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SCRTD
TRANSIT SYSTEMS DEVELOPMENT

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

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 (TSD)
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.

The Section within the TSD Department that is responsible
for administrative and secretarial tasks and maintains
administrative records. See TSD Administration Policy and

Procedure Manual.

Administration Policy and Procedure Manual:

The TSD 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 1in 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 Recuest:

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 Order:

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.
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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.

Contract Change 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 1: Design Change Control, and Chapter 2: Bid

Document Change Control.



Approval/Payment Procedures

. Page 5 of 17

rac B! i
The Director of Transit Systems Development, who 1is 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 TSD reviews and approves
Purchase Requisitions, Contract Change Orders and Invoices
following review by the Contract Administrator, Program

Control and Project Manager.

=] trol - :
. The Section within TSD responsible for all document record

keeping, file maintenance/storage and file retrieval.

Invoice:

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.

Invoice Approval Sheet:
A TSD 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, TSD and OCPM staff
persons responsible for payment review and approval. (See

SERTR tRpARY
" xi-,nn.i'.u 'n" s At ALHL

WSt

Attachment 2.)
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ffi of Manage Budget (OMB):
The SCRTD Department responsible for SCRTD budget and
necessary budget control, Grant and AFE numbers and

approval of all SCRTD requests for expenditures.

Originator:
Any contractor or agency that prepares an invoice or non-
TSD Department or TSD staff member who prepares a Purchase
Requisition for payment of a contract invoice, Change Order

or requested services or materials.

ogram Control:
The Section within TSD responsible for Metro Rail Red Line
MOS-I budgetary control, estimating and project status
reports. This Section provides a list of all TSD active
AFE numbers, their associated contract or work order
numbers and brief statement of the work covered. Example
AFE 10720, cContract All2 base contract, Yard & Shop
Building, UMTA Funded. This Section reviews Purchase
Requisitions and 1Invoices to assure correct AFE
designation. 1Included in this review is the determination

of federal funding eligibility.

Project Accountant:

The person within TSD from the SCRTD Accounting Department
with the responsibility to begin review of a purchase

requisition or invoice.
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Project Manager:

The individual within the SCRTD’s Transit Systems
Development (TSD) 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.

Purchase Regquisition/Order (PR):

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,
TSD 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/MOS-I Contracting Officer:

The individual responsible for final approval of all

contract change orders, invoices, and purchase requisitions

involving disbursement of Metro Rail MOS-I funds.

Change Orders:

The Project Manager who has been assigned a Metro Rail
MOS~-1I Project Contract shall follow as Originator the Metro
Rail Contract Change Control Procedures in the preparation
of a contract change order. 1In addition, the PM shall
evaluate the appropriateness and eligibility of the funding
source using the bottom portion of the blue TSD 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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rchase Reguisitions:

the TSD 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 TSD
Administration Staff Assistant for logging/tracking and
obtaining the required TSD review and approval. Approval
of the Purchase Requisition and Change Order, together,

obligates District funds.

uTA LIBRARY

The Project Manager, or other TSD 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 TSD Administration and
Policy and Procedure Manual. In addition, the PM shall
evaluate the appropriateness and eligibility of the funding
source using the TSD 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 TSD staff member assigned as
a PM for the task of evaluating and approving a Metro Rail
Project MOS-I invoice, shall review the TSD 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.

Invoices from LACTC (Draw 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
deternine 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 1l4.h, Claims over

$1,000,000 (see Attachment 4).
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5.0 ORITY D RESPONSIBILITIES v ROVA

c o]l : S AND (0]

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 Control Assistant - TSD:
The first (1) person within TSD to open and identify all
incoming mail for the purpose of total TSD 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: All TSD staff shall immediately give a copy of
their originating documents and any incoming TSD
correspondence that they receive directly from other
outside parties to the Document Control Assistant for

appropriate document contrel action.]
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Administration Staff

The second (2) person within TSD 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 TSD Administration Policy and Procedure

Manual.

oject Accountant:
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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Protect Maiaaes:

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

fourth (4) TSD 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 TSD 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 contract, a <corresponding Summary of
. Negotiations, Change Request Technical Evaluation 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

Ccontrol Section.

