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l, 1 Appointment and Qualifications. Members of the Board of Directors 

shall be appointed as provided in Article 1, Chapter 3 of the 

Southern California Rapid Transit District Law, and shall have 

the qualifications set forth therein. 

Effective January 1, • 1975 

1. 2 Compensation. An attendance fee of fifty dollars ($50) per meeting 

attended, but not to exceed five hundred dollars ($500) in any 

calendar month to any member, shall be paid to members of the 

Board of Directors, together with the actual necessary traveling 

and other expenses incurred by a Director in the performance of 

his duties, payable from the funds of the District available for 

these purposes. 

1, 3 Information. Each Director will be mailed a copy of any letter 

written by the President, the Vice-Pr·esident or the General 

Manager relating to important negotiations or other policy matters 

affecting the District, The copy will be mailed concurrently with 

the original. 

S.C.R. T .D. UBRARl 
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Rules and Regulations 
Adopted November 5, 1964 

II. OFFICERS OF THE DISTRICT 

2. 1 In General. The officers of the District shall consist of the 

members of the Board of Directors; a President and a Vice-

Pre6ident of the Board, each of whom shall be a member of the 

Boa:rd; a Secretary, a General Manager, a General Counsel, a 

' ' 

Treasurer, an Auditor, a Chief Engineer, a Manager of Operations, 

a Director of Public Relations, and such other or subordinate 

officers, assistants, and deputies as the Board may deem 

necessary and provide for by ordinance or resolution. The 

Secretary, General Manager, General Counsel, Treasurer and 

Auditor shall be full-time officers of the District. 

2. 2 Appointment and Removal of Officers. 

A. President and Vice-President. An election for the offices 

of President and Vice -President shall be held once each 

year at the first regular meeting in March, and at such 

other times as there may be a vacancy in either of those 

offices. An election for either or both of those offices may 

be held at any meeting upon the request of six Directors if 

notice of their intent to require an election is included in 

the notice given for the meeting immediately preceding the 

meeting at which the election is proposed to be held, Such 

election shall be by secret ballot, A nominating committee 

of not less than three Directors may be appointed by resolution 
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Adopted November 5, 1964 

of the Board of Directors and instructed to make a report at 

a regular or special meeting prior to the election, which may 

be the meeting at which the election is held, Other nominations 

may be made by any Director after the report of the nominating 

committee is received, 

B, Secretary, General Manager, General O:mnsel, Treasurer, 

and Auditor, The Secretary, General Manager, General 

Counsel, Treasurer, ·and Auditor s·hall be appointed by the 

affirmative votes of a majority of the mem':iers of the Board, - • 

and, subject to the requirements of Section 30333 of the 

Southern California Rapid Transit District Act relating to 

the removal of the General Manager, may be removed by 

the affirmative votes of a majority of the members of the 

Board of Directors, 

C, Other Officers, The Chief Engineer, the Manager of Opera-
\ 

tions, the Director of Public Relations, and such other or 

subordinate officers, assistants, and deputies as the Board 

may provide for by ordinance or resolution shall be appointed 

by the General Manager and shall serve at his pleasure, 

2, 3 The President, The Pre!alident shall, if present, preside at all 

meetings of the Board of Directors and shall exercise and per­

form such .other powers and duties as may be from time to time· 

assigned to him by the Board of Directors or prescribed by 
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Rules and Regulations 
Adopted November 5, 1964 

these rules •and regulations, In any case where the execution of 

a document or the performance of an act is directed, the President, 

unless the resolution otherwise provides, .is empowered to execute 

such document or perform such act. 

2. 4 The Vice-President. The Vice-President shall perform the 

duties of the President in the absence or inability of the President, 

and, when so acting, shall have all the powers of and be subject 

to all the restrictions upon the President. 

Revised November 5, 1975 

2. 5 The Secretary. The Secretary shall keep or cause to be kept a 

b.ook of minutes, at the principal office or such other place as 

the Board of Directors may direct, of all meetings of the Board 

of Directors . .The minutes of each meeting shall disclose the 

time and place thereof, whether regular or special, and if 

special how authorized, the notice thereof given, the names of 

those present and the proceedings thereof. The Secretary shall 

give or cau·se to be .given notice of all meetings as required by 

these rules and regulations. The Secretary shall keep the seal 

of the District in safe custody, shall retain tapes of Board and 

Committee meetings for a·period of five years, and shall.have 

such other powers and perform such other duties as may be pre-

• 

scribed by the Board of Directors or by these rules an<i ,;regulations. • 
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2. 6 The Treasurer. The Treasurer is the chief financial officer of 

the District. He is responsible for the fiscal affairs of the 

District in full compliance with the law and with.the terms of 

the Trust Indenture and Equipment Trust Agreements; for the 

financial relationships of the District with the Trustees under 

the Trust Indenture and Equipment Trust Agreement, bond holders, 

_equipment trust certificate holders, investment houses, and 

others; and for the cash position and bond portfolio of the District. 

The Treasurer shall also have such other duties and responsibilities 

as may from time to time be assigned to him by the District. 

The Treasurer shall be the custodian of the funds of the District, 

and, except as otherwise required by the Trust Indenture, shall 

make payments only upon warrants duly and regularly signed by 

the President or Vice-President of the Board, or the person 

authorized by the Board to do so, and by the Secretary or. 

GenEeral _Manager. 

The Treasurer shall execute a bond with one or more 

corporate sureties approved by the Board of Directors in the 

sum of $100, 000, payable to the District and conditioned upon 

the faithful performance of the duties of the office and the payment 

of all money received by him according to law and the orders of 

the Board of Directors. The Board of Directors may at any time 

require a new bond from the Treasurer in such sum as may then be 
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• determined by the Board ,of Directors, T;he obligation of the 

surety on any such bond shall not extend to any loss sustained 

by the insolvency, failure or closing of any national or State 

bank wherein the Treasurer has deposited funds if the bank has 

been approved by the District as a _depositary for such funds, 
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III, ACTION BY THE DISTRICT: MEETINGS 

3, 1 Regular Meetings, The Boa-rd of Directors shall hold two regular 

meetings each month, at the hour of 1 :00 p, m, on the second and 

fourth Tuesday, unless such Tuesday is a holiday, in which case 

the meeting shall be held on the next business day, 

3, 2 Agenda, Matters to be placed on the agenda for any regular 

meeting may be filed with the Secretary of the District by the 

General Manager, members of the Executive Staff, or any 

Directors of the District, The agenda for each regular meeting 

shall be prepared by the Secretary of the District on the Friday 

preceding such regular meeting, at which time the Secretary 

shall release copies of said agenda to the press, and shall cause 

copies of said agenda to be mailed or delivered to each Director, 

the General Manager, and the General Counsel, Formal action, 

other than the appointment of a committee, will not ordinarily 

be taken with respect to any matter not included on the agenda 

unless special circumstances require otherwise and six Directors 

consent to such consideration; provided, however, that no matters 

directly affecting fare increases, major permanent decreases in 

service, or major permanent changes of routes, and no election 

of officers, may be acted upon until they have been placed upon 

the agenda, Provided, further, that the foregoing proviso shall 

not be construed to limit discussion of any matter whatsoever, 
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3, 3 Special Meetings, A special meeting may be called at any time 

by the President or any six Directors, by delivering personally 

or by mail written notice to the Secretary, each Director, and to 

each local newspaper of general circulation, radio or television 

station requesting notice in writing, Such notice shall be delivered 

personally or by mail at least 24 hours before the time of such 

meeting as specified in the notice, The call and notice shall 

specify the time and place of the special meeting and the business 

to be transacted, No other bu~iness shall be considered at such 

meetings, Such written notice may be dispensed with as to any 

Director who at or prior to the time the meeting convenes files 

with the Secretary a written waiver of notice, Such waiver may 

be given by telegram, Such written notice may also be dispensed 

with as to any Director who is actually present at the meeting at 

the time it convenes, 

3, 4 Quorum, A majority of the Board of Directors constitutes a 

quorum, and all action at a meeting shall require the affirmative 

·vote of a majority of the Directors, An indenture or similar 

instrument relating to bonds of the District outstanding or to be 

outstanding may require the affirmative vote of two-thirds of the 

Directors for any specified action, 

3, 5 Meetings to be Public, The Secretary of the District shall retain 

a copy of the Agenda or Notice of the meeting and shall communicate 
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Adopted November 5, 1964 

the information contained therein, to any person requesting the 

same, Any member of the public, including representatives of 

the press or otherwise, may attend the meetings of the District, 

provided that the Board of Directors may meet in an executive 

session during a regular or special meeting to consider and act 

upon the appointment, employment or dismissal of an officer or 

employee or to hear complaints or charges brought against such 

officer or employee by another public officer, person or employee 

unless such officer or employee requests a public hearing, The 

Board also may exclude from any such public or private meeting, 

during the examination of a witness, any or all other witnesses 

in the matter being investigated by the District, 

Revised March 4, 1974 

3, 6 Adjourned Meetings, The Board of Directors may adjourn any 

regular, adjourned tegular, special or adjourned special meeting 

·to a time and place specified in the order of adjournment, Less 

than a quorum may so adjourn from time to time, If .all members 

are absent from any regular or adjourned regular meeting, the 

Secretary of the District may declare the meeting adjourned to 

a stated time and place and shall cause a written notice of the 

adjournment to be given in the same manner as provided in 

Section 3, 3 of the Rules and Regulations for special meetings, 

-9-



Rules and Regulations 
Revised March 4, 1974 

unless such notice is waived as provided for special meetings, 

A copy of the order of notice of adjournment shall be conspicuously 

posted on or near the door of the place where the regular, adjourned 

regular, sp'ecial or adjourned special meeting was held within 

24 hours after the time of adjournm·ent, When a regular meeting 

is adjourned as provided in this section, the resulting adjourned 

meeting is a regular meeting for all purposes, When an order 

of adjournment of any meeting fails to state the hour at which the 

adjourned meeting is to be held, it shall be held at the hour of 

1 :00 p, m, 
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IV. PUBLIC HEARINGS 

4. 1 1n General. The Board may hold public hearings, subpoena 

witnesses, and perform all other acts necessary to properly 

carry out its duties. The Board may delegate such authority 

to other officers of the District who shall report thereon to the 

Board. Each director may administer oaths and affirmations 

in any District investigation or proceeding. 

4. 2 Public Hearings Requested by a CoJ!!l!y or City on Final Report 

as to a Rapid Transit Service and System. Public hearings 

requested by an affected city or county on a final report as to a 

rapid transit service and system shall be governed by the· pro­

visions of Section 30636 of the Southern California Rapid Transit 

District Law. 

4. 3 Public Hearings Requested by a County or City on Rates or 

Char~ or Location of District Facilities. Public hearings 

requested by a board of supervisors of a county or the governing 

body of a city having territory located wi_thin the District as to 

the reasonableness of any rates or charges fixed by the District 

or as to any proposal for fixing the location of facilities by the 

District shall be held in accordance with Sections 30639-30645 of 

the Southern California Rapid Transit District Law • 

-11-



Rules and Regulations 
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V. THE GENERAL MANAGER 

5. 1 In General. The chief executive officer of the District is the 

General Manager. He shall have full charge of the a·cquisition, 

construction, maintenance, and operation cif the facilities of 'the 

District and also of the administration of the business affairs of 

the District. Ali other things being equal, the General Manager 

shall be chosen on the basis of his qualifications with special 

reference to_his actual experience in or his knowledge of accepted 

practices in respect to· the duties of his office. The General 

_Man_ager :need not be a resident of this State at the time of his 

appointment. The Directors may appoint a General Manager 

pro tempore to serve during any absence or disability of the 

General Manager. 

5. 2 Salary and Term of Employment. The General Manager shall 

hold office for an indefinite term, and may be removed as pro­

vided in Section 30333 of the Southern California Rapid Transit 

District Law. The General Manager shall be paid a monthly 

salary, together with his travel and other expenses incurred by 

him in the performance of his duties, and such salary shall not 

be reduced except as provided in Section 30333 of the Southern 

California Rapid Transit District Law. 

5. 3 General Powers and Duties. The powers and duties of the 

General Manager are: 
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Rules and Regulations 
Adopted November 5, 1964 

A. To have full charge of the acquisition, construction, mainte­

nance, ·and operation of the facilities of the District. 

B. To have full charge of the administration of the business 

affairs of the District. 

C. To see that all ordinances of the District are enforced. 

D. To administer the personnel system and collective bargaining 

agreements adopted by the Board and except for officers 

appointed by the Board to appoint, discipline or remove all 

officers and employees subject to the rules and regulations 

adopted by the Board and the applicable provisions of this 

part or the terms and conditions contained in a'¥ applicable 

• collective bargaining agreement. 

• 

E. To prepare and submit to the Board as soon as practical 

after the end of each fiscal year a complete report of the 

finances and administrative activities of the District for the 

preceding year. 

F. To keep the Board advised as to the needs of the District. 

G. To prepare or cause to be prepared all plans and specifi-

cations for the construction of the works of the District. 

H •. To devote his entire time to the business of the District. 

