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Procedures for Work Authorizations Between the SFMTA &
The CCSF Department of Public Works (DPW)

1. The SFMTA will establish direct charge work authorizations with DPW for the purposes of charging
eligible expenditures against its funding sources at the time they are incurred or committed by DPW to
permit proper tracking of expenditures and encumbrances. The SFMTA will establish index codes for
use by DPW in making direct charges to SFMTA projects. The index codes shall be based on written
agreements that include:

a. Detailed scope of work;

b. Budget, including identification of eligible expenditures;

c. Period of Performance; and

d. Billing terms. Unless otherwise stated in the MOU, all billing shall be submitted with 30 days
after the end of each calendar quarter. Any subsequent corrections or amounts billed after
project completion or post 30-days after quarter end are subject to approval at the discretion
of the requesting department. Any ineligible expenditures will not be paid.

2. DPW is authorized to charge expenditures and encumbrances to the index codes provided for:

a. Salaries and wages;

b. Mandatory fringe benefits; and

c. Indirect Overhead as approved by their cognizant agent (typically that would be Caltrans)

d. Non-labor costs such as construction and personal service contracts related to the planning,
design, acquisition, construction, reconstruction, rehabilitation, or improvement of projects
identified in the scope of work.

3. DPW will submit documents supporting all charges to the Capital Projects & Grants Accounting
Manager, or other designee, at SFMTA monthly within 15 days after the end of each month (Appendix
A). Supporting documents (Appendix B) shall include:

a. Copies of Detailed Labor Cost Report for payrolls paid during the previous month, which
includes: project number; index code; employee name; hours charged; salary; mandatory
fringe benefits; overhead; and paid time off; and

b. Copies of invoices from 3™ parties supported by purchase orders and the FAMIS document
numbers.

4. SFMTA staff will forward the documents to the applicable SFMTA project manager, who shall approve
or disapprove the charges within 30 days (Appendix A). In the event charges are not approved, the
project manager shall notify SFMTA staff as to the reason why and what the corrective action should
be, if any. The PM will review the documents to ensure the following:

a. The supporting documentation is complete;

b. Time charges are in line with the project scope, schedule, and budget; and

c. Progress of work reasonably equates to the percentage of the budget expended.

5. The SFMTA project manager will concurrently notify the DPW project manager and the DPW CFQO, or
designee, regarding any charges that are disapproved, and DPW will be given 15 days (Appendix A) to
provide missing documents or resolve issues.
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Procedures for Work Authorizations Between the SFMTA &
The CCSF Department of Public Works (DPW)

6. Any unresolved charges that have not been reversed or resolved after 60 days will be referred to the
Controller's Office foi final resolution. The Controller's Office will review the written documents
provided, including the scope of work, budget, period of performance and other supporting
documentation to determine if the charges meet the terms and conditions agreed to within 15 days.

This procedure is hereby acknowledged and each department commits to comply with it.

WMA%WM mm = Jgﬁg;‘ /4 2013

Jocelyn Quintos \J winkos Date
CFO, DPW
Ewally P
August 19, 2013
Sonali Bose Date
CFQ, SFMTA

CW Mam{_, mMa‘%Z %Mw FfTZ?OATAJ(A Auworr |9, 20/3

Mary Fitzpatrick Date
Deputy Controller, CCSF
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Procedures for Work Authorizations Between the SFMTA &

(7 The CCSF Department of Public Works (DPW)

