


PROCEDURES

Summary of Discretionary Request AND Scheduled Maintenance Procedures

Work program planning

· Budget timeframes coordinated as much as possible;

· Time and material contract, due to state full cost recovery requirements.

· City sets priorities;

· County doesn’t proceed without City authorization;

· County reserves the right to review the work program and confirm its ability to meet scheduled work request.

Discretionary work requests (for Contract Cities and other public agencies requesting service as needed)
· Discretionary work includes everything that’s not scheduled maintenance (see below). The discretionary request process authorizes discretionary work;

· City sets work priorities. County responds re meeting special scheduling requirements;

· County provides cost estimates during work program planning. At city request, county provides unit costs and includes high/low range;

· County provides cost estimates to specific discretionary requests; city pays for those requiring substantial time;

· Includes change order process;

· Describes where and when the County involves an engineer;

· Clarifies emergency procedures and sets cost increases in emergency situations;

· Planned discretionary amounts contribute to City’s spending level for purposes of City meeting requirement for providing emergency services as part of County’s service area.

Scheduled maintenance (Contract Cities)

· City defines scheduled maintenance;

· Agreement on work program authorizes work for the following year and commits County resources;

· Cost overruns and disputes on quality of work not resolved by operational staff are referred to Division Manager;

· County provides cost estimates, including unit costs with hi-low range, at city request;

· Project engineering may be a discretionary activity as described in discretionary request engineering;

· Clarifies emergency response and sets cost increases in emergency situations;

· Emergency services linked to level of scheduled maintenance.

County-City Coordination

· City and County name individuals authorized to act for each;

· City and County monitor expenditures for work program and discretionary work requests

Discretionary Work Request Procedures

(for Contract Cities and other public agencies requesting services as needed)

	Procedures: General

	Develop estimated budget and proposed work program for discretionary work. County provides cost estimates with unit cost and hi/low range at city request. 

County does discretionary work as scheduling permits. County provides cost estimate for discretionary work requests. City approves work and schedule before County proceeds.

	

	A. Discretionary work request form

	1. City completes Form A. This authorizes County to perform cost estimate. County completes Form B. If City wants to proceed with work, at estimated cost and County proposed schedule, City submits Form B in accordance with Discretionary Process. 

	

	B. Scope of work 

	1. For small projects, the Nature of Request (e.g. sign installations) is the Scope of Work. For large projects,  City attaches detailed scope clearly describing. 

	2. County clarifies Nature of Request or Scope as needed prior to preparing cost estimate. 

	3. County submits cost estimate and recommended action responsive to City Nature of Rquest or Scope. 

	4. County and City monitor outcomes and review performance at regularly scheduled meetings. Disputes  not resolved informally are referred to the RSD manager and authorized City representative.

	

	C. City priorities

	1. City assigns priority. Designations appear on Form A: Immediate/emergency, high, medium, low, or ongoing. 

	2. City and County will emphasize communication to ensure County meets City expectations.

	3. County completes higher priority requests ahead of lower priority requests. 

	4. County may proceed with “immediate/emergency” work without a signed discretionary request. Authorization follows as soon as practical. 

	

	D. Emergency/Immediate priority

	1. City designates Emergency/Immediate priority on Form A.

	2. Emergency events may be a site-specific location or throughout the County. County follows Emergency Response Manual guidelines and Snow and Ice Response Plan, coordinating priority routes accordingly. (See also Section C of Scheduled Maintenance Procedures.)

	3. City designates if work request is immediate. 

	4. Emergency/Immediate priorities take precedence over non-emergency work. 

	5. County expedites Immediate/Emergency requests and keeps City informed of work progress.

	6. City authorizes work verbally or by e-mail; follow-up with discretionary work request as soon as practical.

	7. Actual costs may be higher (for overtime or additional help) than for similar work not performed during an emergency.

	8. These procedures apply to emergency change orders.

	

	E. Timeframe for work

	1. City notifies County of special scheduling requirements on Form A. County proposes counter timeframe in timely manner if not able to meet City’s timeframe.

	

	F. Cost Estimates

	1. Form B provides cost estimate for discretionary work requests under $2500. Detailed cost estimate for work over $2500 is attached. 

	2. For work estimated to be above an agreed-on minimum ($2500 for all cities except Burien which is $5000), City signs Form B before County proceeds. 

	3. City may request cost estimates that include a unit price and high-low range for routine services; County will provide them. 

