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SCRTD 
TRANSIT SYSTEMS DEVELOPMENT 

Approval/Payment Procedures for 
Contract Change Orders, Invoices and Purchase Requisitidns 

1.0 PURPOSE 

Metro Rail MOS-I Project payments involve numerous technical, 

contractual and budgetary requirements which must be reviewed and 

approved before payment is made. This procedure establishes the 

process by which the SCRTD accomplishes approval of Metro Rail 

Project construction and procurement/installation contract, 

invoices, contract change orders, purchase requisitions and other 

related invoices . 

2.0 SCOPE 

This approval/payment procedure for invoices involving contracts 

and contract change orders and purchase requisitions is organized 

to address the Transit Systems Development Department's (TSO) 

required approval process of all Metro Rail Red Line MOS-I Project 

charges (costs) as directed by the General Manager in his 

memorandum of July 24, 1991, to SCRTD Executive Staff and 

Department Heads (see Attachment 1). 

3.0 DEFINITIONS 

The following definitions have been established by the SCRTD: 

Acceptance: 

Written documentation attesting to the act of an authorized 

representative of the SCRTD, by which all work, or a 
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specific portion thereof, under a contract has been 

identified as complete to the satisfaction of the SCRTD. 

Administration: 

The Section within the TSO Department that is responsible 

for administrative and secretarial tasks and maintains 

administrative records. See TSO Administration Policy and 

Procedure Manual. 

Achnini tration Policy and Proc~d' r Manual : 

The TSO Department procedural manual outlining procedures 

for preparing correspondence, purchase requisitions, 

invoice processing, travel requests, Board reports and 

other administrative activities. 

Back- Charge: 

Change: 

A deduction in the contract price, established by 

unilateral or bilateral Change Order, for work performed by 

others to correct deficiencies in a contractor's work. 

Any alteration in the Contract Document {plans, 

Specifications, Technical Provisions, and all documents 

made part of the contract), method or manner of performance 

• 

• 

of the work, equipment, materials, facilities, services, • 

site, performance schedule, or other condition of an 

existing contract. 
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Change Rjiguest: 

A formal proposal to initiate a change to an awarded 

contract involving Metro Rail baseline documents (see Metro 

Rail Contract Change Control Procedures), consisting of a 

completed Change Request Form plus supporting documentation 

and a Finding-of-Fact Statement. Any proposed change to 

the Metro Rail baseline must be documented on a Change 

Request. 

Change Ord er : 

Claim: 

A document issued to the contractor by the SCRTD which 

legally modifies the contract value, conditions, or 

documents: and directs the contractor to proceed with the 

change. See Metro Rail Project Contract Change Control 

Procedures. 

Contractor's statement of his right under the contract to 

adjustment: i.e., his entitlement for which he must 

establish not only his right to adjustment, but also the 

amount of the adjustment to the contract provisions. such 

statements can arise under several remedy provisions 

(General Conditions) of the contract, including the 

SUSPENSION OF WORK, CHANGES, DIFFERING SITE CONDITIONS, 

CLAIMS, and DISPUTES articles. 



Approval/Payment Procedures 
Page 4 of 17 

contract: 

The completed and executed integrated agreement entered 

into between the contractor and the SCRTD for the 

performance of the work. 

contract Administrator: 

The person within the Office of Contracts, Procurement and 

Materiel (OCPM) responsible for coordinating and 

administrating the bid and award of Metro Rail Projects, 

for monitoring contractual compliance following award, and 

for reviewing and signing Purchase Requisitions to assure 

consistency with contract terms and status, and for 

coordinating the resolution of contractor claims. 

co ntract Chang_e Control Procedures: 

The procedure manual which establishes the process by which 

changes to Metro Rail construction/installation and 

procurement contracts are managed. It defines the 

requirements and responsibilities for initiating, 

evaluating, approving, and executing changes following 

contract award. Procedures for processing design addenda 

prior to contract advertisement and contract addenda prior 

to award are covered in the SCRTD Change Control Procedure 

• 

• 

- Chapter l: Design Change Control, and Chapter 2: Bid • 

Document Change Control. 
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contract ,Qffue_;r: 

The Director of Transit Systems Development, who is the 

person with the authority to execute a contract, and to 

make related determinations and findings thereto, on behalf 

of the SCRTD. The Director of TSO reviews and approves 

Purchase Requisitions, Contract Change Orders and Invoices 

following review by the Contract Administrator, Program 

Control and Project Manager. 

Dm::ument contrQ,l - T'SD: 

Invoice: 

The Section within TSO responsible for all document record 

keeping, file maintenance/storage and file retrieval. 

A request for payment indicating an itemized list of goods 

or services received from an outside party specifying the 

price and terms of sale or services. 

Inyoic~ ~i;ieroval Sheet : 

A TSO form (yellow) which shall be attached to all 

invoices or contract requests for payment and 

which indicates date invoice received, contract number, 

invoice number, voucher number, payment schedule and 

initials of approving Accounting, TSO and OCPM staff 

persons responsible for payment review and approval. (See 

Attachment 2. ) 
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Office o:f Management and "Budget fOMBl : 

The SCRTD Department responsible for SCRTD budget and 

necessary budget control, Grant and AFE numbers and 

approval of all SCRTD requests for expenditures. 