Appendix A — Schedule for Providing Approvals

SFMTA DPW Provides
DPW SFMTA Notifies DPW Missing SFMTA Refers CCSF
Supporting Project of Documents or Unresolved Controller
Documents Manager Disapproved Resolves Issues to CCSF Determines
Accounting Month Due to MTA | Approval Due Charges Issues Controller Resolution
July 2012 8/15/2012 9/17/2012 9/17/2012 10/1/2012 10/2/2012 10/17/2012
August 2012 9/17/2012 10/15/2012 10/15/2012 10/31/2012 11/1/2012 11/16/2012
September 2012 10/15/2012 11/15/2012 11/15/2012 11/30/2012 12/3/2012 12/17/2012
October 2012 11/15/2012 12/17/2012 12/17/2012 12/31/2012 1/1/2013 1/16/2013
November 2012 12/17/2012 1/15/2013 1/15/2013 1/31/2013 2/1/2013 2/19/2013
December 2012 1/15/2013 2/15/2013 2/15/2013 2/28/2013 3/1/2013 3/18/2013
January 2013 2/15/2013 3/15/2013 3/15/2013 4/1/2013 4/2/2013 4/17/2013
February 2013 3/15/2013 4/15/2013 4/15/2013 4/30/2013 5/1/2013 5/16/2013
March 2013 4/15/2013 5/15/2013 5/15/2013 5/31/2013 6/3/2013 6/17/2013
April 2013 5/15/2013 6/17/2013 6/17/2013 7/1/2013 7/2/2013 7/17/2013
May 2013 6/17/2013 7/15/2013 7/15/2013 7/31/2013 8/1/2013 8/16/2013
June 2013 7/15/2013 8/15/2013 8/15/2013 9/3/2013 9/4/2013 9/19/2013
July 2013 8/15/2013 9/16/2013 9/16/2013 9/30/2013 10/1/2013 10/16/2013
August 2013 9/16/2013 10/15/2013 10/15/2013 10/31/2013 11/1/2013 11/18/2013
September 2013 10/15/2013 11/15/2013 11/15/2013 12/2/2013 12/3/2013 12/18/2013
October 2013 11/15/2013 12/16/2013 12/16/2013 12/31/2013 1/2/2014 1/16/2014
November 2013 12/16/2013 1/15/2014 1/15/2014 1/31/2014 2/3/2014 2/18/2014
December 2013 1/15/2014 2/17/2014 2/17/2014 2/28/2014 3/3/2014 3/18/2014
January 2014 2/17/2014 3/17/2014 3/17/2014 3/31/2014 4/1/2014 4/16/2014
February 2014 3/17/2014 4/15/2014 4/15/2014 4/30/2014 5/1/2014 5/16/2014
March 2014 4/15/2014 5/15/2014 5/15/2014 6/2/2014 6/3/2014 6/18/2014
April 2014 5/15/2014 6/16/2014 6/16/2014 6/30/2014 7/1/2014 7/16/2014
May 2014 6/16/2014 7/15/2014 7/15/2014 7/31/2014 8/1/2014 8/18/2014
June 2014 7/15/2014 8/15/2014 8/15/2014 9/2/2014 9/3/2014 9/18/2014
July 2014 8/15/2014 9/15/2014 9/15/2014 9/30/2014 10/1/2014 10/16/2014
August 2014 9/15/2014 10/15/2014 10/15/2014 10/31/2014 11/3/2014 11/17/2014
September 2014 10/15/2014 11/17/2014 11/17/2014 12/1/2014 12/2/2014 12/17/2014
October 2014 11/17/2014 12/15/2014 12/15/2014 12/31/2014 1/2/2015 1/16/2015
November 2014 12/15/2014 1/15/2015 1/15/2015 2/2/2015 2/3/2015 2/18/2015
December 2014 1/15/2015 2/17/2015 2/17/2015 3/2/2015 3/3/2015 3/18/2015
January 2015 2/17/2015 3/16/2015 3/16/2015 3/31/2015 4/1/2015 4/17/2015
February 2015 3/16/2015 4/15/2015 4/15/2015 4/30/2015 5/1/2015 5/18/2015
March 2015 4/15/2015 5/15/2015 5/15/2015 6/1/2015 6/2/2015 6/17/2015
April 2015 5/15/2015 6/15/2015 6/15/2015 6/30/2015 7/1/2015 7/16/2015
May 2015 6/15/2015 7/15/2015 7/15/2015 7/31/2015 8/3/2015 8/17/2015




Procedures for Work Authorizations Between the SFMTA &

The CCSF Department of Public Works (DPW)
Appendix A — Schedule for Providing Approvals