SCATLD. LIBRARY
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. 3
Program Control Supervisor - TSD:
The Program Control Supervisor is the fifth (5) TSD 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 Office of
Management and Budget (OMB) 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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o)

ce of Contracts, Procur 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 - TSD. If approval cannot be given because of
contractual non-compliance, the OCPM will return the
invoice/purchase requisition package to the Project Manager

- TSD for action correcting the deficiency.

- TSD:
The Director - TSD 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 SCRTD
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

INVOICE/PURCHASE REQUISTTTON ORIGINATION

The following procedures are established for:

TSD Originated Purchase Requisitions:

Non-TSD

All purchase requisitions originating within TSD shall
follow the procedures outlined in Section 5 except Step #4
to the OCPM. Consequently, after approval by the Director
- TSD, the purchase requisition will be sent to OMB for
their concurrence and forwarding to OCPM for purchase

action.

Criginated Purchase Requisitions:

All SCRTD Departments outside of TSD are to obtain TSD
concurrence for their Metro Rail MOS-I expenditures per
A. Pegg memorandum of July 24, 1991. If the originating
department does not first obtain TSD review and concurrence
(TSD to follow Sections 4 and 5 requirements), the purchase
requisition will be forwarded to TSD by OMB for review and
concurrence. Since all purchase requisitions, according to
SCRTD procedures, require OMB review and approval, OMB will
require TSD concurrence on Metro Rail Red Line MOS-I
project costs, both labor and material. TSD shall review
and analyze the OMB 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 OMB. If not approved, it

will be returned to OMB with an adequate explanation.
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D t rnished Invoices:
Invoices sent to TSD 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

1204R1
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Alan F. Pegg
General Manager

July 24, 1991

To: Executive Staff a d Depacfhent Heads

From: Alan F. Pegg %677’;2?U;£2

Subject: AFE Charges 3 MOS -1 Metro

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 appllcable requirements, SCRTD,

as Grantee of the MOS-1 PrOJect is responsible for the progect
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 Californls Rapid Transit District 425 Souin Main Street, Los ~Ange'es Calilormia 90013 (213) 972.6000
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MOS - 1
. INVOICE APPROVAL SHEET
DATE INVOICE RECEIVED . CONTRACT #
INVOICE #
DESCRIPTION VOUCHER #
INITIAL DATE
ADMINISTRATION STAFF ASSISTANT

ACCOUNT DISTRIBUTION
TECHNICAL REVIEW

BUDGET REVIEW
CONTRACTUAL COMPLIANCE
AUTHORIZATION FOR PAYMENT

PROJECT ACCOUNTANT
PROJECT MANAGER
PROGRAM CONTROL
CONTRACT ADMIN.
DIRECTOR, TSD

OCPM

PAYMENT SCHEDULE

ACCT. NO. AFE INVOICE AMOUNT

LINE #

TOTAL $

COMMENTS:

‘ ] PO Line Report attached

] Retention Analysis attached

SOUTHERN CALIFORNIA RAPID TRANSIT DISTRICT




Attachment 3

METRO SYSTEM Kk cos.
(“ CHANGE ORDER - 3
) CONTRACT VALUE
RTD STATEMENT RECE:
CONFIDENTIAL NPCE:
CONT%T #(RETLE: e
CONTRAETOR,
o
CHANGE TITLE>
l CONTRACT COST STATUS
[ CONTRACT VALUE AWHOR!ZED~FOR-EXPENDI'TURE
t CONTRACT AWARD VALUE L] A. ATD EXPENDED AS OF 1
o8/at1190
2 EXECUTED CHANGE ORDERS AS OF ' . LACTC APPROVEID AFE AS |0
ALISTING ATTACHED! OF
A T - I s o —
L: CONTRACT VALUE [CURRENT) ' . CURRENT TOTAL A
AUTHOAZ A TION
4. COST-PLUS CHANGE NOTICES AS OF: "
HLISTING ATTACHED] -
CONTRACT VALUE (OBLIGATED). ¢
& VALUE OF THIS CHANGE; '
. REVISED CONTRALCT VALUE (OBLIGATED): [} 0. REVISED CONTRACT VALUE Jo
(OBLIGATED)
8. OTHER PENDING CHANGES 0 F. ROMANING AFE 10D
LISTING ATTACHED!,
TOTAL ESTIMATED CONTRACT VALUE J COMMENT: {FF THE REMAINING AFE 1S NEGATIVE OR LESS THAN
FPENDING CHANGE VALUES AN A CREA
£° RISK: [CLAIMS/TRENDS/MISK FACTOR! o o REB L
1. CONTRACT FORECAST VALUE "
CONTRACT DURATION CHANGE

