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Program Overview 


$in OOOs 
PYs PS OE$ TotaJ PS/OE 

293.6 $31,271,686 $88,872,072 $120,143,758 

The Legal Division is afull-service litigation, transactional, and house coooscllaw office 
with statewide responsibility for the Deparunent of Transportation. By statute, the 
Department .is self-represented. The Legal Division is divided into "four offices: Sacramento, 
San Francisco, Los Angeles and San Diego. 

The Chief Counsel manages the Legal Division and reports directly to rhe Director. The 
Legal Division staff includes.283 employees, including approximately 140 staff attorneys. In 
addition, there is 24 staff in the District claims offices. Approximately 90 percent of the 
Legal Division's work is litigation related. The base budget for the Legal :Division is $120 
million, which includes approximately $68 million set aside in the Tort Fund for payment of 
tort lawsuits and government claims. 

Major activities 

TheLegal Division's primary roles are to protect the Department's resources by providing 
expert representation in litigation and provide prompt, efficient, and reliable legal services for 
management andst.afL The Legal Division handles all of tlle Department's general and · 
specialized legal needs and representation. This includes 1) furnishing litigation and 
attendant legal support services in such areas of the law as public liability, construction 
claims, contracts, eminent domain, inverse condemnation, proCurement, environmental law, 
aeronautics, mass transportation, employment law, outdoor advertising, aeronautics, mass 
transit, arid administrative law actions; 2) providing legal advice to prevent lawsuits and to 
strengthen risk management activities; 3) preparing legal opin.ions and conducting research 
on legal questions; 4) reviewing legislative proposals; 5) handling government claims and 
other claims filed again.st the Department; 6) supporting regulatory activity; and 7) providing 
counsel on administrative law issues, including persorlllel and Public Record Act and 
Political Reform Act compliance. 

The Legal Division is currently handling approximately 2,000 cases and claims. The single 
largest area of litigation js tort defense actions involving dangerous condition of public 
property. These cases principally involve personal injury.and wrongful death and are 
generally concerned with the design, construction, maintenance, and/or operation of the State 
Highway System. The Legal Division typically resolves some 300 tort cases each year and is 
successful in over 90 percent of these cases, most of which result in defense verdicts or 
j~dgments wit,h no payout. Over the last five years, annual payouts have ranged.from $35 

. million to $65 miHion. 

http:Department.is
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· pepartment of Transportation 


Operating Expense and Equipment 

General Expense $5,197,540 

Travel-in-State $405,400 

Training $65,000 

Consultant ~ Professional Serviees - Project 
· (Services- Consultant and .Professional Services  $9,000,000 

related to Pro)ec1 Delivery I.e. Expert Witness ) 

,!Consultant- Professional Services External- . 
(Expert. Witness, Jury, Recording, Reporter Fees 

$6,009,3.~1
and Expenses, Services of Documents, and Copy 

Services Feesl 


Tort Payments 

Equipment Service Center $1M:;332 

: 


Total 

\ 



Legal .Division 

; 
Department of Transportation 

.. Workload Matrix 
Tasl< Description Workload Number of Total PYs {1758 BCP & FL & cross- Posfttons 

' Standard (Hrs) OccurrenceafYr Workload Hrs!PY) Mandatee Allocation 
; (COS PYs.) 

Publl'c !.;lability Law 250 792 142.7 

Reel Property Law. , 02 , 6, 58.1. 

rran~po'rtatlon Law 7 515 4.3 
~ontrac~ Law: 89 637 51.0 

Environmental Law: 15 723 8.91' '. 

llllscQUa'neous Legal SGrvlces · 50388 28.7 

roTAL · 516,206 293.6 

'ootn01e~ 

FY 2009/10 Finance Letter II 6- Public-Private Partnership Implementation 

FY 2007/08 Finance Letter# 6 • Eminent Domain an.d Willemsen et. af. Inverse CondemnaUon Lawsuit 
·FY 2009/10 COS • Legislative Mandate • Cross Allocation or COS resources for Project Delivery related litigation services 

,_ 
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_bellvery relaled litigation services 
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Legal Division 
Department of Transportation 

Workload Malr1x 
Task 

. 
Description Workload Number of Total PYs (1758 BCP & FL & Cross- Positions 

Standard (Hrs) Oeeurrences!Yr Workload Hrs/PY) Mandates Allocation 
(COS PYs) 

Public Liability Law 260 792 142.7 

Generai'Tort Le~al Ass/stan~ 63147 35.9 
Tort Utlgatlon f Rlak Mana~ement , 63 215 87.2 
Motor Vehicle Uabllltv Utlgatlon - 2L050 1.2 
BOC ana Potential Tort Claims 30L034 17.1 
AdmiraltY: General Assistance and EnQineerlng Ut 2 346 1.3 
Real Property Law . ·' 102 151 58.1 

ExceSlJ Land I Property Mgt ASset· RPS (Gen) 474 0.3 

Eminent: Domain 59 570 33.9 
Damageto P.rop~rty 22,329 12.7 
Unlawful Detainer/Rent 842 0.5 
GeneraL Right of Way Assistance 18 968 9.7 
Outdoor,Adv~rtlsln~- 1,968 1.1 
Transpottatlon Law ., 515 4.3 .. . -· 
General Transportation Law j 201 1.8 

Aeronautics Utlgatlon 2 022 1.2 
Mass Triansp-ortatlon Assistance & Litigation 2 292 1.3 
Contract Law: 89 637 51.0 

lntellectl)al Property : 3.4<3 0.2 
Generai'.Contract Assistance · '43 382 24.7" 
Gonlrac~ Claims Review 3 840 2.2 
Constt-6¢tlon Labor Compliance 1 437 0..8 
Stop ·Nolle us 544 0.3 
Cohtract Utlgatlon f Arbitration 40.086 22.8 
Envlrorir'nental Law:· . 16 723 8.9 

•·. 
Gene~t·Envlronmental Assistance 10 299 6.9 
Hazardous Waste - Storm Water Permit Work 222 0,1 
Environmental Legal Sufficiency_ 1 315 0.7 
Stormwater ~ 1 704 1.0 
lntfHgo~rnmental Revlew 641 0.4 
Native Atnsrlcan lssue·s 14HI O.B 
Drainage I Water Law 123 0.1 
Mlscellatteous Legal Services 50,386 28.7 

Civil Service Law I Grievances 7922. 4..5 
Dls-elpllnarv Action I Hearings 7144 4., 
Employment UUg_atlon 14 609 8.3 
Executlv~ Manag_emenV Legislation I BT&H f Governor's Office 20,713 11.8 
TOTAL 516,206 . 293.6 

,• 

Footnote: 
FY 2009/10 Finance Letler # 8 - Publlo-Private Partne~hlp lmplemematlon 
FY ~~-'\?:fOB Flnance Lel1er II 6- Emlrient Domain and Willemsen ~t.al. Inverse Cor' ... 
F /10 COS . Legislative Mandate- Cross Allocation of COS resources tor 

. 
. ,.#· 



Le·gal C •n 
Department of·, portatl on 

· Workload Ma'tnx 

Task Description ·Workload Number of Total PYs (1758 BCP & FL& Cross- Positions 

Stantlard (Hrs) Occurrencee/Yr Workload Hrs/PY) Mandijt95 Allocation 
(COS PYa) 

Public Liability L~w 250 792 142.7 

.General Tort Leaal Assistance· 63147 35.9 
SupeNI:se a group of Plant; otganlzes, directs, coordlna(es. 30 109· 3,270 1.9 Assistant Chief Counsel 
attomeys Involved In a and reviews the work of a professional 
variety or 11\lgaUon and legal staff; acts as legal advisor to top 
other legal activ:llles management; prepares leglslaUon and 

representS \he Department before the 
Legislature; formulats legal policy; and 
participates as. a member of top 
management in the development Bnd 
Implementation of departmental policy 
In area or tort liability and risk 
mana~errienl. 

Most compleK lltlgeUon Repr~»ent,Oepartment In com pie~ and 30 101 3,030 1.7 Deputy Al!omey IV 

and !'('house counsel sensitive me)ten~ In state superior, 
appellate end Supreme Courts. 
Analyzes most dlfficulllegallssues and 
applies facts, legal ptinctples and 
precedents In effective and concise oral 
argument and wr1tlen brieis, engages In 
all aspe.c:ll! or dangerous condiUon and 
negligence tort· litigation through lr1al 
and appeal. Provides risk 
management aoo llilgallon awareness 
training to statewide division 
academies. Provides policy guidance to 
managemtHit and In-house advice and 
legal oplnloM to clients on Issues or 
public liability . . 

)o\entlally complex Represent Department In difficult legal 33 54 1,782 1.0 Deputy Attorney Ill 
ltlgatlon and In-house maltan5 and potentlally compl~x Issues 

:ounsel through ti1al and appeal In state 
superior and appellate courts. 
Preparns stale defense In dangerous 
condition snd negligence tort litigation, 
Including legal research. brief writlng, 
oral aqvo.cacy and dlscovety. 

.ltlgaUon end In-house Prepare leQal documents (e.g. 30 199 5,970 3.4 Deputy Attorney 

:ounsel dlsrovety, pleadings, motions, briefs, 
opinions, or o\Jler court and agency 
nungs) wltll proper content, legal 
analysis, lone, organlzaUon, grammar, 

12/14/2009formal and terminology. 



Legal Division 
Department of Transportation 

Worl<load Matrix 
:Task Description . Workload 

Standard (Hrs) 
Number of 

Occurrences!Yr 
Total 

Workload 
PYs {1758 

HrsfPY) 
BCP & FL& 
Mandates 

Cro3s· 
Allocation 
(COS PYs) 

Positions 

Secretarial support 

Trial preparation 
; 

·: 

Perform complex legal secretarial 
work Including the preparation, 
processing, flllng and seNice of 
legal documents, compose 
corresPOndence and lranscr1be. 

15 538 8,070 4.6 Legal Secretary 

Assist attomeys Jn litJgatlon by 
researching anct analyzing stalutory 
and case law au1hority relating to 
specific Issues and maklng 
recommendations. 

20 80 1,600 0.9 Legal Analyst, Senior Legal Analyst 

lnvestig~tlon Interview witnesses; racord 
accident scene and vehicle; review 
and evaluate engineering and other 
expert analysis; locate, establish 
chain of custo'dy and purchase 
Involved vehicles. ChecK. civil and 
criminal Indexes. Develop 
background Information. Prepare 
extensive written reports and testify 
about Investigative findings. 

20 66 1,320 0.8 Litigation Specialist 1/11 

Clerical ·assistance 
ReceptJonlst In each Legal Office 
Including routing calls. greeting the 
public, laklng clear and concise 
messages for staff and racelve and 
stamp documen1s and packagas 
from courler and messenger 
services: File Cieri< serves as 
records officerlfile clerk for the and 
records wi1h all four legal offices 
and Records end Form 

•.. Management Staff. Mailroom clerk 
responsible for Incoming/outgoing 
mall. Receive and stamp 

.' doruments, packages and deliver to .. appropriate personnel. Responsible 
' f6r Incoming and outgoing ovsmlght 

packages and deliver faxes. May 

I 
ess!st fn payment of Invoices. 

15 644 9,660 5.5 Office Assistant (General rryplng) 

- ~ )412009.
I j 

./ 
- .... . . •-·' ' 



Legal Division 

Department of Transportation 


Workload Matrix 

Task Descrlptf on Workload Number of Total PYs (1758 BCP & FL & Positions 

Stancjard (Hrs} 
Cross· 

Occurrences!Yr Workload Hrs/PY) Mandates Allocation 
(COS PYs} 

3upervlslon 6,400Direct. plan organize the work of 20 320 3.6 Legal Support Supervisor I 
secretarial steff; prepare reports 
and maintain manuals of legal forms 
and procedures, work standards, 
production records altd related 
materlal. Evaluate performanca 
and "take or recommend appropriate 
action. 

.<rw Library assistance 5,44515 363 3.1 Library Technician Assistant 1/ Office . Responsible for dally legal serials 
Technician (General f Typing)check-In, scanning, and routlng.law 


ravlsws, newslet1ers, ne'.'ispapers, 

updated volumes and loose-leaf 

Inserts. Assists librarian to track 

circulation of library materials. 

Dispose or unsolicited materials and 

pubOsher. adver1isements received 

In library. 


3 12/1412009 



Legal Division 
Department of Transportation 

Workload Matrix 
Task Description Workload 

Standard (Hrs) 
Number of 

Occurrences/Y r 
Total 

Workload 
PYa (1758 BCP & FL & 

Hrs/PY) Mandates 
Cross· 

Allocation 
Positions 

- (COS PYs) 

Manage Law library Conduct compleJ< and specialized 
20 57 1 '140 0.6 Senior Librarian 

reference and research work 
utilizing print, electronic database, 
fnteme\ and other sources. 
Compile bibliographies and 
legislatiVe histories research. 
Provide guldanoe In the use of 
Information resources, whether 
printed or electronic, Internal or 
ext~mel to library resources. 
Consult with the deputy chiefs 
regarding local needs and 
reQuirements. Plan, direct and 
supervise library moves. Review, 
select and acquire publications and 
databases for the Legal Division. . 
lnvas~gale usage p·attems of library 
resaurt~. Insure currency of 

.. publications In the libraries and 

. desk sets provided to staff. Monitor 
physical condition of books. 

-

Consult with the deputy chiefs 
regardln,g local requirements ror 
library and desk sets. Administer 
statewide publications purchasing 
program; menage the Westlaw and 
lexls oon1racts. Provide liaison 

-· between Legal Division and 
publishers. 

.-~4/2009
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' 
Task 

Resource and Legal 
case management data 
base administration 

I 

. 


I , 

Menage resources and 
suppcjrl staff. 

£\dminist-rallve support 
:o Chief Coui1Sel 

Description Workload 
Standard (Hrs) 

Manages the programs budget and · 20 
resolveS accounting problems. 
Pnepare PARFs to vacandes. 
Process traJnlng requests for all lour 
legal afflces. Menages the legal 
Case Management database 
Includes review Incoming cases and 
lniUate new ca.Ses Into the system; 
Monitor the database and create ad 
hoc reports and ass Isla on 
database related problems. Process 
settlements end judgments for 
payment. Monitor usa of relevant 
funding sources and Identify t-rends. 
Work directly with staff to review 
processing by management 
regarding settlements and 
]udgrnents, 

Plan, organize, direct and otherwise 30 
manage/supervise the Legal 
Dlvtslon·s· administrative support 
activities, Including, Resource 
Management. Personnel 
Management, E)(part Witness 
Contract Management, Business 
Management.. lnformaUon Systems, 
Law Library Services, 
Trelnlnc/Safe1Y/EEO 

10
Independently reviews and 
prioritizes Incoming corrsspondMce 
and determines whether the 
material should be referred to the 
Chief Counsel or to an appropriate 
staff member for reply. 
Independently composes letters, 
memoranda, ~tc.,. and Initiates 
replies to Incoming correspondence. 
Reviews correspondence for proper 
format, content, and grammatical 
constnJCtlon prior to lhe Deputy 
Chief Counsel, Chief Counsel, Chief 
Deputy Director and Director's 
signature. 

