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MTS, SDTI and SDTC Salary Ranges 

Minimum Midpoint Maximum
1 $ 20,567 $ 26,172 $ 31,777 Intern (Paid)
1 $ 20,567 $ 26,172 $ 31,777 Operations Assistant / Ride Checker

2 $ 23,652 $ 30,097 $ 36,542 Customer Serv Asst (Part-Time)
2 $ 23,652 $ 30,097 $ 36,542 Maintenance Clerk
2 $ 23,652 $ 30,097 $ 36,542 Receptionist

3 $ 27,200 $ 34,612 $ 42,024 Admin Assistant (Copy Center)
3 $ 27,200 $ 34,612 $ 42,024 Administrative Assistant I
3 $ 27,200 $ 34,612 $ 42,024 Customer Service Rep
3 $ 27,200 $ 34,612 $ 42,024 Human Resources Assistant
3 $ 27,200 $ 34,612 $ 42,024 Office Clerk II
3 $ 27,200 $ 34,612 $ 42,024 Revenue Analyst

4 $ 31,280 $ 39,804 $ 48,328 Accounting Assistant
4 $ 31,280 $ 39,804 $ 48,328 Communications Designer II
4 $ 31,280 $ 39,804 $ 48,328 Transit Operations Technician

5 $ 35,972 $ 45,775 $ 55,577 Admin Assistant II
5 $ 35,972 $ 45,775 $ 55,577 Admin Assistant II - Finance
5 $ 35,972 $ 45,775 $ 55,577 Computer Support Specialist
5 $ 35,972 $ 45,775 $ 55,577 Marketing Coordinator
5 $ 35,972 $ 45,775 $ 55,577 Materials Analyst
5 $ 35,972 $ 45,775 $ 55,577 Payroll Coordinator
5 $ 35,972 $ 45,775 $ 55,577 Procurement Assistant
5 $ 35,972 $ 45,775 $ 55,577 Regional Revenue Administrator
5 $ 35,972 $ 45,775 $ 55,577 Regulatory Inspector
5 $ 35,972 $ 45,775 $ 55,577 Risk Management Specialist

6 $ 41,512 $ 52,824 $ 64,136 Assoc Transportation Planner
6 $ 41,512 $ 52,824 $ 64,136 Associate Scheduler
6 $ 41,512 $ 52,824 $ 64,136 Asst Trans Ops Specialist
6 $ 41,512 $ 52,824 $ 64,136 Asst Transit Store Supervisor
6 $ 41,512 $ 52,824 $ 64,136 Bus Op Training Instructor
6 $ 41,512 $ 52,824 $ 64,136 Capital Accountant
6 $ 41,512 $ 52,824 $ 64,136 Code Compliance Supervisor
6 $ 41,512 $ 52,824 $ 64,136 Contract Specialist
6 $ 41,512 $ 52,824 $ 64,136 Customer Service Supervisor
6 $ 41,512 $ 52,824 $ 64,136 Exec Asst GC/Asst Board Clrk
6 $ 41,512 $ 52,824 $ 64,136 Executive Assistant
6 $ 41,512 $ 52,824 $ 64,136 Facilities Supervisor
6 $ 41,512 $ 52,824 $ 64,136 Maintenance Analyst
6 $ 41,512 $ 52,824 $ 64,136 Regulatory Analyst
6 $ 41,512 $ 52,824 $ 64,136 Regulatory Enforcement Supvr
6 $ 41,512 $ 52,824 $ 64,136 Staff Accountant
6 $ 41,512 $ 52,824 $ 64,136 Transit Asset Administrator
6 $ 41,512 $ 52,824 $ 64,136 Workers' Compensation Analyst

7 $ 47,531 $ 60,484 $ 73,436 Advertising Specialist

Annual Salary 
TitleRange
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MTS, SDTI and SDTC Salary Ranges 

Minimum Midpoint Maximum

Annual Salary 
TitleRange

7 $ 47,531 $ 60,484 $ 73,436 Assignments Supervisor
7 $ 47,531 $ 60,484 $ 73,436 Assistant Right of Way Agent
7 $ 47,531 $ 60,484 $ 73,436 Benefits & Comp Analyst
7 $ 47,531 $ 60,484 $ 73,436 Buyer
7 $ 47,531 $ 60,484 $ 73,436 Communications Designer III
7 $ 47,531 $ 60,484 $ 73,436 Compass Card Supervisor
7 $ 47,531 $ 60,484 $ 73,436 Digital Design & Content Spec.
7 $ 47,531 $ 60,484 $ 73,436 Financial Analyst
7 $ 47,531 $ 60,484 $ 73,436 Human Resource Analyst
7 $ 47,531 $ 60,484 $ 73,436 Human Resource Representative II
7 $ 47,531 $ 60,484 $ 73,436 Liability Claims Supervisor
7 $ 47,531 $ 60,484 $ 73,436 Maintenance Instructor
7 $ 47,531 $ 60,484 $ 73,436 Public Relations Specialist
7 $ 47,531 $ 60,484 $ 73,436 Quality Assurance Inspector
7 $ 47,531 $ 60,484 $ 73,436 Radio Systems Engineer
7 $ 47,531 $ 60,484 $ 73,436 Revenue Supervisor
7 $ 47,531 $ 60,484 $ 73,436 Sr Bus Operations Instructor
7 $ 47,531 $ 60,484 $ 73,436 Storeroom Supervisor
7 $ 47,531 $ 60,484 $ 73,436 Supvr Building Maintenance
7 $ 47,531 $ 60,484 $ 73,436 Tele Info Supervisor
7 $ 47,531 $ 60,484 $ 73,436 Transit Store Supervisor