I. To cause to be installed and maintained a system of auditing 

and accounting which shall completely and at all times 

show the financial condition of the District • 

-13-
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Adopted November 5, 1964 

J. To perform such other and additional duties as the Board 

may require. 

5. 4 Non-Contract employees. The General Manager or his authorized 

representative is authorized to take any or all of the following 

actions in relation to non-contract employees of the District: 

A .. To hire· employees at Step A of the appropriate salary range 

of any existing class or at such rate above the minimum of 

the range as he may deem necessary in any particular case. 

B. To review and approve or disapprove any annual step increase 

upon the specific recommendation for such increase by the 

appropriate department head.· 

C. To promote an employee t_o a position in an existing class 

which has a higher maximum salary than his previous class 

and to pay such employee such higher salary within the 

established salary range as the General Manager may, in 

his dis cr·etion, decide. 

D. To trans£ er an e.mployee from a position in one class to a 

position in another class which has an identical salary range. 

E. To demote an employee from a position in one class to ~ 

position in a class which has a lower maximum salary than 

his previous class and to pay such employee such lower 

salary within the established salary range as the General 

Manager may, in his discretion, decide. 
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Adopted November 5, 1964 

F. To suspend an employee, without pay, for any period. 

G. To discharge any employee. 

In addition to the above, the General Manager or his authorized 

representative is authorized to appoint additional employees to 

any existing class subject to ratification by the Board of Directors 

at the meeting next succeeding the appointment of said employees. 

The General Manager may not appoint employees to a new class 

until said new class has been created by action of the Board of 

Directors. 

5. 5 Attendance and Participation at Meetings of the Board. The 

General Manager shall attend meetings of the Board and shall be 

entitled to participate in the deliberations of the Board, but 

shall not have a vote as to any matter before the Board . 

-15-
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VI. THE GENERAL COUNSEL 

6. 1 In General. The General Counsel shall be a person admitted to 

practice law in the Supreme Court of California and shall have 

been actively engaged in the practice of law for not less than 

seven (7) years next preceding his appointment. 
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Adopted November 5, 1964 

VII, DISBURSEMENTS: EXPENSES 

7, 1 Disbursements: In General, Funds deposited by the District 

shall be withdrawn or paid out only by check or draft upon the 

depositary bank, signed by such officer or officers, or employee 

or employees, as may be designated by the District except that 

interest and principal of revenue bonds of the District may be 

paid in the manner provided in any indenture or similar instrument 

relating to bonds of the District outstanding or to be outstanding, 

In case any officer or employee whose signature appears upon 

any check ceases to hold his office after so signing, but before 

the delivery of the instrument to the payee or before presentation 

thereof for payment his signature nevertheless shall be valid and 

sufficient for all purposes with the same effect as_ if he had 

remained in office or employment until payment of such instrument, 

7, 2 Authorized Signatures, All checks shall be signed by the Treasurer 

of the District, or an Assistant Treasurer, and countersigned by 

.the President, Vice-President, or General Manager of the 

District, Any or all of the above signatures may be facsimiles 

placed upon checks by printing, signature dies, or any other 

method in general business use, 

7, 3 Directors' Expenses: General Provisions, The District shall 

reimburse Directors only for expenses that are necessarily 

incurred in connection with the business of the District, In no 

-17-
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Rules and Regulations 
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event shall such reimbursement be in ail amount greater than 

the actual cost to such Directors. Each Director is authorized to 

travel within the State when, in his judgment, such travel is 

required in connection with his duties and responsibilities to the 

District. Travel by a Director outside the State shall be authorized 

in accordance with Section 7. 4 of these Rules and Regulations. 

No expense of Directors shall be reimbursed except pursuant to 

these rules. 

Revised August 22, 1978 

A. Automobile~enses: 

(1) Directors shall be reimbursed for the authorized use 

of a private automobile at a mileage rate to be set 

from time to time by a Board resolution. 

Adopted November 5, 1964 

(2) Private automobiles shan not be serviced by the 

District and no other value shall be received for 

the .use of private automobiles except that which is 

provided in 7. 3 A. (1) 

Revised December 22, 1976 

B. Travel Expenses: 

{l) Reimbursable expenses of Directors include trans-
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portation, a single occupancy hotel room, meals, 

telephone calls, luggage handling, gratuities, registration 

for business conferences and other proper business 

expense items. 

(2) Tickets for transportation (air and train) must be 

obtained from the District or by the use of a District 

air travel card. If transportation is by private auto­

mobile, reimbursement shall be based on the mileage 

rate set forth in 7. 3 A. (1) or on the actual cost of 

airline travel, whichever is the lesser. 

(3) Reimbursement for travel expenses will be made upon 

• the submission of a claim therefor .. When any single 

item of expense exceeds $5. 00, a receipt for such 

• 

expense item shall be attached to the claim. 

(4) Anything in these rules notwithstanding, Directors 

have the option of claiming $25. 00 per day in lieu of 

expenses, exclusive of a single occupancy hotel room, 

transportation and registration fees. 

Adopted November 5, 1964 

C. Organization Dues and Fees: Organization dues and/or 

fees shall be reimbursed only to those persons who have 

been expressly authorized by the Board of Directors to 

-19-
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incur such expenses and such reimbursement has been 

approved as to legality by the General Counsel. Other 

expenses incurred in connection with such memberships 

shall not be paid unless they are reimbursable under some 

other provision of these rules. 

D. Miscellaneous Expenses: Directors shall be reimbursed 

for miscellaneous expenses incurred on behalf of the District 

and for expenses incurred incidental to business meetings 

or conferences held on behalf of the District. 

7. 4 Directors' Attendance _at Out-of-State Meetings and Conferences. 

Attendance by members of the District Board of Directors at 

educational and informational transit conferences and meetings 

held outside the State shall be in accordance with the following 

policies and procedures: 

A. Attendance by Directors: Directors may attend out-of-

State transit meetings or conferences upon approval of the 

Board of Directors. Any out-of~State trips deemed neces­

sary by the General Manager which are of an emergency 

nature and do not fall within the time limits of a Board 

meeting, can be authorized by the Executive Committee of 

the Board of Directors and subsequently ratified by the 

Board of Directors. 
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B. Procedures: Normal. procedures which apply to all District 

personnel will be followed in completing travel authorization 

requests and expense account submissions, including the 

attachment of receipts for hotel and air or other mode .. 

travel expenses not directly billed to the District. 

C. Deviations in Policy: Deviations from this policy and these 

• procedures shall be authorized by direction of the Board. 

7. 5 Directors; Procedure for Re@estiM Reimbursement. A Director 

7. 6 

requesting a reimbursement of expenses shall deliver to the 

President or Vice-President of the Board for the Auditor's records 

a statement in writing indicating the amount and nature of the 

expense incurred. Each expense shall be separately stated . 

There shall be attached to each such statement such evidence of 

the listed expenses as may be reasonably available. The reimburse­

ment of expenses shall not be made unless such reimbursement has 

been approved by the President or Vice-President. The President 

or Vice-President of the Board shall not approve any reimbursement 

until he determines the expense item involved was necessarily 

incurred on behalf of the District. 

Officers' and Employees' Expenses; General Provisions. The 

District shall reimburse officers and employees only for expenses 

that are necessarily incurred in connection with the business of 

the District. In no event shall such reimbursement be in an 
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amount greater than the actual cost to such officers and emplo·1ees. 

No expense of officers or employees shall be reimbursed except 

pursuant to these rules. 

Revised August 22, • 1978 

A. Automobile Expenses: 

(1) Officers and employees (non-contract) shall be reimbursed 

for the authorized use of a private automobile at a mileage 

rate to be set from time to time by a Board resolution. 

Adopted November 5, 19(,4 

(2) • Private automobiles shall not be serviced by the District 

and no other value shall be received for the use of 

private automobiles except that which is provided in 

7. 6 A. (1 ). 

Revised December 22, 1976 

B. Travel Expenses: 

(1) Reimbursable expenses of officers and employees 

include transportation, a Single occupancy hotel room, 

meals, telephone calls, luggage handling, gratuities, 

registration for business conferences and other proper_ 

business expense items. 
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(2) Tickets for transportation (air and train) must be obtained 

from the District. If transportation is by private auto­

mobile, reimbursement shall be based on the mileage 

rate set forth in 7. 6 A. (1) or on the actual cost of airline 

travel, whichever is the lesser. 

(3) Reimbursement for travel expenses will be made upon 

the submission of a claim therefor. When any single 

item of expense exceeds $5. 00, a receipt for such 

expense item shall be attached to the claim. 

(4) Travel expenses of officers and employees pursuant to 

7. 6 B. shall be allowable only for travel outside the 

area of the District's system, except in connection with 

assigned duties within the area when such expenses may 

be authorized.by the General Manager. 

Adopted November 5, 1964 

C. Meals. Meal expenses incurred within the area of the 

• District's system shall not be reimbursed except upon the 

authorization of the General Manager. 

D. Organization Dues and Fees. Organization dues and/or fees 

shall be reimbursed only to those persons who .have been 

expressly authorized by the Board of Directors to incur such 

expenses and such reimbursement has been a·pproved as to 
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7,7 

legality by the General Counsel, Other expenses incurred 

in connection with such memberships shall not be paid unless 

they are reimbursable under some other provision of these 

rules. 

E, Miscellaneous Expenses, Officers and employees shall be 

reimbursed for miscellaneous expenses incurred on behalf 

of the District anµ for expenses incurred incidental to business 

meetings or conferences held on behalf of the District, 

Officers' and Employees' Attendance at Out-of-State Mee~s 

and Conferences, Attendance by officers and employees at 

educational and informational transit conferences and meetings 

held outside the State shall be in accordance with the following 

policies and procedures: 

A, Attendance by Officers and Employees: The officers and 

employees attending any out-of-state transit meeting or 

conference shall be designated by the General Manager, 

B, Procedures: Normal procedures which apply to all District 

personnel will be followed in completing travel authorization 

requests and expense account submissions, including the 

attachment of receipts for hotel and air or other mode of 

travel expenses not directly billed to the District, 

C, Authorization and Approval: The General Manager shall 

authorize all officer and employee travel and approve all 

-24-

• 

• 

• 



• 

• 

• 

Rules and Regulations 
Adopted November 5, 1964 

7. 8 

officer and employee expense accounts. 

D. Deviations in Policy: Deviations from this policy and these 

procedures shall be authorized by direction of the Board. 

Officers and Employees; Procedure for Requesting Reimbursement. 

An officer or employee requesting a reimbursement of expenses 

shall deliver to the General Manager for the Auditor• s records a 

statement in writing indicating the amount and nature of the 

expense incurred. Each expense shall be separately stated; 

There shall be attached to each such statement such evidence of 

the listed expenses as may be reasonably available. The re.imburse­

ment of expenses shall not be made unless such reimbursement 

has been approved by the General Manager;. The General 

Manager shall not approve any reimbursement until he .determines 

the expense item involved was necessarily incurred on behalf 

of the District . 

-25-
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Rules and Regulations 
Revised January 7, 1975 

VIII, PURCHASING 

8, l Purchases by 'the District shall be govern·ed by Article 3 of 

Chapter 5 and by Section 30258 of the Public Utilities Code, and 

by these Rules and Regulations, Wheneve·r a reference is made 

to the Genera·! Manager, Purchasing Agent or Executive Staff 

member-, it shall be deeme·d to include the person's written 

designee, 

8, 2 Unless the General Ma·nager provides otherwise, all purchasing 

and contracting as above described or negotia'tions therefor 

shall be done 'exclusively through the Purchasing Department, 

8, 3 Requisitions. Any department desiring to acquire goods or 

services shall file with the Purchasing Department a requisition 

setting forth its needs, together with specifications therefor, 

A, Requisitions are not required for: 

(l) Purchases from petty cash, These are purchases not 

exceeding $30, 00, and may be made only upon the 

approval of the Department Head or his designee, 

(2) Purchases of utility services (gas, water, power) or 

installation: of new utility services, 

B, Signatures required: 

(1) Requisitions for purchases up to $5,000, 00 shall be 

approved by the Executive Staff member of the depart­

ment desiring to acquire goods or services ("Executive 
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Staff member") . 

(2) Requisitions for purchases over $5,000.00 but less 

than $10,000.00 shall be signed by the Executive Staff 

member and approved by the General Manager. 

(3) Requisitions for purchases of $10,000.00 and over shall 

be signed by the Executive Staff member and the General 

Manager and approved by the Board of Directors. 

(4) Requisitions for purchases of over $500, ooo; 00 shall 

be signed by the Executive Staff member and the General 

Manager and recommended by a committee composed of 

the President,_ the· General Manager, and the- appropriate_ 

Executive Staff members, and approved by the Board of 

Directors. 

(5) Requisitions for capital assets shall refer to an 

Authorization For Expenditure number. 

Revised September 22, 1978 

8, 4 Biddif!K Requirements, 

A, No bids .required, Formal, public bids are not required in 

the following instances: 

(1) For the procurement of goods where the expenditure 

is $10,000 or less . 
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(2) Where goods can be obtained from only one source. 

(3) For the. procurement of services. (,This includes utilities 

• and certain professional and consulting services.) 

(4) For purchases of an emergency nature. In these instances, 

Section· 30572 of the _District law shall be followed. 