	4. Road Services Division Manager and authorized City representative agree to a settlement. 

5. City pays for cost estimates requiring time to review or produce. 

	


	G. Change Orders

	1. City or County initiates a change order if there are changed needs, clarification of scope, or discovery of unknown conditions, and when changes in cost or scheduling are expected to exceed 15%. County doesn’t proceed without City authorization. 

	2. Revised cost estimate reflects changed scope. 

	3. County proceeds without written authorization only in emergency situations. Written authorization must follow a soon as practical.

	4. City may authorize change order without a cost estimate. County proceeds on receiving written authorization. 

	

	I. Project Engineering 

	Engineering plans and detailed cost estimates

	1. City submits discretionary work request for engineering plans and/or detailed cost estimate. Form B gives estimated cost of preparing plans and estimate.

	2. If substantial time and resources are needed to prepare the estimate, County clarifies that Form B provides estimate cost of preparing plans and estimate. County doesn’t proceed without authorization from City. 

	County Construction based on County engineering plan and cost estimates

	3. If construction is based on County engineering plans, request must be approved/submitted within 30 days of City’s receipt of plans. If not, County reserves the right to review estimate to confirm it is still valid. 

	4. If City proceeds with construction project, cost of preparing the plans and estimate are charged to the construction project.

	County Construction based on City or third-party engineering plan and cost estimates

	5. For City- or third party-designed projects, cost of review is included as part of the cost estimate to construct the project. County review includes engineering and compliance with minimum state and other legal and professional standards. 

	6. If after review, County declines to construct the project, City is billed only the cost of reviewing the project. County provides City with a report explaining why County is declining request to construct.

	Engineering related to sign inventory logs

	7. County may carry out engineering to confirm location prior to entering sign installations and other data in sign log. County charges city for cost to update sign log with City inventory.

	8. County installs certain signs such as street name (D3) and No Dumping signs, at specific locations without additional engineering. 

	9. City may request sign installation of any type of sign if work request includes authorization by City’s Traffic Engineer.

	

	J. County and City Coordination

	1. City identifies persons authorized to submit Discretionary Work Requests.

	2. City and County designate a contact person on Form A/B to coordinate work requests. 

	3. City and County maintain an emergency contact list for coordinating emergency work. 

	4. City and County each provide contact list, including telephone numbers, showing primary contacts.


Scheduled Maintenance Procedures

(for Contract Cities)

	General

	Develop an estimated budget and proposed work program for scheduled maintenance. Agreement constitutes  City’s authorization to carry out the work program and County’s commitment to scheduling and emergency services.

	

	A. Work Program: Scope of work and changes to scope of work

	1. Scheduled maintenance: agree on services and scope of work including frequency, expectations for quality of work, outcome and combined service.

	2. Agree on scheduling and management of services. 

	3. Monitor outcomes and review performance at regularly scheduled meetings. Disputes not resolved informally are referred to the RSD manager and authorized City representative.

	4. Acceptance of the work program constitutes acceptance of City’s financial obligation and County’s commitment to emergency response.

	5. Scope of work may be changed during the year. County responds to changes as resources permit. 

	6. County notifies City of changes that increase City expenditures beyond planned amount. City authorizes change before County proceeds.

	7. City notifies County of changes that decrease City expenditures below planned amount and indicates where to redirect planned maintenance dollars.

	8. If County exceeds planned amount without authorization, or if other disputes arise,  Road Services Division manager and authorized city representative settle. 

	9. City selects what emergency work is included in scheduled maintenance work program (for cities participating in the County’s emergency services area) {Insert link to Emergency Services}. No discretionary work request is needed. Examples: after hours call-out, snow and ice removal, replacement of downed stop signs.

	10. County provides schedules and activity reports on at least a monthly basis. 

	

	B. City priorities and scheduling

	1. Agree on scheduling during work program planning.  Commit to schedule in January of the program year. 

	2. City designates priorities and determines what work defers to emergencies. 

	3. County commits to City schedule except in emergencies. Emergencies take precedence, as described below.

	4. County works with City to reschedule work as necessary.

	5. . City reschedules non-emergency work for the county to review and execute. New schedule accommodates work in other contract cities and unincorporated King County. 

	

	C. Emergency work

	1. Emergency events may be site-specific location or include the entire County. County follows Emergency Response Manual guidelines.  