8 $ 53,356 $ 69,270 $ 85,183 Assistant Manager of Stores
8 $ 53,356 $ 69,270 $ 85,183 Assistant Payroll Manager
8 $ 53,356 $ 69,270 $ 85,183 Comm/Ops Supervisor
8 $ 53,356 $ 69,270 $ 85,183 Comm/Ops Supv-Radio-KMD
8 $ 53,356 $ 69,270 $ 85,183 Contracts Administrator
8 $ 53,356 $ 69,270 $ 85,183 Exec Asst CEO/Clerk of the Board
8 $ 53,356 $ 69,270 $ 85,183 Foreman
8 $ 53,356 $ 69,270 $ 85,183 Grants Administrator
8 $ 53,356 $ 69,270 $ 85,183 Human Resources Supervisor
8 $ 53,356 $ 69,270 $ 85,183 Mgnt Development Specialist
8 $ 53,356 $ 69,270 $ 85,183 Procurement Specialist
8 $ 53,356 $ 69,270 $ 85,183 Security / Crime Analyst
8 $ 53,356 $ 69,270 $ 85,183 Senior Systems Engineer
8 $ 53,356 $ 69,270 $ 85,183 Service Operations Supervisor
8 $ 53,356 $ 69,270 $ 85,183 Sr Tele Info Supervisor
8 $ 53,356 $ 69,270 $ 85,183 Sr Trans Ops Specialist
8 $ 53,356 $ 69,270 $ 85,183 Systems Administrator
8 $ 53,356 $ 69,270 $ 85,183 Systems Supervisors
8 $ 53,356 $ 69,270 $ 85,183 Training Supervisor
8 $ 53,356 $ 69,270 $ 85,183 Transportation Controller

9 $ 61,093 $ 79,314 $ 97,534 Assistant Budget Manager
9 $ 61,093 $ 79,314 $ 97,534 Assistant Finance Manager
9 $ 61,093 $ 79,314 $ 97,534 Asst Mgr of Trans Comm & Techn
9 $ 61,093 $ 79,314 $ 97,534 Central Control Supervisor
9 $ 61,093 $ 79,314 $ 97,534 Communications Design Manager
9 $ 61,093 $ 79,314 $ 97,534 LRV Maint Supervisor
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MTS, SDTI and SDTC Salary Ranges 

Minimum Midpoint Maximum

Annual Salary 
TitleRange

9 $ 61,093 $ 79,314 $ 97,534 LRV Project Coordinator/Analyst
9 $ 61,093 $ 79,314 $ 97,534 Manager of Safety (Bus)
9 $ 61,093 $ 79,314 $ 97,534 Manager Of Training
9 $ 61,093 $ 79,314 $ 97,534 Mgr of Organizational Dev.
9 $ 61,093 $ 79,314 $ 97,534 Mgr of TSS Field Operations
9 $ 61,093 $ 79,314 $ 97,534 Network Administrator
9 $ 61,093 $ 79,314 $ 97,534 Payroll Manager
9 $ 61,093 $ 79,314 $ 97,534 Principal Contract Admin
9 $ 61,093 $ 79,314 $ 97,534 Quality Assurance Supervisor
9 $ 61,093 $ 79,314 $ 97,534 Report Development Analyst
9 $ 61,093 $ 79,314 $ 97,534 Revenue Maintenance Supervisor
9 $ 61,093 $ 79,314 $ 97,534 Schedules / Operations Analyst
9 $ 61,093 $ 79,314 $ 97,534 Sen Transp Plnr/Rail Ops An
9 $ 61,093 $ 79,314 $ 97,534 Senior Transportation Planner
9 $ 61,093 $ 79,314 $ 97,534 Special Events Coordinator
9 $ 61,093 $ 79,314 $ 97,534 System Safety Manager (Rail)
9 $ 61,093 $ 79,314 $ 97,534 Track Supervisor
9 $ 61,093 $ 79,314 $ 97,534 Wayside Maintenance Supervisor