LegaiD 1 


Department of Tt~ ••sportatlon 

Workload Matrix . 

Number of 
Occurrances/Yr 
' 

141 

29 

20 

Total 
Workload 

2,820 

870 

200 

PY& (1758 
H,-,/PY) 

1.6 

0.5 

0.1 

BCP & FL& 

Mandates 


Cross-
Allocation 
(COS PYs) 

Posltlons 

Staff Services AnalysV Associate 
Governmental Program Analyst 

Staff Services Manager II 

Administrative Assistant I 

12/14/2009 



Legal Division 

Departme.nt of Transportation 


Workload Matrix -

Task 
 Positions 

Standard (Hrs) 
Cross-Description Workload Total PYs (1758 BCP & FL & Number of ., 

Mandates Allocation 
(COS PYs) 

Trl,al preparaUon 

Workload Hrs/PY)·Occurrences!Yr 

Claims Officers (Staff Servl~s Analyst, 
In obteJnlng all available Information 

3.2 SuperiorProvtde assistance to the attorney 20 276 5,560 
Associate Governmental Program Analyst) 

regarding tort lawsuit. .Review and · 
Court case 

Legal Office 
accept Subpoenas end/or will refer 

of Muskfpf 
v. Corning 

• to appropriate Division. Coordinate Hospital 
and gather documents In District in . preparaUon for court, schedule 1961 

employees for up coming court 
 Baldwin In' 
appearances. Assist the attorney In 1972 

depositions by scheduling Dlstrlc1 
 Lf In 1975 

employees be witness during triaL 


Develop, execute and administer 166 2,490 1.4Contract admJnlstratlon 15 Staff Services Analyst /Associate 
expert wltness contracts: Ensure Governmental Program Analyst 
timely processing of contract related 
documents; prepare all 
advertisements for contracts that 
must be advertlsed In the State 
Contracts Register: review and 
monitor bld packages: monitor and 
revlsw executed contracts; address 
contmc1 problems and take 
appropriate corrective action 
Including direct contact with the 
expert witnesses, consultants and 

. various service vendors: process all 

subsequent documents 


20 176 3,520 SuperiorProvide assistance to the a1tomey 2.0Trial preparation Claims Officers (Staff SeiVlces Analyst, 
In obtaining all available rnformatlon Cour1 case Associate GovernmBJltal Program Analyst) 
regarding tort lawsuit. Review and of Muskfpf (District Positions) 
ac~pt Subpoenas and/or will refer v. Corning 
to appropriate Division. Coordinate Hospital 
and gather documents In District In 

preparation for court, schedule 
 1961 


. employees for up coming court 
 Baldwin in 

appearances. Assist the at1omey In 
 1972 

dep~sltlons by scheduling District 
 Llln 1975 

employees be witness durlng trlal. 


. 87.2 153 215Tort LltHJatlon I Risk Management 

····~4/2009_j
' •, •~, ,L 
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Positions 

Standard (Hrs) 
Cro$5-PYa (1758 BCP & FL & Task DescrlpUon I Workload Number of Total 

Mandates Allocation 
(COS PYs) 

Supervise a group of 

OccurrencesfYr Workload Hn;fPY) 

Assistant Chief Courtsel 
attomws ln~ofved In a 

2,970 1.7Plans, organlzss, directs, coordinates, \, 30 99 
end reviews the work of a professional 

variety of IIHgatlon end legal" staff; sets as legal advisor to lop I 

other legal ac:Uvl\les management; prepares leglslatlon and 
represents the Departmenl before lhe 
legis~ lure; l'ormulats legal policy; and 
participates as a member of top 
management In lhe development and 
lmplementa~on of departmental poncy 
In area of tort liability and risl< 
managemenL 

Represents Department In romplex and 30 
and In-house counsel 
Moot-complex IIUgatlon 

sensltllie matters In state superior, 
appellate and Supreme Courts. 
Analyz5s mosl difficult legal issues and 
applies facts', legal principles end 

•. precedents· In effective and c:ondse oral 
811JUmenl and wrlttsn br1efs, engage$ In 
aU aspects of dangerous condiUon and 
negligence tort IIUga\lon through lr1al 
and appeaL Provides risk 
management and litigation awareness 
lralnll'\l;llo s1atewlda division 
academies. Provld~ policy guidance to 
management and lnhOU5e advice end 
legal opinions to client on lasues of 
pubnc liability. 

' 
Represen\.8 Department In difficult legal 30'ptentlsl!y complex 
matters and polenUslly complex lsaues 
through trial end appeslln Slate 

1\lgatron and In-house 
:ounsel 

superior and appellate oourls. 
Prepares state defense In dangerous: 

condltlon and neg ligen~ tort lltlgat1on, 
' . Including legal rel5earc:h, br1ef wr1Ung, 
oral advo~cy and discovery. 

Prepare legal documents (e.g. 30.!ligation and In-house 
discovery, pleadings, motions, briefs, 
oplnloM, or other court and agency 
flllngs) with proper content, legal 
analysis, lone, organization,' grammar, 
format and terminology, 

':OUM.el. . 

Legal D1 _,n 

Department of Transportation 


Workload Matrix 


1,231 

501 

574 

36,930 21.0 

15,030 8.5 

17,220 . 9.8 

Deputy Attorney IV 

Deputy Altomey Ill 

Deputy Attorney 

! 

141 0<91L.VVV 



Task 

' 
Secre~al support 

Trlalsupport 

lnvestlg~ton 

I 

Description 

Per1orm complex legal secretarlal 
work Including the preparation, 
processing, filing and service of 
legal documents. compose 
corr&sponelenca and transcribe. 
ASsist atforneys In litigation by 
researching and analyzing slatv1ory 
and case lew aulhorlty relating to 
specific Issues and making 
recommendations. 

lntervlew witnesses: record 
accident scene and vehicle; review 
and evaluate englneerlng and other 
expert Melysls; locate, establish 
chain of custody and purchase 
Involved vehicles. Check clvl! and 
crlmlnallndexes. Develop 
background li-rformaUon. Prepare 
extenslye written reports and testlfy 
about Investigative findings. 

Workload 
Standard {Hrs) 

20 

20 

. 20 

Legal Division 
Department of TransportaUon 

Workload Ma1rlx 
Number of Total PYs {1758 

Occurrences!Yr Workload Hrs/PY) 

1,881 37,620 21.4 

235 4,700 2.7 

I 

763 15,260 8.7 

BCP & FL & 
Mandates 

Cross-
Allocation 
jCOS PYs) 

Positions. 

Legal Secretary 

Legal Analyst. Senior Legal Analyst 

Litigation Specialist 1111 

Supervise and 
Investigation 

S~parvlslon 

' 

Directs, plans organizes the work of 
• the Utlgatlon Specialist 1111. Provide 

. training and deveiopmentto the 
Utlgatlon Specialist. Act as an Inter 
agency liaison to the Department of 
Motor Vehicles, Department o( 
Health Services and the 
Department of the Caltfomla 
Highway Patrol to access records 
and employee. Handle tha mos1 
complex and sensitive cases. 
Routinely testlfylng In superior court 
as to findings from the 
Investigations. Perlorm the most 
sensltlve of Interviews on a variety 
of cases. 
Dl reCt, plan organize the work of 
secretartal staff; prepare reports 
and maintain manuals of legal forms 
and procedures._worl< standards, 
production records a·nd related 
materlal. Evaluate performance 
and take or recommend appropriate 
action. 

30 

8 

162 

20 

.· ~' 

4,860 

160 

2.8 

0.1 

Supervising Utlgallon Specialist 

. 

Legal Support Supervisor I 

--~ 
_,:·' ,.:·' ' ., - ---~· 



-
Task 1 Description 

. 

Trial preparatlo\'1 Provide assistance to the attorney 

In obtalrijng all available Information 
regarding tort lawsuit. Review and 
accept Subpoenas and/or Will refer 
to appropriate Division. Coordinate 
and gather documents In 
preparation for court. schedule 

' employees 'for up coming court 
appearances. ASsist the altomey In 
depositions by scheduUng District 
employees be witness during tr1al. 

Plans, organizes, and provides 
1ff1cers 
)upervlse the claims 

direction to claims offie(lrs. 
Provides guidaoee to officers In the 
review of all clalins from the Vlctlms 
CompensaUon and Government 
Claims Board. 

Plans, organizes, and provides 

ffloers 

upervise the claims 

dlrectlon to claims officers. 
Provides guidance to officers In the 
review of aU claims kom the Victims 
Compensation and Government 
Claims Board. 

Provide assistance to the aitomey 
In obtaining ail available Information 
regarding tort lawsuit. Review and 

1af praparatlon . 

·, accept Subpoenas andlor will refer 
to appropriate DMslon. Coordinate 
and gather documents In 
prepar'a~on for court, schedule 
employees for up coming court 
appearances. Assist the attorney In 
depositions by·schedullng District 
employees be witness during trial. 

Tt~r.:vu1:12 050 1.2>tor. Vehicle Llabllltv Lttlaatlon 

Legal Dl I 


Department of Ta_ Jportatlon 

Workload Matrix 


Workload Positions 
Standard (Hrs) 

Number of BCP & FL & Cross·Total PYa {1758 
Occurren ces/Yr Mandates Allocation 

ICOS PYs) 
Work.Joad H~/PY) 

$uperfor15 119 1,785 1.0 Claims Officers (Staff Servioos Analyst. 
Court case Associate Governmental Program Analyst) 
of Musklpf Legal Office 
v. Corning 
Hospital 
District In 
1961 
Baldwin In 
1972 
U In 1975 

30 58 1,7110 1.0 Superior Staff Services Manager I (Legal Office) 
Court case 

. of Musklpf 
v. Coming 
Hospital 
District In 

I 1961 
Baldwin In 
1972 
L/ In 1975 

30 1,740 1.058 Superior Staff Services Manager I (District Positions) 
Court case 
or Musklpf 
v. Coming 
Hospital 
District in 
1961 
Baldwin In 
1972 
LJ In 1975 

30 440 13.200 7.5 Superior Claims. Officers (Staff Services Analyst, 
Court case Associate Governmental Program Analyst) 
of Musklpf (District Positions) 
v. Corning 
Hospital 
Dl$trict in 
1961 
Baldwin In 
1972 
L/ln 1975 



Legal Division 
Department of Transportation 

_, Workload Malrlx · 
PositionsBCP & FL & Cross-PY5 (1758TotalWorkloadDucrlptlon Number ofTaak 

AllocaUon 
{COS PYs) 

MandatesHrs/PY)WorkloadStandard (Hrs) Occurrences!Yr 

Assistant Chief Counsel 

attorneys Involved In a 
Plans. organizes. dlracts, coordinates, 0.0Supervise a group of 2 15 30 
and reviews the work or s professional 

var1ety of IIUgatlon end legal 6!Bff; acts e& legal advisor to top 
otiJer legal actM~:es mana~;e_menl; prepares laglslaUon and 


represent& the Department before the 

Legislature; lonnulsts legal policy; and 

P.er1Jclpales as a member of top 
' 
management In the devefopmenl end 

lmplemenlaUon of departmental policy 

In area or lort llabnlty and rtsk 

management. 


Deputy Allorney IV 
sensitive matters In state superior, 
Repre6ents Department rn complex and 0.230 39013Most complex litigation 

and ln·house counsel 
appellate and Supreme Courts. 
Analyzes most dlfflculllegallssues and 
applies facts·, legal prtnclple.s and 
precedenls In effectlve and concise oral 
argument and written briers, engages In 
all aspects ol dangerous condition and 
negligence tort llUgation through trial 
and sppeaf. Provides rtsk 
management and IIUgeUon awareness 
training to slatew1de division 
academl~. Provide5 policy guidance to 
management and Inhouse advice and Ilegal opinions to dlent on Issues of· 

public liability. 


Repre&eril.s Department In difficult legal 700 0.4 Deputy Attomey Ill 
matt,e111 and potentially compiSJ! lfiSUea 

3520Potentially complex 
litigation and In-house 

through trial and appeal In Statecounsel 
superior and appellate court&. 

Prepares alate defense In dangerous 

eondiUon arid negligence tort IIUgaUon, 

lnclutllng legal research, br1ef writing, 

oral advocacy and discovery . 


. 
·. 

UtlgaUon end ln·house 0.1Preparv ·legal documents (e.g. 1715 255 beputy Attorney 
discovery, pleadings, moUons, brteftl, counsel 
opinions. or other court and agency 

filings) with proper content. legal 

analysis, tone, organlzsUon, g111mmar, 

formal end terminology. 
 I•. .,_ 4/fees.. ,.. ... "' 

\ 



Legal Dh. .• ,\Jn 

Department of Trar:tsportatlon· 


Workload Malsix 

Task Description Workload Positions 

Standard (Hra) 
· PYs (1758 BCP & FL & Cross-Number of Total 

HrsiPY) Mandatas Allocation 
fCOS PYsl 

Secretarial support 

OccurrenceafYr Workload 

Perforrn complex legal secrelar1al Legal Secretary 
work Including the preparation, 
processing, filing and service of 
legal documents, compose 

' 

15 390 0.226 

correspondence and transcribe. 
lnvas.tlgatfo'n 19 0.2 Litigation Speclallst /Ill 15 285Interview witnesses: record 


accident scene end vehicle: review 

and evaluate engineering and other 

expert analysis: locate. establish 

chain of cu.stody and purchase 

Involved vehicles. Check dvil and 

criminal Indexes. Develop 

background Information. Prepare 

e~nslve wrlt1en reports and testify 

about Investigative flndlngs: 


lOC ·and Potential Tort Claims 30 034 17.1 
Represents Department in complex end 4220!lost-complex llUgetlon . 840 0.5 Deputy Attomey IV 


1nd l![hOuse counsel 
 sensitive matters In state superior, 
appellate and Supreme Coum. 


; 
 Analyzes most difficult iegalls3uea and 

appl/~ facts, legal"prlndples and 

precedents In effecUve and condse oral 

lHgument and wr1tt.en briefs. engages In 

all aspects of dangerous condiUon and 

nt~gllgence tort lltl~;~a!lon Ill rough tr1al 

and eppaal. Provides rtsk
·. 
management and lltlgatlon awareness 


. 
training to statew1de division . 
acedemles. Provides policy guidance to 

management and Inhouse advice and 

legal oplnlona to client on l&suea of 

public liability. 