Any contractor or agency that prepares an invoice or non­

TSO Department or TSO staff member who prepares a Purchase 

Requisition for payment of a contract invoice, Change Order 

or requested services or materials. 

Proaram contr ol : 

The Section within TSO responsible for Metro Rail Red Line 

MOS-I budgetary control, estimating and project status 

reports. This Section provides a list of all TSO active 

AFE numbers, their associated contract or work order 

numbers and brief statement of the work covered. Example 

AFE 10720, Contract All2 base contract, Yard & Shop 

Building, UMTA Funded. This Section reviews Purchase 

Requisitions and Invoices to assure correct AFE 

designation. Included in this review is the determination 

of federal funding eligibility. 

~rojec Accountant: 

The person within TSO from the SCRTO Accounting Department 

with the responsibility to begin review of a purchase 

requisition or invoice. 

• 

• 

• 
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Proj_ect Manage__r : 

The individual within the SCRTD's Transit systems 

Development (TSO) Department assigned responsibility for 

overseeing a Metro Rail contract, associated contract 

change orders, and assigned Work Task or Invoice/Purchase 

Requisition. The Project Manager will initiate Purchase 

Requisitions and Contract Change Orders and review invoices 

for payment. The Project Manager will review the Purchase 

Requisitions and Change Orders for federal funding 

eligibility . 

Purchas e Re quis ition/ Order l PRl : 

A SCRTD form that indicates a department's request for 

purchase of materials or services which require designation 

of account and AFE numbers and department authorizing 

approval signature. This form requires an accompanying 

Funding Responsibility Statement and a SCRTD Requisition 

Justification Form completed with sufficient information to 

justify the purchase and funding source. See Section 2.0, 

TSO Administration Policy and Procedure Manual, Revision 

May 1990, for information on monetary approval levels and 

how to fill out the PR form . 
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TSD - Director,illOS- I Contracti .g Officer : 

4.0 

The individual responsible for final approval of all 

contract change orders, invoices, and purchase requisitions 

involving disbursement of Metro Rail MOS-I funds. 

PROCEDURE FQB PREPARING CHANGE ORDER$ ANP PURCHASE 

REQUISITIONS 

Change Orders: 

The Project Manager who has been assigned a Metro Rail 

MOS-I Project Contract shall follow as Originator the Metro 

Rail Contract Change Control Procedures in the preparation 

of a contract change order. In addition, the PM shall 

evaluate the appropriateness and eligibility of the funding 

source using the bottom portion of the blue TSO Change 

Order Form Rev. September 1991 with the pink summary Record 

of Negotiations and white Change Technical Evaluation (see 

Attachment 3). For determining eligibility of using 

Federal (UMTA) funds for payment or reimbursement of change 

order costs, the PM shall use Urban Mass Transportation 

Project Management Guidelines for Grantees, Chapter I, 

Project Administration and Management, Section 14, Claims, 

and Chapter II, Financial Management, Section 3. b. ( 1) , 

Allowable Costs (see Attachment 4). If Federal funds are 

• 

• 

eligible, the PM shall note in the comment portion the • 

reason. If not eligible, the PM shall comment as to the 

reason why and contact the Program Control Supervisor or 
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the TSO active AFE identification number list for the 

appropriate local funding source AFE number. 

To enable future payment of invoices charged against the 

change order, the PM shall prepare an accompanying purchase 

requisition as outlined in the TSD Administration and 

Policy Procedure Manual, inserting the appropriate Federal 

or Local funding source AFE number. The PM shall forward 

the change order/purchase requisition package to the TSO 

Administration Staff Assistant for logging/tracking and 

obtaining the required TSO review and approval. Approval 

of the Purchase Requisition and Change Order, together, 

.~chase o::::::i::~rict fun;T A L\BRAR"'i 
The Project Manager, or other TSO staff member assigned as 

a PM for the task of preparing a purchase requisition for 

services or materials chargeable to the Metro Rail Project 

MOS-I, shall prepare as an originator the purchase 

requisition as outlined in the TSO Administration and 

Policy and Procedure Manual. In addition, the PM shall 

evaluate the appropriateness and eligibility of the funding 

source using the TSO Funding Responsibility Statement (see 

Attachment 5) . For determining eligibility of Federal 

(UMTA) funds for payment or reimbursement, the procedures 

outlined in the above section on Change Orders shall be 

followed. 
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Invoices: 

The Project Manager, or other TSO staff member assigned as 

a PM for the task of evaluating and approving a Metro Rail 

Project MOS-I invoice, shall review the TSO purchase 

requisition files to determine the appropriate PR and AFE 

number. The PM shall then review the eligibility of the 

invoice for Federal or local funding as outlined in the 

above section on Change Orders. 

In oig_es f o LACTC co aw Down Requests) : 
If the invoice involves an LACTC drawdown request for UMTA 

or local participating funds on the MOS-I project, the 

assigned Project Manager shall evaluate the invoice to 

distinguish between payment of MOS-I base contract costs 

and contract change order costs. If backup documentation 

is lacking, the PM shall audit the LACTC invoice records to 

determine if payment of MOS-I contract change order costs 

are being requested in addition to base contract costs and 

if the change orders are eligible for Federal (UMTA) 

funding as outlined in the above section on Change Orders. 

