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1. “As-Is” Flow Charts 
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--~-----------------; L___ ---

Identify business 
opportunities: Potential 
Clients, Client makes 

contact, RFP 

Business opportunity 

referred to appropriate 

person, depending on
 
nature of work request
 

Is scope of No 
work within 
MWWD’s 
expertise? 

Yes 

Work request is within the 

scope of work provided by
 

EMTS
 

EMTS Management (Alan or 
Stan) approves work request 

and assigns Project Lead 
based on content of project/ 

area of expertise 

Client’s needs are identified 
through: 

Needs Assessment 
Project Plan 
Scope of Work 
Resources needed 

Determine the appropriate
 
type of agreement needed 


to ensure proper 

reimbursement for the
 

project
 

3. Improvements can be 
made to how work is 

solicited 

Work request is 
beyond the scope of 

work for EMTS 

Develop agreement including: 
Scope of Work 
Billing/Administrative 
aspects 
Mechanisms needed for 
project completion 

EMTS Contract In-Sourcing 

New Conditions/Modifications to the Contract 

2. Some renewals/modifications 
return for Mgmt. approval and 

then leap-frog to 
implementation of work plan 

Project Lead begins the 

project
 

Final contract/agreements 

receive the appropriate level 

of approval (approval level 

is based on the type, size, 

and length of the project
 

Attorney reviews 

agreement
 

EMTS group assigned to the 

project develops the
 

agreement, w/ Project Lead 

heading the process
 

Contract Needs Revisions 

These aspects are performed 
concurrently 

Appropriate staff 
are assigned: 

Outsourcing 
Auditors 
Budgeting 
Analysts 

Formalize 
administrative 
aspects 

Billing 
Job Order 
Numbers 

Work w/ 
Purchasing 

Work w/ Auditors 

Ensure 
appropriate needs 

are addressed 

Work plan returns 
to the beginning of 

the process for 
review 

Yes 

Does the work 
plan need 
changes/ 

alterations? 

Implement work 
plan 

Yes 

Does contract 
need revision? 

No 

Work begins – invoices are 
provided on a regular basis 

(monthly/quarterly) 
depending on contract length 

Work will be 
completed 

exclusively by 
MWWD Staff 

MWWD 

No Who will 
complete the 

work? 

Subcontract 

Work 
subcontracted as 

necessary 

Administrative aspects (i.e., 
Billing/Invoices, Final Report) are 
handled by MWWD Administration 

for all subcontracted aspects 

Contract Renewed 

Yes 

Is contract 
renewed? 

No 

Final report 
created and 

delivered to the 
client 

Contract Complete 

1. Complexity of agreements varies depending 
on work/contract needed and the parties involved 
– agreements can be lengthy legal documents, 

simplistic one-page agreements, or SLAs 

Procurement Sensitive 
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• 
• 

• 

• 

• 

• 
• 

- Draft -

EMTS Laboratory Services
 

Start 

Sample and Analyze 
Permit Structure 
Special Project 
(limited for quick 
response) 

Discussion of 
findings 

Generate work 
requests 

(automated 
process) 

Review work 
orders 

Printout work 
orders 

Work request 
assigned to 
Laboratory 

Technicians 

Laboratory 
Technician 

collects 
samples 

Findings 
need to be 
validated 

Improve 
automated 

RFP 

False 
requests 
False 
billing 

Samples Collected 
– Preserved and 

Field Data 
collected 

Samples returned 
to the laboratory w/ 
Chain-of-Custody 

documents 

Are samples 
accepted 

Problems w/ samples are 
corrected or recollected 

Field data reviewed 
by Sampling 

Supervisor and given 
to WPO for 2nd data 

entry 

Batch Preparation 
Expiration 
time 
Special 
Project 
(prioritized) 

Analysis 

If samples not a field anomaly, 
a Field Referral is written and 
submitted via Field Supervisor 

to Inspectors 

Samples are accepted 
and preserved (all 

accompanying 
documents collected) 

Sample Control 
Center samples 
are received and 

validated 

Samples enter 
Field Data (1st 

data entry) 

Priority 
communication 
(timing) 
Not automated 
Holding time not 
auto-tracked 

Data 

Reduction/
 

Calculations
 

Supervisor 
reviews 1st 

data entry 

Supervisor 
reviews 2nd 

data entry 

Quality Control 
validation -
Laboratory 
Database 

Automated 
data transfer 

Quality Control 
Report – as 
requested 

Data received 
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- Draft -
High Level PIMS-LIMS-PIMS 

As-Is Process 

PIMS Work 
Orders 

Transfer Work 
Orders 

Schedule 
sampling (by 
selecting site 

areas) 

Data transfer 

Collect samples 
(field data, field 

log book, chain of 
custody) 

Store 
Sample 

End 

Start 

Sample Control 
Center (receive 

and verify 
samples, etc.) 

Complete 
request WO 

form 

Special 
Projects 

Printout work 
orders 

(labels, chain 
of custody) 

Yes 

No 

Batch Prep Analysis Data 
reduction 

Create reports 

QC Validation2nd Entry 1st Entry 

Ship 
subcontractor 

samples 

IWCP? 

1 

1 

Yes 

No 
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- Draft - 

EMTS Process Control As-Is
 

Identify 

Determine Specific tests/data 
Start operating 

parameters 
collection 
Staff 
Resources 

Determine permit 
parameters 

Get equipment/supplies 
Develop methods 
Write SOPs 
Test equipment and 
methods 

Parking Lot 
Look for opportunities to increase automated lab data reporting 

Do analysis 

Enter data into EDORS 
LIMS Transfer 

2Xday, and/or 
Review and manual report, 

approve data copy of data 
sheets 

Report % Email 
Preliminary TS of H2S 

data Rags/Grit (digesters) 
analyzed for Landfill Point Loma 

rqmts 

Second entry of 
data 

NCWRP Quality reviews BOD & TSS 
faxes raw Release for accelerated 

data to  ALV reporting reporting 
for second track (daily) 

entry (daily) 

Inputs/Boundaries/Drivers 
Tuesday, August 22, 2006 

4 Plants 
Major Pump Stations 
Collection Systems (limited) 
Benchmark Best Practice 
Permits 
Engineering Studies 
Special Projects 

Check sample to get 
certified 

Obtain Negotiate Determine sampling 
ELAP specific scope/ responsibilities Get Samples 

certification schedules for (budget/staff) process CH(?) 