SFMTA DPW Provides
DPW SFMTA Notifies DPW Missing SFMTA Refers CCSF
Supporting Project of Documents or Unresolved Controller
Documents Manager Disapproved Resolves Issues to CCSF Determines
Accounting Month Due to MTA Approval Due Charges Issues Controller Resolution
June 2015 7/15/2015 8/17/2015 8/17/2015 8/31/2015 9/1/2015 9/16/2015
July 2015 8/17/2015 9/15/2015 9/15/2015 9/30/2015 10/1/2015 10/16/2015
August 2015 9/15/2015 10/15/2015 10/15/2015 11/1/2015 11/2/2015 11/17/2015
September 2015 10/15/2015 11/15/2015 11/15/2015 11/30/2015 12/1/2015 12/16/2015
October 2015 11/15/2015 12/16/2015 12/16/2015 12/31/2015 1/4/2016 1/19/2016
November 2015 12/16/2015 1/15/2016 1/15/2016 2/1/2016 2/2/2016 2/17/2016
December 2015 1/15/2016 2/16/2016 2/16/2016 2/29/2016 3/1/2016 3/16/2016
January 2016 2/16/2016 3/15/2016 3/15/2016 3/31/2016 4/1/2016 4/18/2016
February 2016 3/15/2016 4/15/2016 4/15/2016 5/2/2016 5/3/2016 5/18/2016
March 2016 4/15/2016 5/16/2016 5/16/2016 5/31/2016 6/1/2016 6/16/2016
April 2016 5/16/2016 6/15/2016 6/15/2016 6/30/2016 7/1/2016 7/16/2016
May 2016 6/15/2016 7/15/2016 7/15/2016 8/1/2016 8/2/2016 8/17/2016
June 2016 7/15/2016 8/15/2016 8/15/2016 8/31/2016 9/1/2016 - 9/16/2016
July 2016 8/15/2016 9/15/2016 9/15/2016 9/30/2016 10/3/2016 10/17/2016
August 2016 9/15/2016 10/17/2016 10/17/2016 10/31/2016 11/1/2016 11/16/2016
September 2016 10/17/2016 11/15/2016 11/15/2016 11/30/2016 12/1/2016 12/16/2016
October 2016 11/15/2016 12/15/2016 12/15/2016 1/3/2017 1/4/2017 1/19/2017
November 2016 12/15/2016 1/15/2017 1/15/2017 1/31/2017 2/1/2017 2/16/2017
December 2016 1/15/2017 2/15/2017 2/15/2017 2/28/2017 3/1/2017 3/16/2017
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Procedures for Work Authorizations Between the SFMTA &

Appendix B — Sample Documents

12B Bond Report

MTA Work Authorization to DPW
October 2012 to April 2013

(7~ The CCSF Department of Public Works (DPW)