10 $ 69,951 $ 90,814 $ 111,676 Applications Development Mgr
10 $ 69,951 $ 90,814 $ 111,676 Asst Mgr of Maintenance
10 $ 69,951 $ 90,814 $ 111,676 Asst Superintendent LRV
10 $ 69,951 $ 90,814 $ 111,676 Asst Superintendent Trans
10 $ 69,951 $ 90,814 $ 111,676 Asst Superintendent Wayside
10 $ 69,951 $ 90,814 $ 111,676 Budget Manager
10 $ 69,951 $ 90,814 $ 111,676 Business Systems Analyst
10 $ 69,951 $ 90,814 $ 111,676 Database Administrator
10 $ 69,951 $ 90,814 $ 111,676 Deputy Dir of Transit Security
10 $ 69,951 $ 90,814 $ 111,676 Facilities Manager
10 $ 69,951 $ 90,814 $ 111,676 Internal Auditor
10 $ 69,951 $ 90,814 $ 111,676 Manager of Claims & Liability
10 $ 69,951 $ 90,814 $ 111,676 Manager of Facilities
10 $ 69,951 $ 90,814 $ 111,676 Manager of Marketing
10 $ 69,951 $ 90,814 $ 111,676 Manager of Planning
10 $ 69,951 $ 90,814 $ 111,676 Manager of Risk and Claims
10 $ 69,951 $ 90,814 $ 111,676 Manager of Scheduling
10 $ 69,951 $ 90,814 $ 111,676 Manager of Service Operations
10 $ 69,951 $ 90,814 $ 111,676 Materials Manager
10 $ 69,951 $ 90,814 $ 111,676 Mgr of Trans Comm & Technology
10 $ 69,951 $ 90,814 $ 111,676 Network Operations Manager
10 $ 69,951 $ 90,814 $ 111,676 Revenue Manager
10 $ 69,951 $ 90,814 $ 111,676 Right of Way Engineer
10 $ 69,951 $ 90,814 $ 111,676 Taxicab Administration Manager
10 $ 69,951 $ 90,814 $ 111,676 Trans Division Manager

11 $ 80,093 $ 103,981 $ 127,869 Asst Chief Technology Officer
11 $ 80,093 $ 103,981 $ 127,869 Contract Services Admin
11 $ 80,093 $ 103,981 $ 127,869 Finance Manager
11 $ 80,093 $ 103,981 $ 127,869 Manager of Human Resources
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MTS, SDTI and SDTC Salary Ranges 

Minimum Midpoint Maximum

Annual Salary 
TitleRange

11 $ 80,093 $ 103,981 $ 127,869 Manager of Maintenance
11 $ 80,093 $ 103,981 $ 127,869 Systems Engineer (Rail)

12 $ 91,707 $ 119,059 $ 146,411 Controller
12 $ 91,707 $ 119,059 $ 146,411 Dir Fin Planning & Analysis
12 $ 91,707 $ 119,059 $ 146,411 Dir of Transit System Security
12 $ 91,707 $ 119,059 $ 146,411 Manager of Procurement
12 $ 91,707 $ 119,059 $ 146,411 Manager of Real Estate Assets
12 $ 91,707 $ 119,059 $ 146,411 Mgr of Capital Projects (Bus)
12 $ 91,707 $ 119,059 $ 146,411 Mgr of Capital Projects (Rail)
12 $ 91,707 $ 119,059 $ 146,411 Superintendent of LRV Maint
12 $ 91,707 $ 119,059 $ 146,411 Superintendent Transportation
12 $ 91,707 $ 119,059 $ 146,411 Superintendent Wayside Maint
12 $ 91,707 $ 119,059 $ 146,411 Transit Services Administrator

13 $ 102,985 $ 136,353 $ 169,720 Dir Marketing & Communications
13 $ 102,985 $ 136,353 $ 169,720 Director of Maintenance
13 $ 102,985 $ 136,353 $ 169,720 Director of Transportation

14 $ 113,284 $ 149,988 $ 186,692 Chief of Staff
14 $ 113,284 $ 149,988 $ 186,692 Chief Technology Officer
14 $ 113,284 $ 149,988 $ 186,692 Dir of HR & Labor Relations

15 $ 124,612 $ 164,987 $ 205,361 Chief Financial Officer
15 $ 124,612 $ 164,987 $ 205,361 Chief Operating Officer
15 $ 124,612 $ 164,987 $ 205,361 General Counsel

*16 $ 323,582 $ 323,582 $ 323,582 Chief Executive Officer

* The Minimum, Midpoint, and Maximum of Range 16 reflect the Chief Executive Officer's current salary
which was approved by the MTS Board of Directors to be effective January 1, 2013.
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 Policies and Procedures No. 44 

 
SUBJECT: Board Approval:  6/24/109/12/13 
 

MTS TRAVEL EXPENSE POLICY  
 
 
PURPOSE: 

 
To establish guidelines for MTS employees and Board members who have been 
approved to travel on behalf of MTS. 

 
 
POLICY:  
 

44.1 Agencies.  This policy applies to all MTS agencies including MTS, San Diego 
Transit, San Diego Trolley, Inc., and San Diego Vintage Trolley, Inc. 

 
44.2 Travel RequestAuthorization.  Persons requesting that MTS pay for travel must 

request advance approval through a “Travel Authorization Form” (Attachment A).  
This is done via a “Travel Request Form” (attached).  The form must be 
completed and approved based on when the need for travel is known, and if 
possible, at least two weeks prior to the trip. The requests can be approved as 
follows:.  The department managers or directors can approve requests up to 
$500,.  Travel requests from $500 to $1,500 can be approved by the Chief 
Operating Officer(s), Chief Financial Officer, or General Counsel can approve up 
to $1,500, and .  Aall amounts overin excess of $1,500 must be approved by the 
Chief Executive Officer.  The Chief Executive Officer must also approve all travel 
authorizations for his/her direct reports regardless of amount.  The top-level 
approver will route the form back to the Finance Department. for payment of 
advances and/or matching with expense reports upon return. Finance will send a 
copy of the “Travel Authorization Form” to the traveler and keep the original as 
backup for a pending “Travel Expense Report.” 