Required 
process, 

on demand 
analysis 

Emergen 
cy 

Services 

PLWWTP – O&M 
Sludge sampling 
Grit & Rags 
Effluent sample delivery 

Point Loma 
system 

PLWWTP – LAB 
Digester gas sampling 
Inf sample delivery system 
Influent & effluent composite 
sampling 
Inf&eff permit Grab sampling 

Log samples 

Receive in LIMS 
Sample in Lab 

Chain of 
All sampling 

and 
NCWRP 

Create batches 
Delivered by 
O&M 

Custody for 
samples 

equipment …. 
By O&M staff 

Lab staff gets 
Schedule work/tests 

Gasses only MBC 
O&M does 

other 
sampling and 
maintenance 

Bacti Notification 
results, 

coliform & 
of 

exceptional O&M does 99% of SBWRP 
Ecoli results sampling and 

South Bay 
and NC 

Phone or 
email 

maintenance of 
sampling and 

brings samples to 
labs 

MBC collects 
raw data EDORS 

sheets and 
sends to ALV 

Sends plant 
data to LIMS End Output 

bi-weekly for 
second entry 

(daily) 
Regulatory reports, archives etc. 
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- Draft -
High Level Trucked Waste 

As-Is Process 
Industrial 

Waste 
Discharge 

Permit 

Domestic 
Waste 

Discharge 
Permit 

No 

Discharge 
Approved 

Discharge 
Approved 

Unattended Unattended 

Yes 

Yes 

No 

Complete TW 
Disposal Log 

Complete TW 
Disposal Log 

Sign Voucher 
and Event 
Number 

Verify Type of 
Discharge 

Verify License 

Screening 
(1:10) 

Sample? 
(ISFN) 

Review Permit 

Verify License 

Verify Type of 
Discharge 

Data Entry 

Screening 
(All) 

Review 
Manifest 

Discharge 
Approved? 

Collect Sample 

Yes 

No 

Discharge 

Violation? 

No 

Yes 

Hauler Approved 

Copy of 
Manifest 

Copy of 
Voucher 

Data Entry 

Sign Manifest 
and Event 
Number 

Other reasons: 
Construction, 
painting, etc. 

Yes 

Reasons: Invalid 
Permit, License. 

Plate, etc. 

No 

Discharge Denial will be 
issued if any of the above 

are not acceptable. 

Discharge Denial will be 
issued if any of the above 

are not acceptable. 

Review Permit 

Review 
Voucher 

No Discharge or 
Delay 



 

  
  

   
   

  
 

 

 

 
 

   

 

 
  

 

 

    

 
  

  

 

 

Thursday, September 07, 2006 EPM METRO PLANNING 

Metro Planning Considerations 
The chart above shows a typical procedure followed when 
preparing a condition assessment report for a Major Facility. 
The project engineer may elect to eliminate some of the steps 
in the process depending on the project or facility size. 

Condition Assessment 

O&M problem identification – 
identify facility needs condition 

assessment 
Flow or capacity issue 

Guideline industry standard review 
Regulations 

Determine 
requirements 

Interview O&M 
staff 

Can the condition 
assessment report 

be authorized? 

Plan the 
investigation 

Yes 

Collect data 
- Research Spec 
- Vibration study 

- Ultra sonitie studies 
- CCTV investigation 

- Measure performance 
- Maintenance 
investigation 

- Visual investigation 
- Excetera 

Research 
data 

calculation 

Test as 
required 

Yes 
Plan testing 

No 

Identify problems 
Determine condition 

Determine industry 
or other standards 

for comparison/ 
opportunities (e.g., 

Plan Testing) 

Solution 
condition 

identification 

Is additional/ 
other testing 

required? 

No 

Yes 

No 

Brain storm 
solution 

Compare 
condition to 

standards and 
regulation 

Recommended 
changes (e.g., 

Operational issue) 
Draft report Team reviews 

report 
Report O&M DD 

for review O&M DD review 

Report will 
either be 

accepted or 
rejected 

Final report 

Rejected 

Accepted 
Facility 

Update MP? 

Generate Facility 
Master Plan (including 

budget) 

Yes 

Generate Facility 
Master Plan list and 

put into budget 

No 

# of days: 10 # of days: 10 # of days: 5 

# of days: 60 

# of days: 30 # of days: 5 

# of days: 10 # of days: 20 

# of days: 20 # of days: 10 

# of days: 2 

# of days: 5 # of days: 2 # of days: 5 
# of days: 15 # of days: 1 # of days:15 

# of days: 20 # of days: 10 # of days: 10 # of days: 10 

Do we need 
testing? 

# of days: 30 

Modeling 

Modeling 

Facility Review 
(O&M) 

Is modeling 
needed? 

Yes 

No 

Project is delayed 

Is modeling 
needed? 

Yes 

No 

The magnitude and resources allocated for the project 
determine/influence the steps and complexity of the process. 
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- Draft - 

EPM – Cost Estimating
 

Planning Design Construction 

1. Cost estimate to 
determine project budget 

2. Cost estimate to 
determine design fee determine constuction 

3. Cost estimate to 4. Cost estimate for change 
orders during project 

- Draft - 

CIP Cost Estimating
 

Preliminary cost estimates are 
created to determine the project 

budget (1 week) 

Source information for cost 
estimates 

1. Scope of Work 
2. Drawings 
3. Project Description 
4. E-mail from PM 

Method for preparing cost 
estimates 

Historical Data 
RS Means 
Contact Vendors/ 
Contractors 

In-House or Consultant 
design? 

Design Consultant 
prepares cost 

estimate for design 
fee (1 week) 

In-House 
construction 

estimate at 30% or 
50% design (1 

week) 

In-House Design 
source information: 

SOW 
Design 
Drawings 

Construction 
estimate at 50% 

design 

Design Consultant provides 
construction cost estimates 

Construction cost 
estimate using 
final or 100% 

design drawings (1 
week) 

Estimates during 
construction phase 

(varies 4 hrs – 2 
days) 

Estimates are generated from change orders 
as a result of owner’s changes, different site 

conditions, scope change, etc. 

Project Complete 

Consultant 

In-House 



 

 
 

 
  

 

 
 

 

 
   

 

  

 

 
 

   

 

 
 

 

 

 

 

 
 

 

 
 

 
 

 

 

 

 

 

 
 

 

Monday, September 18, 2006 EPM METRO PLANNING 
# of days: 15 Modeling 

# of days:1 

Flow & Loads
 
Projection
 

Metro Planning Considerations 
The magnitude and resources 
allocated for the project 
determine/influence the steps 
and complexity of the process. 
Engineers need to have the 
authority to utilize or neglect 
steps in each process. 