In addition, the change orders shall be evaluated for the 

need to obtain UMTA review and concurrence as required 

under Urban Mass Transportation Project Management 

• 

• 

Guidelines for Grantees, Part I, Section 14.h, Claims over • 

$1,000,000 (see Attachment 4). 
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5.0 .AUTHORITY AND RESPONS:C-SILTTIES FOR REVIEW AND APPROVAL 

QfJURCffAS;£ RlWUISITIONS .AND I NVOICES 

Different Metro Rail Project participants and SCRTD departments 

have responsibility for different activities in the invoice and 

purchase requisition/order process. The Director of Transit 

Systems Development, as Contract Officer, is ultimately responsible 

for final approval of all obligations/disbursements of MOS-I funds. 

Document Cont r ol Assi stant - TSO : 

The first (1) person within TSO to open and identify all 

incoming mail for the purpose of total TSO document control 

logging and preparing microfiche. This person will 

immediately route all Metro Rail invoices and purchase 

requisitions to the Staff Assistant for further handling. 

[NOTE: Ail TSO staff shall immediately give a gmy of 

their originating documents and any incoming TSO 

correspondence that they receive directl~ from other 

outside parties to the Document Control Assistant for 

appropriate document control action.] 
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Admi:nistration Sta.ff Assistant - TSO: 

The second (2) person within TSO to whom all purchase 

requisitions (PR) and incoming MOS-I invoices shall be 

given for budgetary identification (log-in/tracking) and 

for preparing the PR and invoice folders for routing as 

indicated on the PR Route Slip or Invoice Approval Sheet. 

The Staff Assistant will initial and date the approval 

sheet and handle additional outside department routing as 

outlined in the TSO Administration Pol icy and Procedure 

Manual. 

~oie£.k bqco nt .. am: : 

The Project Accountant is the third (3) person to receive 

the PR or invoice for review or for adding necessary 

account information. The Project Accountant is responsible 

for completing the Invoice Approval Sheet and to determine 

or validate the PR or contract AFE number, account number, 

identify line item number in accounts payable system and to 

review data for mathematical accuracy and integrity. Any 

problems found upon review of the PR or invoice should be 

noted for the Program Manager and Program Control's 

attention. The Project Accountant will initial and date 

the approval sheet and return the package to the Staff 

Assistant for forwarding to the Project Manager. 

• 

• 

• 
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Pr o j ect Manager : 

The Project Manager (PM), if not an Originator, is the 

fourth ( 4) TSO staff member to receive the invoice or 

purchase requisition package as indicated on the Invoice 

Approval Sheet or as indicated on the PR route slip. The 

Project Manager is a TSO staff member assigned to manage a 

specific work task. The PM is responsible for the 

technical review and analysis of the invoice to determine 

if the invoice is appropriate for the work performed and 

has adequate supporting documentation. In the case of a 

construction 

Negotiations, 

contract, a 

Change Request 

corresponding Summary 

Technical Evaluation 

of 

and 

Change Order (CO) with identifying funding source (see 

Attachment 3) shall have been properly executed by the 

Originator according to the appropriate section of the 

contract Change control Procedures. If no co has been 

executed, the Project Manager shall immediately take action 

to clarify the circumstances and notify the Originator and 

all other pertinent parties for co action as outlined in 

the contract Change control Procedures. The invoice should 

not be forwarded for final approval until all pertinent 

documentation has been included in the invoice package. 

The PM will initial and date the approval sheet and return 

it to the Staff Assistant for forwarding to the Program 

control Section. 

S.C.RJ.D. L 
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Program.co~ rgJ, supery-iscr - Tso: 
The Program Control Supervisor is the fifth (5) TSO staff 

member to receive the invoice or purchase requisition 

package on the Invoice Approval Sheet or PR route slip. 

The Program control supervisor is responsible for budgetary 

and funding source review and analysis of the invoice or 

purchase requisition. The section's senior Program control 

Analyst is responsible for identifying the adequacy of 

budget funds (Federal or local AFE) and the funding source 

and complete the Funding Responsibility statement (see 

Attachment 5) that shall be attached to all PR's without 

change orders and evaluate the Funding source identified on 

the SCRTD Change Order statement. The Program control 

supervisor will initial the Invoice Approval Sheet and 

return it to the staff Assistant for forwarding to the 

Office of Contracts, Procurement and Materiel for review, 

analysis and approval. If an invoice or purchase 

requisition is not properly funded the invoice will be 

returned to the Project Manager or to the Off ice of 

Management and Budget (0MB) with an explanation for further 

handling with the invoice/purchase requisition originator. 

If a contract Change Order is not properly completed, it 

will be returned to the PM for correction. 

• 

• 

• 
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Office o f co:ntract s,, Procurement and Ma.ter,iel : 

The assigned OCPM staff person will be the sixth (6) person 

to review, analysis and approve the invoice/purchase 

requisition as indicated on the Invoice Approval Sheet.· If 

approval is given (initialed and dated), the 

invoice/purchase requisition package will be returned to 

the Director - TSO. If approval cannot be given because of 

contractual non-compliance, the OCPM will return the 

invoice/purchase requisition package to the Project Manager 

- TSO for action correcting the deficiency . 