 
 This authorization form will not serve as the basis for reimbursement of travel 

costs, as reimbursement requests may be made on a “Travel Expense Report” 
(Attachment C).  All Board member and employee travel shall be consistent with 
Policy No. 29, "Attendance at Transit-Related Conferences."  The approved form 
will be returned to the traveler prior to departure.  Travel reservations will be 
made by the individual traveler, the Clerk of the Board for Board of Director 
travel, or such personindividuals as designated by the Chief Operating Officers or 
Chief Executive Officer.   
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44.3 Expense Report.  The “Travel Expense Report” portion of the form will be used to 

record actual trip expenses,. and  The Expense Report must be completed within 
one week from the return date.  The department manager or director must 
indicate approval of the submitted expenses (Chief Executive Officer approval for 
directordirect report travel;, Chief Executive Officer, General Counsel, or Chief 
Financial Officer approval for Board of Director travel;, and General Counsel 
approval of Chief Executive Officer travel).  The form should then be forwardedis 
routed to the Finance Department for processing, with a personal check attached 
for any funds due to MTS (if MTS direct expenses or travel advances exceed the 
total amount due).  Failure to submit expense reports within this time frame may 
result in not being reimbursed or collection actions taken if money is owed to 
MTS.  Extensions may be granted by the Chief Executive Officer. 

  
All expenses should be itemized, including items MTS may have paid for in 
advance (e.g., airfare, conference registration) so that the report provides a 
complete record of all expenses.  It is the traveler's responsibility to submit a 
completed report in order to receive prompt reimbursement. 

 
44.4 Receipts.  Itemized receipts for expenditures must be attached to the “Travel 

Expense Report” for all expenses where a receipt is practically attainable 
(mandatory, unless a written satisfactory explanation is provided for expenses in 
excess of $10).  Such written explanations may be subjected to approval by the 
Chief Executive Officer.  Hotel charges must be evidenced by an itemized hotel 
bill, as.  A a credit card receipt is not sufficient.   

 
44.5 Travel Advances.  The Travel Request Form will serve as the basis for travel 

advances.  Travel advances will be distributed one week prior to the departure 
date.  Costs incurred prior to departure may be reimbursed immediately; i.e., 
conference registration or airfare.Travel advances are provided on a case-by-
case basis as determined by need and approved by the Chief Financial Officer 
and/or Chief Executive Officer. A travel advance is a loan that provides cash 
resources to assist the employee while traveling and is not a payment by MTS for 
travel expenses. Persons requesting that MTS provide advance proceeds must 
request approval using the “Travel Advance Request” (Attachment B). This form 
must be completed and approved at least two weeks prior to the trip-taking place, 
and these advances will be distributed one week prior to the departure date.  Any 
travel advance shall not exceed the total estimated amount of the tripper diem 
meal expenses less any items paid by MTS. 

 
 Travel costs incurred prior to departure may be reimbursed when paid.  An 

example is a traveler paying for conference registration or booking and paying for 
air travel personally several weeks in advance.  Reimbursements for these costs 
are not considered an advance.  These items should be included on a Request 
for Payment/Payment Voucher and only after the “Travel Authorization Request” 
has been approved. 

 
44.6 MTS does not reimburse employees based on per diem. Employees must 

provide itemized receipts for all meals, hotel, airfare, registration, etc. The 
following expenditure guidelines should be observed as upper limits unless 
particular circumstances reasonably dictate otherwise: 
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a. Upper Limits.  Upper limits for meals, hotels, and similar costs will be 
updated, approved by the Chief Executive Officer, and published 
annually. 

 
b. Air Travel.  Air travel is to be coach class for the most direct route.  

Travelers arrangements should be made as far as possible in advance in 
order to secure the most favorable rates. are encouraged to take 
advantage of the minimum 14-day advance ticket pricing.  MTS will also 
cover the cost if it is more cost effective (i.e., difference in airfare as 
compared to the additional cost for hotel and meals) to include a Saturday 
stay.;  tTravelers should consider this option when practical.      

 
c. Personal Auto Use.  In the event that a private auto is used for the trip, 

mileage will be paid in accordance with the current IRS Mileage 
Reimbursement Rates. (see attachment).  Maximum reimbursement shall 
not exceed the cost of a comparable coach airfare to the same location. 

 
d. Ground Transportation.  In using surface transportation, the most 

practical, least expensive alternative must be utilized.  Such 
transportation includes would be used for travel to and from the airport 
and reasonable business-related trips at the location.  Employees and 
Board members are encouraged to utilize public transportation where 
available. 

 
e. Parking.  MTS will reimburse the lesser of the parking cost for a personal 

auto left at the airport or the cost of a shuttle service or cab to and from 
the airport. 

 
f. Personal Travel.  A traveler may wish to combine MTS-related travel with 

personal travel or withinclude family members in the trip. provided it does 
not exceed the cost equivalent to a single-person trip.  If personal travel is 
included within the trip, prior authorization and approval of this request 
must be notated on the “Travel Authorization Form,” and MTS will 
reimburse the cost equivalent to a single-person trip.  Under no 
circumstances will MTS advance payments to cover such personal travel.  

 
g. Rental Car.  The Uuse of rental cars must be preapproved as part of the 

“Travel Authorization Form”.  In the event a rental car is required, MTS 
will only reimburse for the least expensive compact-size vehicle.  MTS will 
not reimburse for rental car insurance coverage due to the fact that 
employees are included under MTS's Ggeneral Aautomobile insurance 
coverage.    