Modeling is driven by: Flow & Load – 
SANDAG projections 

Agency, Permit, Billing requirements 
Master plan 

Service area changes or Metro projects 

EPM engineer 
determines whether 

modeling will be 
hydraulic or mass 

emission or Flow & 
load projections 

hydraulic 

Build Model Run Model / 
Model Calibration 

Returns to Pre-Design 
or Condition 
Assessment 

Gathering data – 
Plants, flow & strength 

data (include PAs) 

Sub-regional/ 
system wide flow 
projections, 10 

year return project 
up to 2050 

Sub-regional/ 
system wide 

Load projections 
10 year return 
project 2050 

Run mass Emission 
Model / Model 

Calibration 

Returns to Metro 
Planning 

Mass 
Emission 

Data collecting 
(Plants’ data 

include PAs’: flow 
meter data, 

strength sampling 
data) 

Year-end mass 
balance (establish 
strength baseline) 

System generated 
flow calibration 

Unit generation 
rate UGR 

Project 2-yr return flow & 10-yr 
return flow 

Project 2-yr return loads (TSS, 
BOD, COD) & 10-yr return 

loads 

# of days: 20 

# of days: 5 # of days: 10 # of days: 5 

Industrial waste 
discharge 

Storm water 
diversion system, 
As-built drawing, 

current pipe 

Alternatives for 
improvements & 

Produce modeling Hydrological 

# of days: 10 # of days: 15 # of days: 10 

# of days: 5 

# of days: 5 # of days: 10 

# of days: 15 

# of days: 20 
# of days: 10 # of days: 5 

Data gathering 
includes: In-flow & 

infiltration 

physical data, & 
meter data 

Identify 

recommendations 

Data gathering 
includes 50+ 

years of historical 
rain data, 1 year Unit hydrograph Hydrological 
or more of plant’s 

historical flow, 
basin acreages 

analysis 

Model calibration Run model 

Peak wet weather 
flow & return 

period probability 
analysis 

Analysis 

# of days: 5 

report For all Hydrological Analysises 
(Process takes - 20 days) 

Build or Update 
model 

Determine system-
wide facility 

planning 

Analysis 

Hydrological 
Analysis 

Hydrological 
Analysis 

# of days: 30/5 
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Project Definition Identify problems 
& restrictions 

Research data 
calculation 

Identify 
alternatives 

Define pros & cons of 
each alternative include 

cost & schedule and 
preliminary 

environmental review 

Select preferred 
alternative 

Investigate 
necessary 
attributes 

Draft preliminary 
engineer plan and 

spec 

Draft project report 
and statement of 

work 

Perform internal 
review 

Final preliminary 
plan & spec 

# of days: 20 

# of days: 30 – large 
projects 6-12 mos. 

# of days: 30 # of days: 20 # of days: 45 

Alternate 
Analysis 

# of days: 10 # of days:45 

Modeling 

BCE component should be customized depending on complexity and 
size of the project (can be averted for small projects) 

Friday, September 01, 2006 EPM METRO PLANNING 

# of days:14 

EPM Pre-Design 

# of days: 20 # of days: 20 

Metro Planning Considerations 
The magnitude and resources allocated for the project 
determine/influence the steps and complexity of the process. 
Engineers need to have the authority to utilize or neglect steps 
in each process. 
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Thursday, September 07, 2006 EPM METRO PLANNING 

Master Plan Development 

Metro Planning 
Begins 

Review Metro Service area 
changes, New tech/ 

regulations, SANDAG Update, 
O&M issues, condition 

assessment for individual 
facilities. 

Hydraulic modeling 
Mass Emission 
modeling 
Flow & load projection 
System problem 
identification 

Master Plan 
Submit draft to 

engineering 
division for review 

Incorporate 
comments into 

draft 

Submit draft  
Master Plan to 

management for 
review 

O&M inputs 

Incorporate 
Management and 
O&M comments 
into Master Plan 

Submit draft to 
Metro TAC 

Metro Commission 
approval 

Perform BCE – 
required for project 

50K + 

Was the BCE 
response accepted 

with minor 
modifications? 

Major 
modifications 

Yes 

No No 

Was the project 
included in 

budget? 

Project definition, 
Cost estimate, 

Cash flow forecast 
project schedule.  

Go to Construction 
Determine 

delivery 
method 

External 
Consultant 

Design Build 

In house design 

Does this 
method need 
predesign? 

Does this 
method need 
predesign? 

Pre design 
for SOW 

SOW for 
Design 

Negotiate Contract 

No 

Yes 

Plan & SPEC 

Predesign for 
design build 

SOW for 
Design build 

Yes 

No 

Continue onto Project 
Action 

Summary of Project Action 

Is the project large-
scale/system-wide? 

Facility Specific (TAC & Commission 
occur concurrently) 

System-
wide 

Finalize System 
Master Plan and 

Submit 

Begin Project Action 

Metro Planning Considerations 
The magnitude and resources 
allocated for the project determine/ 
influence the steps and complexity of 
the process. 
Engineers need to have the authority 
to utilize or neglect steps in each 
process. 

BCE team & complexity should be 
customized for each project. 

BCE needs to meet the size and 
complexity of the project. 

Yes 

No 

Rejected, Accept 
the risk/ Do 

nothing alternative 

Acknowledge 
termination of project – 

project killed 

Master Plan 
updated & returns 

for Mgt. review 

Project funding should be 
determined prior to 

completion of BCE to 
prevent unnecessary work 

Reprioritize and/or 
work into future 

budget 

Begin Construction 
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- Draft -
EPM Pre-design # of days: 30 EPM METRO PLANNING PROCESS MAPS 

# of days: 30 # of days:45 # of days: 20 # of days: 20 # of days: 20 # of days: 10 # of days: 20 # of days: 45 # of days:14 

Project Definition Identify problems 
& restrictions 

Research data 
calculation Modeling Identify 

alternatives 

Define pros & cons of 
each alternative include 

cost & schedule and 
preliminary 

environmental review 

Alternate
 
Analysis
 

Select preferred 
alternative 

Investigate Draft preliminary Draft project report 
necessary engineer plan and and statement of 
attributes spec work 

Perform internal 
review 

Modeling is driven by: Flow & Load – 
SANDAG projections 

Agency, Permit, Billing requirements 
Master plan 

Service area changes or Metro projects 

EPM engineer 
determines whether 

modeling will be 
hydraulic or mass 

emission or Flow & load 
projections 

Data gathering 
includes: In-flow & 

infiltration 
Industrial waste 

discharge 
Storm water 

diversion system, 
As-built drawing, 

current pipe 
physical data, & 

meter data 

# of days: Modeling = task 
# of days: # of days: # of days: 

# of days: = Decision point 

hydraulic = Process start 
or finish 

Mass 
# of days: Emission # of days: # of days: # of days: # of days: 

# of days: # of days: # of days: # of days: # of days: # of days: # of days: 

Final preliminary 
plan & spec 

Hydrological 
Analysis 

H.A 

H.A 

Build model Run model 

Identify 
Alternatives for 

improvements & 
recommendations 

Produce modeling report 

Gathering data – 
Plants, flow & strength 

data (include PA) 

Sub-regional/ 
system wide 

flow projections, 
10 year return 
project 2050 

Sub-regional/ 
system wide 

Load projections 
10 year return 
project 2050 

Run mass emission 
model 

Data collecting 
(Plant’s data 

include PA’s, flow 
meter data, 

strength sampling 
data) 

Year-end mass 
balance (establish 
strength baseline) 

System generated 
flow calibration 

Unit generation 
rate UGR H.A. 

O&M problem identification – 
identify facility needs condition 

assessment 
Flow or capacity issue 

Guideline industry standard review 
Regulations 

No 

Determine 
requirements 

Interview O&M 
staff 

Can the condition 
assessment report be 

authorized? 