Director - TSD: 

The Director - TSO is the seventh (7) person to review the 

invoice or PR package. If the Director is satisfied with 

the analysis presented for contractual and budgetary 

compliance, the Director will sign (initial and date) for 

return to the Staff Assistant for forwarding to the 

appropriate Executive Staff for approval or to the SCRTO 

Accounting Department for payment. If the invoice or 

purchase requisition package is not satisfactory or 

requires additional clarification, it will be returned to 

the staff person that can provide the additional 

information or to take the action directed. (See 

Attachment 6 Flow Chart.) 
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6.0 INVOTCE/'f'UR~E REQUISITION ORIGINATION 

The following procedures are established for: 

TSO O~igina= ed Pu~cbase Regu~ s itions : 

All purchase requisitions originating within TSO shall 

follow the procedures outlined in Section 5 except Step 14 

to the OCPM. Consequently, after approval by the Director 

- TSO, the purchase requisition will be sent to 0MB for 

their concurrence and forwarding to OCPM for purchase 

action. 

Non-TSD or ' g 'nated Pu~chas e Regu s ' t ' ons : 

All SCRTD Departments outside of TSO are to obtain TSO 

concurrence for their Metro Rail MOS-I expenditures per 

A. Pegg memorandum of July 24, 1991. If the originating 

department does not first obtain TSO review and concurrence 

(TSO to follow Sections 4 and 5 requirements) , the purchase 

requisition will be forwarded to TSO by 0MB for review and 

concurrence. Since all purchase requisitions, according to 

SCRTD procedures, require 0MB review and approval, 0MB will 

require TSO concurrence on Metro Rail Red Line MOS-I 

project costs, both labor and material. TSO shall review 

and analyze the 0MB furnished purchase requisitions 

according to Section 5 except for the action required by 

OCPM. Upon review completion, the approved purchase 

requisition will be returned to 0MB. If not approved, it 

will be returned to 0MB with an adequate explanation. 

• 

• 

• 
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Account i ng_ Department Fur n i s hed Invo ' ces: 

Invoices sent to TSO by the SCRTD Accounting Department 

will require review and analysis according to Section 4 and 

5 except for sending LACTC/RCC drawdown requests to OCPM 

for concurrence. However, the Program Control Supervisor, 

who in this instance is the Project Manager, will prepare 

a cover memorandum to the SCRTD Controller explaining the 

approval circumstances and any exceptions to the drawdown 

request. Emphasis will be placed on the proper AFE usage 

(Federal or local) for requesting reimbursement from the 

proper funding source . 

September 23, 1991 

1204RI 
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RTO 

.Alan F. Pegg 
General Manager 

To: 

From: 

Subject: 

July 24, 1991 

Heads 

Red Line Project 

Effective immediately, all charges to the MOS-1 Metro Rail Red Line 
Project must be forwarded for approval to Albert Perdon, Transit 
Systems Development. 

• 

Under the UMTA grant agreements and applicable requirements, SCRTD, 
as Grantee of the MOS-1 Project, is res pons ibl e for the project 
management oversight and maintenance of financial and accounting. 
records for this Project. 

In order to effectively comply with federal requirements, stronger 
internal and budgetary controls are necessary. I am asking for 
your full cooperation in satisfying this request. 

• Southern Callfomla Rapid Ttanalt Dfl1rlct 425 Soull1 Ma,n Street. Los ~-'"'1.e·es Calilorn,a 90013 (213) 972-6000 
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M O S 1 

• INVOICE APPROVAL SHEET 

DATE INVOICE RECEIVED _!_!_ CONTRACT I 
INVOICE I 

DESCRIPTION VOUCHER I 

INITIAL DATE 

ADMINISTRATION STAFF ASSISTANT 
ACCOUNT DISTRIBUTION - PROJECT ACCOUNTANT 
TECHNICAL REVIEW PROJECT MANAGER 
BUDGET REVIEW - PROGRAM CONTROL 
CONTRACTUAL COMPLIANCE CONTRACT ADMIN. OCPM 
AUTHORIZATION FOR PAYMENT DIRECTOR, TSO 

PAYMENT SCHEDULE 

ACCT. NO . AFE INVOICE A.MOUNT LINE I 

• -
' -

-

-

-

I 

- I 

~ 

' 

TOTAL $ 

COMMENTS: 

□ PO Line Report attached □ Retention Analysis attached 
I 

• I 

SOUTHERN CALIFORNIA RAPID TRANSIT DISTRIC_ 
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---:.=.. Att ac 1ment 3 
MITRO SYSTEM COi: ,~ CHANGE ORDER CNI: 

CONTRACT VALUE 
STATEMENT RFC,; 

RTD 
CONFIDENT/AL NPCI: . 