   
h. Meals (While in Travel Status).  Meals, including tip, shall generally 

average no more than the maximum rate approved and published 
annually.  Alcohol consumed with a meal is not reimbursable, including 
applicable taxes and tips related to the alcohol cost.  The amount per day 
applies to each 24-hour day of travel,. and  Ppartial days would be 
prorated accordingly.  Exceptions to the maximum rates must be 
approved by the Chief Executive Officer or General Counsel.     

 
i. Business Meal.  Reasonable business (involving outside persons or when 

necessary to conduct MTS-related business) meals are permitted.  All 
such meals must be itemized, including the names of all attendees, with 
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justification. on the Expense Report to determine eligibility for 
reimbursement. 

 
j. Hotel.  Travelers will be reimbursed for the cost of a moderate and 

reasonably priced single-occupancy hotel room.  Travelers should 
request the "government rate" when making hotel reservations.  The 
maximum reimbursement is limited to the rate approved and published 
annually.  Hotel stays in high-cost cities shall be approved by the 
Chief Executive Officer.  These maximum limits may be waived if the 
traveler is staying at a hotel where a conference is being held and 
approved by the Chief Executive Officer.  Baggage-handling service fees 
are reimbursable at standard rates.   

 
k. Other Business-Related Expenses.  Other business-related expenses 

while traveling, such as supplies, equipment rental, reprographics, 
facsimiles, internet access, and other documented business-related 
expenses may be reimbursed when traveling on MTS business and used 
for MTS purposes. 

 
l. Travel Outside of the U.S.  Reimbursement for travel to a foreign country 

will be calculated at the average exchange rate during the trip.  All 
reimbursement for any Value Added Taxes charged for hotel 
accommodations must be returned to MTS. 

 
m. Telephone Calls (While in Travel Status).  Reimbursements for telephone 

calls are permitted provided that such calls are directly related to MTS 
business.  Travelers are required to provide an itemized list of all calls 
detailing the person(s) called and the reason for the call(s) for which 
reimbursement is requested.  Personal calls are permitted up to a 
maximum of $10 per day.  Calls charged to personal calling cards may be 
submitted for reimbursement no later than 30 days from the time that the 
Travel Expense Report has been submitted. 

 
n. Registration.  Travelers requesting to attend a conference or training that 

requires registration should do so in sufficient time to take advantage of 
any discounts.   

  
o. Conferences.  Conference luncheons, special banquets, or other set-price 

official affairs that exceed the actual cost listed under meals may be 
reimbursed if they are necessary to the attendance of the conference and 
must be authorized in advance with the submission of the “Travel 
RequestAuthorization Form”.  Conference luncheons hosted by vendors 
doing business with MTS may not be attended by employees if the value 
of the luncheon or banquet exceeds $50.00. 

 
p. Cancellation Penalties.  In the event that registration, airfare, hotel 

deposit, or any other such items that require prepayment are paid and the 
traveler is unable to attend and the prepayment is nonrefundable, then 
the traveler would be responsible for reimbursing MTS for the full cost 
unless the inability to attend is for valid business reasons, medical 
conditions, or personal emergencies, as approved by the Chief Executive 
Officer for employees or by the Executive Committee for Board members. 
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q. Nonallowable Expenses.  MTS will not provide any reimbursement for 
personal entertainment expenses, alcoholic beverages, travel expenses 
for family members, movies in hotels, personal items, charitable 
contributions, air travel insurance, any travel expenses for family 
members (including but not limited to transportation, hotels, and meals),  
or any other expenses not deemed necessary for business purposes.  

 
r. Political Events.  MTS will not provide reimbursement for expenses 

incurred for the purpose of attending political events.  An event shall be 
considered “political” if it is held for the purpose of supporting, opposing, 
or raising money to support or oppose any candidate, ballot measure, or 
political party. 

 
s. Non-Discrimination.  MTS will not provide any reimbursement for 

expenses incurred with any private club that discriminates on the basis of 
race, gender, religion, sexual orientation, or other invidious criteria in its 
membership policy. 

 
Exceptions to these guidelines must be approved by the Chief Executive Officer 
for employees and by the Executive Committee for Board members. 
 

44.7 Within-Area Expenses.  The form entitled “Expense Report (within area 
expenses)” (see Attachment D) must be used to record any potential eligible 
expenses. 
 
a. Submittal of Form.  TravelersEmployees must submit this form together 

with receipts after applicable expenses are incurred. on a monthly basis 
when (a) requesting reimbursement, or (b) reporting MTS credit card 
charges.  This report applies to expenses incurred within the San Diego 
County area only. 

 
b. Eligible Expenses.  Eligible expenses must be related to and necessary 

for carrying out MTS business.  They may include, but not be limited to, 
phone calls on warrant checks, business meals or meetings, mileage, 
parking, or other miscellaneous out-of-pocket expenses related to MTS 
business.  The Director of Finance or Chief Executive Officer or Chief 
Financial Officer may, in their judgment, disallow any extraordinary or 
inappropriate expenses.  Whenever possible, local travel should be by 
public transportation.  If it is impractical to use public transit, an MTS 
vehicle or private auto should be used. 

  
c. Description and Purpose.  The report should include the date, description 

/ purpose (including destination), and the applicable department / account 
code (if operations) or the applicable project / task detail (if 
capital).describe the item or the destination (if mileage) and the purpose.  
The traveler should indicate to which project code each item should be 
charged. 

 
d. Approvals.  All necessary approvals must be obtained in advance and the 

completed form must be submitted to the Finance and Administration 
Department within one week after expenses are incurred. 
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44.8 Overtime.  No overtime pay shall be earned while an employee is in an out-of-
town travel status.  Travel status is defined as the time an employee begins and 
completes the authorized business-related travel. 

