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         

           
   



   

    
    

      
    

            
  

 

              
                
                
                     


                
                          
             
 

                
              
                   
       

     

              
      

                                                                                                                                                                                                                                                                                    

             
  

          
        








 


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
            



               
      


    
            



           













 












            




 























            














Description Amount 
673 Toll Fees S LOU, 
Processing Fees 2:568 
Past Due Penalties 11293 
Delinquent Penalties 18,570 
Total S 35,443 

Cost Center 
:sunaber of 
Violations 

Date of Violation Amount 

3209 — Transportation DMsion 9 75 Feb 2020 - Aug 2022 $4,34.1.20 
3218 — Transportation Division 18 83 Feb 2020 - Oct 202.2 $4,598.90 
3367 —Fackies/Property Maintenance 122 Aug 2020 - Nov 2022 $6,74535 
3925 — Wayside Systems Custodial 90 Mar 2020 - Sep 2022 $5,03715 


 











 

 

 

 

 

 








            











 




   







         




















          










            











 







 


 

            



 




 


 


              














         




 





 













      
             















              



          















           







 





 


 


 





 


 



 
              




 


 





 








   





 






    















 



   






 




          


               
             

       
             







 



      





            
           

             

            








 


 

 


 

   



          


           








 





 



 


 


            
         


 


 





            
          


          




















 



 


         

















            
          



 








  
           




 









 







 

   


           















 

            
 

            

  


            
             











 



         







  
           








 


 

              



 



 


 


           
           


 





 



 





       














      


            

            







           





 









 


 

         
     


 




 


 


 





 


 



 
              





 





 


 

 




 



 



 


            
         


 


 





            


 


 






 



 


 

              



 



 


 


           
           


 


 





    
           












Lai AWES County 
hfelropo1ltan Transportation Authority 

Metro 
GENERAL MANAGEMENT 

Non-Revenue Passenger Vehicles 
{GEN 16) 

POLICY STATEMENT 

The Los Angeles County Metropolitan Transportation Authority (LACMTA) strongly 
encourages employees to use public transportation. Where the use of public 
transportation service is impractical, LACMTA may provide non-revenue passenger 
vehicles {NRVs) for omployacs" usa to carry out LACMTA business. NRVs will be 
assigned in pools at various locations or assignncE to an individual employee for 
LACMTA business. 

Unauthorized, improper or illegal use of an LACMTA NRV is a serious offense and 
may result In disciplinary action, up to and Including loss of access to NRV use 

and termination. 

PURPOSE 

This policy provides guidelines when LACMTA employees use a NRV to conduct 
LACMTA business. 

APPLICATION 

This policy applies to all LACMTA employees who use NRVs. 

Doperront H5d AU 1f I ELI.: c.o 

Effective (icr,  
APPROVED: County.  Courioo: or 

Dade of 

Non-Remlue.PasGengai vehicie.3 (GEN 161 
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From Conan Cheung 

Chief Operations Officer 
n • 

,;heung 

Attachment B 

Management Comments to Draft Report 

ed)  Metro Interoffice Memo 

Date May 4, 2023 

To Karen Gorman 

Inspector General 

Subject Management Response to Draft Report on 

Controls Over Metro's Non-Revenue Vehicles — 

Phase II; Audit Report No. 23-AU D-05 

Operations Management reviewed the Draft Report on Controls Over Metro's Non-Revenue Vehicles —

Phase II; Audit Report No. 23-AUD-05. Operations will update and monitor policies and procedures to 

comply with the recommendations outlined in the draft report for departments within Operations and 

partner with other Metro Departments in support of their efforts to address the recommendations to 

improve processes relative to Express Lanes violations, Purchase Card usage and documentation, 

handling and reporting accident repairs related to non-revenue vehicles. The following identifies 

actions to be taken by Operations Central Electronics Maintenance Shops, Fleet Management, and 

Maintenance Administration to comply with the recommendations from the audit: 

Operations (Transportation Divisions and Facilities/Property Maintenance)  

Recommendation # 1  

Ensure that all ExpressLanes violation tickets are settled immediately to avoid additional fees 

and penalties. 

Management Response: Agree; Employees will be notified immediately upon receipt of the violation 

and will be required to present proof of payment. Violations of the ExpressLanes procedures will result 

in disciplinary action. 