CONTiT IJ:l.llU:l 

CONT~TOfli 
.!J 

CHANGe: :J~ne~ 

CONTRACT COST STATUS 

CONTRACT VALUE AUTHORIZEO·FOR-EXPENDfTURE 

' CONTI\ACT AWARD VALVE I "'· /Ht, EXl'ENOEO AS Of • 
06/0t/to 

2 (X(CUT£0 CHANG£ OROERS AS Of I e. LACTC AP'f'ROV!:0 Al'( A$ • ,tllSTINCi ATTACHEOI Of ----------------- ~----------------------3 CONTI\ACT VALUE (CVRAENT) I ~ ... C\/1'\RE VT TOTAL • Al.ffii~IZA TlOH 

14. COST•PI.VS DiANG( HOTlC£S AS Of; • 
ifllSTING ATTADiEOJ --------- ----·---

I'S CONTIUCT VALUE (OllllGA no,. • 
~- VALUE Of' THIS CHANGE: • ----------- --------
~- /AEVrSEO CONTRACT VALVE IOllLIGATEOJ: • b. R£VtS£0 COHTRACT VAlUE • 

IOtlllGATtOI 

e. Olli(R PE"NOING CHANGES • F. A£1.1AININCi A>£ IC-01: " !llSTING ATTACHEOt. 

g TOTAL ESTIMATED CONTRACT VAlVE • COI.IMENT; ilf TME AEI.IAJNING A>£ IS NEGATIVE OR US$ TMAH 
1'£HOING CHANG( VALVES AH AF( lk~S( tS INDICA TEO) 

"'° RISK.: CCLA IMS/Tl'\£HDSIJ\1Slt FACTOR! • 
it. CONTRACT FOR(CAST VALUI • 

CONTRACT DURATION CHANGE -
, . OFIICiJNAL CONTl'UCT COMPl..ITlON OA lt: \1TA LIBRARY 
-2. [X.ECUT£0 CONTRACT OVFV. TION EXTENSION$: 
l CVARENT CONTF\ACT COMPtETJON OAn: 
4. TII.C( ( XTE NS ION FOR l)iJS CHANG[: 
s. RCV1SEO CONTRACT COMl>t[TION DA TE: 

SUBMITTED BY CM PROGRAM CONTROt: PATE: 

FUNDING RESPONSIBILITY ST A ITMENT 

ELIGIBLE FOR UMTA PARTICIPATION 

ELIGIBLE FOR ST A TE PARTICIPATION 

ELIGIBLE FOR LOCAL PARTICIPATION 

SUBMITTED BY TSn PROGRAM CONTROL 

FOLLOW UP ACTION REOUIREO: ASSIGN.ED TO: 

Note: co -
CN 

RFC -
NPC -

Change Order 
Change Notice 
Request For Change 
Notice of Potential Claim 

COMMENTS: 
I 

• 
OATE: 

~EEO DATE: 

I 

' 
I 

' 
' 
i 
I 
' 
l 

II 

'! 
I 
I 

! 
I 

ii 
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METR) RAI. PR.l.ECT . 

CHANGE TECHNICAL EVALUATION 

ftCIII: TliEI CK>Jtc;f c:ca,tQl CllfTU 

TO: A.11l,·Vlt kier-al ~ 
DI r., . 

, hll 
:., ,r~• Cootrcl 

ca •·••n, 

TITL..fs 

,roJtct rr.i,......, ._,~ 

PT-oJtct ~,~. 
-· C«.tr....c:tlcn --..,..., ,oa, 

hctlftf .. 0-..la,, ~. MTC • 
l')'tt ... 0..1"1 ~. MTC 
,rcJtct Direct«, Ml 
sea Ttl lf'99 l 
Dir., IHl fttat• 

pt,EAS( lE\'1£\1 THE ATTACHED CHANCE l!C:UST AJi/0 aE~N TO Tli!E cct IT1 f-Ol CCI lfTC: 

,oa, 

eotru.cT MA Tl C:.: 

IIIILHiONU 

l"EST/STAIT I.P i 

3. TECHlli!CAL EVJLUATIC:. 

AJC COMNTI: 

Print•-

MIi 
MIi 

CAIi 

DISTllCT 

D MO [HtCT 

Slgn.eturt 

Sfgnature 

OAU 
OAYI 
OAYI 

DlA Ml OTU 

1ca11 ICA1. '",. lHECiED Cuptafn): 

TOT~ Cl:lC1 

Date 
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METRO.RAIL PROJECT 

,~RTO SUMMARY RECORD OF NEGOTIATIONS 

CHANGE TITLE 

CONTRACTNME 

C~EJNOTICE NO., , 
ATTENOEESt 

Con1rocti11t O/fl~1,•1 R1p11s,111011v,. SCRTD 

Projlct E111lu1r, SCRTD . 

("s. oddltloul po1t1 111 uc,ssoryJ 

hoJ,c1 MGNJicr, C<,ntroctor 
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• 
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(2) 

(3) 

Attachment 4 l.MIA C 5010. :A 
9-ls-a, 

until the work is COI!l?lete shcul.d be taken into aco:unt in 
the cost estimate for each cption considered. 

Exclusive ~ ise. Sutmit documentation equivalent to a· sole 
soorce justification statirq the basis for a determination that no 
private sector contractor has the expert..ise to pe.rfonn the ~rk. 

Safety arrl E ff iciercy of ~""at ions. 

(a) Safety considerations may be addressed by a statemmt of the 
transit cpe.rator's safety officer that pe.rfonni.rq the work 
with private sector contractors \..Q..lld have an adverse effect 
on public safety. 

