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	PURPOSE

This procedure is established to provide a uniform process for processing contracts and service agreements with Pacific Gas & Electric (PG&E), San Jose Water Company and other utility companies.

SCOPE
All contracts and service agreements with utility companies for the provision of services and/or installation of required facilities within the City.

DELEGATION OF AUTHORITY

The authority to approve agreements with utility companies is authorized by ordinance to the Director of Public Works in an amount not to exceed $100,000.  The Director has determined that it is in the best interest of the City of San Jose to further delegate the Director's authority to approve utility agreements as follows:

1.
Deputy Directors of Public Works: Deputy Directors have the same authority to sign service orders as the Director of Public Works.

2.
Division Managers: Division Managers may approve individual utility agreements of not more than twenty thousand dollars ($20,000); and 

3.
Section Managers: Section Managers may approve individual utility agreements of not more than five thousand dollars ($5,000).  



	PROCEDURE
	
	

	Responsibility
	
	Action

	Project Manager
	1.
	Initiate process with utility company for installation of required facilities by submitting appropriate application form (refer to the Forms on the PW Intranet, keywords Utility, etc.).  Coordinate with mechanical/electrical staff for review and acceptable conditions.

	
	2.
	Receive correspondence and original agreement from utility company along with instructions regarding signature, payment if required, and return of agreement.


	
	3.
	Prepare utility agreement “package” in the following order (refer to the Forms on the PW Intranet):
a.
Goldenrod -ensure your mail location, division, and phone number are included,

b.
Utility Agreement Transmittal (this is the cover memo),
c.
Original agreement,
d.
Request for Payment memo to fiscal if required.  If no payment required, skip to #5.

Forward agreement package to your Division Analyst for verification of funding.

	Division Analyst
	4.
	Verify adequate funding, sign goldenrod and forward to Section Manager.

	Section  Manager

($5,000
	5.
	Sign the goldenrod.

Sign the agreement only if the dollar amount is ($5,000 and skip to step #12.

Forward to Administration Secretary.

If agreement dollar amount is more than $5,000 forward package to Division Manager.



	Division Manager

($20,000
	6.
	Sign the goldenrod.

Sign the agreement only if the dollar amount is ($20,000.

Forward to Administration Secretary.

	Administration Secretary
	7.
	Receive packet.  Process and log agreement in your Contract Tracking Log (CTL).

If the agreement is for ($20,000 and has already been signed, mark N/A on approval lines for Admin. Division & Deputy Director on the goldenrod.  Skip to step 12.

If the agreement has not been signed and is ($100,000 forward to the Admin Division Analyst for budget  approval.


	Administration Division
	8.
	Verify funding and sign goldenrod.  Return agreement packet to Administration Secretary.

	Administration Secretary
	9.
	Update log and forward agreement packet to Deputy/Director for approval and signature.

	Deputy/Director

($100,000
	10.
	Sign goldenrod, memo, and agreement.

Forward agreement packet to Administration Secretary.

	Administration Secretary
	11.
	Update log and scan goldenrod, memo, and agreement into document control system.  Forward agreement packet to Contract Administration.

	Contract Administration
	12.
	Log in CTL.  If check request memo included, initial and forward with copy of packet to fiscal for check processing.  Make copy of agreement packet and forward originals to project manager for delivery to utility company for execution.

If no check needed, forward agreement packet to project manager for delivery to utility company, step #15b.

	Fiscal
	13.
	Process for payment, forward copy of signed memo and agreement to Finance for check preparation.  Once check is dispensed, retrieves and contacts project manager for pick up.

	Project Manager
	14.

	a.
Make arrangement to retrieve check from fiscal.
b.
Deliver agreement packet and check to utility company for execution.

	Utility Company
	15.
	Signs the agreement and forwards a fully executed agreement to the Project Manager.

	Project Manager
	16.
	Receives fully executed agreement.  Retains copy for project file and forwards original to Contract Administration.

	Contract Administration
	17.
	Receive agreement, log complete in CTL.  Forward original to City Clerk.  If check was dispensed, also forward a copy to fiscal.



	Fiscal
	18.
	File copy with project file.  Provide a copy of the fully executed agreement to Finance.
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