 
 
POLICY.44.TRAVEL EXPENSE POLICY 
 
Attachments: A. Travel Authorization FormTravel Request Form 
 B. Travel Advance RequestExpense Report 

C. Travel Expense ReportExpense Report - Within Area Expenses Form 
D. Expense Report (within-area expenses)2012 Reimbursement Rates 
E. Annual Travel Cost Rates Calendar Year 2013 
 

Original Policy approved on 8/12/93. 
Policy amended on 10/27/94. 
Policy revised on 4/29/04. 
Policy revised on 1/26/06. 
Policy revised on 7/19/07. 
Policy revised on 6/24/10. 
Attachments updated by Staff 1/16/13. 
Policy and attachments revised on 9/12/13. 
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(Revised 6.27.2013)
MTS

SDTC

SDTI

PART I - EMPLOYEE INFORMATION

Report Date: Costs to be charged to:

Employee Name:

Title:

Department Name:

Travel Dates:

Meeting Name/Purpose:

PART II - TOTAL ESTIMATED EXPENSES

Transportation
Air
Train
Car 
Mileage rate = 56.5¢ / mile

Total Transportation

Shuttles / Taxi / Parking

Lodging
Days
Rate

Total Lodging

Meals
Days
Rate

Total Meals

Other Costs
Registration
Other
Other

Total Other

Grand Total Estimated Expenses

Less:   Amount To Be Paid Directly By MTS

Maximum Amount To Be Paid By Traveler

PART III - SIGNATURES and APPROVALS

Traveler:

Department Manager / Director (Up to $500):

Budget Manager:

COO / CFO / General Counsel (Up to $1500):

Chief Executive Officer:

Signature Date

OPERATIONS ONLY

Project/Task Detail:
CIP ONLY

-$                 

8/1/2013

Department/Acct Code:

-$                 

-$                 

-$                 

-$                 

-$                 

-$                 

TRAVEL AUTHORIZATION 
FORM 

(complete this form first, before any 
travel expenses are incurred)

 
 

Attachment A 
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(Revised 6.27.2013)
MTS

SDTC

SDTI

PART I - EMPLOYEE INFORMATION Report Date:

Employee Name: Title:

Department Name: Travel Dates:

Meeting Name/Purpose:

PART II - TOTAL ESTIMATED EXPENSES

Grand Total Estimated Expenses (from travel authorization form)

Less:   Amount To Be Paid Directly By MTS (from travel authorization form)

Maximum Amount To Be Paid By Traveler (from travel authorization form)

Total Advance Requested

PART III - SIGNATURES and APPROVALS

Traveler:

Department Manager / Director:

COO:

CFO / General Counsel:

Chief Executive Officer:

-$                                    

Signature Date

8/1/2013

-$                                    

-$                                    

-$                                    

TRAVEL ADVANCE 
REQUEST

(complete this form, if needed, to request cash 
for travel)

Attachment B 
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Attachment C 
(Revised 6.27.2013)

MTS

SDTC

SDTI

PART I - EMPLOYEE INFORMATION

Report Date:

Employee Name:

Title:

Department Name:

Meeting Name/Purpose:

PART II - TOTAL EXPENSES

DAY 1 DAY 2 DAY 3 DAY 4 DAY 5 DAY 6 Total

-$            

-$            

-$            

-$            

Meals -$            -$            -$            -$            -$            -$            -$            

(Use Detail -$            -$            -$            -$            -$            -$            -$            
Tabs) -$            -$            -$            -$            -$            -$            -$            

Other: -$            

Other: -$            

Other: -$            

Other: -$            

-$            -$            -$            -$            -$            -$            -$            

1. Travel expense report must be filled within Total Expenses -$            
one week after completing trip.

Less MTS Paid Items (please enter a + number) -$            
2. Attach receipts for all purchases over $10.

Explain all items over $10 not having receipts. Subtotal -$            

3. Include related trip items paid separately by MTS; Less Cash Advanced (please enter a + number) -$            
mark with an asterisk.

Amount Due -$            

PART III - SIGNATURES and APPROVALS

     I certify that the above report is true and correct.

Date

Traveler:

Manager/Supervisor (Up to $3000):

Department Director (Up to $5000):

Chief Financial Officer:

8/1/2013 Costs to be charged to:

Department/Acct Code:

OPERATIONS ONLY

Project/Task Detail:

Dinner

CIP ONLY

Travel Dates

Location (City, State)

Transportation

Shuttles/Taxis

Parking

Lodging

Breakfast

Lunch

Registration

Total

SignaturePrinted Name

TRAVEL EXPENSE
REPORT

(complete this form no later than 1 week after
return from travel)
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Attachment D 

 
 

 
 
 
 

(Revised 6.27.2013)
MTS

SDTC

SDTI

Finance Use Only:

PEID

PART I - EMPLOYEE INFORMATION

Employee Name: to

Employee Signature:

     I certify that the expenses reported are true and correct.