(b) Efficien::y carce.rns may be addressed by a pre.sent worth 
caloil.ation as in paragrai;i'l Dd ( 1) Cost, al:ove, inclu:tirg an 
estimate of the value of lost transit ~tion efficierq. 

(4) Union Aql:~. Provide relevant citations fran the labor 
agreement an:i an analysis of hew it perta.i.ns to the work in 
question. 

Speci.al c:are Im.lSt l::e taken to ensure that ~ of ct1B Circ:u.lar 
A-87 are foll~, especially for chargi.rq e.xperrlable property to force 
acx:o.mt projects arrl making sure that allowable costs are assigned to 
the rorrect l:u:lget cede numbers. 

M:lSt general p..n:p::ise equipnent ani tools can be used in force acco..mt 
work arrl thereby benefit JIX:)re than one project. 'nlerefore, the ccst of 
these ite.Ios nonnally shalld not be treated as a direct charge to the 
project. Ha..Jever, an awzop1iate use or depreciation charge is an 
allowable irtli.rect cx::,st if othe.rwise provided for in the project 
b.n;et. 

Unusual c~...ances my call for p..u:diase of specialized Eq.li:pnent 
that is unique to the force acxx.urt: ~ that is l:::e.irq _perfonned. If 
such equipoont. is required, prior UMrA awroval nust be obtained l::efore 
its acquisition. 'Ihe usual UMrA equipient disposition requirements 
ar;ply. 

'lne progress an:i statlls of force acxa.mt activities sho.lld be 
separately disoissed in quarterly project reports, with enq:::ra.sis on 

_____ schedul_ e arrl bJ:jget. 

CIAlMS. istent with provisions of the grant agreement, thittl party 
ccntracto aims are to l::e evalaate:i am resolved by the grantee :p.IrSUal'1t 

--~.,...+t-rs""Tollo.dn;J considerations, ~ arrl limits: 

a. tiMrA has a vested interest in the settleirent of displtes, defaults, or 
breaches involvin; aiff federally assisted third party cx:u1t.lacts • 

b. UMIA retains a right to a share of aey prc:ceeds recovered thrcu:;h a 
third party a:mtract claim, in prcp:,rtion to the Federal share 
ccmnitted to the project. If the third party cx:iutract contains a 

r -m 
XI 
)> 

~ 
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liquidatoo da.1'ages provision, aey liquidatsd dam3ges rer::x,veroo CJ.St be 
creditsd to the project unless l,1-fIA pe.nnits other us.es o! tl-.e· f\..-rls 
involved. 

c. n-.e grantee tru.st p.J.rSUe all legal rights avail able urrler Airf tltlrd 
party contract. 

d. The grantee irust rctify lMIA of aIT'f o.m-ent or prcspecti ve 1 i tigation 
or major cii..sp..Itoo cl aim rel a tin; to aey third party contract. 

e. Claims for reiinb.J.rserrent that result frau third ~ contract crarge 
orders issued by the grantee are hard.led as sole scurce prcoJ:re::ents 
urrler provisions of lMrA Ciral.lar 422 o. 1A, rot as claims. 

f. Before set t1 €:'lent of a cl aim, ti' .e grarrtee rust: 

(1) Adequately dooJr.lent in its project files all pertinent facts, 
events, negotiations, applicable law, ard a legal evaluation of 
the li.kelihoo::i of success in aIT'f p:,t.ential litigation prt:eeer.ii.rq; 

( 2) t,'rrle.rtake an auii t to substantiate each part of the claim; ard 

(3) Assure that its dcor:-entatian provides sufficient Womtion to 
serve as the basis for tJMIA con::urre.nce in the ~ or 
settle::rent of the claiJn, in the event that un:A revif!'w ard 
caocurrerce beo:re necessary. Al thoogh tMIA does not beo:ne 
involved i.n the negotiation of a claim an:! normally does rot 
qLlestion irxiividual ele.:ents of a claim settlerent, t:MIA r.a.y 
qLlestion the reasonableness of a negotiatoo settlement aro.mt. 

d mt Federal coot sharirq in grantees' third party contractor cla.ilr.s 
_.ill be determined as follcws. Claixs that result fran grantee 
neglige...-,ce or error no.n:-.ally are not eligible for tMrA participation. 
For example, UMIA oorrally will not participate in arrt claim for which 
the grantee failed to: 

(1) obtain clear access to all l'X'Eded right-of-....ay prior to a."ard of 
the constri.lction contract: 

( 2) execute al 1 req..iired util icy a~ in tbne to assure 
uninterrupted con.rtruction p103tess; 

(3) urrlertake cx:rrq,re.hensive project plannirq an::i sd-.edulin; to achieve 
proper o:ordination al!X:lrq contractors; 

(4) Wonn pot.antial contractors of all available geo-technical 
information an subsurface con:litions; 

• 

• 

(5) assure that all grantee-fum.ished materials are o::Jl'patible with 
contractor project facilities and/ or equip-;ie.nt an::i available 'wtien • 
needed: 
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• (6) cx:r.p 1 et.e a 11 pre-o:,nstruct ion survey ard erq ineer irq prior to 
issu.irg t.t-ie rontractor a Not ice to Pri:::x:o:d; • 

