Table 1-2


Activity Code Descriptions


Fed

Aid

Elig.
 No.


TITLE/DESCRIPTION


1,2


  001
MANAGEMENT
Description of Work:

Work involved in the performance of management activities by Departmental personnel classified as "manager" or "exempt" by the Department of Personnel Administration.

In general, management consists of establishing policies under State law and regulations for an assigned area of responsibility and verifying policy compliance and the effective operation of that area through designated supervisors.

Organizational/Employee Designation That is Allowed to Use This Code:

This code is to be used by only those employees that are classified as "managers" or "exempt".

Program/EA Usage:

This code will normally be used with the  Indirect Cost EA established for the manager's unit or function, except for time spent in excess of one hour on specific Programmatic work.

When using this Activity Code for Recruitment Activities, use a Special Designation of 6RECRUIT.

Federal Eligibility:

This activity is only federally eligible when used with approved State Planning and Research projects.

Use FAE [1] when charging to an approved State Planning and Research (SPR) project EA. Use FAE [2] when charging to any other EA.

Special Instructions:


1.
Activity Code 001 will be used to record time spent in performing normal managerial duties. Time spent on separately defined  Indirect activities will be coded to the appropriate Indirect Cost Activity Code as listed in Table 1-1, Activity Code Summary, where all  Indirect Cost Activity Codes are identified.


2.
Activity Code 001 will also be used by a managerial employee, when charging one continuous hour or more per day on work relating to a specific  Non-Project Environmental Review or Programmatic EA.

3. Activity Code 100 will be used by a manager when charging a specific Project EA for which he or she has been formally designated to be (a) the Project Manager, (b) a manager, not functioning as a designated Project Manager, when charging one continuous hour or more per day on work relating to a specific project, or (c) a manager to perform a required review that fulfills a monitoring process and/or is done to assure compliance with federal and state law, regulations, or requirements.

4. Activity Code 001 will be used to record time spent on Recruitment Activities with a Special Designation of 6RECRUIT.

5. Use Activity Code 601 for work involved in the performance of management activities by Information Technology personnel classified as “manager” or “exempt” by the Department of Personnel Administration.  NOTE:  See 601 for detail description of this activity code.

6. Use Activity Code 601 when (as a manager) you review the work of special Information Technology task force or project (such as FMS).

7. Use Activity Code 701 when (as a manager) you review the work of a special Telecommunications task force or project.

8. Use Activity Code 701 for work involved in the performance of management activities by Telecommunications personnel classified as “manager” or “exempt” by the Department of Personnel Administration. .  NOTE:  See 701 for detail description of this activity code. 

Replaces Prior Activity Code:

001  General Management Administrative Positions

030  Right of Way: Administration

018  Recruitment

Related Activity Codes:

601  Information Technology Management

701  Telecommunications Management

Responsible Organization:

Division of Accounting 

  Office of Financial Accounting and Analysis


Fed

Aid

Elig.
No.
TITLE/DESCRIPTION





1,2



002
SUPERVISION
Description of Work:

Work involved in the performance of supervisory activities by Departmental personnel classified as "supervisory" by the Department of Personnel Administration, excluding such personnel performing duties described below in Items 1 and 4 of Special Instructions.

In general, supervisory work consists of guiding and directing the work of others in accomplishing the assignments and objectives of an organizational unit in accordance with established management policies and directives.

Organizational/Employee Designation That is Allowed to Use This Code:

This code is to be used by only those employees that are formally classified as supervisors.

Program/EA Usage:

This code will normally be used with the  Indirect Cost EA established for the supervisor's unit or functional area, except by first-line supervisors when working in excess of one hour on a specific Programmatic or Highways Program Owner-Operator EA.  In such case, that EA is to be charged.

When using this Activity Code for Recruitment Activities, use a Special Designation of 6RECRUIT.

Federal Eligibility (FAE):

This activity is only federally eligible when used with approved State Planning and Research projects.

Use FAE [1] when charging to an approved State Planning and Research (SPR) project EA. Use FAE [2] when charging to any other EA.

Special Instructions:

1. Activity Code 002 will be used to record time spent in performing normal supervisory duties, except where separate activity codes have been established to capture more specific  Indirect activities.  Refer to Table 1-1, Activity Code Summary, which identifies all  Indirect Cost Activity Codes.

2. Activity Code 002 will not be used by an employee classified as "supervisory" when assigned to be the first-line supervisor, or is temporarily functioning as such on a specific Capital Outlay project.  Instead, they will use the 1XX-3XX activity code which best describe the work performed.

3. Activity Code 002 will also be used by a supervisor when charging one continuous hour or more per day on work relating to a specific Non-Project Environmental Review or Programmatic EA.