(5) For the procurement of goods for test or experimental 

purposes. 

In the above cases, purchases may be made pursuant to 

formal bid, informal bid, or in the open market, at the 

discretion of the Purchasing Agent. Informal bids are 

quotations, either written or oral, which permit prices and 

other terms to be compared. Wherever feasible, the 

Purchasing Agent should receive informal bids. 

B. Formal Bids. A formal bid is one submitted by the bidder 

pursuant to the following procedure: 

( 1) The Fur chasing Agent shall publish a Notice inviting 

bids pursuant to Government Code Section 6061 in a 

_ney.,spaper of general circulation, fixing a period during 

which such bids will be received, which shall be at least 

10 calendar days after publication of the notice. The 

notice shall include a general description of the supplies 

and services to be purchased or contracted for and 

shall state where bid forms and specifications may be 
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obtained and shall specify the time and place for receiving 

and opening of bids. 

(2) All bids shall be submitted sealed, prior to the time 

specified in the invitation to bid. 

(3) The Purchasing Agent shall open the bids publicly at 

the time and place designated by him. Thereafter, he 

shall review and analyze and tabulate all bids and shall 

certify the lowest responsible bidder and make his 

recommendation to the Board of Directors. (W'nenever 

the Purchasing Agent is required to so review and report, 

he may call upon any person in the District administration 

for information and assistance. ) Any person shall have 

the right to be present at the opening of the bids and 

shall have the right at that time to have any part of any 

bid read aloud. 

Revised February 13, 1979 

C. Awards and Execution of Contracts. 

(1) Where there have been no formal bids and the expendi­

ture is less than $10, 000. 00: 

(a) The award may be made by either the General 

Manager or Purchasing Agent . 
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(b) The contract or purchase order may be executed 

by either the General Manager or Purchasing Agent. 

Revised January 1, 1976 

(2) For purchases not covered by Paragraph 1, over $5,000.00 

but less than $10,000.00: 

(a) The award shall be made to the lowest responsible 

bidder by the General Manager. The contract or 

purchase order shall be executed by either the 

General Manager or the Purchasing Agent. 

Revised January 7, 1975· 

(3) For purchases $10,000.00 and above: 

(a) The award shall be nB de to the lowest responsible 

bidder by the Board of Directors, or in cases where 

there are no bids, the· award shall be approved by 

the Board of Directors. The contract or purchase 

order shall be executed by the General Manager 

or the Purchasing Agent. 

Revised March 4, 1974 

8. 5 Specifications. If the Purchasing Agent finds that the specifi-

cations on any requisitions are for any reason inadequate, he 

shall notify the head of the requisitioning department, and such 
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steps are as necessary shall be taken to cure the inadequacy. 

The naming of a brand name is usually not an adequate statement 

of specifications and the :Purchasing Agent may reject any requi­

sition which simply requests the product of a particular manu­

facturer or supplier if in his opinion such request is not consistent 

with the policies of the District as herein declared. 

8. 6 Bidders List. The Purchasing Agent shall maintain bidders 

lists which he may revise from time to time. These lists will be 

composed of suppliers who have indicated a desire to be included 

and who are considered a responsible source based on their 

financial responsibility and capacity to produce the quality and 

quantity of material at the time it is required by the District. 

Evaluation necessary to determine a responsible source shall 

be conducted in accordance with sound commercial practices and 

governmental agency procedures. 

8. 7 Bids. The District reserves the right to reject any and all .bids, 

or to waive any informality in bids as the interest of the District 

may require. Only those bids shall be considered which are 

deemed responsive to the invitation for bids. The Purchasing 

Agent shall make such rules as he deems advisable for considering 

bids to insure maximum protection of the District's interest 

consistent with insuring an equal opportunity for all bidders and 

a fair and equitable treatment of all bidders. If all bids submitted 
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in answer to a given invitation are not rejected, the Board, or 

the Purchasing Agent, as the case may be, shall award the 

contract to the lowest responsible bidder. The Purchasing Agent 

shall keep the originals of the rejected bids, together with the 

invitation inviting such bid, on file in his office as part of the 

public record. 

8. 8 Tie Bids. If there is a tie low bid, the contract may be awarded 

to one of the tie bidders by drawing lots in public. 

8. 9 Testing. The Purchasing Agent may also require testing of 

products by appropriate ·departments when he deems such tests 

to be in the best interest of the District. 

8. 10 Reports. 

A. The Purchasing Department shall submit a report of all 

purchases during the month over $1, 000. 00 except routine 

purchases of materials or supplies for stock and for 

ordinary repairs, to the Board of Directors at a meeting 

following the close of the month. 

B. A statement of Material and Supplies account will be pre­

sented monthly to the District for the information of the 

Directors. 

8. 11 Payment Procedures. 

A. Purch~es Outside the Purchasing D_~_~rtment. Whenever 

the District is billed for any contract other than one let 
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through the Purchasing Department, the Auditor will make 

payment of the amount due upon receipt of an invoice approved 

by the head of the department receiving the goods or services 

or his designee. 

Revised September 8, 1976 

B. Purchasing Through Purchasing Department. Whenever the 

District is billed pursuant to any purchase order or contract 

let by the Purchasing Department for goods to replenish 

stock items, the Auditor will make payment of the amount 

due upon receipt of an invoice and evidence that goods have 

been received at District's Store facility. Whenever the 

District is billed pursuant to any purchase order or contract 

let by the Purchasing Department for delivery of goods or 

services directly to a requisitioning department, the Auditor 

will make payment of the amount due upon receipt of an 

invoice approved by the appropriate department head or his 

designee. 

Revised March 4, 1974 

8. lZ Real Prcperty. The Purchasing procedure he.rein set forth 

shall not apply to the purchase of real property and no authority. 

granted herein shall authorize any person to purchase or solicit 

the purchase for the District of any real property. 
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IX. SALES OF DISTRICT PROPERTY 

9. 1 Responsibility. It is the Purchasing Agent's responsibility for 

the disposition or sales of all surplus, ob.solete or used material, 

supplies or equipment (personal property) belonging to the District .. 

' 
and all concerned shall be governed by these Rules and Regulations. 

Whenevel" a reference is made to General Manager, Purchasing 

Agent or Executive Staff members, it shall be deemed to include 

the person's written designee. If the Purchasing Agent deems it 

in the beat interests of the District to dispose of such personal 

property, he shall adhere to the. appropriate procedure prescribed 

below or request the Board of Directors for any modification 

therein required in a particular case. District employees are 

excluded from·participating in sales of District property when 

such sales are made by sealed bid. 

Revised January 31, 1977 

9. 2 Authori~ .. For Disposition of Property. Upon determination by 

any depal'tment that such personal property is no longer 

needed by it, they shall prepare Form 37-28 and forward it to 

the Purchasing Department for processing. 

9. 3 Estimates of Value. The Purchasing Agent shall estimate.the 

probable value of each item or unit of personal property to be 

sold and shall set forth in his records the supporting data for 
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his estimate. The estimated value shall be used as the basis for 

setting the minimum bid amount if one is specified in the sale. 

Revised June 27, 1978 

9. 4 Approvals Required. 

A. Minor Items. For sale of an item or aggregate of like 

items of personal property other than buses having an 

estimated value up to $5,000. 00, approval by the Board of 

Directors is not required, but full information pertaining 

to all such items sold and the amount received therefor 

shall be included in the report referred to in Section 9. 6. 

B. Substantial Personal Property. Request for authorization 

to sell an item or aggregate of like items of personal 

property having an estimated value over $5,000 shall be 

approved by: 

( 1) Staff Purchasing Committee, and 

(2) Board of Directors. 

Revised January 31, 1977 

9. 5 . Bidding Requirements. 

A. No Bids Reqµired. Formal, public bids are not required 

where the estimated value of an item or aggregate of like 

items of personal property other than buses is $5, 000 or 

less. Such sales may be made pursuant to formal bid, 
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informal bid, or negotiated sale in the ·open market at the 

discretion of the Purchasing Agent. Informal bids are 

quotations, either written or oral, which permit prices and 

other terms to be compared. 

B. Formal Bid. A formal bid is one submitted by the bidder 

pursuant to. the following procedure and shall apply to all 

sales over $5, 000. 

(1) Notice of the sale shall be published at least once in 

one or more daily newspapers of general circulation in 

the County of Los Angeles within one year preceding 

the date of the Board meeting at which the sale is 

considered. Publication may also be made in a trade 

publication, if appropriate. 

(2) The Pur;,hasing Agent shall mail notice of the sale to 

all dealers and other interested parties whose names 

appear on the list of purchasers and dealers maintained 

by the Purchasing Agent Who have indicated their interest 

in purchasing personal property of the kind being sold. 

(3) Sale 'will be made by sealed bids to be opened in public 

and read aloud, as specified in the notice of sale at a 

place and time which must be at least 30 days after 

pui:'iiication and mailing of notice of sale. Bids shall 

be tabulated and a report made by the Purchasing Agent 
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to the Board in writing as to the highest responsible 

bidder or bidders·, as the case may be, fully complying 

with the terms and conditions of the bid invitation. Such 

terms and conditions shall be prescribed by the Purchasing 

Agent in the best interest of the District and in accordance 

with the· normal procedures of public agencies, and shall 

in each instance include a reservation of the right of the 

Board to reject all bids. A record of all bids shall be 

kept on file in the office of the Purchasing Agent. 

C. Notice of Minimum Bid Requirement and Rules and Regulations. 

The Notice of sale may, if deemed prudent, contain as one 

of its terms and conditions a requirement that to be considered 

a bid must be above a stated minimum amount. The notice 

shall also provide that the sale is made subject to the 

District's Rules and Regulations. 

D. No Bids. If no qualified bids which meet a minimum bid 

requirement, if any, are received by the specified opening 

time, the Purchasing Agent shall have authority to negotiate, 

subject to Board approval, a sale of such personal property 

to any buyer for at least the minimum bid amount, if any, 

or in the absence of a minimum bid amount with the further 

approval of the Board of Directors at no less than a set 

minimum price. If the Purchasing Agent determines that 
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it is not possible to negotiate a sale of the personal property 

for the minimum bid amount, if any, he may·hold the 

personal property for future use or sale or he may request 

the Board of Directors for permission to call for new bids 

or to negotiate a sale at not less than a lower minimum 

purchase price, with the further approval of the Board of 

Directors. 

Revised September 22, 1978 

9. 6 Report of Sales. The Purchasing Agent shall prepare and 

furnish quarterly to the Board of Directors, a report on all 

items sold and the amounts received therefor under the· 

foregoing procedures. 

Revised January 31, 1977 

9. 7 Accounting Records. All sales hereunder shall be made the 

subject of consecutively numbered sales orders, copies of which 

• shall be· furnished by the -Purchasing Agent to the Auditor's office 

for audit. The Purchasing Agent shall promptly forward to the 

Treasurer the proceeds of all sales hereunder. Copies of all 

documents, including notices of sale, awards, sales orders and 

bills of sale, shall be maintained in the office of the Purchasing 

Agent as part of the public records of the District. 

9. 8 Real Property. The disposition of real property is not governed 
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by the foregoing sections of this Article IX. No sale or disposition 

of any real property belonging to the District shall be made 

without the express authorization of the Board of Directors. 

Notice of intent to sell or lease, describing the real property 

proposed to be sold or leased in such manner as to properly 

• identify it and the terms and conditions thereof, shall be published 

for three (3) consecutive days in a newspaper of gener_al circulation 

at least sixty (60) days before the public meeting at which a sale 

or lease of real property may be approved by the Board of 

Directors, except where the Board of Directors determines that 

the public interest does not require publication as in the case of 

easements, leases, exchanges, transactions with other govern-

mental agencies, or as is otherwise determined by the Board of 

Directors . 
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X, OFFICE 

10, 1 The District shall maintain an office in the City of Los Angeles, 

The office of the District shall be located at 425 South Main 

Street, Los Angeles, until the Board of Directors orders otherwise, 
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XI. CLAIMS AGAINST THE DISTRICT 

11. l In General. Claims for money or damages against the District 

shall be governed by Part 3 (commencing with Section 900) and 

Part 4 (commencing with Section 940) of Division 3. 6 of Title I 

of the Government Code, except as provided therein or by other 

statutes, and by these regulations. 

Revised February 13, 1979 

11. 2 Claims for Bodily Injury or Property Damage. 

A. The Secretary of the District is authorized to perform all 

functions of the Board of Directors prescribed by Part 3 of 

Division 3. 6 of Title I of the Government Code with respect 

B. 

to claims relating to causes of action for death or for injury. 

to persons or property, other than the allowance, compromise, 

or settlement of such claims. The Secretary shall act with 

respect to such claims only in accordance with the recommen-

dation of the District's insurance carrier. 

A Claims Board composed of the General Counsel, Controller-

Treasurer-Auditor, Insurance Manager, and General Adjust­

ment Bureau Claims Supervisor, or their designees, shall 

approve and authorize payment of all compromises or set-

tlements of public liability and property damage claims 

against the District in excess of $10,000. 
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11. 3 PasseI1ger Claims. 