Repr8$aniB Department In dlfficultleg!il 2 2 0.04otMllally complex Deputy Attorney Ill 
mattel"3 end potentially complex Issues. lgat1on and In-house 

through lrlal and appeal In State
)UI'\Sel 
aupertor and appellate 'courts: 

Prepare8 state defense In dangorous 


' 


·, 

condiUon end negligence tort litigation. 

lnciudlng legal rssearcn, brief wrillng. 

oral advocacy and dlscoV9ry. 


1211412009 

http:wr1tt.en


Legal Dlvlslon 

Department of Transportation 


Workload Matrix 
. · Cross- Positions 

Standard (Hrs) 
BCP & FL &Total PYs (1758Descrlptlon Workload Number ofTask 

Hrs/PY) Mandates AllocatJon 
(COS PYa) 

U\lgatlon and In-house 

Occurrences/Yr Workload 

Prepare legal documents (e.g. Deputy Attomei 
counsel 

15 150 0.110 
dlscovery, pleadings, motlons, briefs, 

opinions, or other court and agency 

filings) wl[!1 proper content, legal 


' analysis, lone, organlzaUon, grammar, 
format and terminology. 

Secretarial support 120 0.1 Legal Secretary 
Wori< Including the preparatlon, 
processing, filing and service of 
legal documents, compose 
correspondence and transcribe. 

Perlorm compleX legal secretarial 5 24 

105 0.1Assist attorneys In litigation by 5 21 Legal Analysl, Senior Legal Analyst 
researching and analyzlng statutory 
and case law authority relating t.o 
speclflc lssu·es and making 
recommendations. 

Board of Control 

R~searc:h 

15Process board of control claims 65 975 0.6 Office Technician I Assistant 
administration and received by the Depat'1ment. 
cl~rlcal $Upport Maintains database, revfews claims 


to Insure they are acwrate and all 

< , requirementa are mel according lo 


" 
 the rules end regulations of the 

Board of ControL This process 

Jnvofves claim to claim detailed 

review: processes claims allowed 

for payment by the Board; obtains a 

properly executed release from 

claimant: prepares claim document 

and signed release. Order Office 

supplies and track Inventory. 


20 40 BOO 0.5Investigation LIUgatlon SpecJalist 1/11lnlarvlew.wHflesses: record 

accident scene and vehicle; review 

and evaluate engineering and other 
expert analysis; locate, e5tabllsh 
chain of custody and purchase 

lnvo!ve'd vehicles.· Check dvi.l and 

crlmlnal Indexes. Develop 
 . 
background Information. ·Prepare 

extensive wrltteli reports and testify 

about lnvesUgative findings. 


'. ,...,.:;::;,,···~"' 
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Task 

Investigate and pey 
damage claims 

Supaivlse the claims 
officers 

:iupervlse the claims 
>fficars 

' 
I 

' 

:lerieal ~upport 

, 

Description 

lnv~tlgallon and approving al! 
property damage clalms.of $5,000 
or les.s Including receiving all 
VIctims Compensation and 
Government Claims Board. Provide 
assistance to the attorney In 
obtaining all available l(lformation 
regarding tort lawsuit. Depend the 
Department In Small Claims. Assist 
attcimeys with litigation documents, 
depositions. subpoenas and 
represent the department In Small 
Claims. 
Plans, organizes. and provides 
direction to dalms officers. 
Provides. guidance to officers In the 
review of all claims from the Vlctlins 
Compensation and Government 
Claims Board. 

Plans, organizes, and provides 
dlr8ctlon to claims officers. 
Provides guidance to officers In the 
review of all claims from the Victlms 
Compensa11on and Government 
Claims Board. 

Provide the clerical assistance to 
the claims officers Including copying 
a"d sendll'lg UtlgaUon Information to 
the Legal Officea. 

Worl<.load 
Standard (Hrs) 

25 

30 

30 

15 

Legal D. ,n 

Department of Transportallon 


Workload Matrix 
Number of 


Occurrancas/Yr 


176 

58 

58 

152 

.u 

Total 
Workload 

4,400 

1,740 

1.740 

2,280 

PYs (1758 
HrsfPY) 

2.5 

1.0 

1.0 

1.3 

BCP & FL & 
Mandalt~s 

Superior 
Court case 
of Muskfpf 
v. Corning 
Hospital 
DfsCrlr;t In 
1961 
Baldwin In 
1972 
Ll In 1975 

Superior 
Court C<3Se 
of Muskipf 
v. Corning 
Hospital 
District in 
1961 
Baldwin In 
1972 
L/ln 1975 
Superior 
Court case 
of Musklpf 
v. Corning 
Hospital 
District In 
1961 
Baldwin In 
1972 
L/ln 1975 
Superlor 
Court case 
of Musklpf. 
v. Com/rig 
Hospital 
District In 
1961 
Baldwin In 
1972 
L/ln 1975 

Cross-
Allocation 
{COS PYs) 

Positions 

Claims Offleers (Staff Services Analyst. 
Associate Governmental Program Analyst) 
(Legal Offices) 

Staff Services Manager I (Legal Office) 

Staff Services Manager I (District Positions) 

Office Technician I Assistant (District 
Positrons) 

IL/l'l/LUW 
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Legal Division 

Department of Transportation 


Workload Matrix 

Positions 

Standard (Hrs) Occurrencas!Yr 
DescriptionTask Workload Number of Total PYs (1758 BCP & FL & Cross· 

Mandates Allocation 
(COS PYs) 

ln~estlgate and pay 

Workload Hrs/PY) 

Claims Oftlcers (Staff Services Analyst, 

property damage 
20 SuperiorInvestigation and approving all 844 16,880 9.6 

Associate Governmental Program Analyst) 
claims of $5,000 or less 

Court case property damage claims of $5,000 
(District Positions) 

VIctims Compensation and 
or less Including receiving all of Musklpf 

v. Coming 
Government Claims Board, Provide Hospital 
assistance to the attomey In · District In 

obtaining all available Information 
 1961 
regarding tort lawsuit. Depend the Baldwin In 

Department In Small Clalms. 
 1972 

L/ln 1975 
Admlral!Y: General Asslstan~ and Enalneerlng Lit 2 346 1.3 

Plans, organizes, directs, coordiMtes, Supervise ·a group of D.O2 3 Assistant Chief Counsel6 
attbmeys Involved In a end reviews the work or a professional 
variety of IIUgaUon and legal staff; acts as legal advisor to top . management; prepares leglalallon and 


representS the Department before the 

Legislature; forrnulats legal policy; and 

partlclpales as a member of top 

management In the developmant and 

lmplementetlon of departmental policy 

In area of tort llablflty and risk 

managemenl 


other legal actlviUes 

Represents Department in oompl~i!X and 20 78039 0.4Most complex litigation Deputy At\omey IV 
arid In-house counsel eene!Uve matters In state superior, 


appellate and Supreme Courts. 

Analyzes most difficult legal Issues and 

applies facts, legal_prlncJpfes and 

precedents In effe~lve and condse oral 

argument and written briefs. engages In 

all aspects or dang!ilrous condiUon and 


- negligence tort litigation through trlal 

and appeal. Provldes.rtsk 

management and IIUgatlon ·awarene~ 


training to statewide division 

academies. Provides policy guidance to 

management and Inhouse advice and 

legal opinions to en ant on Issues of 

public llablllty. 


' 
Prepare legal documents (e.g. 20 1,060Ut!getlon and In-house 53 0.6 Deputy Attorney 
d\acovery, pleadings, moUoM, brlefs, counsel 
opinions, or other ~urt and agency 

filings) wlth proper oontent. legal 

analysis,' tone·, organization, grammar, 

format and terminology. 
 ~:- ·-:~12009I 
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I 

Legal Dlv.'~·,.,r,· 
Department of 1 >ortatlon 

Workloau .x 
Task Description Workload Number of Total PYs (1758 BCP &FL& Cross- Positions 

Standard (Hrs) OccurrencesfYr Workload HrsrPY) Mandates Allocation 
(COS PYsl 

Secretarial support Perform complex legal secretarial 5 46 230 0.1 Legal Secretary 
work Including the preparation. 

·. processing, filing and. service of 
legal documents, compoS'& 
6orrespondence and transcribe. 

Research Assist atjomeys In I!Ugallon by 10 271 270 0.2 Legal Analyst. Senior Lega! A"1a!yst 
researching and analyzlng statutory 
and case law authority·relatlng to 
specific Issues and making 
racornmendatlons. 

Real Property_Law 102,151 58.1 

Exce.Ss J_and I Propertof Mgt Asset· RPS (Gen) 474 0.3 
Supervise a· ~rOUP of Plans, organizes, directs, coordinates, 4 9 36 0.0 cos Assistant Chief Counsel 
~Homeys Involved In a and reviews lhe work of 11 professlonal 
1sriety of llllgaUon end legal staff; &cl3 as legal advisor to top 
)\her legal actlviUes mana(i6lTlent; prepares legislation and 

represents the Department before the 
Legislature; formulats legal policy; end 
participates as e member of top 
management In the development and 
lmptementullon of departmental policy 
In area. 

>"\osl complex litigation Prapera, for most complex and 8 9 72 0.0 cos Deputy AHorney IV 
md hi-house counsel 5enslllve matters, legal documents (e.g. 

dlsoo~ry. pleadings, moUons, briefs, 
opinions, or other court end agency 
llllngs) with proper COI"Itent, legal 
anelysla, tone, organlza~on, grammar, 
format and leimlnology. 

'olenUally complex Prepare, for polenllalty complex and 7 10 70 0.0 cos Deputy Attorney Ill 
tlgatlon and In-house sensl~va matters, legal documents (e.g. 

. 
ounsel discovery, pleading~. moUona, briefs, 

opinions. or other court and agency 

' 
flllng:~) w!th proper content. le~al 
anBI}'Eis, tone, organlzatlo11, grammar, 
rormat. and terml11ology. 

IUga~on and In-house Prepare legal.<focument:s (e.g. 10 17 170 0.1 cos Deputy Attorney 

ouns~el discovery, pleadl11gs, moUons, briefs. 
opinions, or other court and agency 
filings) with proper content, legal 

: analya\s, tone, organlz:atf.on, grammar,. .format and tcmnln~logy. 

:ecretarlal support Perform complex legal secretarial 6 21 126 0.1 cos Legal Secretary 
work Including the preparation. 

' processing, fllhig end sel'ilce of 1~ 
legal documents, compose 

12/1412009 

correspondence and tran&crlbe. 
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Legal Division 
; Department of Transportation 

·, 
Workload Matrix 

Task PosiUons 
Standard (Hrs) 

Descrlptlon Workload Number of PYs (1758 BCP & FL & Cross·Total 
Allocation 
(COS PYs) 

Eminent Domain 

Hrs!PY) MandalasOccurranceS!Yr Workload 

33.959 570 
Plans, organizes. directs, coordlnatss, cos Asslslanl Chief Counsel 

at1omeys_lnvolv.:.d In a 
SIJPBNI~e a group or 30 1.9114 3,420 

and reviews the work or a-professional 
variety of IIUgaUon and legal sta!T; acts as legal advisor lo top 
olher legal activities management; prepares leglslaUon and 

represents the Department before the 
Legislature; formulal.s legal policy; and 
participates as a member or top 
management In the development and 
Implementation of departmental pollcy 
In area. 

Prepare,. for most complex and cos479 14,370 FY 2007-0B Deputy At1omey IV 

and ln·ht>use counsel 
30 6.2Most complex litigation 

seMIUve matters, legal documents (e.g. FL#S 
dl$covery, pleadings, moUons, brief5, SB 1210 
opinions, or olher court and agency 
flllngs) with proper content. legal 
analysis, tone, organization, grammar, 
formal and terminology. 

Polentlally complex Prepare, for potentially complex and 7,08030 236 4.0 cos Deputy Attomey Ill .sensltlve matters, legal document.a (e.g. 
discovery, pleadings, moUons, brlefs, 

11\lgaUon and In-house 
counsel 

opinions, or other court and agency 
filings) with propsr content, legal 
enalysl&, tone, organization, grammar, 
format and terminology. 

' '· 
Prepare legal document.s (e.g. 30 426 12.780 7.3 cosLl~gatlo:n and ln-ho~se Deputy Attomey 

co)Jnsel· . discovery, pleadings, motloM, briefs, 
opinions, or other court and agency 
filings) wtth proper con\ en\, legal 
analysis. tone, organfzaUon, grammar, 
formal &nd terminology. 

Secretsrlal suppor1 ~5 1,094Perform complex legal secretarial 16,410 cos9.3 Legal Secretary 
wo~ Including the preparallon, 
processing, filing and service of 
legal documents, compose 
correspondence and transcribe. 

Research 20Assist attorneys In litigation by 3,120 1.8 cos156 Legal Arlalysl, Senior Legal Analyst 
researching and analyzJng slatl.ltory 
and case law authority relating to 
specific Issues an·d maklng 
recommendations. 

-~ ... ·.-.,..',412009, 
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Task Description 

lnvestlgaUqn Review and evaluate engineering 
and other expert analysis; locate 

i 
! 

and establish chain of custody . 
Check civil and criminal Indexes. 
Develop background Information. 
Prepare ax1enslve wrinen reports 
ansJ testify. about Investigative 
findings. 

Supervision Direct, plan organize the work of 

' 
secretarial staff; prepare reports 
and maintain manuals of legal forms 

; and procedures, work standards, 
' production reco'rqs and related 
I material. Evaluate performance 

and take or recommend appropriate 
action. 

Manage Law Library Conduct complex and specialized · 
reference and research work 
utilizing prlnt, electronic databaSe, 
Internet and other sources. 
Compile bibliographies end 
legislative histories research. 
Provide guldanc~ In the use of 
Information resources, whether 
prlntetl or electronic, Internal or 
e)(!emalto library resources. 
Consult with the deputy chiefs 
regarding local needs and 
requirements. Plan, direct and 
supervise library moves. Review, 
select and acquire publications and 
datab·ases for the legal Division. 
lnvesttgele usage patterns or library 
resources. Insure currency of 
publications In the libraries and 
desk sets provided to staff. Monitor 
physical condiUon of books. 
Cpnsu!t wlth the deputy chiefs 
regarding local requirements for 
library and desk sets. Administer 
statewide publications purchasing 
program: manage the Westlaw and 
Lexls c.Ontracts. Provide liaison 
between Legal Division and 
publishers. 

Legal o· n 

Department of , portatlon 


Workload Matrix 

IWorkload PYs (1758 BCP& FL & Cross-

Standard (Hrs) 
Number of Total 

Allocation 
(COS PYsl 

MandatesOccurrences/Yr Workload HrsfPY) 

24. 240 0.110 

71 cos1,420 0.820 

10 180 0.118 

Positions 

Litigation Speclallstltll 

Legal Support Supervisor I 

Senior librarian 

1 
J 

1211412009 
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DescriptionTask 

Plan, organize, direct and otherwise 
support staff 
Manage resources and 

managelsupervlse·the Legal 
Division's administrative support 
activities, Including, Resource 
Management, Personnel . 