Plan the 
investigation 

Collect data
 
- Research Spec
 
- Vibration study
 

- Ultra sonitie studies
 
- CCTV investigation
 

- Measure performance
 
- Maintenance 

investigation
 

- Visual investigation
 
- Excetera
 

Modeling 

Determine system-wide 
facility planning 

Project 2-yr return flow & 10-yr 
return flow 

Project 2-yr return loads (TSS, 
BOD, COD) & 10-yr return 

loads 

Is additional/ 
other testing 

required? 

Do we need 
testing? 

Data gathering 
includes 50+ years 

of historical rain 
data, 1 year or 
more of plant’s 
historical flow, 
basin acreages 

Unit hydrograph 
analysis 

Model calibration Run model 

Peak wet weather 
flow & return 

period probability 
analysis 

Flow & loads 
projections (2-yr & 
10-yr return up to 
project/ next 10 

years) 
# of days: 

Yes # of days: 

Condition Assessment 
# of days: 10 # of days: 10 

# of days: 60 

# of days: 5 # of days: 30 # of days: 5 # of days: 20 # of days: 10 

Yes 
Yes 

# of days: 10 # of days: 20 

   No 

No 

# of days: 10 # of days: 10 # of days:15 # of days: 1 # of days: 15 
# of days: 10 # of days: 20 # of days: 5 # of days: 5 # of days: 2 

Accepted Accepted No 

Research 
data 

calculation 
Plan testing Test as required Identify problems
 

Determine condition
 

Determine industry 
or other standards 

for problems 

Project is delayed 
Problem 
condition 

identification 

Brain storm 
solution 

Compare condition 
to standards and 

regulation 
Modeling Recommende 

d upgrades Draft report Team reviews 
report 

Report will 
either be 

accepted or 
rejected 

Report O&M DD 
for review O&M DD review 

Report will 
either be 

accepted or 
rejected 

Final report Update MP? Facility master plan 

Rejected 
# of days: 55 

Rejected # of days: 30 

# of days: 2 Yes 

Facility master plan 



Planning Report Master plan input Muni PlanningProcess Begins Pre-design report 
Modeling Planning Planning begins 

process begins automatically with 1# of Days: begins. Capacity of all data collection 
trunks & condition 
assessment for all Review Flow 

trunks andMaintenance & Monitoring, Open a project & manholes. operations 2 Criticality Report, get a CIP#
 
records, Trunk Trunk Sewer 
4
 

sewer metering, & Capacity report, 
 # of Days: # of Days: 3
 
Physical 3 wet weather 6-10 
# of Days:
 

Characteristics of 
 list, Condition Prioritize trunksYes # of Days: # of Days: 5 Assessment based on capacity 
Report, & Master evaluation & 

the pipelines 

Conduct Site visit Prepare drawings plan condition 
Prepare cost assessment Send CCTV # of Days: 10 

CCTV accesses estimatesinspection tasks to Combine CCTV 

Sewer mains & 
 Modeling inspection & # of Days: # of Days: 2 # of Days: 10 
Sewer manhole Modeling results Select/prioritize Review planning Request for a data & Prioritizes Trunk Sewer Project Produce a report & specific environmental projects 

# of Days: [EPM Sr Eng’r] master plan# of Days: Trunk Sewer report opportunities & Complete text of 
# of Days: Condition constraint report 

# of Days: 3 assesment analysis, Geotech 
# of Days: reports for Trunk 

Place highest Conduct CCTV # of Days: 3 Sewer & site topo 
Is the item High # of Days: 10 survey priority on Assessment Retrieve Trunk Frequency Maintenance Review Modeling Yes conducting Conduct  Sewer AS-Buillt # of Days: 40 Site (HFMS) & 40 Study & Trunk Retrieve Trunk inspection on drawings & years? Site visit. Sewer Condition Sewer additional # of Days: Complete these sites. Electric cable & Assessment AS-built drawings draft of telephone utility & electric cable # of Days: # of Days: 2 drawings report # of Days: 5 

# of Days: and telephone No # of Days: 2 
Does the site # of Days: 3 utility drawings 
require more Incorporate 

Place second inspection? # of Days: 15 Draft comments and Distribute 
Is the item a priority on review complete final final report # of Days: 10 

report High Frequency Yes conducting # of Days: Request 
Maintenance Site inspection on No Environmental Site Verify Geotech Prepare drawings these sites. # of Days: 5 # of Days: 15 assessment & Reports. 

# of Days: 5 estimates End of Pre-Design # of Days: # of Days: 
report Does the site Send work 

# of Days: 15 No require rehabilitation, distribution to # of Days: 20 
replacement or Point Yes E&PM/WSD or 


repair? WWCD. 
 Begin Council Review Place third priority Policy for information about Is the site older on conducting # of Days:Yes Distribution of Prepare Cost Complete Text of Redirection of the impact date & Prioritize the # of Days: than 40 years? inspection on work fro\m CCTV Estimates report. Flow WWC priority list projectsthese sites. No 

Gather existing sewer & 

No # of Days:
 

# of Days: 
# of Days: # of Days: 5 # of Days: 10 canyon data (EMTS, EPM, # of Days: # of Days: 

Does the site ECP)Send project to require Yes Assess maintenance access ROF & Cost  Community Complete WWCD. Complete maintenance? need EMTS, EPM) Benefit input meeting Report draft of report. Is the site a Place fourth Canyon walk through (EMP, AnalysisSend the project  special need (i.e., priority on Is the site Trunk # of Days: ECP, EPR, P&R, EMTS) Yes to Trunk Sewers spill, damage, Yes conducting No Sewer (>15"ø)? Identify canyon access # of Days: 5 # of Days:# of Days: & interceptors # of Days: # of Days: 30 # of Days: 45 # of Days: 22 location pre- inspection on # of Days: 90 (EPM, ECP, EPR, P&R, 

project)? these sites.
 EMTS)

No action EPM & WWC # of Days: # of Days:# of Days: No review report Conduct 
# of Days: SCR & 

Is partial Is total receive Leave in Is the site small # of Days: 15 redirection No redirection No Yes approval place?
Send to E&PM Does the site mains (<15"ø)? required required? fromDSDChoose best for project Yes require = task alternative. [EPM/ # of Days: 12 # of Days: 38 # of Days: 5 # of Days: 11 assignment replacement? # of Days: WWC Sr. Eng’r] Yes Yes End of Council # of Days: Yes
 

Complete proects # of Days:
 
= Decision point Send to Policy process 

Maintenance at No # of Days: 5 Modeling & WWCD. Modeling = Data Send to Small SCR
Cpmplete & Send to WSD for Mains.  