A. Authority of- Passenger Agent. All claims for refunds 

asserted to arise out of payments for transportation by 

passengers to the District for tickets, transfers, or 

commutation books as authorized under the District's tariffs 

which have not been used or which have been only partially 

used to secure transportation on District vehicles, and all 

claims for reimbursement of financial loss by passengers 

relating to personal property lost in buses or in terminals 

or stations, shall be referred to the Passenger Agent. The 

Passenger Agent is appointed as agent for the Board of 

Directors, for the purpose and with the authority to handle 

all such claims in accordance with the District's tariffs, 

and to do and perform all acts which are necessary and 

appropriate under Part 3 of Division 3. 6 of Title l of the 

Government Code for and on behalf of the District in regard 

to such matters. Such claims as are allowed in whole or in 

part by the Passenger Agent shall be paid to the claimant 

in the amount allowed in cash by the Passenger Agent, or 

by check by the Treasurer at the request of the Passenger 

Agent. The Passenger Agent may, in his discretion, pay 

,. 
or authorize the payment of any such claims in regard to 

such matters which he finds to be just without requiring the 

-42-

• 

• 

• 



• 

• 

• 

Rules and Regulations 
Revised January 7, 1975 

the presentation of the type of formal written claim required 

under the Government Code. The Passenger Agent shall 

keep a written record of each claim filed and/or paid, which 

shall include the name and address of the claimant, the 

amount refunded, and a statement of the basis for the pay-

ment of the claim. 

The Passenger Agent may establish, with the approval of 

the Treasurer, procedures for the payment of refunds to 

passengers upon presentation of an appropriate receipt 

issued by the bus Operator, as authorized in Section 11. 3 B. 

Such refunds may be made in cash, or where refund is 

requested by mail, by tickets, by postage stamp, or by 

check. 

Either the Superintendent of Transportation or the Depart­

ment Head of the Passenger A gent may act for the Passenger 

Agent during a vacancy in that position, or in the absence 

or other unavailability of the Passenger Agent. 

B. Authority of Bus Operators. Operators of buses of the 

District are authorized to issue to passengers on their 

buses, appropriate receipts, as authorized under the 

District's tariffs, under the following circumstances: 

(1) In the event a passenger tenders coins or bills, which 
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exceed the amount of his fare, and does not have proper • 

change, Operator will place money in Fare Redemption 

Envelope, after indicating amount in excess of fare, 

and deposit the Envelope in fare box, giving the pas-

senger the receipt stub from Envelope. 

(2) In the event a passenger inadvertently deposits an 

amount in the fare box which exceeds the amount of the 

fare for transportation furnished, Operator will is sue 

an over-payment. receipt. 

No cash refunds shall be made by Operators under any 

circumstances. 

Adopted November 5, 1964 

11. 4 Claims for Payment for Supplies, Equipment and Services 

Furnished to the District. All claims asserted to arise out of 

the furnishing to the District of supplies, equipment, and services, 

which claims are for any reason not paid in full by the Treasurer 

pursuant to Section 2. 6 of these Rules and Regulations, shall be 

referred to the Purchasing Agent. The Purchasing Agent is 

appointed as agent of the Board of Directors, for the purpose 

and with the authority to handle all such claims and to do and 

perform all acts which are necessary and appropriate under 

Part 3 of Division 3. 6 of Title 1 of the Government Code for 
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and on behalf of the District. Such claims as are allowed in 

whole or in part by the Purchasing Agent shall be paid by check 

by the Treasurer in the amount allowed upon the written request 

of the Purchasing Agent. 

Revised June 27, 1978 

11. 5 Workers I Compensation. All claims against the District for 

workers' compensation benefits, or for payment pursuant to 

the Workers' Compensation Laws of the State of California 

(commencing with Division 4 of the Labor Code) shall be 

referred to the Insurance Manager or the Insurance Representa­

tive. The Insurance Manager, the Insurance Representative and 

the Workers' Compensation Claims Analyst are agents of the 

Board of Directors for the purpose of authorizing payment of 

all such claims, and may perform all acts which are necessary 

and appropriate under the Workers I Compensation Laws on 

behalf of the District, including the settlement of claims, subject 

to the following limitations: 

A. The Workers' Compensation Claims Analyst may authorize 

payments up to $500 per individual claim. 

B. The Insurance Manager and the Insurance Representative 

shall approve in advance all payments in excess of $500 . 
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C. The General Counsel shall approve in advance all payments 

in excess of $2, 500. 

D. The Board of Directors shall approve in advance all com­

promises and settlements in excess of $5,000. 

E. The Treasurer shall pay all claims which are authorized 

by the Insurance Manager, Insurance Representative or 

Workers' Compensation Claims Analyst subject to the above. 

F. Notwithstanding the above, with respect to Workers' Com-

pensation claims arising from accidents occurring after 

June 30, 1978, all claims against the District for workers' 

compensation benefits, or for payment pursuant to the 

Workers' Compensation Laws of the State of California 

(commencing with Division 4 of the Labor Code) shall be 

referred to Bierly & Associates, 1631 Huntington Drive, 

South Pasadena, California, 91030. Bierly & Associates 

shall be the agent of the Board of Directors for the purpose 

of authorizing payment of all such claims, and may perform 

all acts which are necessary and appropriate under the 

Workers' Compensation laws on behalf of the District, 

including the payment of permanent disability compensation 

and death benefits in accordance with advisory ratings, 

orders of the Workers' Compensation Appeals Board or 
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compromise and release settlements; provided, however, 

that compromise and.release settlements and stipulated 

awards ex_ceeding $10,000 shall be approved in advance by 

the Board of Directors. 

Adopted November 5, 1964 

11. 6 

11. 7 

Other Claims Against the District. Claims for money or damages 

against the District, other than those types of claims to which 

Sections 11. 2, 11. 3, 11. 4 or 11. 5 of these regulations apply, 

shall be referred to the Secretary of the District. The Secretary 

of the District is appointed as agent of the Board of Directors 

for the purpose and with the authority to act for and on behalf of 

the District under Section 910. 8 of the Government Code in 

determining the sufficiency or insufficiency of all such claims 

presented to the District, and in giving written notice to any 

insufficiency in such claims in the manner set forth in Section 

910. 8 of the Government Code. 

Notwithstanding any other provision of these Rules and Regula-

tions, no employee of the District is authorized to allow, com­

promise or settle any claim against the District if the amount 

to be paid pursuant to such allowance, compromise or settle-

ment exceeds five thousand dollars ($5,000.00) . 
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Xll. THE AUDITOR 

12. 1 In General. The Auditor is· the chief accounting officer of the 

District. He establishes and administers policy as to qeneral 

accounting and determines the systems, form and reports to be 

made and used by the accounting sections. He is responsible 

for the preparation of all financial reports including the annual 

f1nancial report. He is responsible for the relationships of the 

District with its independent public auditors. He is responsible 

for the gathering, organizing, coordinating and analysis of 

material for all budgets and for the preparation of the budget 

and submission of the budget to the General Manager for his 

presentation to the Board of Directors. He will furnish statis­

ticai" data when needed by the Board of Directors, the General 

Manager, or the Treasurer. He will have such other duties and 

responsibilities as may from time to time be assigned to him 

by the Board of Directors. 

12. 2 Books of Account. The Auditor shall maintain or cause to be 

maintained adequate and correct accounts of the properties and 

business transactions of the District, including accounts of its 

assets, liabilities, receipts disbursements, gains and losses. 

The books of account shall at all times be open to inspection by 

any member of the Board of Directors. 
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12. 3 Billing Procedures. Bills for sums owing to the District shall 

be prepared or caused to be prepared by the Auditor from the 

records on file in his office. No bill shall be rendered for any 

sum owin·g to the District until such bill shall have been coordi-

nated with the head of each department which performed services 

or furnished materials for which such sum is owing. 1n the 

event that a department head finds that the reasonable value of 

any services performed or materials furnished by the District 

is greater than or less than the amount shown on a bill submitted· 

to him for coordination, he shall recommend to the Auditor in 

writing that the amount of the bill be changed to reflect the proper 

value of the services performed or materials fur.nished and shall 

state the reason for such changes, and the· Auditor is authorized 

to bill in. accordance with such recommendation, provided that 

either the General Manager or the Manager of Operations 

approves the recommendation of the department head in such 

case. If after a bill has been rendered it is clai~ed by the 

person receiving the bill that the amount of the bill should be 

changed for any reason, the matter shall be referred to the head 

of the department or departments which performed the services 

or furnished the materials for which such bill was rendered. 

The department head shall make such investigation as may be 

necessary to determine the reasonable value of the services 
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performed or materials furnished, and shall recommend to the 

Auditor in writing either (a) that the bill not be changed, or (b) 

that the bill be changed to a figure stated in such recommendation 

which represents the reasonable value of the services performed 

or materials furnished as determined by his investigation. 1£ 

the recommendation is that the bill be changed, such recommen­

dation shall also state the reason Jor such change, and the Auditor 

is authorized to render a revised bill in accordance with such 

recommendation1 provided that either the General Manager or 

the Manager of Operations approves the recommendation of the 

department head in such case, 

Revised September 22, 1978 

12.4· Collection Procedures.· The Auditor shall be responsible for 

the collection of money due, or believed to be due; to the 

District. If the Auditor finds that any money is due, ·or believed 

to be· due, to the Dis.trict and is uncollectible, or that efforts 

to collect any such sum would be disproportionately costly in 

relation to the probable outcome of the collecting efforts, the 

Auditor may prepare a report setting forth his findings and the 

reasons therefor and submit said findings and reasons to the 

General Manager. The General Manager shall either approve 

• 

or disapprove of the findings. 1£ the General Manager disapproves • 
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of the findings, the matter shall be returned to the Auditor for 

further collection efforts. If the General Manager approves of 

the findings, and the amount involved is less than the sum of 

·$J., 000,00, the 'Auditor may write off the obligation on the books 

of the District and may discontinue further collection efforts with 

respect thereto, If the General Manager approves of the findings, 

and the amount involved is $1,000.00.or more, the General Manager 

shall submit the findings to the Board of Directors. Upon the 

approval of the findings by the Board of Directors the Auditor 

may write off the obligation of the books of the District and may 

discontinue further collection efforts with respect thereto, The 

I 
write off of any unpaid obligation on the books of the District as 

hereinabove provided shalf not preclude the District from 

collecting or attempting to collect any sum that later proves to 

be collectible, 

If any amount due, or believed to be due, to the District, has 

neither been collected nor written off the books ·of the District 

as hereinabove provided, the Auditor shall, at least three 

months prior to the expiration of the applicable statute of 

limitations, refer the matter to a Small Claims Representative, 

if the amount is within the jurisdiction of the Small Claims 

Court, or to the General Counsel, if the amount is in excess 

of the jurisdiction of the Small Claims Court, for the purpose 
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of bringing an action to recover such amount. If the amount is 

in excess of the jurisdiction of the Small Claims Court and the 

General Counsel determines that it does not appear economical 

' - . 

to bring an action for such amount in the court having jurisdiction 

of actions for such a:<101111t, the General Counsel shall return the 

matter to the Auditor, and the Auditor shall refer such matter to 

a Small Claim Representative for the purpose of bringing an 

action in the Small Claims Court for so much of the amount as 

is within the jurisdiction of the Small Claims Court. It shall be 

the duty of the Auditor to prescribe procedures for the periodic 

review of all unsatisfied judgments obtained in favor of the 

District and for appropriate efforts to obtain the satisfaction 

thereof. 

Adopted November 5, 1964 

12. 5 Bond of Auditor. The Auditor shall execute a bond with one or 

. more co::-porate sureties approved by the Board of Directors in 

the sum of $100,000, payable to the District and conditioned 

upon the faithful performance of the duties of the office. The 

Board of Directors may at any time require a new bond from 

the Auditor in such sum as may then be determined by the Board 

of Directors. 
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Adopted November 5, 1964 

12. 6 Authorization to Sign Warrants. In any case where warrants of 

the District may be signed by the President or Vice-President 

of the Board of Directors, such warrants may be signed by the 

• Auditor or Assistant Auditor in place of the President or Vice-

President of the Board. 

12. 7 Qualifications for Appointment as Auditor. The person appointed 

as Auditor shall have been actively engaged in the practice of 

accounting for not less than seven (7) years next preceding his 

appointment • 
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·XIII. AMENDMENTS 

13, l These rules and regulations may be amended at any meeting 

of the Board of Directors if notice of such amendment is given 

on the agenda ·distributed to the Directors pursuant to these 

rules and regulations describing in general terms the nature of 

the amendment to· be proposed, 
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SOUTHERN CALIFORNIA RAPID TRANSIT DISTRICT 

RULES AND REGULATIONS 

I. Directors 

1. 1 Appointment and Qualifications. Members of the Board of 

Directors shall be appointed as provided in Article 1, Chapter 

3 of the Southern California Rapid Transit District Law, and 

shall have the qualifications set forth therein. 

Effective January 1, 1975 

1. 2 Compensation. An attendance fee of fifty dollars ($50) per 

meeting attended, but not to exceed five hundred dollars ($500) 

in any calendar month to any member, shall be paid to members 

of the Board of Directors, together with the actual necessary 

traveling and other expenses incurred by a Director in the 

performance of his duties, payable from the funds of the District 

available for these purposes. 