4. Activity Code 100 will be used by a supervisor when charging a specific Project EA for which he or she has been formally designated to be (a) the Project Manager, (b) a second-line supervisor, not functioning as designated Project Manager, when charging one continuous hour or more on work relating to a specific project, or (c) a supervisor to perform a required review that fulfills a monitoring process and/or is done to assure compliance with federal and state law, regulations, or requirements.

5. Activity Code 002 will be used to record time spent on Recruitment Activities with a Special Designation of 6RECRUIT.

6. Activity Code will 602 be used to record time involved in the performance of supervisory activities by Information Technology personnel classified as “supervisory” by the Department of Personnel Administration. NOTE:  See 602 for detail description of this activity code.
7. Use Activity Code 602 when (as a supervisor) you review the work of special Information Technology task force or project such as Financial Management Systems Task Force. 
8. Activity Code 702 will be used to record time involved in the performance of supervisory activities by Telecommunications personnel classified as “supervisory” by the Department of Personnel Administration. NOTE:  See 702 for detail description of this activity code.
9. Use Activity Code 702 when (as a supervisor) you review the work of special Telecommunications task force or project.
Replaces Prior Activity Code:

002  Staff and Supervisory Positions

008  Project Engineering Supervision

018  Recruitment

030  Right of Way: Administration

Related Activity Codes:

602   Information Technology Supervision

702  Telecommunications Supervision

Responsible Organization:

Division of Accounting

  Office of Financial Accounting and Analysis


Fed

Aid

Elig.
No.
TITLE/DESCRIPTION



1,2


  003
STAFF/ADMINISTRATION SERVICES
Description of Work:

Staff or administrative services performed either by:


1.
Personnel in General Administration units such as Accounting, Budgets, Personnel, Labor Relations, Business Services, and Management Analysis.


2.
Personnel in other units who perform similar non-project or non-programmatic work, e.g.; an Assistant Caltrans Administrator assisting an organizational manager/supervisor in the operations of a non-administrative unit.


3.
Service Center.

All work charged to this code is defined " Indirect Cost".  Exceptions are stated below under Special Instructions.

Organizational/Employee Designation That is Allowed to Use This Code:

Any employee not classified by the Department of Personnel Administration as Manager, Exempt, Supervisory or represented in Bargaining Unit 4, Office and Allied when performing above-described work, will use Activity Code 003 unless Special Instructions, stated below, override.

Program/EA Usage:

Activity Code 003 is to be used with Indirect Cost EA’s subject to exceptions stated in Special Instructions.  Administrative personnel sourced in General Administration units will charge the appropriate 943XXX, 961XXX, 964XXX and 913076 (Districts 1-12) EAs established for their regular work.  Administrative staff sourced in other units will use their organizational or functional  Indirect Cost EA, e.g.; EA 910076 would be charged by such personnel sourced in a Project Development unit.

When using this Activity Code for Recruitment Activities, use a Special Designation of 6RECRUIT.

Federal Eligibility:

This activity is only federally eligible when used with approved State Planning and Research projects.

Use FAE [1] when charging to an approved State Planning and Research (SPR) project EA. Use FAE [2] when charging to any other EA.

Special Instructions:

1. Where Staff/Administrative Services personnel perform activities for which separate  Indirect Cost activity codes have been established, those codes will be used instead of Activity Code 003.  All  Indirect Cost activity codes are identified on Table 1-1, Activity Code Summary.

2. Activity Code 003 will also be used by staff personnel when charging one continuous hour or more per day on work relating to a specific  Non-Project Environment Review or Programmatic EA.

3. Activity code 100 will be used by headquarters staff performing a required review that fulfills a monitoring process and/or is done to assure compliance with federal and state law, regulations, or requirements.

4. Activity Code 150 - 3XX will be used by staff not performing a required review when charging one continuous hour or more per day on work relating to a specific project EA.

5. Activity Code 003 will be used to record time spent on Recruitment Activities with a Special Designation of 6RECRUIT.

6. Use Activity Code 603 when (as non-Information Technology Staff or in non-Information Technology Administrative Services) you are involved in the special Information Technology task force or project such as Financial Management Systems Task Force.
7. Use Activity Code 703 when (as non-Telecommunications Staff or in non-Telecommunications Administrative Services) you are involved in the special Telecommunications task force or project.
8. Use Activity Code 603 for Staff or administrative services performed either by:

· Personnel in Information Technology units.

· Personnel in non-Information Technology units who perform Information Technology work.

9. Use Activity Code 703 for Staff or administrative services performed either by:

· Personnel in Telecommunications units.