# of Days: Distribute finalDoes the site planning, = Process start # of Days: # of Days: 60 # of Days: report Yes require or finish predesign, & 240 rehabilitation? # of Days: project assignment No
 
= process break
 # of Days: # of Days: 



1 Collect data: Muni Planning - Modeling Planning SANGIS, 
SANDAG, As-

Trunk Sewer 
Model? Yes 

Collect data: 
SANGIS, 

SANDAG, As-
Builts, metering, 

PAs, etc 

# of Days: 15 

Build/run a 
system wide 
model (dry & 

wet conditions) 

# of Days: 10 

Model 
calibration& 
Verification 

# of Days: 20 

Evaluate 
capacity 

# of Days: 5 

Prioritization of 
trunk sewer 

criticality 

# of Days: 4 

Prepare 
Capacity 
Report 

# of Days: 5 

Identify trunk 
sewer for futher 

trunk specific 
model study 

# of Days: 1 

builts, metering, 
New development 
projects, Proposed 
CIP projects/group 

jobs, Existing 
operation issues, 
other agencies, 

etc. 

Conduct walk 

Build/run a 
system wide 
model (dry & 

wet conditions) 

Model 
calibration& 
Verification 

Evaluate 
capacity 

Is there a 
capacity 
problem? # of Days: 1 

# of Days: 15 

# of Days: 1 # of Days: 10 # of Days: 15 # of Days: 5 

Combine 
CCTV & 

inspection 
model results 

Yes 

# of Days: 1 

No 

Provide 
recommendation 

to deal with 
capacity & 

condition problem 

No 

# of Days: 6 

Present to 
Planning 

Committee # of Days: 1 

Prepare a 
modeling 

study 
# of Days: 5 

Small Main 
Model 

2 

Collect data: 
SANGIS, 

SANDAG, As-
builts, CCTV 
tasks, etc. 

# of Days:15 

Identify model 
tributary basins for 

CCTV tasks 

# of Days: 6 

Build/run a 
system wide 
model (dry & 

wet conditions) 

# of Days: 8 

Model 
calibration& 
Verification 

# of Days: 6 

3 

Prepare capacity 
report 

# of Days: 5 

4 



 

  

 

 

 

 

 

 

 

  

 
 

 

  

 
 

  
 

 

 
 

 

  
 

  

 
 

 
 

 

 

 
 

 
 

 

 
 

 

 

 
 

 
 

 

  

 

Incident 
Yes 

No 

Yes 

Supervisor signs 
and forwards to 

Safety & Training 
(S&T) 

Pattern of 
Repetition? 

S&T conducts 
investigation, based 

on results 

Yes 

No 

S&T is notified of 
the accident 

No further action – file retained 
for 5yrs. (chemical/sewage 

exposures retained for 30yrs. 
past victim’s date of retirement) 

Is Doctor 
needed/seen? 

Is there an 
injury 

Submit to S&T for immediate 
investigation - w/n 24hrs. 
(imminent threat requires 
immediate response), currently 
S&T rarely contacted 

Minor Accident 
1st day of accident 
No lost time 
No restrictions, as determined by doctor 
Injury treatable through first-aid 
S&T does not need to be contacted 
directly (i.e., via phone or email) 

Near-Miss 
Possible/Potential 
Damage to property 
and/or potential for 
serious injury 

Yes 

No 

Employee fill out top portion of 
Report of Minor Injury Form (RM-
1568), which is an internal form for 
MWWD. 
Supervisor completes the bottom 
portion – signs and notifying need 
for change/improvement 
Should be completed in 24hrs. but 
can take 2-9 mos. 

Supervisor fill out MWWD 
Supervisor’s Incident/Near-

miss Notification Form, which is 
an internal form for MWWD. 

Safety not contacted 
but should be 

Concerned EE/ 
Supervisor may 
call 
OSHA may be 
contacted and 
then contact S&T 
An accident 
investigation 
commences 

S&T proposes 
some action 

Employee notifies 
Supervisor of the 

incident 

Accident Investigation Form 
Completed by Safety Rep. 
Interview injured employee (face-to-face) 
Answers who, what, when, where, why? 
Witnesses make statement 
EE makes statement 
Actions may be recommended to prevent 
future accidents 

Complete 
Accident 

Investigation 
Form S&T recommends some 

action to resolve/eliminate 
issue 

S&T enters data into 
spreadsheet and attempts 

visual recognition of data to 
detect repetitive pattern 
(occurs monthly and as 

needed, entered by 
Occupational Health & Safety 

Officer) 

Is medical 
treatment 
required? 

Employee’s supervisor completes 
the Employees Claim for Workers’ 
Compensation Benefits (RM-1642) 

& Medical Status Report for 
Occupational Injury or Illness 

(RM-1634) 

Call Center 
contacted by 
Employee’s 
Supervisor 

Yes 

No 

Safety Rep. 
reports to scene to 

investigate 

Complete Accident 
Investigation Form 

Safety Officer & 
Safety Mgr. 

reviews form 

Does Safety Mgr. 
recommend 
discipline? 

Form and process 
complete 

Accident Investigation 
Form goes to injured 

Employee’s Supervisor 
(cc. Plant Supervisor), 

who decides if discipline 
should take place 

Safety Reps. follow-up 
to verify if changes/ 
improvements have 

been made 

Injury Review 
Committee 

reviews the case/ 
incident 

Discipline EE if they are found 
fraudulent of safety protocol, or 

discipline Supervisor if the EE hasn’t 
been discipline or safety issue hasn’t 

been resolved 

Recordable Injury 
Medical 
treatment is 
provided (e.g., 
stitches) 

No 

Minor Accident 

Employee’s 
Supervisor signs 

Accident 
Investigation Form 

Employee’s 
Supervisor signs 

Accident 
Investigation Form 

Safety Mgr. sends 
memo w/ Accident 
Investigation Form 

to injured EE’s 
Supervisor 

Supervisor responds to 
Safety Mgr. regarding 

discipline and/or facility 
improvement to alleviate 

future incidents 

Submit forms to 
Light Duty 

Coordinator (LDC) 

LDC forwards forms onto 
Payroll 
1. Payroll gets respective DD 
to sign forms 
2. Forms are then forwarded 
onto S&T and Risk 
Management – entire 
process take 4-6 wks. 

Form completion 
process compete 

- Procurement Sensitive -

S&T As-Is Accident Investigation
 

Not currently 

a formal
 

step in the 

process
 



Proc
ure

men
t S

en
sit

ive

- Draft -- Draft -
City/MWWD Hiring Process City/MWWD Hiring Process 

Hiring Dept.  
Identifies Vacancy 

(Authorization) 
(ACOOM) 

Personnel Personnel 
Yes Yes Process NoNo Dept. grants Yes determines if NoNo questions if a Yes


terminated approval? classification study should be 

exist? conducted?
 

No
Yes NoYes
Department 
submits PC1 

Yes Dept. submits Yes

Request for 

Certification to 
Personnel (Form #) Personnel 

analyzes/
 
recommends
 

Personnel liaison 
reviews Request Does eligible Appeal process 

for Cert. for list exist w/ YesYes No begins within Dept. 
correctness and Personnel? NoPersonnel agrees layoff holds 

that position should 
be classified? 