Completion Date: June 19, 2023 

Recommendation # 2  

Continue to remind the drivers about the use of ExpressLanes policy, GEN-16. 

Management Response: Agree; Current and new division employees will be required to sign Receipt, 

Acknowledgement and Affirmation-GEN-16 Policy 

Completion Date: Ongoing 
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Attachment B 

Management Comments to Draft Report 

Recommendation # 3  
Continue to remind employees who drive NRVs in an ExpressLane without a legitimate 

business reason or a transponder will be personally liable for any accumulated fees and tolls, 

unless it is registered as an "Exempt" vehicle with the FasTrak program. 

Management Response: Agree; Operation General Notice #12-079 Metro Expresslanes will be revised 
and distributed to all Operations Departments. 

Completion Date: May 15, 2023 

Recommendation # 4  
Coordinate with Metro's ExpressLanes Department to obtain vehicle exemptions, if qualified; 

and clear the citations for exempt vehicles. 

Management Response: Agree; Received list of citations from Metro's ExpressLanes Department and 

currently reviewing exempt vehicles to clear citations. 

Completion Date: July 3, 2023 

Operations (Central Electronics Maintenance Shops)  

Recommendation # S  
Inform the Express Lanes Department of new vehicles and reassignment of transponders, as 
they occur. 

Management Response: Agree; Central Electronics Maintenance management will advise Express 
Lanes staff when any transponder reassignments are made in the department. 

Completion Date: Complete and ongoing 

Recommendation # 6  
Place Express Lane payment on the prohibited purchases list with the bank so such payments 

are automatically declined. 

Management Response: Agree; Maintenance Administration will ask the P-Card Administrator to 
contact U.S. Bank and have Express Lanes payments placed on the list of prohibited purchases so they 

are automatically declined. 

Completion Date: June 1, 2023 

Recommendation # 7  

Remind the P-Cardholder and Approving Officials to comply with the Purchase Card policy; 

(i.e. Express Lanes violations cannot be paid through Metro's P-Card). Send them to training 

on P-Card use within 30 days. 

Management Response: Agree; Maintenance Administration will ask the P-Card Administrator to add 
a specific reminder with annual Purchase Card renewal training that payment of Express Lanes 
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Attachment B 

Management Comments to Draft Report 

violations is strictly prohibited. Any employee identified within Maintenance using a P-Card for Express 

Lanes violation payment will be sent to training within 30 days of notice. 

Completion Date: June 1, 2023 

Operations (Rail Fleet Services Maintenance)  

Recommendation # 8  
Continue to remind NRV drivers not to use the ExpressLanes if there is no Fastrak transponder 
and no business necessities to use the ExpressLanes. 

Management Response: Agree; Sent an email reminder to RFS Management and will also discuss this 

at Rail Fleet Services (RFS) Staff meeting. 

Completion Date: May 19, 2023 

Recommendation # 9  
Remind the P-Cardholder and Approving Official to comply with the Purchase Card policy; 

(i.e. ExpressLanes violations cannot be paid through Metro's P-Card). Direct them to take PCard 

training within 30 days. 

Management Response: Agree; Sent an email reminder to Rail Fleet Services (RFS) Management and 

will also discuss this with personnel. 

Completion Date: May 31, 2023 

Recommendation # 10  
When an ExpressLanes violation ticket is received, and there is a legitimate business reason 

for using the ExpressLanes, make sure the ticket is paid for with an alternative method 

promptly. When there is no legitimate business reason, instruct the employee to pay the ticket. 

Management Response: Agree; Sent an email reminder to Rail Fleet Services (RFS) to discuss this 

with personnel. 

Completion Date: May 31, 2023 

Operations (Shared Mobility and Facilities/Property Maintenance)  

Recommendation # 11  
Remind staff to comply with Metro's GEN 16 policy - observe all vehicle, traffic and parking 

codes and that employees are responsible for all traffic and parking violations. 

Management Response: Agree; Operations staff will be reminded of Metro's Gen 16 policy - observe 
all vehicle, traffic and parking codes and that employees are responsible for all traffic and parking 

violations. 

Completion Date: June 30, 2023 
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Attachment B 

Management Comments to Draft Report 

Recommendation # 12  
Remind staff to follow the department instructions in resolving citations on NRVs. 

Management Response: Agree; Operations staff will be reminded of the instructions in resolving 
citations on NRVs. 