. Management Expert Wltne.ss 
Contract Management, Business 
Management lnformatlon Systems, 

• Law Ubrary Services, 

A~mlnlstratlve support 
to Chief Counsel 

Dameoe to Prooertv 
Supervls~ a group of 
attorneys Involved In a 
variety of litigation and 
othef legal activities. 

Most complex lltlgal!on 
and In-house counsel 

TraJnlnQ/Saretv/EEO 

Independently reviews and 
priorltlzes Incoming correspondence 
and determines whether the 
material should be referred to the 
Chief Counsel or to an appropriate 
staff memb.er for reply. 
I nd.ependenUy composes letters, 
memoranda, etc., and Initiates 
re~lles to Incoming correspondence. 
Reviews correspondence for proper 
formal, content. and grammatical 
conslructlon prior to the Deputy 
Chief Counsel, Chfaf Counsel, Chief 
Deputy Director and Director's 
slg·nature. 

Plans, organizes. dJfects. coordinates. 
and reviews the work or a professional 
legal staff: acts as legal advisor to lop 
management; pfeperes legislation and 
represents the Department before the 
Legislature; formulats legal policy; and 
partldpetes as a member of top 
management In the development and 
lmplementaUon of departmental poOcy 
In area. 

Prepare, for most complex e.nd 
sensitive matters. legal documents (e.g. 
dlsCQvecy, pleadings, motlons, briefs, 
opinions, or other court and agancy. 

Workload 

Standard (Hrs) 


10 

10 

30 

Legal Division 

Department of Transportation 


Workload Matrix 

Number of 

Occurrences/Yr. 

21 

34 

40 

·Total PYs (1768 
Workload HrsJPY) 

210 0.1 

340 0.2 

22 329 
1,200 

12.7 
0.7 

6,150 3.5 

BCP & FL & 

Mandates 


Cross-
Allocatlon 
(COS PYsl 

cos 

Positions 

Staff Services Manager II 

Admlnlstratlve Assistant I 

Assistant Chief Counsel 

Deputy Attorney IV30 205 cos 

flllngs) 'Nilh proper content. legal 

analysis, tone, orQanlz.atlon·, grammar,
. ··~ /";.=..!-"'-~.. •format and terminology. J•rzoo• · I 

'' 
"'··j / 

http:priorlt\z.es
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Legal D' 'l 

Departmant of 1 ortaUon 
Workload 1\r,cJiX 

Task Description Workload Number of Total PY:s (1756 BCP & FL & Cross· Positions 
Standard (Hre) Occurrences!Yr Workload Hrs!PY) Mandates Allocation 

ICOS PYs) 
'otsntially complex Prepare, .for potenUally complex and 30 109 3,270 1.9 cos Deputy Attorney Ill 
itJgatlon and In-house senslUve matters, legal documenls (e.g. 

:ounsei discovery, pleadings, moi!ons, briefs, 
opinions, or other court and agency 
filings) with proper conlan\, le~al 
analysis, tone, orgen/~t!on, grammar, 
format and terminology. 

.!Ugalion and In-house Prepare legal documents (e.g. 30 ., 2,460 1.4 cos Deputy Attorney 
:Ounsei discovery, pleadings, moUons, br1efs, 

opinions, or other court end agency 
filings) with proper contant, legal 
analysis, tone, organlz:aUon. grammar, 
forma\ snd lennlnology. 

:ecretarlal support Perform complex legal secretarial 20 317 6,340 3.6 cos Legal Secretary 
work Including the preparation, 
processing•. filing and service of 
legal documents, compose 
corresponden·ce and transcribe. 

~esearch Assist attorneys In lltlgatfon by 15 25 375 0.2 cos legal Analyst, Senior Legal Analyst 
researching and analyzing statutory 
and case law au~orlty relating to 
speclflc Issues and making 
recommendations. 

Jvestlgation Review and evaluate engineering 6 12 72 0.0 Llligatlon Specialist l!ll 
and other expert analysis;. locate 
and establish chain of custody . 
Check civil and criminal Indexes. 

. 
Develop background Information. 
Prepare ex1enslve wr1tten reports 
a.nd testify about InvestigatiVe 

· flndlnQS. 
Jperv1slon and Directs, plans organizes the work of 8 17 136 0.1 Supervising Litigation Specialist 
vesUgatlon \he UUgatlon Specialist Jill. Provide 

training and development to the 
Litigation SpaClallst. Act as an Inter 
agency liaison to the Department Of 
Motor Vehicles, Department of 
Health Services and the 
Department of the Callfomla 
Highway Patrol to access records 
and employee. Handle the most 
co'mplex ·and sensitive cases. 
Routinely testlfylng In superior court 
as to findings from the 

' lnve.stlgatlons. Perform the most 
sensitive of Interviews on a variety 1~ 1211412009 
of cases. 



Legal Division 

Department of Transportation 


Workload Matrix 
BCP·& FL & PosiUonaCross·PYs (1758Workload Number ofDescriptionTask Tota~i 
Mandates Allocation 

rcos PYsl 
Workload Hrs/PY)Occurrences/YrStandard (Hrs) 

Legal Support Svpetrvisor I .cos64 1.280 0.720Direct, plan organize the worl( ofS~pervlslon 
secretarial staff; prepare reports 
and maintain manuals of legal forms 
and procadures, work standards, 
production records and related 

material. Evaluate performance 

and take or recommend appropriate 

action. 


Senior Librarian216 0.1278Manage Law Library 
Conduct complex and specialized 

reference and research work 

utlllzlng prinl, electronic database, 

lntamet end other sources. 

Compile bibliographies and 
 . 
leglslaUve histories research. 

PI'Qvlde gulden~ In the use or 

Information resources, whetn.er 

printed or electronic, Internal or 

ex1emal to library resources. 

Consult with the deputy chiefs 

regarding local needs and 


• requirements. Plan, direct and 

.. superv1se library moves. Review, 

select and acqulre publications and 

databases for the Legal Division. 

JnvesUgate usage pat1ems of library 

reaourees. Insure currency of 

publlcaUons In the libraries and 


; 

d~k sets provided ·Ia· staff. Monitor 
.. physical conditlon of books. 

Consultwllh the deputy chiefs
' 

regarding local requirements for 

library end desk sets. Administer 

statewide publications purchasing 

program; manage Ule Westlaw and 

Lexls oontracts. Provide liaison 

betwei3n Legal Division and 

publishers.

' 

_.,,.. .' -- l14/2009
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-. Legal D n 

- Department of l portatlon 


Workload Matrix 

Task 
 PositionsBCP & FL & Cross-Description Workload Number of Total I PYs (1758 

Mandates Allocation 

' 


Standard (Hr.s) Occurrances!Yr Workload Hrs/PY} 
-· -, 

rcos PYsl<-
Staff Services Manager. II 

support staff 
15 450 0.3Menage rooourcas and Plan, organize, direct and otl'lerwlse 30 

mijnage/supervlse_ths Legal 

l;>lvlslon's administrative suppor1 

activities, lnclu<:Jing, .Resource 
ManagemenL Personnel 
Management, Expert Witness 
Contract Management, Business 
Mana,gement, Information Systems, 
Law Library Services. 
Tralnlno/Safety/EEO 

1\dmlnlsttatlve Support Administrative Assistant I 10 0.238 380
Independently reviewS and 

:o Chief Counsel 
prioritizes Incoming correspondence 

and determines whether the 

matertal should be referred to the 

Chief Counsel or to an appropriate 

~taff member for reply. 

Independently composes letters, 

memoranda. etc., and Initiates 

replies to Incoming Correspondence. 

Reviews correspondence for proper 

format, content, and grammatical 

construction prior to the Deputy 

Chief Counsel.- Chief Counsel, Chief 

Deputy Director and Director's 

slgnatura. 


I 

842 0.5 

lost complex llt1gatlon 

lnlawful D_etalnar/Rent 

prepare, tor most complex and 4 20 0.05 cos Deputy Attorney IV 
sensitive matters, legal documents (e.g. nd In-house ~ounsel 

dlsoovery, pleadings, motions, briefs, 

opinions, or other oourt and agency 

filings) with proper oontent, legal 

analysls,-tone. organization, gra'mmar, 

rormat and terminology. 


Prepare, for potentially complex and 12 11 132 0.1 cos Deputy Attorney Ill 
sensitive metiers, legal documents {e.g. 

oten~lally oomplex 
lgatlon and ln·house 


discovery, pleadlngs, moUons,briefs. 
>unsel 
opinions, or other oourt and agency 
filings) wtlh proper content, legal 

analysis, tone, organl'zaUon, grammar, 

format and terminology. 
 I 

' 
Prepar:e legal documents (e.g. 15 240 0.116 cos Deputy Attorney 
dlscovery..p!eadlngs, motions, brieb,

<Ugatlon and ln·house 
)Unsel 


opinions, or other court and agency 

flllngs) with proper content, legal 

analysis, tone, organization, gremm11r, 
 2h 
format and terminology. 

12/14/2009 



Legal Division 
Department of Transportation 

Workload Mairlx 
Task 

: 

Description Workload 
Standard (Hrs) 

Number of Total 
Occurren~~r Workl.oad 

PY.s (1758 
Hrs/PY) 

BCP & FL & 
Mandates 

Gross· 
Allocation 
{COS PYs) 

Po·sltlons 

SeC<et~al support Perform complex legal secretarial 
work fnci\,Jdlng the preparatlon, 
processlng,.flllng and service of 
legal documents. compose 
correspondence and transcribe. 

10 45 450 0.3 cos Legal Secretary 

General Right of Wa_y_AS$1st.ance 16 966 9.7 
Supervi.Se a group of 
attomeya Involved In a 
variety of IILig£1lJon and 
oll)er I &{lei acUvltlss 

·' 
I 

Plena, organizes, directs, coor:dlnales, 
end rsvlewslhe wori( of a professional 
legal staff; act.s as legal advisor to top 
management; prepares leglslallon end 
repre~nt.s the Department before the 
Legislature; formulats legal policy; and 
participate& as e member of top 
management In the development and 
lmptllmentation or departmental poncy 
In area. 

30 117 3,510 2.0 cos Assistant Chief Counsel 

Most complex IIUga\lon 
and In-house counsel 

Prepare, tor most complex and 
sensltlve matters, legal doo.~ments (e.g. 
discovery, pleadings, moUom, briefs, 
opinions, or other coun and agency 
ffilngs) with proper content, legal 
analysis, tone, organlzatlon. gramm,ar. 
format and terminology. 

30 178 5.340 3.0 cos Deputy Attorney IV 

Polen\laUy complex 
litigation ·and In-house 
counsel 

·. 

Prepare, for potentially complex and 
3·6-n&Jtlve matters, legal documents (e.g. 
discovery, pleadings, motions, briefs, 
opinions, or other court and agency 
filings) with proper content. legal 
analysis, tone, organization, gramm3r, 
format and termln9logy. 

30 97 2,910 1.7 cos Deputy A\torney Ill 

Litigation and In-house 

1counsel 

Prepare legal docliments (e.g. 
discovery, pleading.!!, moUons, briefs, 
opinions, orolher court and agency 
flnngs) wlth prol)flr co'ntent. legal 
analysis, tone, organl.z.etlon, grammar, 
format a no terminology, 

30 102 3,060 1.7 cos Deputy Altorney 

Secretarial auppor1 

·, 

Perform complex legal secretarial 
work lncludll'lg the preparation, 
procssalng, filing and service of 
iegeil documents, compose 
corresPOndence ·and transcribe. 

18 86 1,548 0.9 cos Legal Secretary 

Research • 

..... 

Aselst attorneys In litigation by 
researching and analyzing statutory 
and case law authority relating to 
specific Issues and making . 
recommendations. 

14 40 560 

,.-.·.··Z'·. 
I I ! 

0.3 cos Legal Analyst, Senior Legal Analyst 

···~01_12009 
,. 
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Legal D. .n 
Department of TransportatJon 

Workload Matrix 
Task DeacrlpUon Workload· Number or Iota! PYa t1758 BCP & FL & Cross- Positions 

I Standard (Hrs) Occurrencss/Yr WorkJoad Hrs/PY) Mandates Allocation 
(COS PYs) 

1 
sopeMslon Direct. plan organize the work of 4 10 40 0.0 cos Legal Support Supervisor I 

secretarial staff; prepare reports 
and maintain manuals of legal forms 
and procedures, work standards, 
production records and related 
material. Evaluate performance 
and take or rec6mmend appropriate 
action. 

Outdoor. Advertising 1 966 1.1 
Most corj'lpf~ lltlga~on Prepa~, for moiSt oomplax and 25 38 950 0.5 Deputy Attorney IV 
and In-house counsel 6ens1Uve mattBrs, legal documents (e.g. 

discovery, pleading&, motions, brtefs, 
opinions, or other court and agency 
filings) wllh proper content, legal 
snalysls, tone, organlzaUon, grammar, 
format and terminology. 

Jotentlally c:Omplex Prepare, for polenOelly complex and 9 14 126 0 .1 I Deputy Attorney Ill 
ltlgatlon and In-house aeneltlve mattBrs, legal documeni.B (e.g. 

;ounsel dlscowry, pleadings, motions, briefs. 
oplnlona, or other court and agency . 
filings} wllh prop~r content, lepal 
analysis, lone, organlzaUon, grammar, 
format and terminology. 

.ltlgatlon and In-house PrapiiT8 legal do~ment3 -(e.g. 14 18 252 0 .' Deputy Attorney 
:ounsel discovery, pleadings, motions. briefs, 

opinions, or other court end agency 
filings) with pro par content. lagal . 
anal}'$1S, tone, organllstloil, grammar, 
tormet and terminology. 

iecre)arlal~;upport Perform complax legal secretarial 15 42 630 0.4 Legal Secretary 
work Including the preparation. 
proces-sing, filing and service of 
legal documents, rompose 
corraspondence and transcribe. 

lYesllgaUon Review and evaluate englneer1ng 2 5 10 0.0 Llllga\ion Specialist 1111 
and other expert analysis; locate 
and esta.bllsh chaln of custody . 
Check civil and crimlnallndaxes. 
Develop background Information. 
Prepare extensive wrlt1en reports 
and testify about Investigative 
flndlt1.,gs-. 

ransportatJon Law 7 515 4.3 

eneral Transportation Law 3 201 1.8 
''' ..,~vvv 



·-· 
Legal Division 


Department of Transportation 

Workload Malrix 


:.Task Description Workload Number of Total PYs (1758 BCP & FL & Cross- Positions 

' ( Standard (Hrs) OccurrencasNr Workload Hrs/PY} Maridatas Allocation 
I •, {COS PYs) . 