Yes No Yes NoYes No Yes Appeal No Possible CSC 
successful? appeal 

Department contacts Personnel Approves/ 
Rehabilitation Forward to 
Coordinator Certification Officer 

No Does Dept. YesNo Yes
need 


Yes Rehabilitation No
 recruitment?
 
Department meets with Yes No
 Personnel Personnel Hold by Risk Exam request employee DD of Exam Mgmt. conducts conducts Personnel creates/ Mgmt.? created by 

assigns exam and background interviews with updates job Personnel 
testing staff research (review Dept. SMEs to analysis 

exam history) define positions 
Employee placed Certification is Released 

YesNo further action Yes by Risk Mgmt. No (Open, Transfer, or No
required Rehab Promotion) by Personnel creates/ 

Coordinator? Personnel Scoring/ updates MQs/ promulgation by screening tools Personnel (Bulletin, app, 
tests) 

Dept. begins No NoTransfer? Promotion? No No Personnel prints/ interview Personnel (Dept.) (Personnel) publishes and processes conducts Final review by Personnel reviews distributes bulletin 
client department screening tests application and app. (initiate Yes Yes (written, and EMDD Yes recruitment) Yes

performance, intv.)
 
Personnel notified 


Department screens eligible employee of Department screens 

list interview opportunity by list/ Applications
 

Personnel Department
 

A B C 

Draft Document 



 

 

   

   

 

Contact 
Certification Officer 

Verify Eligibility 

  

  

  
 

 
  

 

 

 

 

 

 

 

 

 

 

 

Proc
ure

men
t S

en
sit

ive

Department required to 
interview all interested 

candidates 

Personnel’s contact 
person/Certification 

Officer verifies 
eligibility 

Personnel extends 
tentative offer to 

candidate 

Candidate clears – 
Personnel notifies 

Department 

Dept. makes formal/ 
final offer 

Follows AAIT/Reference check – 
Interview validation 

Outstation support (review/ 
develop AAIP) 

1. Review resumes   
 and applications 

2. Notify candidates 
3. Prepare interview 

 materials 
4. Conduct interviews/references 
checks 

Personnel’s 
Certification Officer 

verifies eligibility 

Personnel extends 
tentative offer to 

candidate 

Dept. makes formal/ 
final offer 

Candidate clears – 
Personnel notifies 

Department 

Is medical 
clearance verified 

by Personnel? 

Yes 

No 

Start date 
confirmed? 

Yes 

No 

Is medical 
clearance verified 

by Personnel? 

Yes 

Follows AAIT/Reference check – 
Interview validation 

Outstation support (review/ 
develop AAIP) 

1. Review resumes   
  and applications 

2. Notify candidates 
3. Prepare interview
  materials 

4. Conduct interviews/references 
checks 

No 

Proceed to 
medical/ 

background 
clearance 
processes 

Personnel discusses 
concerns with hiring 

department 

Hiring 
department 
approves? 

Yes 

No 

Candidate is notified of 
decision by hiring 

department 

Negotiate start date/ 
payroll process initiated 

by Dept. 

Personnel Dept. 
discusses concerns 

with hiring 
department 

Hiring 
department 
approves? 

Yes 

No 

Candidate is notified of 
decision by hiring 

department 

A 

Follows AAIT/Reference check – 
Interview validation 

Outstation support (review/ 
develop AAIP) 

1. Review resumes  
    and applications 
2. Notify candidates 
3. Prepare interview 
    materials 
4. Conduct interviews/references 
checks 

Personnel extends 
tentative offer to 

candidate 

B 

C 

Candidate clears – 
Personnel notifies 

Department 

Dept. makes formal/ 
final offer made 

Is Medical/ 
background 

clearance verified by 
Personnel? 

Yes 

Personnel Dept. 
discusses concerns 

with hiring department 

Start date 
confirmed? 

Yes 

No 
Hiring 

department 
approves? 

Yes 

No 
Payroll process 

initiated Candidate is notified 
of decision 

Pass conviction 
record review? 

Process terminated 

Yes 

No 

No 

Personnel’s contact 
person/Certification 

Officer verifies 
eligibility 

Payroll process 
initiated 

Draft Document 



  

 

 
 

 

 

 

  
 

 

 
 

 
 

 
 

 

  
 

 

 

 

 
 

 

 

  
 

 

 

 

 

 

 
 

 
 

 

 

 
 

  

 

 

 
 

 

 

 
 

 

 

 
 

 
 

 

 
 

 

  
 

 

  

 
 

 

 

 
 

 

 

 

 
 

 
 

 

 

 

 

START Assign project manager 
to project 

Project manager develop 
scope of work and finalize 
RFP (in consultation with 

MWWD contracts and 
financial) 

When project manager has 
design boiler plate he/she 

works with MWWD contracts 
specialist to complete all 
contract documents, and 
include all project specific 
elements to achieve 100% 

Camera Ready (CR) 

When EPM, MWWD and 
contract specialist agree 
that the documents are P&C would advertise MWWD director make 

camera ready, the contract through final selection of design 
document will be selection process consultant 

submitted to P&C for their 
review 

Project manager 
prepares appropriate 

action (1544 or 1472) to 
authorize the design 

contract and submits it 
to the analyst 

Project manager notifies 
Purchasing & Contracts 
(P&C) about project and 
request RFP boiler plate 
Project manager also 
notifies MWWD contracts 
staff to let them know 
that a project is coming 

Analyst reviews action 
and provides financial 
portion of information, 
then submits it to fiscal 

section of S&C for 
routing 

Routing continues 
upward to either the 

mayor or City Council to 
make approval 

Who makes 
approval? If action is 1544 

P&C provides RFP 
boilerplate to project 

manager 

Project manager will 
discuss with contractor 

and resubmit until 
invoice gets approved 

P&C will follow-through 
with the  award which 

includes Notice to 
Proceed (NTP) 

If action is 1472 

START 

Accounts Payable (AP) 
submits purchase 

requisition to create 
purchase order 

Project manager 
receives invoice and 
evaluator submits to 

senior project manager 

Can invoice be 
approved? 

Invoice goes to contract 
specialist Close Purchase Order STOP 

P&C will send 
completed contract 

back to the host 
department project 

manager and contract 
specialist 

Project manager, and 
contract specialist review 
and approve invoice and 

send it back to AP 

STOP 

AP processes invoice 
for payment 

Project administration Project manager, Project manager and 
will continue in a contract manager, and Contract specialist contract specialist will 

cyclical process until it budget analyst process consultant continue working on the 
gets to the contract reconcile the contract to release forms document until it is 

close-out stage the Purchase Order camera ready 

START 

Who should 
make approval 

Assign project manager 
to project 

Project manager notifies 
Purchasing & Contracts 
(P&C) about project and 
request construction 
boiler plate 
Project manager also 
notifies MWWD contracts 
staff to let them know that 
a project is coming 

P&C provides construction 
boilerplate to project 

manager 

Project manager develop 
specifications and finalize 

invitation for bids (in 
consultation with MWWD 
contracts and financial) 

When project manager has 
construction boiler plate he/she 

works with MWWD contracts 
specialist to complete all 
contract documents, and 
include all project specific 
elements to achieve 100% 

Camera Ready (CR) 

Is the document 
camera ready? 