Work Labor Expenditure Hon-labot Expenditure Total Expenditure
Projedt SR Authatization DR Rgpct BOA Labor | BOE Labor | BCM Labor [ BSM Labor | Construction | Professional
93,391.00 [CPKF49/04W1 9,892.81 939281
CPEFA9 PARKING SHCPFIZBMTA 2012
FACILITY RESTORE & REVENUE BOND $20128P-
COMPLY PHS 1A GARAGE 402 ,280.00 [CPKFA9/04W2 19338.03 | 74.673.12 104,011.15
70,964.00 |CPEF49/0AV3 16.38 1638
CPRFSO FRANKLIN SHCPF12B MTA 2012
STREET BULBOUTS REVENUE EOND 52012€P-
CON GARAGE 45,143.00 |CPRFSO/GRWL 911887 9,118.87
CPRFAd 63K019 SHCPF12BMTA 2012
EXPLORATORIUK REVENUE BOND 52012EP-
CROSSWALE CON GARAGE 250,000.00 [CPKF64/22W1 2£0,000.00 250,000.00
SMCPFI2DMTA 2012
CPTH3S SUNSET REVENUE BOND 520128
TUNKEL RAILREHAD  [TRARSIT 59,100,00 [CP1858/1221 514133 4,758.85 2900.18
CP1G64 GRIEN CENTER [ |20 MTA 2012 167.00000 |epreas/nzz | eysissr | ara3aas| 26541 100,90213
ROOF RERAB REVENUE BOND 520128
TRANSIT
162.000.00 |CPTE64/1324 %
Labor Cost Report
CPRH 9/ 199 BOM LABOR
Last Name  Flist Hame  PLL PL2 PPE Bureau ClasdNcatlon Index Codn Total Hours Salary MF8 Dept O Bureau CH PTO Total OH Total Cost
DEGLEY ROBERT CPEF49 AWIS9  3/1/2013 DANCM 5620 PWMIXSNPFI2ZB 30 143475 62298 72718 57863 41134 1717.25 378198
BEGLEY ROEERT CPEF4Y 04W199  3/15/201:DFNWCM 5620 PAMIXSNPFIZE 20 9565 412569 48485 38576 27423 1144.84 251403
BEGLEY ROBERY CPEF49 C4WI99  3/29/201iDPWCM 5620 PVMIXSNPFIZB 28 13391 5B79% 6789 607.01 38392 1669.71 35968
BEGLEY ROEERT sUBTQTAL 78 373035 1630.65 1890.92 15714 106949 453181 9892861
GRAND TOTAL 78 373035 1630.65 1890.92 15714 106949 4531.81 9892.81
CPKESS/01W21) BOA LABOR
Last Hama  First Hame  PLL PL2 PPE Bureau Classificaion  Index Code Total Hoars Salary  MF8 Dept OH Bureau OH  PTO Total OH Total Cost
CONRAD  DERNISL CPEF4Y 04W211  3/15/2011DPWAT 5365 PMAIXSHPFIZB 25 113313 39633  S7439 487 32487 135%6.26 2885.72
CONPAD  DENNISL CPEF4Y CaW211  3/29/201:DPWAT 5165 PWAIXSHPFI2B 349 15819 56.55 £0.19 117 4535  197.24 41198
CCNRAD DERNISL SUETOTAL 2849 129132 45288 65458 5287 37022 15535 31977
OFACA SEMVA CPEFA9 DAW211  3/1/2D13 DFWAT 5161 PNALXSNPFIZB 12 4743 15427 23042 19128 13598  567.68 119615
OrATA SEMA CPEF49 04W211 3/15/200:DPWAT - 5161 PWALXSHFFIZD 18 71145 15883 35063 28693 20397 85153 182181
OxADA SE(TA CPEFA9 OAW2LY  4/12/201:DFWAT 5161 PNALIXSNFFLZD 898 35493 12902 17991 16089 10176 44256 92661
OKADA SEMA SUBTOTAL 3898 154068 54222 78096 639,01 44171 186L77 3M46Y
uLLhAN DOUGLAS CPEF49 O4W2IL1  3/15/101X DFWAT 5168 PALXSHPFI2D 24 14646 54002 74241 590.68 4199 1752.99 375761
ULLIAN DOUGLAS CPifAR 0IW211 3/29/201: DPWAT 5168 PAALXSHPFI2D 5388 3186.03 123741 16667 149047 94260 403385 £625.29
ULEMAN DOUGLAS CPEFdg Q2W211 4/12/201DPWAT  5Z6E PRALXSHPFI2B 60.8%5 371337 1369.19 188231 168327 1064.62 4630.2 971276
ULLMAN  DOUGLAS SUBTOTAL 13873 866 3146.62 429142 376442 2427.2 10483.04 22095.66
GRANDTOTAL 206.2 11298 414172 5726.96 493222 3239.13 1369831 29338.03
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fff The CCSF Department of Public Works (DPW)

Appendix B — Sample Documents

Sample Non-labor Documents
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Procedures for Work Authorizations Between the SFMTA &
Sample Non-labor Documents

The CCSF Department of Public Works (DPW)

Appendix B — Sample Documents
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