AGENDA ITEM 5 B
Consent Calendar Item

MEMORANDUM

DATE: May 30, 2007

TO: El Dorado County Transit Authority

FROM: Julie Petersen, Fiscal Administration Manager

SUBJECT: AgreeYa Solutions Purchase Order No. 12372

REQUESTED ACTION:

BY MOTION, Approve Purchase Order 12372 issued to AgreeYa Solutions in the
amount of $22,000. for Development of Policies and Procedures
Documents

BACKGROUND

El Dorado County Transit Authority (EDCTA) Purchasing Procedures and the Joint Powers
Agreement establishing EDCTA require board approval for purchase orders over $10,000 and
purchase requisitions over $5,000. Per section 3.12.135 of the EDCTA Purchasing Procedures,
the Transit Director certifies that this purchase is exempt from competitive bidding.

As part of the Management Report for fiscal year 2005/2006, issued by Bartig, Basler & Ray,
LLP (BB&R), independent auditors for EDCTA, recommended strengthening internal controls
and operating efficiency, through the development of an updated Procurement Manual. This
recommendation includes updating manuals to reflect current practices and incorporate
requirements of the Federal Transit Administration (FTA).

EDCTA solicited professional recommendations for this project from BB&R. EDCTA staff
met with AgreeYa Solutions and reviewed “like” project samples.

The purchase order requested, is within the approved fiscal year 2006/2007 budget, and does
not require budget transfers. Staff is recommending approval of purchase number 12372 issued
to AgreeYa Solution in the amount of $22,000.

Service and Supplies Accounts

Purchase Order #12372 — AgreeYa Solutions
5030.00 Professional Services $22,000.
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Management has identified the following policies and procedures documentsiobe o
developed for the Agency:

AGREEYA

- Purchasing Manual, including the purchasing policies, regulations, and legal
requirements that governs El Dorado Transit’s purchasing program

- Administrative Services Manual, including definition of policies and
procedures for core administrative processes such as procurement, accounts
payable, accounts receivable, and payroll processing.

- Operational process manuals, including Dial-A-Ride Training, Dispatch
Software training, and Fleet Maintenance Software Training/User Guide.

In addition to the development of these materials, El Dorado Transit seeks assistance in
developing a basic electronic repository that allows employees to easily access policies
and procedures documentatxon o

Management has determmed that development of the Purchasing Manual and the
Procurement component of the Administrative Servrces Manual are of primary
importance and should be developed first. IR

Approach & Deliverables

AgreeYa Solutions is proposing to assist El Dorado Transit with the development of the
desired policies and procedures documentation. To complete the work in an efficient and
cost effective manner, we are proposing to complete this effort in a phased approach.
This will ailow our team to focus on the highest priority areas first and to provrde s
measurable’ progress points for the pro;ect Our proposed phases include: L

Phase I: Purchasing Manual and Procurement Pohcles and Procedures
Phase II: Administrative Services Manual Development -
Phase III: Fleet Maintenance Management User Guide

Phase 1V: Additional Operations Manuals

1

We are proposing to conduct the Phase I between May 29, 2007 and July 13, 2007.
During this period, our team will conduct the following tasks:

Task 1 — Discovery and Analysis

1.1 Document Review

1.2 Focus Groups

1.3 Interviews

1.4 Development of Outlines and Templates

Task 2 — Develop and Validate Materials

2.1 Prepare Purchasing Manual Draft

2.2 Finalize Purchasing Manual

2.3 Prepare Procurement Policies Procedures Document Draft
2.4 Finalize Procurement Policies and Procedures Document

SOLUTIONS
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° o
Task 3 — Electronic Repository Design and Deployment
3.1 Define file structure on shared server AGRFEFFEYA
3.2 Develop quick reference guide for employees SOLUTIONS

Task 4 — Planning and Analysis for Phases IL, III, IV
4.1 Review of materials
4.2 Development of project work plan and schedule

Professional Fees

AgreeYa Solutions is proposing to conduct Phase I on a firm, fixed price basis. Based
upon our understanding of El Dorado Transit’s needs, we are proposing to complete the
scope of work outlined above for a $22,000. Pricing for future phases will be based upon
these rates, the finalized list of deliverables, and level of effort required to complete
them. No work wﬂl begm on future phases pr1or to recelvmg written authorization from
El Dorado Trans1t R

fersonnel Hours] ___ Rates/Hour " Fees]

Roseanne Lopez 16] 81785 $2,800

Project Executive

Bruce Smith 80 $150] oo $9,000

Project Manager '

Kathy Ryan . - 120| $85 . $10,200

Consultant - L -.

Totals § 196] $22,0000
E Phase I Fees . . oo

Assumptions and Expectations

1. El Dorado Transit will provide legal review of documents.

2. All materials will be developed in a format that can be readily updated by El
Dorado Transit personnel (Microsoft Word) and that can serve as a template for
future documentation.

3. For Phase I, AgreeYa Solutions will conduct up to three focus group meetings and
up to three interviews. El Dorado Transit will assist in scheduling its personnel to
attend these meetings.

4. Draft deliverables will be reviewed in a timely manner, To maintain the proposed
project schedule, we request that draft deliverables be reviewed within 5 business
days.
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AgreeYa Solutions appreciates the opportunity to work with El Dorado TransitonthisaA G R F EF Y A
engagement. If you have any questions, please do not hesitate to contact me at SOLUTIONS

916.351.2514 or steve.speak@agreeya.com.

Sincerely,

A ),.A\

Steven Speak T
Director, Business Dévelopment. .~~~ "= - -
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