When EPM, MWWD 
and contract specialist PM and analyst Analyst reviews 

agree that the prepare appropriate action and provides 
documents are camera action (1472 or financial portion of 
ready, the document PA700) to authorize information then 
will be submitted to advertising for bid submits for routing 
P&C for their review 

If action is 1544 or
 
PA700
 

P&C will determine 
apparent low bidder STOP 

Action is 1472 

P&C will conduct a 
pre-bid meeting, 

which will be followed 
by a bid opening 

Project manager and 
budget analyst prepare 

appropriate action 
(1544 or PA700) to 

authorize the 
construction contract P&C would advertise 

contract through various 
publications 

Analyst reviews action 
and provides financial 
portion of information, 
then submits it to fiscal 

section of S&C for 
routing 

Mayor approves award 
using either action 

1544 or PA700 

P&C will follow-through 
with the  award which 

includes Notice to 
Proceed (NTP) 

P&C will send completed 
contract back to the host 

department project 
manager and contract 

specialist 

S&C Contracts Process External Consultant Design # of days: 5 # of days: 1 # of days: 75 # of days: 3
 = task Process 

= Decision 
point 

= Process 
start or 
finish # of days: 1
 # of days: 3 # of days: 2
 # of days: 30
 

**Other activities included in the **Other activities included in 
Construction process: the External Design process: 

# of days: 1
 

No
# of days: 30 # of days: 5 

# of days: 2 

Contract interpretation 
Amendments 

# of days: 1 

Mayor 
Sub-consultant changes Sub-consultant changes 
Contract interpretation 
Field orders 

Change orders Task authorizations 

# of days: 3
 

# of days: 1
 # of days: 45
 City 
Council 

# of days: 2
 
NoPost-Award # of days: 30
 # of days: 2 # of days: 3
 Construction Process 

Yes 

# of days: 7
 # of days: 5
 

Pre-Award # of days: 1
 
Construction Process # of days: 1
 # of days: 1
 # of days: 3 # of days: 10
 

Yes 

# of days: 1
 # of days: 
# of days: 10
 # of days: 5
 28
 

Mayor 

# of days: 
City 

Council 

# of days: 28 # of days: 45 # of days: 45
 # of days: 2
 # of days: 10
 

# of days: 1 NOTE: Timelines are averages and would vary depending on the situation # of days: 5
 

70 



 

 

 

  

 
 

 

 
 

 

 

 

  
 

  
 

 

 

  

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 

  

  

 

 
 

  
 

 

 

 
 

  
 

 

 
 

 

 

 

  

  

 

 

All incoming hard copy 
mail (eg. Post office, 
FedEx) goes into the 

wire basket 

Should 
document be 
controlled? 

Do we have 
barcode? 

Barcode & daily 
number is inserted 

onto  document 

Copy and distribute 
to addressee and 

carbon copy anyone 
else on the list 

Is document from 
the Director? 

(Scott Tulloch) 

= task 
S&C Records Management Support 

Services Process = Decision point 

External Mail # of days: 1 # of days: 
= Process 

start or finish 
Yes Yes Yes 

START Original is sent to 
scanning 

Documents and 
distribution sheets are 

scanned and the image 
is verified 

# of days: # of days: 
# of days: 1 # of days: 

No # of days: 1 # of days: 1 
No# of days: 1 # of days: No 

# of days: 1/2 
# of days: 1 

Document is released 
into the system 

Mail goes directly to the 
addressee mailbox 

Research for unidentifiable 
document. Records 

management administrator 
will inquired with addressee 

to determine if invoicing 
document require new 

project or sup-project label 

Validate (profile) the 
document content and 

verify 
Create new sub-project 

label 

Copy is sent to 
scanning 

Document goes through a 
re-verification process daily, 
where the document content 
is reviewed and verification 
of all barcode numbers are 

accounted for in 
documentation 

STOP 

Image is sent to OCR the 
computer software which 

creates OCR text file 

Document is filed 

START 

In-house 
Generated Mail 

# of days: 1 # of days: 1 

Control 

Non-Control 

Documents: 
Agency contracts 
Letters 
Invoices 
Memos 
MOU’s 

Agency contract would 
specify if document is 

an emergency 

Document goes to 
Records Management 

Unit (RMU) for an 
emergency barcode STOP 

STOP 

Grants 
EPM 
Services & 
Contracts 

EPM project manager/ 
analyst/other 

administrators, self 
generates documents 

Is the document 
control or non-

control? 

# of days: 1 

# of days: 2 

# of days: depends on the scope of the request 

RMU assigns 
barcode 

RMU makes a copy  of 
the document and gives 

original to Agency 
contract 

Agency contract handle 
complete distribution and 

mail out document 

Project manager creates 
transmittal letter which 

would transmit document 
and carbon copy all 

others to notify 

Project manager 
creates transmittal letter 

which would transmit 
document and carbon 

copy all others to notify 

Project manager will 
send the document and 
keep a copy to file for 

record 

STOP 

Request for information 
via subpoena served on 

MWWD 

City Attorney provides 
subpoena to department 

head and records 
manager, and request 

copies of pertinent 
documents 

RMU staff search for 
records in document 

database 

Document Retrieval 

START 

Employee or public 
would request copy of a 

document stored in 
records by completing a 
search form for RMU 

RMU staff will search the 
system to find the 

document 

Can document be 
found? 

Yes Yes A copy of the document 
is printed or sent via 

email to the requestor 
STOP Can documents 

be found? 

Records manager 
provides City Attorney 

with all documents (hard 
coy or CD disc) 

STOP 

No No 

NOTE: # of days are estimates and would vary depending on the situation 

RMU staff will request 
additional information 

from the requestor and 
conduct additional 

search 

If document cannot be 
found RMU staff will 

contact requestor and 
close off search 

STOP Records manager 
informs City Attorney 



Operating Budgeting Process: Procurement Sensitive

Requirements and 
“Wish List” 
Gathering 

Begin 

Update Inventory 
(PC, Vehicle, etc.) 

June 

Analyze Last 
Year’s Budget 


(Baseline)
 

Meet with 

Stakeholders/
 
Gather Inputs 

September 

Inputs:  Wish List 
& Non-

Discretionary 
September 

No 

Wishes within 
P4P; B2G?
 

Yes 

Await Instructions: 

Call Memo; 


Budget 

Preparation 


Manual; SVC 
Memo
 

A
 

  Call Memo, 

Internal Deadlines 


& Analysis

A 

FM Call 
Memo 

Budget Prep 
Manual
 

SVC Internal 

Deadline 


Memo
 

Review 
Instructions 

Meet with 

Stakeholders to 


finalize draft
 

Complete FM 

Forms
 

Deputy Director 

Review/Revise/
 

Approval
 

No 

Division 
Approval? 