(7) c:bta in the nec,es.sa.ry awroval s ard ~ !ran all other 
p..lbl ic aut.hori ti es affected b-/ the pruj ect prior to <Xrltract 
award; or 

(8) assure that all design ard shq:, draw'iiqs are prcq:,t.ly awn:ved ard 
made available to the ccntractor a.s ~-

1 f the grantee's claim recx::,rds sul::6tantia tc? that reascnable arrl pnrlent 
rr:easures ~ taken to prevent or offset the causes urderlyirq the 
claim, UM:rA re y rarti c ipat.e in the ~iated cost. SUbj ect to 
avail ab i1 i ty of f'urrls, LlMrA can turd a prorated share of the p~ly 
iro.lrred, e 1 ig i.ble o::sts of contractor cla .ims that are rm caused b-j 
zn.isr.aruger.ent on the part of the grarrtee or attrib..rtable to the 
contractor. 

G Grantees r.u.st S€CUre l..M!A rev ie-,,; a.rd ~ in prq:os,e:i cla irn 
settl errents before Ll.5 irq Fooeral furrls in the foll~ irq i.nstan::es: 

• 
(1) When negotiated claim settle.rents e.xc:::ee:i $1, ooo, 000; 

(2) ~ insufficient turds re,ain in tr..e awroved grant. to CCNer 
the settler.ent; or 

( 3) ~ a si:ecial federal interest is decl arerl l:e:-.ause of prcgram 
manager.ent cancern.s, p:.ss ible ~t, i.I!prcpriety, .,,,-ast.e or 
fralrl. 

i. As it deems necessary, 1.MI'A r.-ay i.ni tia tc? rev ierw of grantee claims. 
Cl a iJred arroJJ1ts, determined to be ine 1 ig i.ble ~ subsequent aud.i t 
or UM:rA rev ie-w, if al ready d.isb..J.rsej, rust be ret:ume:j to uMIA by the 
grantee. 

j . A list of al 1 rut.starrllrq cl a .L.-s ~ $1 oo, 000 arrl a list of all 
cl ai.ms settled dur irg the re.p:>rtu-q per icd are r-eq.Jired as part of each 
quarterly p~ report. '!his list shalld be ao:cr.panied by a brief 
description a.rd the reasons for ead1 cla..im. 

15. ~ ffP;:Ell§ . 

a. Ge,ne.rn l . Prccedures for clisp:::si tion of prccee-is !rm the sa1 es of 
t.MIA-furded assets are set forth bel~. n-iese awly to all planni.rq 
ard capital grants governed by this ciicular except for previoosly 
a_wrcNed grants that cont.a in te.ros arrl cx:n:ti ti ens to the cx:ntrary. 

b. t;ef initiQD. Sales Prcx::eeds is the net pro:eErls ~too by the 
d16fx:6 i tion o! excess real prcperty or eq.J.i~ that ~u ~ in 
part 'with UMIA grMt turds. 

c. ~ j re:neot. ~ a grantee d j sroses ot equiir.ent with a unit value ot 
JOC>re than $5,000 at the ti.me of dispJSitia,, or SU1=Plies with an 
~ r~te residual value of r.ore than $5, ooo, the grantee ITLlSt remit to 

Vertical line den:,t.es charge. 
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( 5) Cetails of other direct charges irclu:ii.rq the nature of charges • 
arrl estimated costs; arxi 

(6) All categories of in:li.rect costs, prop::isaj rrethcds, arxi the basis 
for allccatin1 them to the project, total irrli.rect. costs, ard the 
estiJnated aJIO.Jl'lt to be charged to the project. 

It is bq:ortant to rcte that altha.igh ~ services shcul.d be 
estimated an a percentage-of-t.:ilne basis for pla.nnirq p.rrposes, only 
actual time charged to the project as ~rte:i b'j adequate time sheets 
will be eligible for reimbursement. 

h. Plan ~ - Whenever the ccgnizant agercy gives prior approval to a 
gove.rrm»ant-wide cost allocation plan or in:lirect cost proposal, such 
approval is fannalized, distrib.Ited to all interested Fede.ra.l agencies, 
arrl ai:plicable to all Federal grants in accordance with CMB Circulars 
A-87; A-21, Pevised; or A-122. 

~~-~-) 
a. General. Recipients must foll a- the guidelines contained in CMB 

Circulars A-87 (state an:l local govemme.nts) , A-21, Pevi.sed 
(educational institutions); or A-122, F.evised (non-profit • 
organizations) in detennini.rg whether project costs are alla..lable or 
unallCWc3ble. Project CCGts must specifically relate to the p.np::,se of 
the grant contract an:l the latest approved project tu::lget. Care must 
be exercised when in:m-rin; CCGts to en.sure t11at all expenii.tures meet • 
the c:ri teria of eligible a::sts. Failure to exercise proper discretion 
IDaY result in expe.rxiitures for whlch use of project furrls cannot be 
authorize:!. 