PART II - EXPENSES AND MILEAGE DETAIL

Date

CIP ONLY
Project/Task

Detail
Telephone

55511

Mileage 
(56.5¢/mile) 

59210

-$          -$          

-$          -$          

-$          -$          

-$          -$          

-$          -$          

-$          -$          

-$          -$          

-$          -$          

TOTALS -$          -$          

GRAND TOTAL

PART III - APPROVALS

Department Director (Up to $500):

Chief Financial Officer (Up to $1500):

Chief Executive Officer (CEO):

Expense Report Instructions

1.

2.

3.

Period:

OPERATIONS
ONLY

Dept./Acct Code Description / Purpose

Meeting 
Exp.

59210 Other

-$           -$           

-$           -$           

-$           -$           

-$           -$           

-$           -$           

-$           -$           

-$           -$           

-$           -$           

-$           -$           

-$              

Employees must submit this form when requesting reimbursement. This report applies to expenses 

Briefly describe the item or the destination and the purpose. 

incurred within the San Diego metropolitan area only.

Eligible expenses must be related to and necessary for carrying out MTS business. They may include,

but are not limited to, business meals, or meetings, parking, or other miscellaneous out-of-pocket

expenses related to MTS business. The CFO or CEO may, in their judgment, disallow any extraordinary   

or inappropriate expenses. Attach receipts for all out-of-pocket expenses. 

EXPENSE REPORT
(within-area expenses)
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Attachment E 
 

Hotel Maximum

Small/Medium US Cities 170.00$ 
Large US Cities/International 220.00$ 

Average Daily Meal Maximum

Small/Medium US Cities 65.00$   
Large US Cities/International 80.00$   

Mileage Reimbursement Rate

As set by the IRS, effective January 1, 2013
per mile 0.565$   

NOTES:

1. These are maximum rates. Rates must be reasonable and necessary under
the circumstances and will customarily be lower. 

2. Small/Medium US Cities are defined for this rate structure as those with less
than 1 million persons in the metropolitan area.

Large US Cities are defined for this rate structure as those with more than
1 million persons in the metropolitan area.

3. The Mileage Rate is directly tied to the rate set by the IRS and will be revised
more frequently than annually if done so by the IRS.

Annual Travel Cost Rates
Calendar Year 2013

 





 

 

  
 
  

Agenda Item No. 17 
 

MEETING OF THE METROPOLITAN TRANSIT SYSTEM 
BOARD OF DIRECTORS  

 
September 12, 2013 

 
 
SUBJECT: 
 

SEMIANNUAL UNIFORM REPORT OF DISADVANTAGED BUSINESS ENTERPRISE 
AWARDS OR COMMITMENTS AND PAYMENTS  

 
 
RECOMMENDATION: 
 

That the Board of Directors receive the Semiannual Uniform Report of Disadvantaged 
Business Enterprise (DBE) Awards or Commitments and Payments.  

 
Budget Impact 

 
None. 

 
 
DISCUSSION: 
 

As a Federal Transit Administration (FTA) grantee, MTS complies with the federal 
regulations set forth in Title 49 of the Code of Federal Regulations Part 26 regarding 
participation by DBEs in the U.S. Department of Transportation (DOT) Program.  The 
DBE regulations require MTS to prepare DBE goals based upon the number of ready, 
willing, and able DBE-certified contractors available to bid on certain categories of MTS 
procurements.   
 
The goals of the DBE program are: 
 
1. to ensure nondiscrimination in the award and administration of DOT-assisted 

contracts; 
 
2. to create a level playing field on which DBEs can compete fairly for DOT-assisted 

contracts;  
 
3. to ensure that the DBE program is narrowly tailored in accordance with applicable 

law;  
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4. to ensure that only firms that fully meet 49 CFR Part 26 eligibility standards are 
permitted to participate as DBEs; 

 
5. to help remove barriers to the participation of DBEs in DOT-assisted contracts; 
 
6. to assist the development of firms that can compete successfully in the 

marketplace outside of the DBE program; and 
 

7. to provide appropriate flexibility to recipients of federal financial assistance in 
establishing and providing opportunities for DBEs. 

 
For the current triennial reporting period (October 1, 2012, to September 30, 2015), 
MTS has a race-neutral program with an aspirational goal of 4.1% DBE 
participation.   
 
A race-neutral DBE program means that no special quotas or advantages are provided to 
DBE contractors.  Instead, MTS conducts outreach to DBE and other contractors in an 
effort to inform them of upcoming MTS procurements.  Successful bidders are chosen 
using race-neutral means generally through a low-bid or best-value procurement process.   
 
For purposes of reporting DBE participation rates to the FTA, MTS may only count 
participation by certified DBE contractors.  Contractors with only a women, disabled 
veteran, or minority-owned certification do not qualify for DBE reporting.  Certified DBE 
contractors must (1) have a woman or minority as a majority owner, and (2) meet 
specified income limits for both the business and the majority owner. 
 

  Summary of Semiannual DBE Report Findings (Federal Funds Only) 
 

The current FTA semiannual reporting period runs from October 1, 2012, to March 31, 
2013.  For projects using federal funds, there were a total of 48 contracts that were 
entered into during the reporting period (Attachment A) and 42 contracts that were 
completed during the reporting period (Attachment B).   
 