1. 3 Information. Each Director will be mailed a copy of any letter 

written by the President, Vice-President or the General 

Manager relating to important negotiations or other policy 

matters affecting the District. The copy will be mailed concur­

rently with the original . 
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Z. l 

z. z 

IL Officers of the District 

In General. The officers of the district shall consist of the 

m·embers of the Board of Dir·ectors; a President and a Vice­

President of the Bo6'rd, each of whom shall be a member of 

the Board; a Secretary, a General Manager, a General Counsel, 

a Treasurer, an Auditor, a Chief Engineer, a Manager of 

Operations, a Director of Public Relations, and such ·othe:r 

--:_c or subordinate officers, assistants, and deputies as the Board 

may deem necessary and provide for by ordinance or resolution. 

The Secretary, General Manager, General Counsel, Treasurer 

and Auditor shall be full-time officers of the District. 

Appointment and Removal of Officers. 

A. President and Vice-President. An election for the 

offices of President and Vice-President shall be held 

once each year at_ the first regular meeting in March, 

and at such other times as there may be a vacancy in 

either ·of those offices; An election for either or both 

of those offices may be held at any meeting upon the 

request o_f six Directors if notice of their intent to 

require an election is included in the notice given for 

-Z-
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the meeting immediately preceding the meeting at which the 

election is proposed to be held. Such election shall be by 

secret ballot. A nominating committee of not less than three 

Directors may be appointed by resolution of the Board of 

Directors and instructed to make a report at a regular or 

special meeting prior to the election, which may be the 

meeting at which the election is held. Other nominations 

may be made by any Director after the report of the nomina-

ting committee is received. 

B. Secretary, General Manager, General Counsel, Treasurer, 

and Auditor. .The Secretary, General Manager, General 

Counsel, Treasurer, and Auditor shall be appointed by 

the affirmative votes of a majority of the members of 

t_he Board, and, subject to the requirements of Section 

30333 of the Southern California Rapid Transit District 

Act relating to the removal of the General Manager, may. 

be removed by the Affirmative votes of a majority of the 

members of the ·Board of Directors. 

C. Other Officers. The Chief Engineer, the Manager of Op-

erations, the Director of Public Relations, and such other 

or subordinate officers, assistants, and deputies as the 

-3-
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• Board may provide for by ordinance or resolution shall 

be appointed by the General Manager and shall serve at 

his pleasure. 

• 

• 

2.3 

2,4 

The President. The President shall, if present, preside at 

all meetings of the Board of Directors and shall exercise and 

· perform such other powers and duties as may be from time to 

time assigned to him by the Board of Directors or prescribed 

by these rules and regulations. In any case where the exe-

• cution of a document or the performance of an act is drected 

the President, unless the resolution otherwise provides, is 

empowered to execute such document or perform such act . 

The Vice-President. The Vice-President shall perform the 

duties of the President in the absence or inability of the Presi­

dent, and, when so acting, shall have all the powers of and 

be subject to all the restrictions upon, the President. 

Revised November 51 1975 

2. 5 - The Secretary. The Secretary shall keep or cause to be kept 

a book of minutes, at the principal office or such other place as 

the Board of Directors may direct, of all meetings of the Board 

of Directors. The minutes of each meeting shall disclose the time 

and place thereof, whether regular or special and if special how 

authorized, the notice thereof given, the names of those present 

and the proceedings thereof. The Secretary shall give or cause 
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to be given notice of all meetings as required by these rules and 

regulations.. The Secretary shall keep the seal of the District in 

safe custody, shall re,tain_ tapes of Board and Committee meetiJ:!g~_ 

.for a pe_ri<>d of five years_, and shall have such other powers and 

perform such other duties as may be prescribed by the Board of 

Directors or by these rules and regulations.· 

2. 6 The Treasurer. The Treasurer is the chief financial officer 

of the District. He is responsible for the fiscal affairs of 

the District in full compliance with the law and with the terms 

of the Trust Indenture and Equipment Trust Agreements; for 

the Financial relationships of the District with tre Trustees 

under the Trust Indenture and Equipment Trust Agreement, 

bond holders, equipment trust certificate holders, investment 

houses, and others; and for the cash position and bond port­

folio of the District. The Treasurer shall also have such 

other duties and responsibilities as may" from time to time 

be assigned to him by the District. 

The Treasurer shall be the custodian of the 

funds of the District and, except as otherwise required by 

the Trust Indenture, shall make payments only upon warrants 
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duly and regularly signed by the President or Vice-President 

of the Board, or other person authorized by the Board to do 

so, and by the Secretary or General Manager. 

The Treasurer shall execute a bond with 

one or more corporate sureties approved by the Board of 

Directors in the sum of $100, 000, payable to the District 

and conditioned upon the faithful performance of the duties 

· of the office and the payment of all money received by him 

according to law and the orders of the Board of Directors. 

The Board of Directors may at any time require a new bond 

from the Treasurer in such sum as may then be deter.mined 

by the Board of Directors. The obligation of the surety on 

any such bond shall not extend to any loss sustained by the 

insolvency, failure or closing of any national or State bank 

wherein the Treasurer has deposited funds if the bank has 

been approved by the District as a depositary for sucp funds. 

-6-
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•· (Effective August 25, 1976) 

• 

• 

III. Action by the District: Meetings 

3. 1 Regular Meetings.· The Board of Directors shall hold two 

regular meetings each moo.th, at the hour of 1:00 p. m. on 

the second and fourth Wednesday, unless such Wednesday is a 

. 
holiday, in which case the meeting shall be held on the next 

business day. 

Revised ·April 21 1975 

3. 2 Agenda. Matters to be placed on the agenda for any regular 

meeting may be filed with the· Secretary of the District by 

the General Manager, members of the Executive Staff, or 

any Director of the District. The agenda for each regular 

meeting'shall be prepared by the Secretary of the District on 

the Friday preceding such regular meeting, at which time the 

Secretary shall release copies of said agenda to the press, and shall 
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.. C11,UEl~_c:_o_pies of said agenda to be mailed or .delivered to each 

Direct9r, the General Manager, and the General Counsel, 

Formal action, other than the appointment qf a committee, 

.will not ordinarily be taken with respect to ·any matter not . . . ' . 

•included. ?n the· agenda unless special circumstances require 

othel:wise and six Directors consent to such consideration; 

. __ _p~ovided, however, that no matters directly.affecting fare 

increases, major permanent decreases. in_·service, .. -or .. major . ' ,, 

.Permanent changes of routes, and no .election of off1eers, may 
' . . 

be acted upon until they have been placed upon the agenda. 

Provided, further, that the foregoing proviso shall not be 

construed to limit discussion of any matter whatsoever. 

3. 3 ..... Special·Meetings. A 9pecial meeting may be called ai: any. 

time by.the President or any six Directors, by delivering 

personally or by mail written notice to the Secretary, each 
r • • ' • 

Director, _11,nd to ea ch local newspaper of general circulation, 

,· 

radi<> or television station requesting notice in writing. Such 

notice shall be deUvered personally or by mail at least 24 

hours befc;,re the time of such meeting as specified in the 

notice, The call and notice shall specify the time and place 

of the special meeting and the business to be transacted. No 

-.8-
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3. 4 

3. 5 

other business shall be considered at such meetings. Such 

written notice may be dispensed with as to any Director who 

_a,t _o_r prior to the time the meeting convenes files with.the 

Secretary a written waiver of notice. Such waiver may be given 

by telegram. Such written notice may also be dii,pensed with 

as to any Director who is actually present .. at the meeting at 

the time it convenes. 

Quorum. A majority of the Board of Directors constitutes 

.. a, ... quorum, and all action at a meeting. shall r.equire the af­

firmative.:1rote of a majority. of the Directors. An indenture 

or similar-instrument relating to bonds of the District ottt­

standill,g or-'to be __ outstandµig may require the affirmative vote 

~f two-thirds ~f th_e Directors for any specified action. 

Meetings to be Public. . The Secretary of the District shall'. 

retain a coRy of the Agenda or Notice of the 'meeting and shall 

. communicate the _infor.mation contained therein, to any person 

_ rJ:l,questing the same. Any member of the public, including 

r_epresentatives of the press or otherwise, may .. att.end the 

meeti_ngs of the District, provided that the ·Board of Directors 

may meet in an_ executive ~ession during a regular or special 

.. meeting to consider and act upon the appointment, employment 

-9-
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or dismissal of an officer or employee or to hear com­

plaints or charges brought against such officer or em­

ployee by another public officer, person or employee 

unless such 'Officer or employee requests a pul>lic hear­

ing. The Board also ~y exclude from any such· public 

or ·private meetb1g, during the examination of a witness, 

any or all other witnesses in the matter being investigated 

by the District. 

Revised March 4, 
1974 

3. 6 

Ce 

cf 

Adjourned Meetings. The Board of Directors may adjourn 

any regular, adjourned regular, special or adjourned special 

meeting to a time and place specified in the order of ad­

journment. Less than a quorum may so adjourn from time to 

time. If all members are absent from any regular or ad­

journed regular meeting, the Secretary of the District may 

declare the meeting adjourned to a stated time and place 

and shall cause a written notice of the adjournment to be 

given in the same manner as provided in Section 3. 3 of the 

Rules and Regulations for special meetings, unless such 

notice is waived as provided for special meetings. A copy 

-10-
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of the order of notice. of adjournment shall be conspicuously 

___ posted on or near the door of the place where the r.egular, 

adjourned regular, spec"ial or adjo_urned special.meeting _was 

held within 24 hours after the time of.adjournment,_, When·a 

regular-meeting. is adjourned as provided in this section, the 

resulting adjourned meeting is a regular meeting for all pur-
- ' 

__ _poses._ When an order of adjournment of any meeting fails 

to state the hour at which the adjourned meeting is to be 

held, it shall be held at the hour of· 1:00 p~m. 

c•pted Novembe; 5, 
1964 

4. l 

4.2 

IV, .Public Hearings 

In General. The board may hold public hearings, subpoena 

' \ 
• witnesses, and perform all otl~er acts neces_sary to properly 

carry out its duties. The Board may delegate such autjlority 

to other officers of the IDisfrict:who shall report thereon to the 

Board. Each director may administer oaths and affirma-

tions in any District investigation or.proceeding; 

Public Hearings Requested by a County or City on Final Report 

as to a Ra.pid Transit Service and System. Public hearings 
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4. 3 

__ r~_quested by an affected city or county on a final report as 

to a r.i_pid transit service and system shall be governed.by 

the provisions of Section 306-36 of the Southern California 

Rapid Transit District Law. 

Public Hearings Requested by a County or City on Rates or 

Charges or Location of District Facilities. Public hearings 

requested by a board of supervisors of a county or the govern-

__ in,g body of a city having territory located within the district . ' . 

as to the reasonableness of any rates or charges fixed by 

the Disfr.id:: or as to any proposal for fixing the location of 

facilities by the District shall be held in accordance with 

Sections 30639-30645 of the Southern California Rapid 

Transit District· Law. 

-12-
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5. 1 

5.2 

5.3 

v. The General Manager 

In General. The chief executive officer of the District is the 

General Manager. He shall have full charge of the acquisition, 

construction, maintenance, and operation of the facilities of 

the District and also of the administration of the business af-

fairs of the District. All other things being equal, the General 

Manager shall be chosen on the basis of his qualifications with 

special reference ·to his actual experience in or his knowledge 

of accepted practices in respect to the duties of his office. 

The General Manager need not be a resident of this State at the 

time of his appointment. The Directors may appoint a General 

Manager pro tempore to serve during any absence or disability of 

·the General Manager. 

Salary and Term of Employment. The General Manager shall hold 

office for an indefinite term, and may be removed as provided 

in Section 30333 of the Southern California Rapid Transit District 

Law.· The General Manager shall be paid •• a monthly salary, together 

with his travel and other expenses incurred by him in the perform­

ance of his duties, and such salary shall not be reduced except 

as provided in Section 30333 of the Southern California Rapid 

Tr.ansit District Law. 

General Powers and Duties. 

Manager are: 

The powers and duties of the General 

-13-
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(a) To have full charge of the acquisition, construction, 

maintenance, and operation of the facilities of the District. 

(b) To have full ch~rge of the administration of the 

business affairs of the District. 

(c) To see that all ordinances of the District are 

enforced. 

(d) To ·administer the personnel system and collective 

bargaining agreements adopted by the Board and except for offi­

cers appointed by the Board to appoint, discipline or remove 

all officers and employees subject to the rules and regulations 

adopted by the Board and the applicable provisions of this part 

or the terms and conditions contained in any applicable collect­

ive bargaining agreement. 

(e) To prepare and submit to the Board as soon as practi­

cal after the end of each fiscal year a complete report of the 

finances and administrative activities of the District for the 

preceding year. 

(f) To keep the Board advised as to the needs of the 

District. 

(g) To prepare or cause to be prepared all plans and 

specifications for the construction of the works of the District. 

(h) To devote his entire time to the business of the 

District. 
-14-
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5.4 

(i) To cause to be installed and maintained a system of 

auditing and accounting which sha.11 completely and at all times 

show the financial condition of the District. 