ORIGINAL CONTRACT COMPLETION DATE:
EXECUTED CONTRACT DURATION EXTENSIONS:
CURRENT CONTRACY COMPLETION DATE:
TimME EXTENSION FDR THIS CHANGE:

REVISED CONTRACT COMPLETION DATE:

Pruh s

WTA LIBRARY |

ATE:

k—SUBMIﬁED BY CM PROGRAM CONTROL:

FUNDING RESPONSIBILITY STATEMENT

'rELIGiBLE FOR UMTA PARTICIPATION

ELIGIBLE FOR STATE PARTICIPATION

bOMMENTS:

ELIGIBLE FOR LOCAL PARTICIPATION

SUBMITTED BY TSP PROGRAM CONTROL

DATE:

FOLLOW UP ACTION REQUIRED:

IASSIGNED TO:

INEED DATE:

Note: CO - Change Order
CN - Change Notice
RFC - Request For Change

Notice of Potentlal Claim



Attachment 3

II;“I'FORALPFQECT
DATE: R mastn:
FROM:  TSD CMANGE CONTROL CENTER TiTLE:
T0: — Assis* it Genersl Merwger - — Project Engineer, Desipn =
— bir., . — Project Engineer, .
— - ’ — Corstruxction Karmaer, POCD =
— , Rall . . — Facilities Design Rarmger, mTC -
s 2., Program Control - " — Systems Design Ramager, MIC o
= e SN oL = — Project Director, BN 5
— Contracting Offlicer, OCPN - — 827D Legal -
— Dir., neal Estate .
PtEASE REVIEW THE ATTACKED CHANGE REQUEST AND RETURN TO TRE CCC m . , " FOR CC3 NTG:
e R i e A A e T L L e e T e G IS o R S Ty e —

1. CoST IwPALT T0: [Jeomstruxction |Proc-..renent Boesion 'Tntlro grov ] ireurance Jother:

COMTRACTOR POCD mIc pIsTRICT PIA M oTHER TOTAL COST
Detefl cost breakdown attached: [[res  [J¥o Cexplain): Program Control
2. SCHEDULE 1MPACT: JYES (see below) [~ errecy JCRITICAL PATH AFFECTED (explain):

COMTRACT DURATION:  __ SLIP  __ GAIN BAYS

KILESTONES t __ BRI __ GAlN DATS

TEST/START WP ¢ __ SLIP  __ GAIN DATS oaram Cantrol

- g TN, R W) el Bt o W Bt AT A AFEER D e T AR R AR e A A e  RA A e e A AL VI 1T s T e e RO A N e f e e
3. TECHNICAL EvALUATION  [fcowcum [oiSAGREE (Rexsors required « e sttacrmets 83 Mecessary)

AND CORMENTS: ’
REVIEWED BY:

Prlnt Xame ﬁgnaturo Ofn-rhulm Dnu

LA R e m - Te S W 0w PAIN g B e T e @ - R < g% . Plotdom o Bt L . . BT T N, SR SRS Ry 2 e o g
6. RESPONSE TO COMMENTS: nooua.l UDzsAcn:: (Reasons requ!r.d) BESOLVED: lm Ilo
RESPOKSES B3

ProJect Ergineer/Driginator $ignature Ors.mfutlm Date

= e e e e et S e e ————
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METRO RAIL PROJECT |
@)‘ RTD | SUMMARY RECORD OF NEGOTIATIONS
DATE:
CHANGE TITLE
CONTRACT NAME -
CHANGE NOTICE NO., CONTRACT NO.
ATTENDEES!
:%ﬁ' ::l ’ = = W &
{use additional pages as necessary) 5= :
£da
Contracting Officer's Representative, SCRTD Resident Engineer, Consultant i
Project Engineer, SCRTD " Project Manager, Contractor : :“

— R
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a.