,- b. Allowable o.:ists,» ----- ------- _,,_ 

(l) General. 'Ille criteria that govern the eligibility of project 
costs are di soissed be.la-. 'Ihese c:ri teria are drawn frc:m the 
cited a,m cizo.llars. To· be allowable unier a grant PlOJl am, costs 
must: 

(a) Be necessa.ey an:l reasonable for proper arxi efficient 
administration of the grant ,tJl.0,3tam, be allowable urrler the 
prin:iples Ct11tained in the CMB circ:ulars an:i except as 
specifically provided in t.his circ:ular, not be general 
~ required to carry cut the overall resp:insibilities 
of state or local gove.rnments; 

(b) Be authorized or not prohibited urrler state or lccal laws or 
I"83Ulatians; 

(c) Confom to arrt limitation or exclusions set forth in the 
principles, Federal laws, or other govern.in; limitations as 
to types or allD.mts of cx,st items; 

(d) Ee ~istent with policies, regulations, ard procednres that 
ai:ply uni.fonnly to both federally assisted ard other • 
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activities of the unit of governIIE1t of which recipient is a 
part; 

(e) Be treated consistently~ a~lication of generally 
accepted aco.:::untirq prirciples apprq,riate to the 
ci.:ro.mstances ; 

(f) Not be allc,,.,able or ioclu:ied as a cost of any other federally 
finance:j prcgra:m in either a.u:1ent or prior pericds; 

(g) Be net of all awlicable credits; arrl 

(h) Not l:e in::urred prior to grant aw'ard unless specifically 
provided far in a Letter of No Prejudice or equivalent 
dcanrent ai:proved by the UMrA Administrator. 

{2) Pl.UJI-arm sw;=ifics. 'The following t.hree provisions describe 
allowable o::st.s tor capital Grant ard Loan projects, Section 5 arxi 
9 ~tin;' Assistance projects, Section 4 {i), a ard 9 Technical 
Sbrly projects, Interstate SUbstitution projects, arxi m.rs 
projects. Determination of allowability in each case should be 
base:! en treatirent o! starmrds provided for similar or related 
items of ccst. I! arrt proolems arise, contact the apprcp:t:iate 
tlMrA regional or headquarters office . 

(a) capiµ! Grant ard loon P.;:pjects . Recipients n:ust follow the 
principles ot A-87 in detenni.nirq allc,,.,able o::st.s urder 
capital projects, subject to Section 3 (a) (2) (C) of the Urban 
Mass Transportation Act of 1964, as amerrled., which states, 
''No grant or loan f\Jrrl.s shall be u.sed for payment of ordina:ry 
~ or rx:ln-proj ect oi:erati.rq expenses• II 

(b) ·g::erat.irq Assistance. ~ - Info:cnation on allowable costs 
for cperatirq assi.starce grants can be foord in tlMrA Ciro..llar 
9030.l, "Section 9 Form.lla Grant ~lication Instructions, 
~F." 

( c) Technical st1Xly Grants. P.ecipients are to folle1t1 the 
pril'ciples o! A-87 in dete.rmin.ug allowable costs un:3er 
Sect.ion 8 an::l Section 9 Technical st:u:fy grants. 

4 . ~ INCCME. 

a. General. UMrA' s pi:cgi:a:m in:::ane policies are governed by Section 4 ( a) 
of t.he Act. As this sta'bltory provision varies fran guic:ian:,e governirq 
the use arxi disposi tiai of ptcgiam in:x:IIle contained in om Cira.llar 
A-102, the folla,,n,n:;J provisions a,wly to all um plann.in; ard capital 
grants governed by this ciro.llar eJCCeP1: for previcusly approved grants 
that contain tenns an::l o:n:li tion.s to the cantraiy . 

b. Definition. Pro:!Iam in::ane is revenue generated directly or in:lirectly 
frm grant ~ activities (i.e., ira::me generated by grant fun:is 
after they have been awlied to authorized grant p..u:poses). PLOJlam 
i..rxxee is a fonn of mas.s transit revenue, but excludes sales proceeds, 
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SOUTHERN C~LIFORNIA ~PIO TRANSIT DISTRICT 
TRANSIT SYSTEMS DEVELOPMENT 

METRO RED LINB MOS-I 

FUNDING RESPONSIBILITY STATEMENT 

UMTA PARTICIPATION AFE No: 

STATE PARTICIPATION, contract No. : 

LOCAL PARTICIPATION Purchase Order No.: 

TSO PROGRAM CONTROL: DATE: 

Attachment S 

• 

FOLLOW UP ACTION REQUIRED: ASSIGNED TO: NEED DATE: 

REASON FOR SELECTION OF FUNDING SOURCE: 

• 
OTHER COMMENTS: 

complete this form for and attach to all SCRTD Metro Red Line, MOS-I contract 
and purchase order requests' for services and/or equipment. 

• 
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FLOW CHART 
APPROVAL PAYMENT PROCEDURE 

TSO Originator 
Purchase Requisition 

Change Order 

Project Manager 
IF NOT ORIGINATOR 

from 
(Administration, 

Rail Design, 
Rail Integration, 
Program Control) 

... 

Document Control 
Assistant 

1 , 

Staff Assistant 
TSD 

Project Accountant 

Program Control 
Supervisor 

OCPM 
Contract 

Administrator 

Director - TSD 

Accounting 
Department 

-

TSO Recipient 
Invoice 

Purchase Requisition 
(Outside Originator) 

signed 
Copy 