(j) To perform such other and additional duties'as the 

Board may require. 

Non-contract employees. The General Manager or his authorized 

r~presentative is authorized to take any or all of the following 

actions in relation to non-contract employees of the District: 

1. To hire employees at Step A of the appropriate salary 

range of any existing class or at such rate above the 

minimum of the rang.e.as. he may deem necessary in any 

particular case. 

2.. To review and approve or disapprove any annual step in-

crease upon the specific recommendation for such increase 

by the appropriate department head. 

3. To promote an employee to a .position in an existing class 

which has a higher maximum salary than his previous class 

and to pay such employee such higher salary within the 

established salary range as the General Manager may, in 

his discretion, decide. 

-15-
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4. To transfer an employee from a position in one class to a 

_position in another class which has an identical salary 

range. 

5. To demote an employee from a position in one clas_s to a 

6. 

7. 

_ _position in a class which hrs a lower maximum salary 

than his previous class and to pay such employee such 

lower salary within the established salary range as the 

General Manager may, in his discretion, decide. 

To suspend an employee, without pay, for any 

period . 

To discharge any employee. 

In addition to the above, the General Manager or his auth-

orized representative is authorized to appoint additional 

employees to any existing class subject to ratification by 

the Board of Directors at the meeting next succeeding the 

_ appointment of said employees. The General Manager may 

~ appoint employees to a _new class until said new class has 

been created by action of the Board of Directors. 

5. 5 Attendance and Participation at Meetings of the Board. 

The General Manager shall attend meetings of the Board and 

shall be entitled to participate. in the deliberations of the 
. . 
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6. 1 

Boa.-:rd, but shall not have a vote as to any, matter before the 

Board. 

In General. The General Counsel shall be a person admitted 

to practice law in the Supreme Court of California and shall 

·have been actively engaged in the practice of law for not less 

than seven (7) years next preceding his appointment. 

-17-
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VII, DisbUl'sements; Expenses 

7.1 • Disbursements; In General, Funds deposited by the District 

shall be withdrawn or paid out only by check or draft upon 

the depositary bank, signed by such officer or officers, or 

employee or employees, as may be designated by the District 

excE!pt that interest and principal of revenue bonds of the 

District may be paid in the manner provided in any indenture 

or similar instrument relating to bonds of th~ District out­

standing or to be outstanding, In case any officer or employee 

whose signature appears upon any check ceases to hold his 

office after so signing, but before the delivery of the instru­

ment to the payee or before presentation thereof for pay­

meni his signature nevertheless shall be valid and sufficient 

for aU purposes with the same effect as if he had remained 

in office or employment until payment of such instrument. 
• -. 

. 7, 2 Authorized Signatures, All checks shall be signed by the 

Treasurer of the District, or ·an Assistant TreasUl'er, and 

countersigned by the President, Vice-President, or General 

Manager of the District. Any or all of the above signatur.es 

may be facsimiles placed upon checks by printing, signature 

-18-
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7.3 

c• 

dies, or any other method in general business use. 

Directors' Expenses; General Provisions 

The District shall reimburse Directors only for expenses 

that are necessarily incurred in connection with the 

business of the District. In no event shall such reim-

bursement be in an amount greater than the actual cost to. 

such Directors. Each Director is authorized to travel 

within the State when, in his judgment, such travel is 

required in connection with his duties and responsibilities 

to the District. Travel by a Director outside the State 

shall be authorized in accordance with Section 7. 4 of 

these Rules and Regulations. No expense of Directors 

• shall be reimbursed except pursuant to these rules. 

Revised (1) Automobile Expenses: 
July 16, 1974 

(a) • Fifteen cents per mile shall be paid for the 

authorized use of private automobile. 

(b) Private automobiles shall not be serviced by 

the District and no other value shall be 

received for the use of private automobiles 

except that which is provided in 7. 3 (1) (a). 

- 19-
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Revised December 22, 1976 

(2) Travel Expenses: 

(a) Reimbursable expenses of Directors include 

transportation, a single occupancy hotel room, 

meals, telephone calls, luggage handling, gratuities, 

registration for business conferences and other 

proper business expense items. 

(b) Tickets for transportation (air and train) must be 

obtained from the District or by the use of a 

District air travel card. If transportation is by 

private automobile, reimbursement shall be based 

on the mileage rate set forth in 7. 3 (I) (a) or on the 

actual cost of airline travel, whichever is the lesser. 

(c) Reimbursement for travel expenses will be made'upon 

the submission of a claim therefor. When any single 

item of expense exceeds $5. 00, a receipt for such 

expense i tern shall be attached to the c !aim. 

(d) Anything in these rules notwithstanding, Directors 

have the option of claiming $25. 00 per day in 

lieu of expenses, exclusive of a single occupancy 

hotel room, transportation and registration fees . 

- 20 -
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(3) 

(4) 

Organization Dues and Fees: 

Organization dues and/ or fees shall be reimb.ur sed 

o.nly to those persons who have been expressly 

authorized by the Board of Directors to incur such 

expenses and such reimbursement has been approved 

as to legality by the General Counsel. Other 

expenses incurred in connection with such member-

ships shall not be paid unless they are.reimburs-

able under some other provision of these rules. 

Miscellaneous Expenses: 

Directors shall be reimbursed for miscellaneous 

expenses incurred on behalf of the District and 

for expenses incurred incidental to business meet­

ings or conferences held on behalf of the District. 

7. 4 Directors' Attendance at Out-of-State Meetings and 

Conferences. 

Attendance by members of the District Board of Directors 

at educational and informational transit conferences and 

meetings held outside the State .. shall be in accordance 

. with the following policies and procedures: 

.- -. -21-
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{ l) 

(2) 

Attendance by D.irectors: 

Directors may attend out-of-State transit meetings or 

conferences upon approval of the Board of Directors. 

Any out-of-State trips deemed necessary by 

the General Manager which are of an emergency nature 

and do not fall within the time limits of a Board meet-

ing, can be authorized by the Executive Committee 

of the Board of Dir.ector s and subsequently ratified 

by the Board of Directors. 

Procedures: 

Normal procedures which apply to all District person­

nel will be followed in c.ompleting travel authorization 

requests and expense account submissions, including 

the attachment of receipts for hotel and air or other 

mode travel expenses not directly billed to the District, 

{3) Deviatioiis in Policy: 

Deviations· from ·this policy and. these procedures 

shall be authorized by direction of the Board. 

7. 5 Directors; Procedure for Requesting Reimbursement· 

A. Director ·requesting a reimbursement of expenses shall 

deliver to the President or Vice-President of the Board 
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Revised 
July 16, 

for the Auditor's records a statement in writing indicat­

ing the arriount and nature of the expense incurred. Each 

expense shall be separately stated. There shall be at­

·tached to each .such statement such evidence of the listed 

expenses as may be reasonably available. The reimburse­

ment of expens-es shall not be made unless such reimburse-

ment has been approved by the President or Vice-President. 

The President or Vice-President of the Board shall not 

approve any reimbursement until he determines the ex-

pense item involved was necessarily incurred on behalf of 

the District .. 

Officers' and Employees' Expenses; General Provisions 

The District shall reimburse officers and employees only 

for expenses that are necessarily incurred in connection 

with the business of the District. In no event shall such. 

reimbursement be in an amount greater than the actual 

cost to such officers and employees. No expen_se of offi­

cers or employees shall be reimbursed except pursuant to 

these rules. 

(1) .A-'litomobile Expenses: 
1974 

(a) Fifteen cents per mile shall be paid for the 

-23-
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authorized use of a private automobile. 

(b) Private automobiles shall not be serviced by 

the District and no other value shall be 

received for the use of private automobiles 

except that which is provided in 7. 6 (I) (a). 

Revised December 22, 
1976 

(2) Travel Expenses: 

(a) Reimbursable expenses of officers and employees 

include transportation, a single occupancy hotel 

room, meals, telephone calls, luggage handling, 

gratuities, registration for business conferences 

and other proper business expense items. 

(b) Tickets for transportation (air and train) must 

be obtained from the District. If transportation 

is by private automobile, reimbursement shall be 

based on the mileage rate set forth in 7. 6 (I) (a) 

or on the actual cost of airline travel, whichever 

is the lesser. 

(c) Reimbursement for travel expenses will be made 

upon the submission of a claim therefor. When 

any single item of expense exceeds $5. 00, a receipt 

for such expense item shall be attached to the 

claim . 

- 24 -
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-&iipted November 5, 
(3) 

(4) 

(d) Travel expenses of officers and employees 

pursuant to 7. 6 (2) shall be allowable only 

for travel outside the area of the District's 

system, except in connection with assigned 

duties wi tliin the area when such expenses 

may be authorized by the General Manager. 

Meals: 

Meal expenses incurred within the area of the Dis­

trict's system shall not be reimbursed except 

upon the authorization of the General Manager . 

Organization Dues and Fees: 

Organization dues and/or fees shall be reimbursed 

only to those persons who have been expressly 

authorized by the Board of Directors to incur such 

expenses and such reimbursement has been approved 

as to legality by the General Counsel. Other expenses 

incurred in connection with such memberships shall not 

be paid unless they are reimbursable under some 

other provision of these rules . 

- 25 -
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7.7 

• 

• 

(5) Miscellaneous Expenses: 

Officers and employees shall be reimbursed for 

miscellaneous expenses incurred on behalf of 

the District and for eXpenses incurred incidental 

to business meetings or conferences held on 

behalf of the District. 

Officers' and Employees' Attendance at Out-of-State 

Meetings and Conferences 

Attendance ·by officers and employees at educational 

and informational transit conferences and meetings 

held outside the State shall be in accordance with the 

following policies and procedures: 

(1) Attendance by Officers and Employees: 

(2) 

The officers and employees attending any out-of-State 

transit meeting or conference shall. be designated 

by the General Manager. 

Procedures: 

Normal procedures which apply to all District 

personnel will be followed in completing travel authorization 
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( 3) 

( 4) 

requests and expense account submissions, includ-

ing. the attachment of receipts for hotel and air or 

other mode travel expenses not directly billed to 

.the District. 

Authorization and Approval: 

The General Manager shall authorize all officer .and 

employee travel and approve all .officer. and .employee 

expense accounts. 

Deviations in Policy: 

Deviations from .this policy and these procedures 

shall be authorized by direction of the Board. 

7. 8 . Officers and Employees; Procedure for Requesting 

Reimbursement 

An officer or employee requesting . .a reimbursement of 

expenses shall deliver to the General.Manager for the 

Auditor's records a .. statement. in writing. indicating the 

amount and nature of the expense incurred. Each expense 

shall be separately, stated. There shall .be_ attached to each 

such statement such evidence of the listed expenses as 

may be reasonably available. The reimbursement of ex­

. _pens es shall not be made unless such reimbursem.ent has 
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been approved by the General Manager. The General 

Manager shall not approve any reimbursement until he 

dete·rmines the expense item involved was necessarily . 

incurred on behalf of the District. 

Revised January 7, 
1975 

VIIl. Purchasing_ 

's. 1 Purchases by the District shall be governed by Article 3 of 

Chapter 5 and by Section 30258 of the Public Utilities Code, 

and by these Rules and Regulations. Whenever a reference 

. is made to the General Manager, Purchasing Agent or Exec­

tive Staff member, it shall be deemed to include the person's 

written designee. 

8. 2 Unless the General Manager provides otherwise, all purchas-

8. 3 

ing and contracting as above described or negotiations therefor 

shall be done exclusively through the Purchasing Department. 

Requisitions 

Any department desiring to acquire goods or services shall 

file with the Purchasing Department a requisition setting forth 

its needs, toge.ther with specifications therefor. 

A. Requisitions are not required for: 

1. Purchases from petty cash. These are purchases 
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B. 

not exceeding $30.00, and may be made only upon 

approval of 'the Department Head or his designee. 

z. Purchases of utility services (gas, water, power) 

or installation of new utility services. 

Signatures required: 

1. Requisitions for purchases up to $5 ,000.00 shall 

be approved by the Executive Staff member of the 

z. 

3. 

4. 

department desiring to acquire goods or services 

("Executive Staff member"). 

Requisitions for purchases over $5,000.00 but less 

than $10,000.00 shall be signed by the Executive 

Staff member and approved by the General Manager. 

Requisitions for purchases of $10,000.00 and over 

shall be signed by the Executive Staff member and 

the General Manager and approved by the Board 

of Directors. 

Requisitions for purchases of over $500,000.00 

shall be signed by the Executive Staff member and 

the General Manager and recommended by a com-

mittee composed of the President, the General 

Manager, and the appropriate Executive Staff mem-

bers, and approved by the Board of Directors. 
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5. Requisitions for capital as sets shall refer to an 

Authorization For Expenditure number. 

8. 4 Bidding Requirements 

A. No bids required. 

Formal, public bids are not required in the following 

instances: 

1. For the procurement of goods where the expen­

diture is $5, 000. 00 or less. 

2. Where goods can be obtained from only one 

source . 

3. For the procurement of services. (This includes 

utilities and certain professional and consulting 

services. ) 

4. For purchases of an emergency nature. In these· 

instances, Section 30572 of the District law shall 

be followed. 

