Personal computer, programming IDE environment, database IDE environment , server

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
Application Development 5 -7 years
Project Management

Total Work Experience: _Tyears

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?

____6 months

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

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
RESPONSIBILITY. CHECK THE ONE THAT BEST DESCRIBES YOUR JOB.

I do not manage the work of others.
- I provide work direction to others, but do not have direct performance appraisal
_responsibility for them.
g ____ 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 YOUINDIRECTLY 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
n/a
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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?
Departmental User Get user needs in Interface design 20%
Web Designer Coordinate datainterface requirements 20%
Application Developer Coordinate data source and data model 20%
System Engineer Coordinate server and storage locations 10%

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 [ 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 [ have involve frequent telephone or written
comrunication with individuals outside the Company in administrative positions
and may involve answering routine inquiries or discussion of non-controversial
matters.

The personal contacts [ 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.
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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.

I plan my own work load.

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.

I plan projects with a month to six month timespan.

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

I am involved in strategic planning for the organization and plan ona 3 to 5 year
basis.
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SECTION 7: - -SKILL.S AND ABILITIES

Please cheek 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-syliable 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.

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.

X Abulity 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
weilght 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.

[ 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.

[ '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 ate governed by general organizational
roles and procedures, I have considerable autonomy within established
timeframes.

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.
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.

1 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.
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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.

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

Position duties invelve 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,

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

None Upto 1/3 to 2/3 and
1/3 2/3 more

Wet, humid conditions (non -weather)
Work near moving mechanical parts
Work in high, precarious place
Fumes or airborne particles

Toxic or caustic chemicals

Qutdoor weather conditions
Extreme cold (non weather)
Extreme heat (non weather)

Risk of electrical shock

Work with explosive

Risk of radiation

Vibration

LR A L A R e R e R R ks

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)
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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.

Examples

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

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, | am frequently exposed to serious
potential injury or health hazard such as severe bums, fractures or similar
disablements.
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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.

Stand

Walks

Sit

Talk or hear

Use hands to finger, handle or feel
Climb or balance

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

Taste or smell

Amount of time

None Up to 13 to 2/3 and
1/3 2/3 more
X
X
X
X
X
X
X
X

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

Upto
1/3

1/3 to
213

2/3 and
more

None
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

EXAMPLES
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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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OMNITRANS
Job Description

Job Title: Network Technician
Department: Information Technology
Reports To: Director of Information Technology

FLSA Status: Exempt, Level V—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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Job Title: Network Technician
Department: Information Technology
Page 2

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.

145



Job Title: Network Technician
Department: Information Technology
Page 3

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
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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)

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

YEARS: 2 MONTHS: 4

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

YEARS: 2 MONTHS: 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:
WHAT IS YOUR SUPERVISOR'S NAME: Jacob Harms

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.
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.)

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.
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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.
| 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. IFYOU 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".

NUMBER OF

TITLES(S)
PEOPLE

3. IFYOU 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.

NUMBER OF

TITLE (S)
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

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 | 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 | 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 | 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 | 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 | have involve frequent personal contact with individuals in
management or executive positions, wherein | present information and
recommendations. | (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.
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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.

158



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.

159



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; | make no decisions independently and work
according to procedure.

I am closely supervised; | 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, | have considerable autonomy within established
timeframes.

I work independently on a major function, guided by company policies. | exercise
a high degree of initiative involving major programs and commitment. My work

is monitored by exception and management information reports. | am almost
autonomous in my work.

My work is entirely self-directed; |1 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. |
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. | 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. | 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

None

Upto
1/3

1/3 to
2/3

2/3 and
more

Wet, humid conditions (non -weather)

Work near moving mechanical parts

x

Work in high, precarious place

Fumes or airborne particles

Toxic or caustic chemicals

Outdoor weather conditions

Extreme cold (non weather)

Extreme heat (non weather)

XX |X[X]|X

Risk of electrical shock

Work with explosive

x

Risk of radiation

X

Vibration

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)

equipment)

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

Very Loud Noise (Examples: jack hammer work, front row at rock concert)
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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, | have relatively high exposure to
hazards which are likely to produce temporary cuts, bruises or sprains.

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

While performing my normal work activities, | 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

None Upto 1/3to 2/3 and
1/3 2/3 more

Stand | x

Walks X

Sit X

Talk or hear X

Use hands to finger, handle or feel
Climb or balance

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

Taste or smell | x

XX XX

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

None Upto 1/3to 2/3 and

1/3 2/3 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

EXAMPLES
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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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1700 W. Fifth St.

omn'Trans San Bernardino, CA 92411

909-379-710Q

Connecting Our Community. www.omnitrans.org
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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