Suparvlsa a group ol 
attomeys Involved In a . Plana, organizes:, dlrec1a, coordinates, 

and re~ws lha wor1< or a professional 
11 20 220 0.1 Assistant Chief Counsel 

variety of lltigallon and legal slaff; acts as legal advisor to top 
other legal ac;(]viUes management; prepares leglslaUon and 

represents the Department before the 
LegfSieture;·formulats legal policy; and 
parilclpstes as a mlimber of top 

' 
management In the development and 
lmplementatlon of departmenial policy 
In area. 

Most complex lltigaUon 
end ln-l!ousa counsel 

Prepare, for most complex and 
sens!Uve matters, legal documents (e.g. 

30 54 1,620 0.9 Deputy Attorney lV 

discovery, pleadings. moUons, briefs, 
opinions. or other court and agency 
fliJngs) wllh_proper conlenl, legal 

·' analysis, lqne, organlz.aUon, grammar. 
format and terminology. 

Potentially complex 
litigation and lo-hause 
counsel 

Prepare, for potentially wmplex and 
sensitive matters, legal documents (e.g. 
discovery, pleadings, motions, briefs. 
opinions, or other court end agency 

30 29 870 0.5 Deputy Attorney Ill 

. 
I 

flllngs) w1th proper content, legal 
analysis, tone, organlz.ation, g111mmer. 
formal end terminology. 

Utlgatlon and In-house 
co~nsel-

Prepare legal documents (e.g. 
discovery, pleadings, motions,_ br1efs, . 

5 4 20 0.0 Deputy Attorney 

opinions, or other court and agency 
filings) wtih proper contenL legal 
analysts, tone, organlzaUon, grammar, 
format and terminology. 

Secrelar)al support Perform complex legal secretarial 6 20 120 0.1 Legal Secretary 
work Including 1he preparation, 
processing, filing and service of 
legal documents, compose -
correspondence and transcribe_ 

Research Assfst at1omeys In litigation by 13 27 351 0.2 LeQal Analysl. Senior Legal Analyst 
researcl11ng an'd analyzing statutory 
and case law authority relating to 
specltlc Issues and maklng 
recommendations. 

Aeronautics Litigation 2 022 1.2 
Most complex lltlgatlon 
and 11"1-house counsel 

Prepare, for most comp_lex and 
sensltlve matters, legal documents (e.g. 

30 27 810 0.5 Deputy Attorney IV 

.. :.-~. 

j' 

discovery, pleadings, moUons, b~fs. 
opinioN, or other COUrt and agency 
filings) with proper wntent, legal 
analy81s, tone, organlzaUon, grammar, 
format and terminology. 

, .. ~-.. . ~ 

' . 
!, __ ,). 

_yoog 



Legal Dl-.. ol 


Department of Transportation 

Workload Matrix 


25 12/14/2009 

Task - Descrlptlon Workload Number of Total1 PYs (1758 BCP & FL &. Cross· Positions 

' 
Standard (Hrs) OccurrencesfYr Workload Hrs/PY) Mandates Allocation 

~ : fCOS PYs) 
::loten!lally rmplex Prepare, tor potentially complex and 30 29 870 0.5 Deputy Attorney Ill 

ltlgatlon ~n. In-house eens/Uve matters, legal documents (e.g. 

::ounsel · discovery, pleadings, motions, br1efs. 
opinions, or other covrt and agency 
ftlln~s) with proper content legal 
analysis, tone, organlz.aUon, grammar, 
format and terminology. 

• \ligation and In-house Prepare legal documen/3 (B.g. 5 3 15 0.0( Deputy Atlomey 
:ounsel discovery, pleadings, moUons, br1efs, 

' 
opinions, or other court and agency 

' Hllng$) with proper content, legal 
analysis, tone, organlz.sUon, grammar, 
format and terminology. 

iecretarlal support Perform complex legal secretarial 8 29 232 0.1 Legal Secretary 
work Including the preparation, 

.. 
processing, filing and service of I 

legal documents, compose 
correspondence and transcribe. 

:esearch Assist attorneys In lftlgaUon by 5 12 60 0.0 Legal Analyst. S~nlor Legal Analyst 
researching and analyzing statu1ory 
and case law authority relating to 
specific Issues and maklng 
recommendations. 

'vestlgatlon Review and evaluate engineering 5 7 35 0.0 Llligallon Specialist 1111 
; and other e;.cpert analysis; locate 

~ and establish chain of custody . 
Check civil and crlmlnallndexas. 
Develop background Information. 
Pre'pare axtenslve written reports 
and tesUfy about lnvasUga11ve 

- findings. 
us;TransQ.ortatlon Assistance & Litigation 2,292 1.3 
1pervlse a group of f!lans, organizes, dlrecta, coordinates, 18 36 646 0.4 Assistant Chief Counsel 
omeys !rwolvod In a and reviews the work of a profesSional 
riety of IIUga!lon and legal.&l.aff: acts as legal advisor to top 
\er legal activities management prepares legtslaUon and 

represents the Department before the 
L&Qislature; formula!& legal policy; and 
participates as a member of top 
management In tile development and 
lmplementa\lon of depal1rroentaJ policy 
In area. 

I 



Legal Division 
Dapartmant of Transportation 

Workload Matrix 
Task Description Workload Number or Total PYs (1758 BCP & FL & Cross· Positions 

Standard (Hrs) Occurrances/Yr Workload Hrs/PY) Mandates Allocation 
(COS PYsl 

Most complex litigation Prepare, for most complex and 18 31 558 0.3 Deputy Attorney IV 
and In-house counsel eefl&ltlve mat1ers.. legal doroments (e.g. 

discovery, pleadings, motions, briefs, 
opinions. or other court and agency 
linngs) with proper content. legal 
analyals, tone, organization, gf'9mmar, 

' 
format and lenmlnology. 

Po~enl!a~y complex Prepare, lor potentially comple)( ano 1 2 2 0.0 Deputy Attorney Ill 
lltlgatlori~and In-house seneiUVll malteMI, legal documents (e.g. 

counsel: diScovery, pleadings, moUons, brtefs, 
oplnlons, or other court and agency 
filings) with prop&r content, legal 
analyals, tone, organization, gremmar, 
format and terminology. 

Litigation and In-house Prepare legal· documents (e.g. 24 39 936 0.5 Deputy Allorney 
counsel discovery, pleadings, motions, briefs, 

< 
• opinions, or. olh!'r court and agency 

filings) w:Jth proper content, legal 
analysis, tone, organization, grammar, 
format and terminology. 

Secretarial support Perform complex legal secretarial 4 
work InCluding 'the preparation, 

16 64 0.0 Legal Secretary 

processing, flllng 8!'1d service or 
legal. documents, compose 
correspondence and transcribe. 

Research ASsist attorneys In litigation by 4 13 52 0.0 Legal Analyst, Senior LegaJ Analyst 
researchlnS) and analyzing statutory 

·. and case law authorlty relating to 

: speclflc Issues and making 
recommeildellons. 

lnvestJgatlon Review and evaluate engineering 4 8 32 0.0 Litigation Specialisl 1/11 
and other expert analysis;. locate 
and es'abllsh chain or custody . 
Ch'eck civil and crtmlnallndsxes. 
Develop background Information. 
Prepare extensive written reports 
and testify about Investigative 

: findings. 

Contract Law: 89 637 51.0 

. Intellectual Property 348 0.2 

MO$t complex litigation . Prepare, for most complex and 16 15· 240 0.1 cos Deputy Attorney IV 
and In-house counsel sentiltlve matter5, legal doc:vmenla (e.g. 

discovery, pleadings, moUons, brtefs, 
opinions, or other court and agency 
filinga) wtth proper content. legal 

I 

analysls, tone, organization, gf'9mrn9r, . ' <~/2009' format end tennlnology. ,.·:. 
...·.:..--.:,;:... 



.. 
Legal Dl 1 

Department of · portatlon 
Workload ,.,dlrlx 

Task ' Descrlptlon Workload Number of Total PYs (1758 BCP & FL & Cross- Positions 

Standard (Hrs) Occurrences/Yr Worlc;.load Hrs/PY) Mandates Allocation 
(COS PYs) 

Secre)arlal ~uppqrt Perform complex legal saetetarial I 6 18 108 0.1 cos Legal Secretary 
work Including the preparation. 
processing, filing and servlca of 
le·gaJ documents, compose 
correspondence and transcribe. 

General ·Contract Assistance 43 382 24.7 
Supervlu a gro1.1p of Plane, organlz.es, dlreets, coordinates, 18 38 684 0.4 cos Assistant Chief Counsel 
stlomeya Involved In a and reviews the wor1< of a ptofaMional 
viltl&ty ofiiUQaUon and legal ataff; am as legal advisor to top 
other legal a(;tlviUas management; prepares leglslatlon and 

represents the DepartJT\ent be lore lha 
Legislature; formulate legal policy-. and 
participates 88 a member of lop 
management In the development and 

· lmplemenlaUon of departmental policy 
In area·.. 

-
Most complex 1\llgatloh Prepare, for most complex and 45 295 13,275 7.6 FY 2009/10 cos Deputy Attorney IV 
md ln.house counsel sensitive matters, legaJ cloeument3 (e.g. FL#8

discovery, pleadings, mollone, briers. . SBX2 4 
opinions, or other cou11 aM agency 
filing&) with proper content. legal 
analya_ls, tone, organlzeUon. grammar, 
format end lennlnology. 

'otentlally complex Prepare, fof poten~alty complex and 40 100 4,000 2.3 cos Deputy Attorney Ill 
' 

l1.1gatlon and ln.house sensitive matters, legal documen~ (e.g. 

;ounsel · discovery, pleadlJ1gs; moUons, briefs, 
opinions, or other court and agency 
11111'\Qe) witJ:l proper content; legal 
analysl$, lone, organization, grammar, 
format and tsnnlnology. 

.ltlgatlon and In-house Prepare legal documents (e.g. 40 97 3,880 2.2 cos Deputy Allomey 

ouns:el dlacoveiy, pleadings, motions. briefs. 
opinions; r>r other court end agency 

; 
flllngs) with proper content. legal 

I 

analysis, lone, organization, g111mmar, 
format and terminology. 

ecrelarlal support Perform complex legal secretarial 15 402 6,030 3.4 FY 2009110 cos Legal Secretary 
vvork Including the preparation, FL#B
processing, flllng aod seNice of SBX4 
legal documents, compose 
correspondence and transcribe·. 

:esearch Assist attorneys In llllge\lon by 20 84 1,680 1.0 FY 2009/10 cos Legal Analyst, Senior Legal Analyst 
researching and analyzing statutory FL # 8 -
and case law authority rela!lng fo sax 4 
speclflc·lssues sod making ~7 12/14/2009 
recommendations 0 



Legal Division 

Departmsnt of Transportation 


~ Task 

Supervise and testify 
on. transportation 
engineering standards 

.. 

: 

Description 

Directs, plans organizes the work of 
three Senior Transportation 
Engineers who assist the Allomeys 
In preparation for trial In either 
Arbitration or the Superior Court for 
contract claims. Research the. 
factual foundation for claims 
C:o.ntalne.d within Complaints against 
the Department of Transportation. 
end provide an analysis of !he 
menta of those claims. Consult with 
the Chl.af or Engineering and advise 
on the use of staff or contract expert 
witnesses. Assist In the preparation 
of witnesses for trial of deposiUon. 

Workload 
Standard (Hrt;) 

20 

Workload Matr1x 
Number of. Total 

OccurrencasiYr Workload 

27 540 

PYs (1758 
Hre/PY) 

0.3 

BCP & FL & 
Mandates 

Cro5s· 
Allocation 
{COS PYs} 
cos 

. 

Poaltlons 

Supervising Transportation Engineer 

' 

; 

Tr1al preparation and 
testify as Engineering· 
expert 

·, 

.. 

Assist the At1ornayo In preparation 
for tr1alin either ArbllraUon or the 
Superior Court for oontrect claims. 
Research the factual foundation for 
cJaJms conta!n6d within Complaints 
against the Department of 
Transportation, and provide an 
analysis of I he merits of those 
claims. Act as an expert witness In 
trtal or deposition. Consult with the 
Chief of Engineering and advise on 
the use of staff or contract expert 
wltnsssas. Assist ln the preparation 
of witnesses for trial of deposition. 

5 5 25 0.0 cos Senior Transportation Engineer 

/>-~.:...;.," --.412009 
. ~ '; 
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Legal o: ' 
Department ot T• ,ortatlon 

Workload Matrix 
Description Workload Number of 

Standard (Hrs) OccurrencesfYr 
Task 

20Manages. the programs budget and . 39~ssource and Legal 
resolves accounting problems. 

latatbase 
:ase management 

Prepare PARFs to vacanciE?-S. 
1dmlnlstratron ProC$5$ tralnlng requestS for all four 

legal offices. Manages the Legal 
Case Maflagement database 
includes review Incoming cases and 
Initiate new cases Into the system; 
Mor11tbr the. datllbase and create ad 
hoc reports and assists on 
database related problems. Process 
selllements and judgments for 
payment. Monitor use of relevant 
funding sources and Identify trends. 
Work dl~ctly with staff to revlevJ 
processing by management 
regarding settlements and 
judgments. 

32820lerlcal assistance Receptionist In each Legol Office 
. Including routing calls, greeting the 
public, taking claar and concise 
messages for. staff and receive and 
stamp documents and packages 
from ~urler and messenger 
services. File Clerk serve as 
records offlcerlflle clerk for the and . 
records wlth all four legal offices 
and Recol'ds end .Form 
Management Staff. Mailroom derk 
responsible for Incoming/outgoing 
mall. Reeelve and ~tamp 
documents., packages and deliver to 
appropriate personnel. Responsible 
for Incoming and outgoing overnight 
packages and deliver faxes. May 
assist In payment of Invoices. 

7920Direct, plan organize the wor1< of1pervlslon 
secretarial staff; prepare reports 
and malnteiln manuals of legal forms 
and procedures, worl< standards, 
producUon records and relaled 
material. Evaluate performance 
and take or recommend appropriate 

. action. f 

Total PYs {1758 
Workload Hrs/PY) 

0.4780 

3.76,560 

1,580 0.9 

.. 
Positions 

AllocaUon 
fCOS PYs} 

CroS$· 

Staff Services Analyst/ Associate 
Govemmenlal Program Analyst 

cos 

Office Assistant (General ffyplng)cos 

cos Legal Support Supervisor I 

12/141200$ 

BCP & FL & 

Mandates 


http:malntEi.tn


Legal Division 

Department of Transportatlon 


Workload MatriK 

Positions 

Standard (Hrs) OccurrenceaNr 
Task Description BCP & FL & Cross-Workload Number of PYs (1758 Total 

Mandates AllocationWorkload Hrs/PY} 
; 

(COS PY~ 
Law.Ubrary Assistance Library Technician As.slslanl I/ Office1,940 1.1 20 97Re.sponslble for dally legal serials 

Technician (General/ Typing)
check-In, scanning, and roullng law 

reviews, newsletters, newspapers, 

updated volumes and loose-leaf 

Inserts. Assists librarian to track 

clrculallon of library materlals. 