Contract Awards/Commitments  Goal 
REPORTING PERIOD  Total Federal $$  DBE $$  DBE %  vs 4.1%  
Oct 1 2012 to Mar 31 2013  $18,372,446.95  $759,369.25  4.13%  +.03% 
 
   Contracts Completed (Actual Payments)  Goal 

REPORTING PERIOD  Total Federal $$  DBE $$  DBE %  vs 4.1% 

Oct 1 2012 to Mar 31 2013  $2,407,395.30  $84,745.24  3.52%  ‐0.58% 
 
The MTS History of DBE Semi Annual Reports (Attachment C) shows MTS DBE 
participation from Federal Fiscal Year 2004 to present. 

   
Local Funds 
 
MTS generally reserves federal funds for capital projects and state-of-good-repair vehicle 
or system maintenance projects.  MTS uses local and state funds for MTS administrative 
costs and other operating expenses (e.g., marketing expenses, land management, office 
supplies).  SANDAG is responsible for most of the MTS-related construction projects.  
Some small construction projects are completed by MTS using Job Order Contracts 
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originally awarded as part of SANDAG’s construction contacting program.  Only contracts 
awarded and paid by MTS using federal funds (or a portion of federal funds) are reported 
to the FTA under the DBE reporting obligation.  In addition, the FTA only calculates the 
realization of DBE firms.  The FTA does not record the realization of minority or women-
owned firms that do not meet the DBE personal and business income limits.  Such firms 
are identified as “WBE” and “MBE” firms in the attached MTS reports.  No non-DBE WBE 
or MBE firms were identified during this reporting period. 
 
MTS’s participation rates for the reporting period, using local funds, were as follows:  
 

Contract Awards/Commitments 
REPORTING PERIOD  Total $$  DBE $$  DBE % 
Local Funds:  
Oct 1 2012 to Mar 31 2013  $2,193,051.88  $53,048.26  2.42% 

 
Contracts Completed (Actual Payments) 

REPORTING PERIOD  Total Local $$  DBE $$  DBE % 
Local Funds:  
Oct 1 2012 to Mar 31 2013  $1,694,397.03  $121,500.00  7.17% 

 
 

 
Paul C. Jablonski 
Chief Executive Officer 
 
Key Staff Contact:  Karen Landers, 619.557.4512, karen.landers@sdmts.com 
 
Attachments:   A. Semiannual DBE Report Spreadsheet 10/1/12 - 3/31/13– Contracts Awarded 
 B. Semiannual DBE Report Spreadsheet 10/1/12 - 3/31/13 – Contracts Completed 
 C. History of Semiannual DBE Reports (FY 2004 to Present)  



Att. A, AI 17, 9/12/13

A-1



Att. A, AI 17, 9/12/13

A-2



Att. A, AI 17, 9/12/13

A-4



Att. A, AI 17, 9/12/13

A-5



Att. A, AI 17, 9/12/13

A-6



Att. A, AI 17, 9/12/13

A-7



Att. A, AI 17, 9/12/13

A-8



Att. A, AI 17, 9/12/13

A-9



Att. B, AI 17, 9/12/13

B-1



Att. B, AI 17, 9/12/13

B-2



Att. B, AI 17, 9/12/13

B-3



Att. B, AI 17, 9/12/13

B-4



Att. B, AI 17, 9/12/13

B-5



Att. B, AI 17, 9/12/13

B-6



jan.gardetto
Typewritten Text
Att. C, AI 17, 9/12/13

jan.gardetto
Typewritten Text

jan.gardetto
Typewritten Text
C-1







Att. A, AI 18, 9/12/13 

A-1 

 
 
 

 
 
 
September 12, 2013 MTS Doc. No. B0522.1-09 
     
Mr. Mark Barton 
President 
Trillium USA LLC 
2150 South 1300 East Street 
Salt Lake City, UT 84106 

 
Dear Mr. Barton: 
 
Subject:    OPERATIONS AND MAINTENANCE FOR IAD, KMD, AND SBMF CNG FUELING 

STATIONS – AMENDMENT NO. 1 TO MTS DOC. NO. B0522.0-09  
 

Pursuant to the specifications of MTS Doc. No. B0522.0-09, Pricing Line 4-A, the following Amendment 
No. 1 is hereby issued. 
 
As a result of internal contract reviews, MTS staff has recalculated the annual and total estimated not-
to-exceed contract values based on the additional analysis of the effect of the following factors:  
estimated annual inflation; estimated annual Consumer Price Index changes; additional consumption 
due to possible service increases, service expansion, and/or the exchange of older diesel-powered 
buses for new CNG powered buses; and the estimated per-therm price difference of a different price 
tier. 
 
The attached spreadsheet documents the original figures used to establish the original contract price 
and the figures used to calculate revised annual estimate expenditures through the remaining life of the 
contract. 
 
As a result of this amendment, the total not-to-exceed contract value has increased by $6,996,689.00 
from $8,998,084.00 to $15,994,773. 
 
All other terms and conditions remain unchanged.  If you agree with the above, please sign and return 
the copy marked “Original” to the Contracts Specialist at MTS.  The remaining copy is for your records. 
 
Sincerely,      Agreed: 
 
 
             
Paul C. Jablonski     Mark Barton 
Chief Executive Officer    President 
 
             
       Date 
 
Attachment:  Revised Estimated Contract Value 
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