9-18-87

until the work is camplete should be taken into account in
the cost estimate for each option considered.

(2) Exclusive Expertise. Submit doamentation equivalent to a sole

source justification stating the basis for a determination that no

private sector cantractor has the expertise to perform the work.
(3) Safety and Efficiency of Operations.

(a) Safety considerations may be addressed by a statement of the
transit operator's safety officer that performing the work
with private sector contractors would have an adverse effect
an public safety.

(b) Efficiency concerns may be addressed by a present worth
calculation as in paragraph 13d(1l) Cost, above, including an
estimate of the value of lost transit operation efficiercy.

(4) Union Agreement. Provide relevant citations from the labor
agreement ard an analysis of how it pertains to the work in
question.

care must be taken to ensure that requirements of MB Circular

A-87 are followed, especially for charging expendable property to force
account projects ard making sure that allowable costs are assigned to
the correct budget code mmbers.

Most general purpose equipment and tools can be used in force account
work and thereby benefit more than cne project. Therefore, the cost of
these items normally should not be treated as a direct charge to the
project. However, an appropriate use ar depreciation charge is an
allowable indirect cost if ctherwise provided for in the project
budget.

Urmsual ciromstances may call for parchase of specialized equipment
that is unique to the force accaumnt wark that is being performed. If
such equipment is required, prior IMIA approval must be abtained before
its acquisition. The usual UMIA equipment disposition requirements
apply.

The progress and status of force account activities should be

separately discussed in quarterly project reports, with emphasis on
sd)ech.!le ard budget,

istent with provisions of the grant agreement, third party

oontracto azmaretobeevaluatedandresclvedbymegranteepuzsmmt

ollowing considerations, requirements and limits:

UMIA has a vested inmterest in the settlement of disputes, defaults, or
breaches involving any federally assisted third party cantracts.

UMIA retains a right to a share of amy proceeds recovered through a
third party contract claim, in proportion to the Federal share
camitted to the project. If the third party coantract contains a

Advdgil V1IN

SCATD. Lizpany
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liquidated damages provision, any liquidated damages recovered must be .
credited to the project unless UMIA permits other uses of the fods
involved.

C. Tre grantee must pursue all legal rights available under amy third
party contract.

d. The grantee must notify UMIA of amy current or prospective litigation
: or major disputed claim relating to any third party contract. ¥

e. Claims for reimbursement that result from third party comtract change
orders issued by the grantee are handled as sole source procureents
urder provisions of WMIA Circular 4220.1A, not as claims,

f. Before settlement of a claim, the grantee must:

(1) Adequately document in its project files all pertinent facts,
events, negotiations, applicable law, and a legal evaluation of
the likelihood of success in any potential litigation proceeding;

(2) Undertake an audit to substantiate each part of the claim; and

(3) Assure that its docmentation provides sufficient information to
serve as the basis for MIA concurrence in the campromise or
settlement of the claim, in the event that UMIA review and

Ao concurrence becarne necessary. Although UMIA does not becae

ol

-

involved in the negctiation of a claim and normally dees not
o question indivicdual elements of a claim settlement, \MIA may
* question the reascnableness of a negotiated settlement amount.
i
will be determined as follows. Claims that result from grantee
negligence or error norrally are not eligible for UMIA participatian.
For example, UMIA normally will not participate in any claim for which
the grantee failed to:

@My Federal cost sharing in grantees' third party contractor claims

(1) obtain clear access to all needed right-of-way pricr to award of
the construction contract:

(2) execute all required utility agreements in time to assure
uninternupted canstruction progress;

(3) undertake camprehensive project planning and scheduling to achieve
proper coordination amang contractors;

(4) inform pctential cantractors of all available geo~technical
information on subsurface corditions;

(5) assure that all grantee-furnished materials are campatible with
contractor project facilities and/or equipment and available uhen.
needed;
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. (6) occrplete all pre—construction survey and engineering prior to
issuing the contractor a Notice to Procecd;

(7) obtain the necessary approvals and agreements frar all othar
public authorities affected by the project prior to cantract

award; or

(8) assure that all design and shop drawings are prooptly approved and
made available to the contractor as needed.

If the grantee's claim records substantiate that reascnable and prudent
measures were taken to prevent or offset the causes underlying the
claim, UMTA may participate in the negotiated cost. Subject to
availability of funds, UMIA can fund a prorated share of the properly
incurred, eligible costs of contractor claims that are not caused by
mmga-entmthepartofu)egrafrteeorattrlbutabletothe
contractor.

Grantees must secure WMIA review and concwrence in proposed claim
settlements before using Federal finds in the following instances:

(1) when negotiated claim settlements exceed $1,000,000;

(2) when insufficient funds remain in the appreved gramt to cover
the settlement; or

. (3) Where a special Federal interest is declared because of program
management concerns, possible mismanagenent, impropriety, waste or
fraud.

i. As it deems necessary, WA ray initiate review of grantee claims.
Claimed amcunts, determined to be ineligible through subsequent audit
or UMIA review, if already disbursed, rust be retumed to WA by the

grantee.

j. A list of all outstanding claims exceeding $100,000 and a list of all
claims settled during the reporting pericd are required as part of each
quarterly progress report. This list should be accapanied by a brief
description and the reasons for each claim.

. SALES PROCFFDG.

a. Geperal. Procedures for dispesition of proceeds fram the sales of
UMTA-funded assets are set forth below. These apply to all planning
and capital grants governed by this circular except for previcusly
approved grants that contain terms and conditions to the contrary.

b. Definition. Sales Proceeds is the net proceeds generated by the
disposition of excess real property or equipment that was purchased in
part with WMIA grant furds,

c. Requirepent. When a grantee disposes of equipment with a unit value of

more than $5,000 at the time of disposition, or supplies with an
aggregate residual value of more than $5,000, the grantee must remit to

Vertical line denctes change.
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(5) Details of cother direct charges including the nature of charges
and estimated costs; and

(6) All categories of irdirect costs, proposed methods, and the basis
for allocating thtotheproject total indirect costs, and the
estimated amount to be charged to the project.

It is important to note that although persamel services should be
estimated on a percentage-of-time basis for planning purposes, anly
actual time charged to the project as supported by adequate time sheets

will be eligible for reimbursement.

Plan Aporoval. Whenever the cognizant agency gives prior approval to a

gcvenme.m:—mde cost allocation plan or indirect cost proposal, such

approval is farmalized, distrilbuted to all interested Federal agencies,
and applicable to all Federal grants in accordance with (MB Circulars

A-87; A-21, Revised; or A-122.

@.)
/

¢

a.

b.

General. Recipients must follow the guidelines contained in GMB
Circulars A-87 (State and local goverrments), A-21, Revised
(educaticnal institutions); or A-122, Revised (nan—profit
organizations) in determining whether project costs are allowable or
unallowable. Project costs must specifically relate to the purpose of
ﬂuegmntcmtractarﬂﬂxelatastappmvedprojectbﬁget Care must

beexerclsedmenmmrnrqcoststoensxmthataues@enmumsmeet

the criteria of eligible costs. Failure to exercise proper discretion

may result in experditures for which use of project funds cammot be

authorized.
Allowable Oos‘ts 19}

e . i e e =

(1) General. The cxriteria that govern the eligibility of project
costs are discussed below. These criteria are drawn from the
cited B circulars. To be allowable under a grant program, costs
mast: ’