Completion Date: June 30, 2023 

Recommendation # 13  
Remind staff driving Metro NRVs to notify their supervisors of citations upon return to the 

division or department according to policy, whenever applicable. 

Management Response: Agree, Operations staff will be reminded that when driving NRVs, to notify 
their supervisors of citations upon return to the division or department. 

Completion Date: June 30, 2023 

Operations (Fleet Management)  

Recommendation # 14  
Send traffic and parking citations to divisions in a timely manner with complete instructions; 

continue to prepare a schedule of citations with all the pertinent data and monitor action taken 

by the division and/or operator. 

Management Response: Agree; Fleet Management will continue to send parking citations to divisions 

in a timely manner with complete instructions; and continue to prepare a schedule of citations with all 

the pertinent data and monitor action taken by the division and/or operator. 

Completion Date: Completed and ongoing 

Recommendation # 15  
Consider updating the provision on traffic and parking citations in GEN 16 policy to guide the 

employees accordingly. Add the requirement of completing the Affidavit of Non-Liability and 

other procedures concerning citations. (update page 10) 

Management Response: Agree; Fleet Management will recommend updating the provision on traffic 
and parking citations in GEN 16 policy to guide management and employees on the payment of 
citations and include language regarding the requirement for completing the Affidavit of Non-Liability 
and other procedures concerning citations. 

Completion Date: July 1, 2023 

Recommendation # 16  
Issue a memo to remind N RV drivers about the policy on citations and the consequences for 

traffic and parking violations. 
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Attachment B 

Management Comments to Draft Report 

Management Response: Agree; Fleet Management will develop a memo for the Chief Operating 
Officer to remind NRV drivers about the policy on citations and the consequences for traffic and 
parking violations. Bus Maintenance will also issue a memo for Bus Maintenance employees to 

remind them about the policy on citations and the consequences for traffic and parking violations. 

Completion Date: June 1, 2023 

Recommendation # 17  
Prepare and submit a report of citations to Division Managers quarterly, summarized by 

division, including responsible department, citation description, violation fee and current 

resolution status. 

Management Response: Agree; Fleet Management will request an electronic download of Express 
Lanes citations, responsible departments, and the status of the citations. Fleet Management will 
prepare a report of citations to Division Managers quarterly, summarized by division, including 

responsible department, citation description, violation fee and current resolution status. 

Completion Date: Q1 of FY24 

Recommendation # 18  
Develop standard operating procedures (SOPs) to facilitate knowledge transfer and smooth 
transitions when staff depart from the agency. 

Management Response: Agree; Fleet Management will update standard operating procedures 
(SOPs) to facilitate knowledge transfer and smooth transitions when staff depart from the agency. 

Completion Date: July 1, 2023 

Recommendation # 19  
Maintain electronic records, documents, and information of citations centrally for authorized 
department users, allowing others access in the event of staff changes and/or extended absences 
of staff. 

Management Response: Agree; Fleet Management will relocate and continue to maintain records, 
documents, and information of citations on a Metro share drive to allow authorized department users 
access and allow knowledge transfer in the event of staff changes and/or extended absences of staff. 

Completion Date: July 1, 2023 

Operations (Maintenance Administration)  

Recommendation # 20  
Coordinate with Metro's Express Lanes Department and obtain a monthly list of unpaid 
violations to facilitate payment of the tickets. 

Management Response: Agree; Maintenance Administration will work with Express Lanes 
Department to identify unpaid violations and facilitate payment of the tickets by either the Express 
Lanes Department identifying the driver of the vehicle and sending out the notice directly to the driver 
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Attachment B 

Management Comments to Draft Report 

or by Maintenance Administration obtaining a monthly list of unpaid violations to facilitate payment of 
the tickets. 

Completion Date: July 1, 2023 

Recommendation # 21  
Ask the employee to reimburse Metro for the Express Lane violation that was paid by using 

the P-Card. 

Management Response: Agree; employee has agreed to reimburse Metro for Express Lane Violation. 

Completion Date: June 1, 2023 

Recommendation # 22  
Remind the P-Cardholder and Approving Officials to comply with the Purchase Card policy; 
(i.e. Express Lanes violations cannot be paid through Metro's P-Card). Direct them to take 
P-Card training within 30 days. 