Dispose of unsolicited materials and 


.	publisher advertisements received 

In llbraty • 
. 

Manage ·Law Llbraty 20 100 0.1 Santor Librarian 5Conduct complex and specialized 

reference and r~earch work 

utilizing prlnl. electronic database, 

Internet and other sourcas. 

Compile bibliographies and 

leglslallve histor1es research. 

Prov1de guidance In the use of 

lnfonnatJon resources, whether 


' printed or electronic, Internal or 

e)demallo library resources. 

Consult with the deputy chiefs 

regardlng loeal needs and 

requirements. Plan, dlrecl and 

supervise library moveo:Revlew, 

select and acquire publications and 

databasas for the Legal Division. 

Investigate usage patterns of library 

rasources. Insure currency of 

publications In the llbrarlss and 

desk sels provided to staff. Monitor 

physical condiUon of books. 

Consult with the deputy chiefs 

regarding local requirements for 

library and desk sets. Administer 

statewide publicaUons purchasing 

program; menage the Was \law and 

Laxls contracts. Provide ·llelson 

betWeen Legal Division end 

publishers. 


·.\412009 

...JJ'-.·.... _.:....·. ,_;, 

http:speclallz.ed


Legal Dt, ...>n 

Department of Transportation 


- - Workload Matrix 

Task 
 Positions 

Standard (Hrs) 
Description Workload· Cross·Number of Total PYs (1756 BCP & FL & 

Mandates Allocation 
(COS PYsl 

Menage re!>ources and 

Occurrences/Yr Workload 
 Hrs/PY) 


Staff Services Manager II 
suppOrt st~ff 

Plan, organize, direct and olherwlse 4 0.130 120 
manage/supervise the Legal 

Division's administrative support 

acUvltles, Including, Resource 

Management, Personnel 
Management, Expert Witness 

Contract Management. Business 

Management, Information Systems, 

Law library Services, 

Tralnlng/Safety/EEO 

Administrative Support 

' 

12 49 588 0.3 Administrative Assistant I 
Independently reviews and 

to Chief Counsel 
pr1oritizes Incoming correspondence 

and determines whether the 

material should be referred to the 

Chief Counsel or to an appropriate 

staff member for reply. 

Independently composes letters, 

memoranda. etc., and Initiates 

replies to Incoming correspondence. 


: Reviews correspondence for proper 

format, content, and grammatical 


·. CO"!,Struction prior to the Deputy I
Chief Counsel, Chief. Counsel, Chief 

Deputy Director and Director's 

slgriature. 


20 80 1,600 0.9;ontract administration cos Staff Services Analyst/Associate Develop, execute and administer 
Governmental Program Analyst expert witness contracts: Ensure 


llmely processing of contract related 

documents: prepare all 

advertlsements for cOntracts that 

must be advartlsed In the State 

Contracts. Register; review and 

monitor btd packages: monitor and 

review executed contracts; address 

contract problems and take 

appropriate corrective acllon 

Including direct contact with the 


: .expert witnesses, consultants and 

various service vendors; process all 

subsequent docur:nenls 


.• 

3 840 2.2:onttact Cl~lms Ruview 
,)I 

I"' I '+I "VVl:! 



Lugal Division 

Department of Transportation 


·-

Task 

Supervlse and testify 
on' transportation 
engineering standards 

.. 

·• 
Trial preparaUon and 
testify as Engineering 
expert 

' 

.. 
·,. . 

Jnvestlgate and pay 
property damage 
claims of $5,000 or 
les.s. Provide 
engln~rlng technIcal 
expertise 

Description 

Directs, plans organizes the work of 
three Senior Transportation 
Engineers who assist the Attorneys 
in preparation for lrlalln either 
Arbitration or the Superior Court for 
contract claims. Research the 
factual foundation for claims 
contained within Complaints against 
the Depar\JTlent of Transportation, 
arid provide an analysis or the 
merits of those claims. Consult wlth 
the Chief of Engineering and advise 
on the use of staff or C9ntract expert_ 
witnesses. Assist In the preparation 
of witness~ for trial of deposl11ol'l. 

Assisl'the AUomays In preparation 
for trial In either Arbitration or the 
Superior Court for contract claims. 
Research the.factual f9undatlon for 
claims contained within Complaints 
against the Department of 
Transportation. and provide an 
analyals of the merits of those 
claims. Act as an expert witness In 
trial or deposiUon. Consult with the 
Chief of Engineering. and advise on 
the use of staf( or contract expert 
witnesses. Assist In the preJ!)aratlon 
of witnesses for trial of deposition. 

lnvestJga11on and approving all 
property damage claims of $5,000 
or less Including receiving all 
VIctims Compensation and 
Government Board claims. Provide 
as~lstance to the at1orney In 
obtaining all avaUable Information 
regarding tort lawsuit. Depend the 
Department In Small Claims. 
Provide englneerlng !echhlcal 
assistance. 

Construction I -'<:-.--r Compliance 

Workload 

Standard (Hrs) 


10 

14 

30 

Workload Matrix 
Numb9r of Total PYs (1758 

Occurrences/Yr Workload HrsiPY) 

12 120 0.1 

210 0.115 

117 3.510 2.0 

-

,. ..• ·,, 0.8.....~· ''. 1 437 

Cross-
Mandates 

BCP & FL & 
Allocation 
(_COS PYs) 
cos 

cos 

Superior cos 
Court case 
of Muslclpf 
v. Corning 
Hospital 
Dlnrlr;t In 
~961 

Baldwin In 
1972 
Ll In 1975 

Positions 

Sup6fVIslng Transportation Engineer 

. 
Senior Transportation Engineer 

Claims Officers (Senior Transportation 
Engineer, Transportation Engineer) (Dis1rlct 
Positions) 

. ~~'i/I.VV:.1
\'· . .'1.t . ._,.,..... 

·~.·.- ,. 





.Legal Dh.. .-n 

Department of Transportation 


Workload Matrix 
· Task DBScrlpUon Workload Number of Total PYI (1758 BCP & FL & Cross- Positions 

Standard (Hrs) Occurrences!Yr Workload Hrs/PY) Mandates Allocation 
.. rcos PYsl 

Most complex IIUgaUon Prepare, for most complex and 30 47 1,410 0.8 cos Deputy Allomey IV 
and In-house counsel sensitive matters, legal di:lcllmenls (e.g. 

dlaoovery. pleadings, moUon.'l, brie~. 
opinions, or other court end agency 
flllnr;s) wltb proper conlenl, legal 
analysis, lone, organization, grammar, 
formal ·and terminology. 

Secretarial support Pet1orm complex legal secretarial 3 9 27 0.0 cos Legal Secretary 
work Including the prepare! ion, 
processing, fllfng and service of 
legal documents, compose 
correspondence and transcribe. I 

Stop No~cea 544 0.3 
Research Assist attorneys in lltlgaUon by 17 32 544 0.3 cos Legal Analyst, Senior Legal Analyst 

researching and analyzing statutory 
and case law authority relating to 
specJflc Issues and maklng 
recommendations. 

:ontract Litigation I Arbitration 40 086 22.8 
lupetVI~ a group of Plane, organizes, directs. coon:llnate.s, 30 42 1,260 0.7 cos Assistant Chief Counsel 
.ttomeys .Involved In a and revleWll the work of a profEis.slonal 
ar1ety oflltrgalfon and legal staff; acts as legal advloor to top 
·lher legal!lctivltle& management; prepares legislation and 

represanta the Depa'rtment before the 
Legislature; formula\$ legal policy; and 
partJclpale3 as a member of top 
managemenlln tne development and 
Implementation of departmental policy 
In area. 

Prepare, for. most o:~mplelt and 40 7,400 4.2 185lost ~mplex li1Jgatlon cos Depllty Attomey IV 
nd In-house counsel sensitive mattars, legal documents (e.g. 

discovery, pleadings, motions, brtefs, 
opinions, or olher court and agency 
filings) with proper content. le[)al 
analysis, tone, orgenlzaUon, grammar, 
formal and terminology. 

otantlally complex Prepare, for po)entlally complex and 38 97 3,686 2.1 cos Deputy Allorney Ill 
Jgatlon ·a.nd In-house sensitive matters, legal documents (e.g. 

discovery, pleadings, motions. brief&, :>un.sel 
opl(llons, or otner court and agency 
'~lings) with proper oonlen\, legal 
analysts, tone, organization, grammar, 
fonnatand terminology.

1 
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Legal Division I 
Department of Transpo'rtatlon 

Workload Matrix 
Task Descl'"lptlon Workload PositionsTotal PYs (1758 BCP & FL & Cross-Number of 

; Standard (Hrs) Workload Hrs/PY) MandatesOccurrences/Yr Allocation 

; I(COS PYs) 

Prepare legal.documents (e.g. UUgatlon and In-house 456 16,87237 9.6 cos Deputy Attorney 
counsel discovery, pleadlnga, motions, briefs, 


oplniQns, or other court and agency 

ffilngs) wtth proper conient. legal 
 I
analysis, toile, orgarilzatlon, grammar, 

format·and terminology. 


Perform complex legal secretarial Se.crelarlal support 20 176 3,520 2.0 cos Legal Secretary 
work. Including the preparation. 
processing, filing and service of 
legal documents, compose . 
corresPOndence and transcribe. 

Research Assist attomeys In litigation by 30 45 1,350 0.8 cos Legal Analyst, Senior Legal Analyst 
researching and analyzing statutory 
and case law authority relating to 
speciflc Issues and making 

. . recommendations . 
Investigation 7 14Review and evaluate engineering 98 0.1 Litigation Specialist !Ill 

and other expert analysts: locate 
arid. establish chain of custody . 
Check civil and criminal Indexes. 
Develop background Information. 
Prepare extensive written reports 
and testify about Investigative 

' findings. 
S~pervis~ and te:stify 30 . 34 1,020 0.6 cos Supervising TransportaOon Engineer 
or\ trans·~rtatlon Directs, plans organizes the work of 
engineering standards three Senior ·Transportation 


Engineers who assist the Attorneys 

In preparation for trial In either 

Arbitration or the Superior Court for 

contract-claims. Research the 

factual foundaUon for claims 

contained wllhin Complaints against 

the Department of Transportation, 

and provide an analysis of the 

merits of those claims. Consult with 

the Chief of Engineering. and advise 

on the use or staff or contract expert 

witnesses. Assist ln the preparation 

of witnesses for trial of deposition. 
 .. . 

,. -~/2009 
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... 
Legal IJIV.'·"·100 

. ~ Department of 1 )Ortatlon 
Workloa<. <. 

Task Description Workload Number of Total PYs (1758 BCP & FL & Cross- Poslllons 

Stand~rd (Hrs) OccurrencesfYr Workload HrsiPY) Mandates Allocation 
(COS PYs) 

Trfal preparation and 40 122 4,880 2.8 cos Senior Transportation Engineer 

lesUfy as Englnearll'\g Assist the Attorneys In preparation 
expert 

1 
for trial ln either Arbltratlon or the 

'• ~ 
SuperiOr Court for contract claims. ·, 

' Research the factual foundaUon for 
claims contained within Con)plalnts 
agalns! the Department of 
Transportation, and provide an 
analysis of the merits of those 
claims. Act as an expert witness In 
trial or deposition. Consult with the 
Chief of Engineering and advise on 

I 
the usa of staff or contract expert 
wllrlesses. Assist In the preparation 
of witnesses for trial of dsposilion. 

:nvlrontnental Law: 15 723 8.9 

;enernl !Environmental Assistance 10 299 5.9 
:upeTVIsci. a group of Plans, organize&, d!rects, coordlnatas, 30 49 1,470 0.8 Assistant Chief Counsel 
ttomeys Involved In a and-reviews the work of a profes.slonal 
ariety;ofiiUg_aUon end legal 5'taff; ad3 as legal advisor Ia top 
\her legal adlviUee management; prepares leglslaUon ·and 

repl"93anls the Department before the 
Legislature; formul(lts legal policy: and 

; participates as a member of top 
management In the development and . 
lmplamentatlon of departmental policy 
In area. 

lost (?omplex: 11Ugatlon Prepare, for m06t complex and 32 66 2,112 1.2 Federal Deputy Attomey IV 
1d In-hOuse counsel sensitive matters., legal documents (e.g. Clean Water 

discovery, pleadings, moUons, brlefs. Acl 
opinions, or other court and agency Statewide 
!lUngs) wlth proper content. legal National
analysis, tone, organ!zeUon, grammar, 

Polluumtformat end terminology. 
Discharge 

I Order No. 99 

I 06-DWQ 

'ten~ally complex · Prepare, for potentially complex and 30 14.5 4,350 2.5 Federal Deputy Attorney Ill 

'gallon and In-house sensttlve matters, legal documents (e.g. Clean Water 

1unse1 dla~very, pleadings, motlona, brlefs, Act 
opinions, or other court and·agency Statewide. 
filings) with proper conlent, legal National
analysis, tone, organl:iallon, grammar, 

Pollutant
format and terminology. 

3~ Discharge 12/1412009
Order No. 99 
06-DWQ 



Legal DlvJslon 
Department of Transportatlon 

Workload Matrix 
Task Description Workload Number of Total PYs (1756 BCP & FL & Cross- Positions 

·Standard (Hrs) o·ccurrencesl)'r Workload Hrs/PY) Mandates Allocation 
•. (COS PYs) J 

LIUgatlo!l and In-housE! Prepal"9 legal documents·(e.g. 30 56 1,680 1.0 Federal Deputy Attorney I 
counsel· discovery, pleadings. mo~ons, briefs, Clean Water 

opinions. or other court end agency Act 
fHings) with proper content, legal Statewide 
analysla, tone, orgsnlza\lon, grammar, 

National
formal and terminology. 

Pollutant 
Discharge 
Order No. 99 

' 06-DWQ 
se,cretaf:lal ~upport Pe~rm complex legal secretarial wori< 9 37 333 0.2 Federal Legal Secretary. 

lncludlnl) the prepenlllon, processing, Clean Water 
filing and service of legal documents, Act 
compose correspondence and Statewide 
tran$cr1be. National 

Pollutant 
Discharge 

; Order No. gg. 

. 06-DWQ 
Research Aaslst attorneys In IIUgaUon by 12 29 346 02 Federal Legal Analyst, Senior Legal Analyst 

researching and anatyzlng statutory and Clean Water 
case law authority fl!laUng to spedfic Act 

.' 
ISSU98 and rrialdng fl!COmmendeUons. Statewide 

National 
·. Pollutant 

Discharge IOrder No. 99 
06-DWQ 

Investigation Review and evaluate engineering 2 3 6 0.0 LiligaUon Speclalisl 1/11 
and other expert analygls; locate 
and establish chain of custody. 
Check clvll and crlmlnallndexes. 
Develop background Information. 
Prepare extensive written reports 
and testlfy about investigative 
nndlnQs: 

Hazardous Waste· Stonn Water Permit Work 222 0.1 
Most complex lltlgat.lon Prepare, tor most complex end 10 16 160 0.1 Deputy Attomey fV 
and In-house counsel sensitive matters. legal dOQ.Jments (EI.g. 

discovery, pleadings, motions, briefs, 
( opinions, or other court end agency 

filings) with proper content. IEJgal 
analysis, tone, organlzaUon, grammar. .. 
format and terminology. 