{a) Be necessary and reascnable for proper and efficient
admmsn'atlmofthegrantpmgm be allowvable under the
prux:xplwcmtainedmthe@ﬁc.mzlarsarﬂemeptas
specifically provided in this circular, not be general
expenses required to carry out the overall responsibilities

of State or lccal goverrments;

(b) Be authorized or not prohibited under State or local laws or
regulations;

(¢) Conform to any limitation or exclusions set forth in the
principles, Federal laws, ar other governing limitations as
to types or amounts of cost items;

(d) Be consistent with policies, regulations, and procedures that
apply unifarmly to both federally assisted and other
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activities of the unit of goverrment of which recipient is a
part;

(e) Be treated consistently through application of ge:nexﬁlly
accepted accounting principles appropriate to the
ciramstances;

(f) Not be allowable or included as a cost of any other federally
financed program in either current or prior periods:

(g) Be net of all applicable credits; ard

(h) Not be incrred prior to grant award unless specifically
provided far in a Letter of No Prejudice or equivalent

document approved by the UMIA Administrator.

(2) Program Specifics. The following three provisions describe
allowable costs for Capital Grant and loan projects, Section 5 and
9 Operating Assistance projects, Section 4(i), 8 and 9 Technical
Study projects, Interstate Substitution projects, and FAUS
projects. Determination of allowability in each case should be
based an treatment of stardards provided for similar or related
items of cost. If any problems arise, contact the appropriate
UMIA regicnal or headquarters office.

(a) Capital Grant ard Ioan Projects. Recipients must follow the
prmc:Lpls of A-87 1In determining allowable costs urder
capital projects, subject to Section 3(a) (2) (C) of the Urban
Mass Transportation Act of 1964, as amended, which states,
'Nograntcrloanf\xdsshallbeusedforpaymntofordmaxy
goverrmental or nan-project cperating expenses.®

(b) Operating Assistance Gramts. Information on allowable costs
for cperating assistance grants can be fourd in UMIA Circular
9030.1, "Section 9 Formula Grant Application Instructions,
Apperdix F."

(c) Technical Study Grants. Recipients are to follow the

principles of A-87 in determining allowable costs under
Section 8 and Section 9 Technical Study grants.

4. PROGRAM INQCME.

a.

General. UMIA's program incame policies are governed by Section 4(a)
of the Act. As this statutory provision varies from guidance governing
the use and disposition of program income comtained in aMB Circular
A-102, the following provisions apply to all UMTA plamning and capital
grants governed by this circular except for previocusly approved grants
that contain terms and conditions to the cantrary.

Definition. Program incame is reverue generated directly or indirectly
frangrantsm:portedactlntiw (i.e., nmnegeneratedbygrantfmds
after they have been applied to authorized gramt purposes).
uncmexsafomofmasstransﬁreve:me,butexclxxi%salspmoeeds

S6RTD. LiBRARY -



BOUTHERN CALIFORNIA RAPID TRANSIT DISTRICT
TRANSIT SYSTEMS DEVELOPMENT
RTD METRO RED LINE MOS-I .

6 Attachment §

FUNDING RESPONSIBILITY STATEMENT

ELIGIBLE FOR UMTA PARTICIPATION AFE No:
ELIGIBLE FOR STATE PARTICIPATION Contract Noo:

ELIGIBLE FOR LOCAL PARTICIPATION purchase Order No.:
SUBMITTED BY TSD PROGRAM CONTROL: DATE :
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.

Signature Date
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FLOW CHART
APPROVAL PAYMENT PROCEDURE

TSD Originator TSD Recipient
Purchase Requisition Invoice
Change Order Purchase Requisition

(Outside Originator)

Document Control
Assistant

l

—» Staff Assistant
TSD

f Project Accountant

Project Manager
IF NOT ORIGINATOR
from
(Administration,
Rail Design,
Rail Integration,
Program Control)

;

> Program Control
Supervisor

v

OCPM
Contract
Administrator

L

Signed
Director - TSD Copy
Accounting

Department