5. For the procurement of goods for test or experi­

mental purposes. 

In the above cases, purchases may be made pursuant to 

formal bid, informal bid, or in the open market, at the 

discretion of the Purchasing Agent . 
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Informal bids are quotations, either written or oral, 

which permit prices and other terms to be compared. 

Wherever feasible, the Purchasing Agent should re-

ceive informal bids. 

B. Formal Bids 

A formal bid is one submitted by the bidder pursuant to 

the following procedure: 

1. The Purchasing Agent shall publish a Notice invit­

ing bids pursuant to Government Code Section 6061 

in a newspaper of general circulation, fixing a per-

iod during which such bids will be received, which 

shall be at least 10 calendar days after publication 

of the notice. The notice shall include a general 

c:lescr:{pfionof the sup.plies and services to be pur­

chased or contracted for and shall state where bid 

forms and specifications may be obtained and shall 

specify the time and place for rec~iving and open-

ing of bids. 

2. All bids shall be submitted sealed, prior to the time 

3. 

specified in the invitation to bid. 

The Purchasing Agent shall open the bids publicly at 

the time an<i place designated by him. Thereafter, 
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he shall review and analyze and tabulate all bids 

and shall certify the lowest responsible bidder and 

make his recommendation to the Board of Directors. 

(Whenever the Purchasing Agent is required to so 

review and report, he may call upon any person in 

the District Administration for information and 

assistance. ) Any person shall have the right to be 

present at the opening of the bids and shall have the 

right at that time to have any part of any bid read 

aloud. 

C. Awards and Execution of Contracts 

1. Where there have been no formal bids and the expendi­

ture is less than $10, 000. 00: 

The award may be made by either the General Manager 

or Purchasing Agent, except that contracts for professional 

services over $5, 000. 00 shall be placed on the Consent 

Calendar before award is made. 

The contract or purchase order may be executed by 

either the General Manager or Purchasing Agent. 

2. For purchases not covered by paragraph 1, over $5, 000. 00 

but less than $10, 000, 00: 

The award shall be made to the lowest responsible 

bidder by the General Manager, The contract or 
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purchase order shall be executed byeithertheGen­

eral Manager or the Purchasing· Agent. 

3. For purchases $10,000.00 and above: The award 

shall be made to the lowest responsible bidder by 

the Board of Directors, or in cases where there are 

not bids, the award shall be approved by the Board 

of Directors. The contract or purchase order shall 

be executed by the General Manager or the Purchasing • 

Agent. 
Revised March 4, , 

1974 

.i{~v 
·.d 
·:.._ ... 

. _" -:, 

8. 5 Specifications 

8.6 

If the Purchasing Agent finds that the specifications on any requisi­

tions are for any reason inadequate, he shall notify the head of the 

requisitioning department, and such steps are-as necessary shall be 

taken to cure the inadequacy. The naming of a brand name is usually 

not an adequate statement of spec.ifications and the Purchasing Agent 

may reject any requisition which simply requests the product of a 

particular manufacturer or supplier if in his opinion such request is 

consistent with the policies of the District as herein declared. 

Bidciers List 

The Purchasing Agent shall maintain bidders lists which he may 

revise from. time to time. These lists will be composed 
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8.7 

of suppliers who have indicated a desire to be included and 

who are considered a responsible source based on their 

financial responsibility and capacity to produce the .. quality 

and quantity of material.at the. time. it is required_ by the 

District. Evaluation necessary to determine. a r.esponsible 

s~urce shall be conducted i:n accordance with.sound c~m:~ 

mercial practices .and governmentaLag_ency. procedures, 

Bids 

The District reserves the right to reject any and all bids, 

or to waive any .informality in bids as the interest of the 

District may require. Only those bids shall be considered 

which are deemed responsive to .the. in.v:itation for bids. 

The Purchasing Agent shall make such rules as he deems 

advisable for considering bids· to insure•maximum protection 

of the District's interest consistent with insuring .an equal . . 

opportunity for all bidders and a fair .. and equitable treat­

ment of all bidders. If all bids submitted to answer to a 

given invitation are not·rejected, the Board, or the Pur-

chasing Age.nt, as th.~ case may be, .shall .award the con­

tract to the lowest responsible bidder. The Purchasing 

Agent shall.keep .the originals of the rej.ected bids, 
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together with the invitation inviting such bid, on file in 

his office as part of the public record. 

8.8 Tie Bids 

8. 9 

8. 10 

8. ll 

If there·i!! a tie low bid, the contract may be awarded to 

one of the tie bidders by drawing lots in public. 

Testing 

The Purchasing Agent may also require testing of products 

by appropriate departments when he deems such tests to be 

in the best interest of the District. 

Reports 

A. The Purchasing Department shall submit a report of 

all purchases during the month over $1, 000. 00 except 

routine purchases of materials or supplies for stock 

and for ordinary repairs, to the Board of Directors at 

a meeting following the close of the month. 

B: A statement of Material and Supplies account will be 

presented monthly to the District for the information 

of the Directors. 

Payment Procedures 

A. Purchases Outside the Purchasing Department 

Whenever the Djstrict is billed for any contract other 
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than one let through the Purchasing Department, 

the Auditor will make payment of the amount 

due upon receipt of an invoice approved by the 

head of the department receiving the goods or 

services or his designee. 

Revised September 8, 
1976 

8. llB Purchasing Through Purchasing Department 

Whenever the District is billed pursuant to any 

purchase order or contract let by the Purchasing 

Department for goods to replenish stock items, 

the Auditor will make payment of the amount due 

Revised l.vlarch 4, 
1974 8. 12 

upon receipt of an invoice and evidence that goods 

have been received at District's Store facility. 

Whenever the District is billed pursuant to any 

purchase order or contract let by the Purchasing 

Department for delivery of goods or services directly 

to a requisitioning department, the Auditor will make 

payment of the amount due upon receipt of an invoice 

approved by the appropriate department head or his 

designee. 

Real Property 

• 
The Purchasing procedure herein set forth shall not apply to 

the purchase of real property and no authority granted herein 

shall authorize any person to purchase or solicit the purchase 

for the District of any real property. 
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IX. Sales of District Property 

9. I . Responsibility of Purchasing Agent. It is the policy of the 

9.2 

District that the disposition or sale of all surplus; obso-

lete or used material, supplies or equipment belonging 

to the District shall be the responsibility of the Purchas­

ing Agent. Upon determination by any Department that 

any such property is no longer needed by it, the Purchas-

ing Agent shall determine initially whether to hold such prop-

erty for the present or future use of the Dtstrict, or to dis-

pose of it. If the Purchasing Agent deems it in the best 

interests of the District to dispose of such property, he 

shall adhere to the.appropriate procedure described below, 

or request the Board of Directors for any modifications 

therein required in a particular case. 

Estimate of Value. The Purchasing Agent shall estimate 

the probable value of each item or unit of property to be 

sold, and shall set forth in his records the supporting data 

for his estimate. The estimated value shall be used as the 

basis for setting the minimum bid amount if one is specified 

in the sale. 
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9.4 

Approval by Consulting Engineer. The approval of the Con-

sulting Engineer for the sale of such property as no longer 

being necessary to the District and the System shall be 

obtained by the Purc:hasing Agent in ea ch instance, except 

as provided in 9. 6 below. The determination by the Con­

sulting Engineer that the property to be sold is not neces­

sary to the District and the System may be obtained prior 

to submission of this request, and, in .. any event, prior to 

any sale being completed. The Board of Directors, by 

authorizing the sale, thereby automatically. determines 

that such property is not necessary to the District arid the 

System. 

Approval by Board of Directors. A request for authoriza-

tion to sell such property shall be submitted by the Fur-

chasing Agent to the Board of Directors, except as pro­

vided in 9. 6 below. The determination by the Consulting 

Engineer that the property to be sold is not necessary to the 

District and the_ System may be obtained prior to s.ubmis sion 

of this request, and, in any event, prior to any sale being 

completed. The Board of Directors, by authorizing the 

sale, thereby automatic-ally determines that such property 

is not necessary to the District and the System. 
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9. 5 . Sale Procedure - Substantial Property 

A. Property Valued at Over $2, 000. 00. This procedure 

shall apply to the sale of an item; or. aggregate of 

like items, of property having a total estimated proba-

ble value, as approved by the Board of Directors, 

• of over $2, 000. 00. 

1. Notice of the sale shall be published at least 

once in one or more daily newspapers of general circula-

tion in the County of Los Angeles within one year pre­

ceding the date of the Board meeting .. at which the sale 

is considered. Publication may also be made in a 

trade publication, if appropriate. 

2. .The Purchasing Agent shall mail notice of 

the sale to all dealers and other interested parties 

whose names appear on the list of purchasers and 

dealers maintained by the Purchasing Agent or who 

have made known to the Purchasing Agent their interest 

in purchasing property of the kind being sold. 

3. Sale will be made by sealed bids .to be opened 

in public and read aloud, as specified in the notice of 

sale at a place and time which must be at least 60 days 

after publication and mailing of notice of sale. Bids 
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shall be tabulated and a report made by the Purchas -

ing Agent to the Board i~ writing as to the highest 

responsible bidder or bidders, as the case may be, 

fully complying with the terms and conditions of the 

bid invitation. Such terms and conditions shall be 

prescribed by the Purchasing Agent in the best inter-

est of the District and in accordance with the normal 

procedures of public agencies, and shall in each 

instance include a reservation of the right of the 

Board to reject all bids. A record of all bids shall 

be kept on file in the office of the Purchasing Agent. 
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Adopted November 5, 
1964 

B. Notice of Minimum Bid Requirement and Rules and 

Regulations. The notice of sale may, if deemed prudent, 

contain as one of its terms and conditions a requirement 

that to be considered a bid must be above a stated mini-

mum amount. The notice shall also provide that the sale 
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c. 

is made subject to the District's Rules and Regulations. 

No Bids. If no qualified bids which meet a minimum 

bid requireme11t, if any, are received by the specified 

opening time, ·the Purchasing Agent shall have author­

ity to negotiate, subject to Board approval, ·a sale of 

such property to any buyer for at least the minimum 

bid amo'.lnt, if any, or in the absence of a minimum 

bid amount with the further approval of the Board of 

Directors at not less than a set minimum price. If 

the Purchasing Agent determines that it is not pos-

sible._ to negotiate a sale <>f the property for the mini mu~ 

bid amount, if any, he may hold the property for future 

use or sale or he may request the Board of Directors 

for permission to call for new bids or to negotiate a 
/ 

sale at not less than a lower minimum purchase price, 

with the further approval of the Board of Directors. 

Revised March 4, 1974 

Sale Procedure - Minor Items. This procedure shall apply-

to the sale of an item or aggregate of like items of property 

other than buses having an estimated value under $2, 000. The 

Purchasing Agent shall have authority to negotiate a sale 

of such property at a price he deems adequate or to obtain 
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bids informally and sell to the highest bidder. Approval in 

advance by the Consulting Engineer or the Board of Directors 

of sales made hereunder is not required, but full information 

pertaining to all such items sold and the amount received 

therefor shall be included in the report referred _to in 9. 8 

below. 

Adopted November 5, 
1964 

9. 7 Sale Procedure - Scrap Contract. 

A. The Purchasing Agent may enter into a contract, sub-

ject to the approval by the Consulting Engineer and 

the Board of Directors, for the sale of scrap metal 

created in the norm~l operations of the District. For 

this purpose, objects containing metal may be re-

garded as scrap if they are no longer usable for their 

.originally intended purpose. 

B. Such contract shall not be for a period longer than one 

year, and shall leave to the sole determination of the 

District whaf property shall be sold as scrap. 

C. The bidding procedure specified in 9. 6 shall be 

followed in awarding such contract. Determination 

of the highest bid shall be on the basis of assumed 
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quantities of different kinds of scrap to be sold dur-

ing the period of the contract, which assumptions 

shall be set forth in the notice to bidders as the 

basis to be used for calculating the highest bid, 

D. Such contract shall not go into effect until approved 

by the C.onsulting Engineer, the Gene.ral Couns.el 

and the Board of Directors. 

E. . Property sold under this section is not subject to 

9. 5 and 9. 6, except as set forth in paragraph C 

above. 

Report of Sales. The Purchasing Agent shall prepare and 

furnish quartez:ly to the Board of Directors, the Trustee 

under the Trust Indenture and the Consulting Engineer, 

a report on all items sold and the amounts received.there-

for under the foregoing procedures. 

9. 9 Accounting Records. AU sales hereunder shall be made 

the subject of consecutively numbered sales orders, copies 

of which shall be furnished by the Purchasing Agent to the 

Auditor's office for audit. The Purchasing Agent shall 

promptly forward to the Treasurer the proceeds of all sales 

hereunder. Copies of all documents., .. including notices of 

sale, awards, sales orders and bills of sale, shall be 
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maintained in the office of the Purchasing Agent as part 

of the public records of the District. 

Real Property. The disposition of real property is not 

governed by the foregoing sections of this Article IX. 