	2. Review emergency plan during work program planning in accordance with Emergency Response Manual and Snow and Ice Response Plan. Coordinate priority routes accordingly.

	a. Cities contracting for a minimum number of FTEs (based on road miles – budgeted, scheduled work) will be part of County’s service area for purposes of emergency response.

	b. Priority for county-wide emergency response follows triage approach of Emergency Response Manual guidelines; first response is to lifeline routes. These lead to and from critical infrastructures or facilities, e.g. hospitals, fire stations, etc.

	c. Priority for snow and ice removal follows priority listing of roadways and four phases of snow and ice operations as described in Snow and Ice Response Plan.

	4. Additional criteria for emergency response include:

	a. City priority routes.

	b. City-specific emergencies take precedence over non-emergency work 

	5. City and County maintain emergency contact lists. Contacts are informed immediately.

	6. County and City coordinate additional resources, e.g. city staff, private vendors, as needed.

	7. Actual costs may be higher (for overtime or additional help) than for similar work not performed during an emergency.

	8. County reschedules regular maintenance to accommodate existing schedules.

	

	D. Cost Estimates

	1. At City request, County prepares cost estimates for service, frequency, and City-defined outcome. Estimate may include unit cost, components of the unit cost (i.e. labor, materials and equipment), and a high-low range. 

	2. City and County monitor City expenditures at regularly scheduled meetings. 

	

	E. Project Engineering 

	1. City submits a discretionary work request for projects requiring engineering. 

	

	F. County and City Coordination

	1. City and County each designate a contact person to coordinate scheduled maintenance. 

	2. City and County maintain an emergency contact list for coordinating emergency work. 

	3. City and County each provide a contact list, including telephone numbers, showing primary contacts.


RECORDS

1. Pre-incorporation records - County makes available to City on request. City pays for extraordinary costs of providing these records.

2. Current records - County will keep records related to city work in the same way as for County work. These records will be available on request. City agrees to pay for extraordinary costs in providing records.

3. County will update County inventory records for work it performs for City, at City expense. County will perform other inventory updates at City request as a discretionary work request. 

4. As County modifies and improves existing databases, it will include means for sorting data by city, to the extent possible.

5. County keeps originals of the records for audit and archival purposes, based on legal requirements. County will not purge records kept on behalf of a city without consent of City. 
BILLING
	1. The County will bill the City monthly for the actual cost of providing ongoing and discretionary services, except as noted elsewhere in the agreement, i.e. that in the case of billing disputes, the Road Services Division Manager and the authorized city representative can negotiate a settlement.

	2. County will provide separate project numbers for certain activities to assist the city in tracking/isolating costs – either as discretionary work requests, or by breaking out maintenance projects differently e.g. sweeping by arterial roads on one project number; sweeping of residential roads on another project number. County will accommodate differing city needs, as possible.

a. Separate routine work from discretionary work for both Traffic and Road Maintenance so that all project information is readily available.

b. Assign project numbers for road maintenance tasks according to public works directors’ preference e.g. sweeping by road type, sector, or month.

c. For scheduled maintenance, provide reports of planned work, matching invoice information as much as possible.



	1. The invoices will include the following information

a. Tasks performed

b. For Discretionary, contract number or project name

c. Payroll information (Salaries, Benefits, Training)

d. Administrative Overhead

e. Operational Costs (Material, Equipment)



	1. Payments are due within 30 days of invoicing.

	2. At city request, provide cost summaries for work not yet invoiced.

	3. Billing disputes 

a. If a city questions an invoice charge, city staff contact the supervisor or Intergovernmental Relations for an explanation. 

b. If City still disputes the charge, City staff send a letter or e-mail  (within 60 days) citing the invoice, work done, date of work, and other pertinent information to identify the charge in question. City explains why it disputes the charge. 

c. County responds (within 60 days) either accepting City’s claim or explaining why it does not. 

d. If the dispute remains unresolved, it is referred to the Road Services Division manager and authorized city representative for settlement. 

e. RSD manager and city representative may take the dispute to the Oversight Committee for settlement  if both agree. If one or both do not agree, the matter will be referred to arbitration.

f. County retains the right to send unpaid bills to its collection division. 


REPORTS
Establish systematic basis and timeline for preparing responsive reports. Examples include:

1. City provides county with map showing routes of regularly scheduled activities such as mowing, sweeping, and vactoring, or submits discretionary request to county to develop such a map.

2. County provides reports showing location of planned work for upcoming week/month and completed work of previous week/month on a weekly/monthly basis. (Sample of work-completed report attached.) 

3. County provides Maintenance Management System (MMS) reports monthly.

4. Budget reports adapted to city needs, e.g. unit costs, historical costs, to the extent possible.

5. Discretionary reports on line

6. Benchmark reports showing turnaround time and actual costs vs. cost estimate.
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