Management Response: Agree; Maintenance Administration will remind the P-Cardholder and 
Approving Officials to comply with the Purchase Card policy. Employees who violate the provisions of 

the policy will be directed to take P-Card training within 30 days. 

Completion Date: June 1, 2023 

Recommendation # 23  
Remind the P-Cardholder that the P-Card may not be used by anyone other than the person to 
whom it is issued. 

Management Response: Agree; Maintenance Administration will remind P-Cardholders that the P-
Card may not be used by anyone other than the person to whom it is issued. 

Completion Date: Completed 

Recommendation # 24  
Require P-Cardholder to obtain complete and appropriate documentation prior to payment. 

Management Response: Agree; Maintenance Administration's P-Card Approving Official will require 

all P-Card holders to obtain the required documentation prior to making payments. 

Completion Date: Completed 

Recommendation # 25  
Inform NRV repair vendors/bidders of the bidding date in a timely manner and obtain 
confirmation of their attendance in an effort to obtain more than one bid for NRV repair work. 
Ensure notices of bidding are sent to several eligible vendors. 

Management Response: Agree; Maintenance Administration will continue to inform NRV repair 
vendors/bidders of the bidding date in a timely manner and obtain confirmation of their attendance in 
an effort to obtain multiple bids for NRV repair work and will also ensure notices of bidding will 

continue to be sent to several eligible vendors. 
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Attachment B 

Management Comments to Draft Report 

Completion Date: Completed 

Recommendation # 26  
Document and specify the reason for vendor selection, especially if it is not the lowest bid 
(e.g., other bids which are lower are not complete, list the areas that were not included in the 
bid, etc.). Rotate contract/task awarding staff and have two persons review all awards. 

Management Response: Agree; Maintenance Administration will document and specify the reason for 
vendor selection, especially if it is not the lowest bid (e.g., other bids which are lower are not complete, 
list the areas that were not included in the bid, etc.). Maintenance Administration will attempt to 
rotate contract/task awarding staff when adequate staffing levels are available, and will always have 
two persons review all awards. 

Completion Date: July 1, 2023 

Recommendation # 27  
Ensure that the winning bid is complete and accurate to avoid a supplementary invoice which 
may result in paying an amount higher than the other bids previously received. 

Management Response: Agree; Maintenance Administration will ensure that the winning bid is 
complete and accurate to avoid a supplementary invoice which may result in paying an amount higher 
than the other bids previously received. Maintenance Administration will work with Procurement to 
disqualify for 6 months any bidder/vendor submitting a supplemental estimate of 10% or more 
variance in excess of their initial bid twice in a 6 month period. 

Completion Date: July 1, 2023 

Recommendation # 28  
Verify accuracy and completeness of invoices (e.g., breakdown of parts and materials) before 
making the payment. 

Management Response: Agree; Maintenance Administration will verify the accuracy and 
completeness of invoices (e.g., breakdown of parts and materials) before making the payment. 

Completion Date: July 1, 2023 

Recommendation # 29  
In addition to initial and supplementary invoice approval by the Equipment Maintenance 
Supervisor, obtain written approval from another manager of the MA Department when 
awarding NRV repair work to ensure checks and balances exist. 

Management Response: Agree; Maintenance Administration will obtain written approval from another 
manager to countersign for the Maintenance Administration Department when awarding NRV repair 
work to ensure checks and balances exist. 

Completion Date: July 1, 2023 

Recommendation # 30  
Identify and monitor that the correct expense account is used for accident-related repairs to 
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ensure that transactions are recorded correctly. 

Management Response. Agree: Maintenance Administration will identify and monitor that the correct 
elpen se account is used for accident related repairs to ensure that transactions are recorded correctly. 

Completion Date:. June 1, 2023 

Recommendation # 31 
Prepare and •:.ubrh is a monthly report of repair costs with information on vendor, number of 
bids received, and other pertinent information) to the Senior Executive Officer, Maintenance 
to identify and analyze repair cost trends, 

Management Ilaspanse: Agree: Maintenance Administration will also prepare and submit a quarterly 
report of repair costs (with information on vendor, number of bids received, and other pertinent 
information) to the Senior Executive Officer, Maintenance to identify and analyze repair cost trends. 

Completion Date: July 1, 2023 

cc : Diane Corral-Lopez 
Pachan 

Cary Jolly 
Daniel Ramirez 
Donell Harris 
Adam Robertson 
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





