No sale or disposition of any real property belonging to 

the ·District shall be made without the express authoriza­

tion of the Board of Directors. Notice of intent to sell 

or lease, describing the real property proposed to be 

sold or leased in such manner as to properly identify it 

and the terms and conditions thereof, shall be published 

for three (3) consecutive days in a newspaper or general 

circulation at least sixty (60) days before the public meet­

ing at which a sale or lease of real property may be ap­

proved by the Board of Directors, except where· the 

Board of Directors determines that the public interest 

does not require publication as in the case of easements, 

leases, exchanges, transactions _with other governmental 

agencies, or as is otherwise determined by the Board 

of Directors. 
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X. Office 

10. l The District shall maintain an office in the City of Los 

Angeles. The office of the District shall be located at 

425 South Main Street, Los Angeles, until the Board 

of Directors orders otherwise . 
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11. 2 

11. 3 

XI.· Claims .. Against the District 

In General. Claims for mo1iey or damages against the 

• .District shall be governed by Part 3 (commencing with 

Section 900) and Part 4 (commencing with Section 940) 

of Division 3. 6 of TitLe I of the Government Code, 

e}fcept as provided therein or by other statutes, and 

by these regulations, 

Claims for Bodily Injury or. Prooe'rty Damage:,,,,·,.,. 

The Secretary of the District is authorized to perform 

all functions of the Board of Directors prescribed by 

Part 3 o_f Division 3. 6 of Title 1 of the Government 

Code with respect· to claims relating to causes of action 

for death or for injury to persons or property, other 

t·han the allowance, compromise, or settlement of 

such claims. The Secretary shall act with respect to such 

claims only in accordance with the recommendation of 

the District's ih,suranc;:e carrier. 

Passenger Claims. 

A. Authority of Passenger Agent. All claims for refunds 

asserted to arise out of payments for transportation by 

passengers to the Distri'ct: for tickets, transfers, or 
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commutation books as authorized under the District's 

tariffs which have not been used or which have been 

only partially used to secure transportation on 

District vehicles, and all claims for reimbursement 

of financial loss by passengers relating to personal 

property lost in buses or in terminals or stations, 

shall be referred to the Passenger Agent. The Pas­

senger Agent is appointed as agent for the Board of 

Directors, for the purpose and with the authority to 

handle all such claims in accordance with the District's 

tariffs, and to do and perform all acts which are neces-

sary and appropriate under Part 3 of Division 3. 6 of 

Title 1 of the Government Code for and on behalf of 

the District in regard to such matters. Such claims 

as are allowed in whole or in part by the Passenger 

Agent shall be paid to the claimant in the amount al­

lowed in cash by the Passenger Agent, or by check by 

the Treasurer at the request of the Passenger Agent. 

The Passenger Agent may, in his discretion, pay or 

authorize the payment of any such claims in regard to 

such matters which he finds to be just without requiring 
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the presentation of the type of formal written claim 

required under the Government Code. The Passenger 

Agent shall keep a written record of each claim filed 

and/or paid, which shall include the name andaddress 

of the claimant, the amount refunded, and a statement 

of the basis for the payment of the claim. 

The Passenger Agent may establish, with the ·approval 

of the Treasurer,· procedures for the payment of refunds 

to passengers upon presentation of an appropriate re­

ceipt issued by the bus Operator, as authorized in Sec-

tion 11. 3 B. Such refunds may be made in cash, or 

where refund is requested by mail, by tickets, by 

postage stamp, or by check. 

Either the Superintendent of Transportation or the De-

partment Head of the Passenger Agent may act for the 

Passenger Agent during a vacancy in that position, or 

in the. absence or other unavailability of the Passenger 

Agent; 

.. Autho.rity of Bus Operators. Operators of buses of the 

District are authorized to issue to passengers on their 

buses, appropriate receipts, as authorized under 
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the District's tariffs, under the following cir cum-

stances: 

1. In the event a passenger tenders coins or 

bills, which exceed the amount of his fare, and does 

not have proper change, Operator will place money 

in Fare Redemption Envelope, after indicating amount 

in excess of fare, and deposit the Envelope in fare 

box, giving the passenger the receipt stub from En­

velop. 

2. In the event a passenger inadvertently de-

posits ari amount in the fare box which exceeds the 

amount of the fare for transportation furnished, 

Operator will issue an over-payment receipt. 

No cash refunds shall be made by Operators under 

' any circumstances. 

Claims for Payment for Supplies, Equipment and Services 

Furnished to the District. .All claims asserted to arise out 

of the furnishing to the District of supplies, equipment, 

and _services, which claims are for any reason not paid 

in full by the Treasurer pursuant to Section 2. 6 of these 

Rules and Regulations, shall be referred to the Purchasing 
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11. 5 

Agent. The Purchasing Agent is appointed as agent of the Board 

• of Directors, for the purpose and with the authority to handle all 

such claims and:to do and perform all acts which are necessary 

an<i appropriate under Part 3 of Division 3. 6 of Title l of the 

Government Code for and on behalf of the District. Such claims 

as are allowed in whole or in part by the Purcha.sing Agent shall 

be paid by check by the Treasurer in the amount allowed upon the 

written request of the Purchasing Agent. 

Workers' Compensation. All claims against the District for workers' 

compensation benefits, or for payment pursuant to the Workers' 

Compensation laws of the State of California (commencing with 

Division 4 of the Labor Code) shall be referred to the Insurance 

Manager or the Insurance Representative. The Insuranc.e Manager, 

the Insurance Representative and the Workers' ~ompensation Claims 

Analyst are agents of the Board of Directors for the purpose of 

authorizing payment of all such claims, and may ·perform all acts 

which are necessary and appropriate under the Workers' Compensation 

laws on behalf of the District, including the settlement of claims, 

subject to the following limitations: 

A. The Workers' Compensation Claims Analyst may authorize 

B. 

c. 

payments up to $500 per individual claim. 

The Insurance Manager ·and the Insurance Representative shall 

approve i.n advance all payments in excess of $500. 

The General Counsel shall approve in advance all payments 

in excess of $2, 500. 
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D. The Board of Directors shall approve in advance all compromises 

and settlements in excess of $5, 000. 

E. The Treasurer shall pay all claims which are authorized by 

the Insurance Manager, Insurance Representative or Workers' 

Compensation Claims Analyst subject to the above. 

Other Claims Against the District. Claims for money or damages 

against the District, other than those types of claims to which Sections 

11. 2, 11. 3, 11. 4 or 11. 5 of these regulations apply, shall be referred to 

the Secretary of the District. The Secretary of the District is appointed 

as agent of the Board of Directors for the purpose and with the authority 

to act for and on behalf of the District under Section 910. 8 of the 

Government Code in determining the sufficiency or insufficiency of all 

such claims presented to the District, and in giving written notice to 

any insufficiency in such claims in the manner set forth in Section 910. 8 

of the Government Code. 

11. 7 Not withstanding any other provision of these Rules and Regulations, 

no employee of the District is authorized to allow, compromise or 

settle any claim against the District if the amount to be paid pursuant 

to such allowance, compromise or settlement exceeds five thousand 

dollars ($5, 000. 00 ). 

' 
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12. 2 

XII. The Auditor 

In General. The Auditor is the chief .accounting officer of 

the District. He establishes and administers policy as to 

general accounting and determines the systems, forms 

and reports to be made and used by the accounting sections. 

He is responsible for the preparation of all financial re-

ports including the annual financial report. He is responsible 

for the relationships of the District with its independent. 

public auditors. He is responsible for the gathering, or­

ganizing, coordinating and analysis of material for all 

budgets and for the preparation of the budget and submission 

of the budget to the General Manager for his presentation 

to the Board of.Directors. He will furnish statistical data 

when needed by the Board of Directors, the General 

Manager, or the Treasurer. He will hav~ such other duties 

and responsibilities as may from time to time be assigned 

to him by the Board of Directors . 

. Books of Account. The Auditor shall maintain or cause to be 

maintained adequate .and correct accounts of the properties 

and bqsiness transactions of the District, including accounts 

of its assets, liabilities, receipts disbursements, gains and 
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losses. The books of acc~unt shall at all times be open to 

inspection by any member of the Board of Directors. 

Billing Procedures. Bills for sums owing to the District 

shall b.e prepared or caused to be prepared by the Auditor 

from the records on file in his office. No bill shall be 

rendered for any sum owing to the District until such 

bill shall have been coordinated with the head of each depart-

ment which performed services or furnished materials for 

which such sum is owing. In the event that a department 

head finds that the reasonable value of any services per­

formed or materials furnished by the District is greater 

than or less than the amount shown on a bill submitted 

to him for coordination, he shall recommend to the Auditor 

in w:t"iting that the amount of the bill be changed to reflect 
·'' 

the proper value of the services performed or materials 

furnished and shall state the r.eason for such changes, and 

the .Auditor is authorized to bill in accordance with such 

recommendation, provided that either the General 

Manager or the Manager of Operations .. approves the 

recommendation. of the department head .. in such .. caae. 

If after a bill has been rendered it is claimed by the 

person receiving the bill that the amount of the bill should 
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12.4 

be changed for any reason, the matter shall be referred to the 

head of the department of departments which performed the ser-

vices or furnished the materials for which such bill was rendered. 

The department head shall make such investigation as may be 

nec~ssary to determine the reasonable value of the services per­

formed or materials furnished, and shall recommend to the 

Auditor in writing either (a) that the bill not be changed, or (b) 

that the bill be changed to a figure stated in such recommenda-

tion which represents the reasonable value of the services per­

formed or materials furnished as determined by his investigation. 

Ii the recommendation is that the bill be changed, such recom­

mendation shall also state the reason for such change, and the 

Auditor is authorized to render a revised bill in accordance with 

such recommendation, provided that either the General Manager· 

or the Manager of Operations approves the recommendation of 

the department head in such case. 

Collection Procedures. The Auditor shall be responsible for 

the collection of money due, or believed to be due, to the 

District. If the Auditor finds that any money is due, or be­

lieved to be due, t.o the District and is uncollectible, or that 

efforts to collect any such sum would be disproportionately 
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costly in relation to the probable outcome of the collecting 

efforts, the Auditor may prepare a report setting forth his 

findings and the reasons therefor and submit said findings 

and reasons to the General Manager. The General Manager 

shall either approve or disapprove of the findings. If the 

General Manager disapproves of the findings, the matter 

shall be returned. to the Auditor for further collection efforts. 

If the General Manager approves of the findings, and the 

amount involved is less than the sum of $500.00, the 

Auditor may write off the obligation on the books of the 

District and may discontinue further collection efforts with 

respect thereto. If the General Manager approves of the 

findings, and the amount involved is $500.00 or more, the 

General Manager. shall submit the findings to the Board of . 
Directors. Upon the approval of the findings by the Board 

of Directors the Auditor may write off the obligation of the 

books of the District and may discontinue further collection 

efforts with respect thereto. The write off of any unpaid 

obligation on the books of the District as hereinal:iove pro­

vided shall not preclude the District from collecting or 

attempting to collect any sum that later proves to be 

collectible. 
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If any amount due, or believed to be due, to the District, 

ha.a neither been collected nor written off the books oft'he 

District as hereinabove provided, th~ Auditor shall, at 

lea.st three months prior to the expiration of the applica­

ble statute of limitations, refer the matter to a Small 

Claims Representative, if the amount is within the juris­

diction of the Small Claims Court, or to the General 

Counsel, if the amount is in excess of the jurisdiction 

of the Small Claim.s Court, for the purpose of bringing an 

action to recover such amount. • If the amount is in excess 

of the jurisdiction of the Small Claims Court and the 

Ge,neral Counsel determines that it does not appear 

economical to bring an action for such amount in the 

court having jurisdiction of actions for such amount, the 

General Courisel shall return the.matter to the Auditor, 

and the Auditor shall refer such matter to a Small Claim 

Representative for the purpose of bringing an action in the 

Small Claims ~ourt for so much of the amount as is within 

the jurisdiction of the Small Claims Court. It shall be the 

duty of the Auditor to prescribe procedures for the periodic 

review of all unsatisfied judgments obtained in favor of the 

District and .for appropriate efforts to obtain the satisfaction 

thereof. 
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12. 6 

12. 7 

.Bond of Auditor. The Auditor shall execute a bond with 

one or.more corporate sureties approved by the Board of 

Directors in the sum of $100, 000, payable to the District 

and conditioned upon the faithful performance of the duties 

of the office. The Board of Directors may at any time 

require a new bond from the Auditor in such sum as may 

then be 'determined by the Board of Directors. 
I 

Authorization to Sign Warrants. In any case where war-

rants of the District may be signed by the President or 

Vice-President of the Board of Directors, such warrants 

may be signed by.the Auditor or Assistant Auditor in place 

of the President or· Vice-President of the Board. 

Qualifications for Appointment as Auditor. The person ap-

pointed as Auditor shall have been actively engaged in the 

.practice of accounting for not less than seven (7) years 

next preceding his appointment. 
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XIII. Amendments 

These rules and regulations may be amended at any meet-

ing of the Board of Directors if notice of such amendment 

is. given on the agenda distributed to the Director-s pur-

suant to these rules and regulations describing in general 

terms the nature of th~ amendment to be proposed. 
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