'\, .. .... .. ")f2009 
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I Legal Dlv,,.,on 

Department of Transportation 


Workload Matrh: 

Task Description Workload Number of Total PYs (1756 BCP & FL & Cross- Positions 

Standard (Hrs) OccurrencesfYr Workload Hrs/PY) Mandat61S Allocellon 
- {COS PYs) 

Potentially complex Prepare, for potenUalfy complex and 6 8 48 0.0 DepiJly Attorney II I 

litigation and In-house sensitive matters, legal docUments (e.g. 

counsel discovery, pleadings, moUons, briefs, 
opinions, or other court end agency 
filings) with proper content. legal· 
analysis, tone, organlz.allon, grammar, 

Iformat end terminology. 

Secretarial support Perform complex legal secretarial 2 7 14 0.0 Legal Secretary 
work Including the preparation, 
processing. filing and service ol 
legal documents, compose 
correspondence and transcribe. 

:nvlronmeiltal Legal Sufficiency 1 315 0.7 
luparv!se a qroup of Plans, organizes, direct&, coordinates, 15 25 375 0.2 I Assistant Chief Counsel 
11tomeys ·lnvQ!ved In a and reviews the work of a professional 
•anely_ of.J\Ugatlon and legal staff; acts as legal acMsor to top 
1lher legal eetlvltles management: prepares legislation end 

repte$enls \he Department before the 
Legislature; form.ulats le~al policy, end 
partJdpate8i as e member or top 
management In the development and 
lmplemenl.oltlon of departmen!BI policy 
In area . . 
Prepare, for most cqmplex and 13 16 208 0.1 Federal · Deputy Attomey IV 
sensltlve matters. legel documenl:a (e.g. 

lost ~mp_l~x lltlgeUon 
Clean Weier 

.. 
nd lri-hous~counsel 

discovery, pleadings, moUons, bnef1J, Act· 
opinions, or olher court and agency Statewide 
flllngs) With proper content, legal 

National
aneiY15Is. tone, o~anlzatlon, grammar. 

PollLJt.antformat and terminology. 
Discharge 
Order No. 99. 
 06-DWQ 

:>tenlial!y complex Rrepare, for potentlally complex and 18 540 0.3 Federal30 Deputy Attorney Ill 
!gatlon and In-house seneiUve matters, legal docvments (e.g. Cl~an Water 

discovery, pleadlngs. moUons. brief$. Act 
oplnlona, or olher court and agency 

>unsel 
Statewide 

f,llngs) with proper content. I8Qal · Nellonal
anatysls, tone, organization, grammar, 

Pollutant
format and terminology. 

Discharge 
Order No. 99 

. 06-DWQ 

37 12/14/2009 



Legal Division 
Department of Transportation 

Workload Matrix 
Task 

Utlgatlon and In-house 
counsel: 

Description Workload 
Standard (Hrs) 

Number of 
Occu rre nee slYr 

Total 
Wor"~load 

PYs (1758 
HrslPY) 

BCP & FL & 
Mandates 

Cross· 
Allocation 
(COS PYs) 

Positions 

Prepare legal doc:umants (e.g. 
discovery, pleading:~, motions, briefs, 
opinions, or oth$r court and agency 
filings) with proper content, legal 
analysis, lone, organization, grammar, 
rormal and lermlnology. 

12 -16 192 0.1 Federal 
Clean Water 
Act 
Statewide 
National 
Pollutant 
Discharge 
Order No. 99 
06-DWQ 

Deputy Attorney 

Stormwilter 1 704 '1.0 
Sup6rv~ a group of 
attomayaojnVotv«K! In a . 
VBI1_aty cf l1tlgatlon and . 
other legal actlvltles . 

' 
•. 

Plans, organizes, dlrec1s, coordinates, 
and reviews the work. of a professional 
legal staff; acts as legal advisor to top 
management; prepares legislation and 
represents the Department before the 
Legislature; formula\s legal policy; aod 
participates as a member of top 
management In the devetGipment and 
Implementation of departmental pollcy 
In area. 

9 16 144 0.1 Assistant Chief Counsel 

Mo~t corjlplex lltlgaUon 
and lri-h6use counsel 

Prepare, for most complex and 
senslllv6 matters, legal dot;tJments (e.g. 
discovery, pleadings, motions, briefs. 
opinions, or olher court and agency 
filings) wllh pr-Oper content, legal 
analysis, tone, organlzaUon, grammar. 
format and terminology. 

1 3 3 0.0 Federal 
Clean Wa1er 
Act 
Statewide 
National 
Pollutant 
Discharge 
Order No. 99 
06-DWO 

Deputy Attorney IV 

Potentially complex 
litigation and In-house 
counsel 

Prepare.. for polenUally complex and 
sensitive matters, legal documents (e.g. 
discovery, pleadings, motions, briefs, 
opinions, or other court and agency 
filings) with -proper content. legal 
analysis, tone, organization, -grammar. 
format and tarrninology. 

22 28 616 0.4 Federal 
Clean Water 
Act 
S!atewlde 
National 
Pollutant 
Discharge 
Order No. 99-
06-0WQ 

Deputy Attorney Ill 

<'1/2009 
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Legal Division 

Department of Transportation 


Workload Matrix 
Task Description Workload Number of Total PYs (1758 BCP & FL & Cross- Positions 

Standard (Hrs) Occurrences/Yr Workload HrsfPY) Mandates Allocation 
JCOS PYs)_ 

.IUgaUon arid In-house Prepare legal documents (e.g. 6 11 66 0.0 Federal Deputy Attorney 
ounsel discovery, pleadings, mciUons, bnefs, Clean Water 

opinions, or other court and agency Act 
flllngs) with proper content, legal 
analysls, torie, organization. grammar. 
format and terminology. 

Statewide 
National 
Pollutant 
Discharge 
Order No ..99-
06-DWQ 

ecretarlal support Perform complex legal secretarial work 9 32 266 0.2 Federal Legal Secretary 
Including the preparation, processing, Clean Water 
fllfng and service of legal documents, Act 
compose correspondsnc:s and Statewide . 
transcli~e. Natlonai 

Pollutant 
Discharge 
Order No. 99-
06-DWQ 

vestlgaUon Review and evaluate engineering 1 3 3 0.0 LIUgation Specialist l/ll 
and other expert anc;~l~ls: locate 
end establish chain of custody . 
Check civil and criminal Indexes. 
Develop background Information. 
Prepare extensive written reports 
and te.SUfy about lnvestlgallve 
findings.. 

1pervlslon Dlreet, plan organize the work of 10 28 280 0.2 Legal Support Supervisor I 
secretarial staff; prepare reports 
and maintain manuals of legal forms 
and proCedures, work standards. 
production records and related 
material. Evah,1ate performance 
and take or recommend appropriate 
action. 

. . 

39 12/14/2009 



Legal Dlvlslon 
. Department of Transportation 

Workload Matrix 


Positions 

Standard (Hrs} 
Cross--BCP & FL &Total PYs (175!3Workload Number ofDescription·Task 

AJJocatlon 
(COS PYs) 

Manage Law Library ICOnduct romplex and specialized 

MandatesHnJIPY)WorkloadOccurrences/Yr 

Senior Ll'orarlan 
reference and research work 
utJIIzlng print, electronic database. 
Internet and other sources. 
Compile bibliographies and 
!aglslaUve histories r'esea-rch. 
Provide guidance If! the use of 
Information resources, whether 

16 0.04 4 

' 
printed or electronic, Internal or 

external to library resources, 

Consult with the deputy chiefs 

regarding local needs and 

·requirements. Plan, direct and 

supervise library moves. Review, 

select and acquire publlcallons and 

databases for the L99al Division. 

I nvestlgate usage patterns of library 

resources. Insure currency of 

publications In the llbraries and 

desk sets provided to staff. Monitor 

physical cond~lon of books. 

Consult. with the deputy chiefs 

regarding local requirements fpr 

ltbrary and desk s!rts. Admlnls1er 

statewide publications purchasing 

program; manage the WesUaw and 

Lexls contracts. Provide liaison 

betWeen Legal DMslon and 

publishers . 


. 
6 20 0.1120 Staff Services Manager II 

support staff . 
Plan, organize; direct end otherwise Manage resources and 
manage/supervise the Legal 
Division's administrative support 
actlvit1es, Including. Resource 
Managemeni, Personnel 
Management. !=J<pen Witness 
Contract Management. Suslness 
Management, ·Information Systems, 
Lew Library Services, 
Tralnlno/Safetv!EEO 

'  ')/2009 
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Legal Dlv' .. :.:~ 
Department of 1' ·ortatlon 

Workload J( 

Task Description Workload Number of Total PYs (1758 BCP & FL & Cross- Position& 

Standard (Hrs) Occurrences/Yr Workload Hrs/PY) Mandates Allocation 
(COS PYs) 

,_drnlnistratlve Support 
Independently reviews. and 

7 24 168 0.1 Administrative Asslslanll 
o Chief Counsel 

prlorfUz&S Incoming correspondence 
and dalermlnas whether the 

' material should be referred to the 

! 
Chief Counsel or to an appropriate 
staff member for reply. 
Independently composes letters, 
memoranda, etc., and Initiates 
replies to Incoming cOrrespondence. 
Revle"WS correspondence for proper 
formal, contetll, and grammaUcal 
cof\Structlon prior to the Deputy 
Cnlef Counsel, Chief Counsel. Chief 
Deputy Director and Director's 
signature. · 

1tergovAmimeotal Review 641 0.4 
upervlsq a groop or Plan.s, organlzas, directs, coordinates, 10 14 140 0 .1 Assistant Chief Counsel 
ttomeys ~nvolved In a and revlel'/8 \he wol1< or a professional 
ar1etyofi1Ugatlon and legal staff; act$ as lepal eo'vlsor lo top 
lher leg~l actlvi\Jes management; prepares legleJa\lon and 

' repre3ent8 the Department before the 
Legislature; formulats legal policy, and 
per\Jclpalea as a member or top 
management In \he development and 
lmplemeritaUon of departmental policy 
In area. 

; 

osl complex lltigallori Prepare. for moe! complex and · 19 21 399 0 .2 Deputy At!omey IV 
1d ln:-housa· counsel sensitive matters, legal documents (e.g. 

discovery. pleadings, motions, brtefs. 
opinions, or other court and agency 
filings) with proper content; legal 
analysis, lone, organization, grammar, 
format and terminology. 

)tenuelly complex Prepare, lor polenllally complex and 2 3 6 0.0 Deputy Attorney Ill . 
gallon and In-house sensi\Jve matters, legal documents (e.g. 

•unsel discovery, pleadings. moHon.s, briefs, 
opinions, or otner court and agency 
flllng.s) with proper content. legal 

'. analysis, tone, organlm\Jon, grammar, 
: formal end terminology. 

:JgaUon and ln·house Prepare legal documents (e.g. 8 12 96 0.1 Deputy At1orney 
•Unsel discovery, pleadings, motions. brlefs. 

opinions, or other court and .ag11ncy 
filings) with ·propljr content. legal 4r 12/14/2009analysle, tone, organlzaUon, grammar, 
format and terminology. 



Legal Dlvfslon 
Department o.f Transportation 

Workload Matrix 
'Task Description Workload Number of Total PYa (1758 . BCP & FL & Cross- Positions 

Standard (Hrs) Occurrent;esfYr· Workload Hrs/PY) Mandates Allocation 
(COS PYs) 

Nativa Atnarlcan Issues 1 419 0.8 
SupeNlse a group of Plans, organizes, dlrero, coordinates,· 17 30 510 0.3 Assistant Chief Counsel 
arto'meys )nvoliffld In a and r&Vl'ews the work of a profe5alonal 
variety of liUgaUon and legal staff; ac\8 as legal advisor to top 
olh:er lega_l actJvJUe5 management; p111pares taglslatlonand 

; represents the Department before tho 
' Legislature; formule\8 legal policy; and 

parUclpatea as a member of lop 
management I~ the development and · 
Implemen!atlon of departmental policy 
In area. 

Potentlai\Y complex Prepare, for potentially complex and 7 10 70 0.0 Deputy Attorney Ill 
lltlgaUot'l and l~house. aensiUve matters, legal documents (e.g. 

counsel ·. dlscovety, pleadings, moUons, br1efs, 
opinions, or other court and agency 
finnge) wtlh proper content, legal 
analysis, tone, organlzaUon, grammar. 
fonnat end termlnolo~y.. 

U\Jgatlon: end In-house Prepare legal documents (e.g. 25 31 775 0.4 Deputy Attorney 
counsel , discovery, pleadings. 'moUons, br1efs, 

opinions, or olhor court and agency 
!lUnge) wtth proper content, legal 
anaiY,sls, tone, organization, grammar, 
formal and temtlnology. 

SeCJetar:fal suppor:t Perform complex legal see<retarlal 2 12 24 0.0 Legal Secretary 
work Including the preparation, 
processing, filing and service of 
legal documents, compose 
correspondence and transcribe. 

Research Asalst attorneys In litigation by 5 8 40 0.0 Legal Analyst, Senior Legal Analyst 
researChing and analyzlng statutory e~nd 
case law authority relating lo specific 
issues and making recommendeUons. 

Drainage I Water Law 123 0.1 
Supervise a group of Plans, organizes. directs, coordinates. 3 4 ,2 0.0 Assistant Chief Counsel 
attorneys Involved In a and n~vlews 1/le worl< of a professional 
var1ely of nugatJon and legal start, acts as legal advisor to lop 
other legal actlvltles managem~nt; prepares legislation and 

r&preaents the Department before the 
Leglslatura; formulals legal poliCy; and 
partlc:fpates as a member of top 
management In the development and 
lmplemeniBUon or departmental pollcy 
In area. 

'""' 
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Legal D! 
Department of T1. ,JOrtatlon 

Workload Malrix 
Task OeecrlpUon Workload Number of Total PYs (1758 BCP & FL & 'Cross· Positions 

' 
Standard (Hrs) Occurrences{Yr Workload Hrs/PY) Mandates Allocation 

(COS PYsl 
::>otentlally complex Prepare, for polenUally complex and 9 10 90 0.1 Federal Deputy Attorney Ill 

itlgatlon and ln·house sensitive matters, legal documents (e.g. Clean Water 
;ounsel discovery, pleadings, motions, briefs, Act 

opinions, or other court and agency Statewide 
filings) wtlh·proper content, legal National 
enalytls. tone, organlzaUon. grammar, 

Pollulant
format and terminology. 