Yes 

Division Budget to 

Services & Contracts
 

By September 30 

B 

Services & 
Contracts Review 
and Preparation

B
 

Consolidate 

Division Forms 


October 1 

QC- Check for 

Consistency
 

Within Rate 
Case?
 

No
 

Yes 

Within 

Revenue 


Projection?
 
No 

Yes 

Draft Department 

Budget
 

By October 31 

C 

Executive Review, 

Approval and 


Submission to FM
 

C 

Director/Assistant 
Director Review/ 
Revise/Approval 

November 1 

Approve? 
No 

Yes 

Make Adjustments 

to the Base 


Budget (ABB)
 

Deputy Chief 

Review/Approval
 

No 

Approved? 

Yes 

Authorize Services 
and Contracts to 


Issue Budget 

Change Requests 

(BCR)
 

Final Department 

Budget Draft 


Submitted to FM
 
By December 31 

End 



Rate Case Process  -Draft Procurement Sensitive 

CIP 

Start
 

Receive Year-End 

Stmts from 

Auditors in 

January 

SVC/EPM 10 year 
Appropriations
 

Use MB & FS 

projections from 

EPM From Prior 


September
 

MGT Meetings to discuss 

CIP Projections in 

February 

MGT Finalize 
projections in 

February 

SVC Updates 10-Yr 
Appropriation in 

February 

SVC Breakdown 
COMNET and 

Construction Projections  
and send to EPM in 

February 

EPM Creates WIP 
February- Apr 30 

No 
WIP 


Review 
OK?
 

Yes 

Forward WIP to 

SVC
 

SVC: Develop 3 and 10 

Yr Cash Schedule in 

February 

A 

CIP 

A 

SVC: Create Grant 

Schedule February-


March 31 


Receive ECP/WSD cash 
flow projection in 
Standard Format
 

SVC: Compile MB & FS 
Projections 


February- March 
31 

Agency Contracts Rec Metro 
CIP Info for PA Allocation 

February- March 31 

SVC: Create 3-Year 
Funding Source Schedule 

February- March 31 

SVC: Create 2-Year Draw 
Down Schedule 

February- March 31 

Auditor: Provides 

Fund Balance
 

 Update AB 1600 

February- March 

31 

Submit Data to 

Consultant  


February- March 
31 

Consultant: 

Generate Rates 


April 

Rate 

Increase?
 

No
Yes 

MGT Revision 
May1-May 31 

O&M Metro 

Start on 

February 1
 

Request MB & FS 
projections from 


EPM
 

Create Strength 
Based 


spreadsheets
 

Receive CIP and 

Debt Schedule/
 
Incorporate into 


budget files
 

Receive O&M 

Budget
 

Allocate O&M 
Budget to each 


Agency
 

Allocation to 

Agencies
 

Send Allocation 

data to Consultant
 

February- Apr 

End on February 
28 

O&M Muni 

Start on 

February 1
 

Obtain O&M 

budget: Pump 

Stations
 

Obtain agency 

flow data
 

Obtain Muni CIP 

projections from 


EPM
 

Obtain O&M pump 

station flow by 

facility/agency
 

Create Muni 

Transportation 


Revenue 

Projection
 

Create O&M 

Revenue 

Projection
 

Create Navy/
 
Marines Revenue 


Projection
 

Create Prisons 

Revenue 

Projection
 

Create CIP 

Revenue 


projection: CIP & 

Agency
 

Submit Projections 

to CIP (Estella/
 

Orrie)
 

End on February 
28 

End by 
August 31 



DRAFT 
See Work Order O & M Backlog Process Mapping
Process Mapping 

POINT LOMA 

Daily & weekly 
review of  PM and 

backlog 
No 

Backlog Critical to get it 
fix inmediately? 

Yes 

Scheduling 

LOTO 

SOUTH BAY 

Placed in backlog 
Discussed with 

OPS & Maint for 
priority 

W/O prioritized 
and scheduled 

Initial assessment 
done by techs 

Parts 
available? 

Parts ordered 
Work Order placed 
in parts shortage 

or waiting for parts 

Placed in backlog 
Priorities review 
WO changed to 

reflect plant needs 

Ready for 
scheduling no 
parts needed 

Work completed 

MBC 

Identify work
 
Prioritize
 

Place in categories
 

In planning.  
Needs parts or 

equipment 

Schedule work for 
future week as 
time permits 

Parts or equipment 
waiting 



DRAFT 
Please see O & M Backlog Process Mapping
Work Order 

Mapping 
Process NORTH CITY 

Ready for Progressing Parts Shortage scheduling 

Sr. Staff Meeting 
to Prioritize 

Ready for Progressing scheduling Gather more data/ Parts shortage Labor & Parts work/additional Attach priority 

Parts on order/MR/ Ready for POscheduling 

Coordinator/ Priority vendor 

Set date Priority 

Labor resources 



DRAFT
 
O & M EMPAC
 

DATABASE PM NEW/MODIFY
 

Req from facility 
Analytical request  
Change Request 

Work Order 
Email 

No 

Feasible to do 
PM? Let it run to fail 

Yes 

Asset # 
Create file # 

PM Description 
Shutdown -y-n 

Craft, Crew, Personnel + 
Hours 

Complete for step text 
any parts & auto 

generate 

Schedule 
New Schedule 

Change Schedule 
Change form 

Work Order/Email 

Yes SIR on hand? 
Go to Sir on 
Correctives 

Asset# File #Crew, Craft, 
Shift, Schedule type, 
frequency, base date, 
next due, evaluates 

schedule 

Auto generate 
Parts on hand-
corrective parts 

Yes 

Complete rebuild 
W/H takes to 

Facility 
Warehouse 

Work order gets 
worked on 

Go to PM Work 
Order Process 

No 

Email to WHS. Go to wrong parts 
NO Mgr process 

Feasible to Item Scrapped via 
rebuild? rebuild W.O. 

Warehouse orders 
from vendor 

yes 

ID replacement 
parts 

Email to facility When received from repair shop Stock exists in facility creates stock# not in EMPAC stock set up. Go to system-facility stock set up in needs to order 



DRAFT
 
DATABASE
 

NEW/CHANGE ASSET O & M
 

Notify Planning via 
Change Req Form
 

Work Order
 
Email
 

Is it an asset? 

ID Asset # 
Key word qualifier
 

Aux fields 
according to asset 


Management
 

Asset Description
 
GL code
 

Location & Area
 
Criticality
 

Parent Asset
 
Manufacturer’s Model & 

Serial #
 
Bill of Material
 
PM Procedure
 

Initial costs
 
Date Service
 
Useful Life
 

Become a stock Meet criteria Reject as asset item on the bom of asset devmnt? a parent asset 

Stock set up O & M Manual process 