Discharge 
Order No. 99 
06·DWQ 

lecretarial support Perform complex l~al secretarial wori< 3 7 21 0.0 Federal Legal Secretary 
Including the preparation, processing, Clean Water 
filing and service of legal documents, Act 
compose correspondence and Statewide 
transcribe. National 

Pollutant 
Discharge 
Order No. 99 
06-DWQ 

llscellanec.us Legal Service$ 50 388 28.7 
' 

:Jvll Ser¥1C:e Law I Grievances 7,922 4.5 
upervrse.a group of Plans, organizes. directs, coordinates, 40 69 2,760 1.6 Assistant Chief Counsel 
to.meys lnvolyed In a end reviews the wor1< of 8 professional 
H1ety~9f litlg~Uon and legal staff, acts as legal advisor to top 
:her 14igal ac'tMUes management; prepares leglslaUon and 

I ' nspnssents the Depai1menl before the·, 
LegiSietuns; formulats legal policy; and 
participates as a ·member of top 
.management In the development and 
lmplementa~on of departmental poncy 
In anaa. 

ost eorriplex litigation Pnapare, for most complex and 30 49 1,470 0.8 Deputy Attorney IV 
1d In-house counsel sensltfve matters, legal documents (e.g. 

discovery, pleadings, moUons, briefs. 
opinions, or other court and agency 
tulngs) wiUYproper content. legal 
analysis, tone, organlzaUon, grammar, , 
format" end terminology. 

)lentlally complex Prepare, for potenUally complex end 22 36 792 0.5 Deputy Atlorney Ill 

gatlo_n and In-house sensiUve matters, legal documeniS (e.g. 

1unsel discovery, pleadings, moUons, brlefs, 
opinions; or other court and agency 
ftllngs) with proper content. legal 
analysis, tone, organlzaUon, gremmar, 

~3format and terminology. I 12/14/2009 



Legal Division 
Departm~nt of TransportaUon 

Workload Matrix 
Task Descrlptlon Workload Number of Total PYs (1758 BCP & Fl & Cross- Positrons 

Standard {Hrs) Occurrances/Yr Workload Hrs/PY} Mandates Allocation 
(COS PYs) 

Utlgetlon and In-house Prepare legal documents (e.g. 30 43 1,290 0.7 Deputy Attorney 

counsel~ dlsrovery, pleadings, motions. briers, 
opinions, or other court and agency 
flllngs) with proper content. legal 
analysis, tone, organlu.Uon, grammar, 
forrn11l and terminology. 

Secretarial supp9rt Perform complex legal secretarial 15 58 870 0.5 Legal Secretary 
; work Including the prepara11on, 

' processJng, filing and service of 
legal documents, compose 
correspondence and transcribe. 

Research Assist attorneys In IIUgaUon by 20 37 740 0.4 Legal Analyst, Senior Legal Analyst 
researchhg !lind analyzing 81slutory and . 
case law authority relaUng to speciHc 
IMues and making recommendations. 

Dlaclpllriarv Actlon I Hearings 7 144 4.1 
Su~'ervls~ a group of Plans, organlies, directs, coordinates, 11 21 231 0.1 Assistant Chief Counsel 
atto'meya\lnvolved In a and reviews the work of a professional 
vartety o~IUgaUon and legal staff; acts as legal advisor to top 
olht' leg .. ac!JviUes management: prepares ·laglslallon and 

' ~ represents the Department before the . 
: Legislature; formulats legal policy; and 

' parUclpale& as a member of lop 
management In the development end 
lmplemGntaUon of departmental policy 
In area. 

'·' 

Most complex litigation Prepai'EI, for most complex and 40 58 2,320 1.3 Deputy Attorney IV 
and In-house counsel • sensitive matters, legal documents (e.g. 

discovery, pleadings, motions, briefs, 
oplnlona, or other court and 11gency 
filings) with proper content, legal 
analysis, lone, organization, grammar, 
format and terminology. 

Potentially complex Prepare, for polentJally complex and 30 50 1,500 0.9 Deputy Attorney Ill 
litigation and In-house sensiUve matters, legal documents (e.g. 

counsel dlsoovery, pleadings, moUons, brlGfs, 
opinions, or other court and agency 
filings) wlth proper content, legal 
analysis, tone, organization, grammor, 
format and termlno16gy. 

Utlgatlon and In-house Prepare legal doe~Jments (e.g. 25 39· 975 0.6 Deputy Attorney 

counsel discovery, pleadings, moUons, briefs, 
opinions, cir oth~r court and agency 
flllnga) with proper content, legal 
analysis, lone, organization, grammar, -'-'..... , '"·\.'~/2009 
format and terminology. 
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------------------------------------~--~--~~ ... ----------------------~-----------------------Legal 01 ' 
Department of 1 ortatlon 

Workload Mdtr1X 

Task Crosa· Posltlons 
S\andard (Hra) 

DescrlptJon Workload Number of Total PY& (1758 BCP & FL & 
OccurrancasNr Workload Hrs/PY) Mandates Allocation 

(COS PYs) 
\esearch Asslstsi1omays In litlgeUon by Legal Analyst, Senior Legal Analyst" 

re&Bilrchlng and analyzing stalulory and 
0 .7 20 64 1,280 

case law sulhor1ty relaUng \o specific 
lssut~s and ma~ng reoommendation6. 

~vesUga\Jon RevleoN and evaluate engineering 4 7 28 0 .0 Lillga:lon Specialist 1111 
end other expert· analysis; locale 
and astabllsh chain of custody , 
Check civil and crlmlnallndexes. 
Develop background Information. 
Prepare extensive written reports 
and testify aboul lnvestlgallv~ 

•· flndlri~s. · 
.uperyls[o~ Direct, plan organize the work of ' 15 54 810 0.5 Legal Support Supervisor I 

l .. • secretarial staff: prepare reports 
end maintain manuals of legal forms 
and procedures, work slendards, 
production records and related 
material. Evaluate performa!\ca 
Bfld take or recommend appropriate 
action. 

mplovrtumt Utlgatlon 14 609 IU 
upe~la8 a group of Plans, ott~anl:un;, dlre~a. c~rordlna!B&, I 15 25 0.2 375 Assistant Chief Counsel 
toma)'s lnvblved In a and revluws" lhe work or 11 prolaeslonal 
ulety: of ilUgaUon and Jegalataff; acts a& legal advleor lo lop 
:her legal actlviUes menageman~ prepares lagl&laUon and 

represen!S the Departmenl before lhe 
Leglslature;-formulets legal policy; and 
p·artlcJpatea as e member of lop 

' management In the development and 
lmplemenlalh;>n of departmenlal policy 
In area. 

ost complex litigation Prepare. for most comRiex and 47 92 4,324 2.5 Depuly Attorney IV 
1d in.house counsel sensitive matters, legal documents (e.g. 

discovery, pleadings, moUons, brtehs, 
opinions, or other court and age.ncy 
filing&) with proper contenl, legal 
analysis, tOne, organluUon, grammar, 
format and .terminology. 

>lenliaJiy complex Prepare, for polenUally oomplex suld 57 1,82432 1.0 Deputy Attorney Ill 
sensltlva.matlor5, legal documents (e.g. gatlon 8lld In-house 
discovery, pleadings, moUons, briefs, ·u~sef 
opinions, or other court and agency 
ftllngs) wtth proper content, legal 
anal~ls, lone, organization, grammar, 
formal and larmtnology. 
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Legal Division 

.: Department of Transportation 
Workload Matrix 

:Task Descrlptlon Workload Number of Total PYs (1756 BCP & FL & Cross- Positions 
; 

Standard (Hrs) OccurrencesJYr Workload Hrs/PY) Mandates Allocation 
(COS PYs) 

Lltlgallori and In-house Prepare legal documents (e.g. 52 60 3,120 1.8 Deputy Attorney 

counsel discovery. pleadings, motions, briefs, 
opinions, or other rourt and agency 
flllngs) with proper content, legal 
analysis, lone, organization, grammar, 

: ronmat and terminology. I 

Secretarfal support Pertorm complex legal secretarial 27 106 2,862 1.6 Legal Secretary 

I
work Including the preparation, 
processing, filing and service of 
legal documents, compose 
correspondence and transcrlbe. 

Research Assist attorneys In lltl~aUon by 25 78 1.950 1.1 legal Analyst, Senior Legal Analyst 
rese$rchlng and analyzjng statutDry and 

. case law authority relaUng to sp_acilic 
Issues and malting recommendations. 

.. I 

lnvestlga,\Jon Review and evaluat& engineering 7 22 154 0.1 Litigation Specialist 1/11
' . ~ 

and other el(pert analysis; locate! ; 
I 

and establish chain of custody . 
Check civil and criminal Indexes. 
Develop background lnforma1Jon. 
Prepare extensfve written reports 
end tesUfy about lnvestlgatfve 
flndlnQs. 

ExacuU~ Management/ LeglslaUon I BT&H I Governor's Office 20,713 11.8 
Menage 1he Divtslon · Chief Counsel ·Plans, organizes, 8,337 4.8 Chief Counsel/ Deputy Chief Counsel 
and Leg<tl Offices dlrecta.coordlnales, and revlews the 

work of a professional legal staff In 
Legal Division; acts as legal adv1sor to 
top management; prepares leglslaUon 
and ~presents the Department before 
the Legislature; ronmulates legal policy; 
and partldpat.es 11s a member of top 
management In the development and 
Implementation of department policy. 
DepuUea Chlaf Counsels worlc under 
the gene nil dlrecllon of a Chief Counsel . 
In planning, organll;lng, directing, 
coordln.aUng and reviewing the work. of 
11 major legal section of a large legal 

-. 
office. 

'. 
:''M/2009 

P. 



Legal Division 

Department of Transportation 


Workload Matrix 

Positions 

StarYderd (Hrs) 
BCP & FL &Description Workload Number of Total PYs (1758 Cross·Task 

Hrs/PY} Mandates Allocation 
(COS PYs) 

~upeNise a group of 

OccurrencesNr Workload 

Plans, organizes, directs, coordinates, 14 Assistant Chief Counsel 
Jttomays Involved In a 

0.19 126 

and reviews the work of a professional 


tar1ety.of lltJgallon end legal staff; acts aa legal advisor to top 
>ther legal acllvltles management; prepares legl$letion and 

represents- the Department before the 

Legislature; formulate legal policy; and 

participates as a member of top 

management.ln the development and 

Implementation o.f departinantal policy 

In area. 


.; I· 
Prepare, for most complex and 15 23 345 0.2 Deputy Attorney IV 


nd·l~hdus~ counS"el 

Aost complex IIUgaUon 

sensitive matters, legal documents (e.g. 
discovery, pleadings, mo!lons, briefs, 
opinions, or other court and agency 
filings) with proper content, legal 
analysis, t()ne, organization, gi'Bmmar, 
fonvat and-terminology. 

otentlally complex P.lepare, for potentially complex and 11 29 319 0.2 Deputy Attorney Ill 

jgatlon and In-house 
 sensittve matter:s. legal documents (e.g. 


discovery, pleadings, motions, briefs. 
)Unsel 
opinions, or other court and agency 
fillnga) with prop~r content, legal 
analysis, ton&, organization, grammar, 
format and terminology. 

tlgatlon and In-house Prepare legal documents (e.g. 12 0.117 204 Deputy Attomey 
discovery, pleadings, motlons, briefs, >unsel 
opinions, or other court and agency 
filings) with proper content, lag a I 
analYsis, tone, organization, grammar, 
format and terminology. 

lcretarial support 10 35 350Perform complex legal secretarial 0.2 Legal Secretary 
work Including the preparation, 
processing, filing and service of 
legal documents, compose 
corresPondence and transcribe. 
Assist attorneys In llllgaUon by 7 19 133 0.1 Legal Analyst, Senior Legal Analyst~search 
researching and analyzing statutory and 
casB law authority relating to spedflc 
Issues and meklng·recommendatlons. 
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Legal Division 

Department ofTransportatlon 


Workload Matrix 

PosiUonsCross-

Standard (Hra) 

BCP & FL &PYa (1756TotalNumber ofWorkloadDescriptionTask 
Allocation 
rcos PYs) 

MandatuHrs/PY)WorkloadOccurrences!Yr 

Staff Information Systems Analyst 5.71 10,02110,021ITadministration and 
Ne1work Administration: Secure (Specialist)/ Associate Information Systemssupport of II ligation Ne1work. User account, folda( and AnalysV Information Systems Techniciansottwara and programs 
password creaUon.and 

repair/resets: Secure LAN 

management~ troubleshooting;. 

Prepare and complale regular 


. system backups of Legal secure 

SeNers; perform data security 

related tasks; Provide desktop arid 

laptop support. Handle the more 
 . 
complex trouble-shooting I.e. &

d]scovery, brief bank. and links 
f between Legal's Case Tracking 


database and IIUgatlon software and 

programs. Respond to requests 

from Headquarters or Legal 

management for collection or 


·· dissemination of rr litigation related 

lnformatlon within the Legal and the 

District Claims Offices. COntacting, 

coordinating and organizing the 

secureq data collection efforts of all 

Legal Offices. Assist in trial using 

Trtal DJrector . 
.. 

Supervising Transportallon Engineer 0.01B3 6Supervls~ and tssttty 
Directs. plans organlz:es the work of 

engineering standards 
on transportation 

three Senior Transportation 
· EnglneBlS who assist the Attorneys 

In preparation for trial In either 

Arbitration or lhe Superior Court for 

contract claims. Research the 


· factual foundation for dalms 

contained within Complaints against 

the Department of TransportaUon, 

and provide an analysis of the 

merits of those claims. Consult with 

the Chief of Engineering and advise 

on the usa of staff or contract expert! 

witne5sas. Assist In lhe preparalionl 

or witnesses for trial of deposition. 


Legal Anafysl, Senior Legal Anelysl860 0.5 

researching and analyzlng sta!Uiory and 

ease l!lW authority relaUng to specffic 


Aulst at1om~Y' In IIOgetlon by 20 43I nvestlg atlon 

.. ' , ..... _ ·~/2009Issues and making recommendatlons. 
:J) 
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Legal Division 
Department of Transportal[ on 

Workload Matrix 
Task Description Workload Number of Total PYs (1758 BCP & FL & Cross- Posltl ons 

Standard (Hrs) Occurrences!Yr Workload Hrs/PY) Mandates Allocation 
(COS PYs) 

JTAL 516,206 . 293.6 

lOtnole: 
FY 2009/10 Finance Let1ar # 8 • Public-Private Partnership Implementation 

FY 2007/08 Finance Letter# 6- Eminent Domain and Willemsen et.al. Inverse Condemnation la'NSUII 

FY 2009/10 COS - Leglslatlve Mandate· Cross Al!ocation of COS resources for Project Delivery related litigation services 
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