· Personnel in non-Telecommunication units who perform Telecommunications work.

Replaces Prior Activity Code:

002  Staff and Supervisory Positions (Staff Portion)

003  Administrative Service Positions

004  Programs and Budgets

005  Fiscal Management - Accounting and Auditing (Accounting Portion)

006   Management Analysis

018  Recruitment 

032  Right of Way:  Records and Miscellaneous (Staff Portion)

043  Public Information Annual Reports

056  Personnel:  Position Classification and Counseling

Responsible Organization:

Division of Accounting

  Office of Financial Accounting and Analysis


Fed

Aid

Elig.
No.
TITLE/DESCRIPTION


1


  005
AUDITING SERVICES
Description of Work:

Work involved in auditing activities performed by Caltrans Audits and Investigations.

Organizational/Employee Designation That is Allowed to Use This Code:

Headquarters Audits and Investigations employees.

Program/EA Usage:

This activity code will be used with Project EAs when Caltrans Audit staff audit projects or with EA 961025 for general auditing services.  

 Indirect Cost, Project and Programmatic EAs can be used with this activity code.

Federal Eligibility:

This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the EA being charged.

Special Instructions:

Only employees of Audits and Investigations are authorized to use this activity code. It should be used by all Audits and Investigations employees supporting activities shown in the annual plan of service.

Audits and Investigations employees performing clerical duties should use Activity Code 007.

Replaces Prior Activity Code:

005  Fiscal Management - Accounting and Auditing

Responsible Organization:

Audits and Investigation Program




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION




1


  007
CLERICAL AND ALLIED SERVICES
Description of Work:

"Clerical Services" are defined for activity coding purposes as being generally identical to work normally performed by employees represented by Bargaining Unit 4, Clerical and Allied.  This work consists of stenographic, secretarial, typing, key punching, filing, stockroom operations, mail distribution and similar clerical services.

Activity Code 007 costs are defined as " Indirect Cost", although as explained below, they may properly be chargeable to a non- Indirect Cost EA.

Organizational/Employee Designation That is Allowed to Use This Code:

Caltrans employees excluding those classified as "Supervisor" by the Department of Personnel Administration that are represented by Bargaining Unit 4, (Clerical and Allied) when performing described clerical services will use Activity Code 007, unless Special Instructions, stated below, override.

Program/EA Usage:

Activity Code 007 is mainly used with  Indirect Cost EAs but clerical services exceeding one hour per day that relate directly to a Programmatic EA or Non-Project Environmental Review EA are to charge that EA.  

Federal Eligibility:

This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the EA being charged.

Special Instructions:

1. Supervisors will use Activity Code 002, Supervision.

2. Where above-defined Clerical Services personnel are performing activities for which separate  Indirect Cost Activity Codes have been Established, those codes will be used instead of Activity Code 007.  All  Indirect Cost activity codes are identified on Table 1-1, Activity Code Summary.

3. When clerical services are requested that involve a specific Project EA, it is the responsibility of the requestor to provide the correct EA and activity code (1XX - 3XX series) and any other required sub-coding.

4. Toll Collectors are represented by Bargaining Unit 4 but are excluded From using Activity Code 007.  They will continue to use Activity Code 078, Toll Collection.

5. Use Activity Code 607 for work normally performed by employees in Information Technology units.  This work consists of stenographic, secretarial, typing, key punching, filing, stockroom operations, mail distribution and similar clerical services.  NOTE:  See 607 for detail description of this activity code.
6. Use Activity Code 707 for work normally performed by employees of Telecommunications units.  This work consists of stenographic, secretarial, typing, key punching, filing, stockroom operations, mail distribution and similar clerical services.  NOTE:  See 707 for detail description of this activity code.
Replaces Prior Activity Code:

007  General Office Work

032  Right of Way:  Records and Miscellaneous (Clerical Portion)

068  Permanent Intermittent Clerical Pool - General Office Work

076  Toll Audit

077  Toll Cashiering

Related Activity Codes:

607   Information Technology Clerical and Allied Services

707   Telecommunications Clerical and Allied Services  

Responsible Organization:

Division of Accounting

  Office of Financial Accounting and Analysis




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION





1



009
PHOTOGRAMMETRY - NON PROJECT
Description of Work:
Work directly connected with planning, compiling, and checking photogrammetric maps and related data.  This includes such tasks as flight planning, control planning, ordering and checking aerial photography, aerotriangulation, base sheet preparation, map compilation, and photogrammetric cross sections. 

This code shall be used for all photogrammetry-related tasks except non project related field surveying, drafting, and tasks related to the preparation of contracts and contract administration.  For these type of activities use Activity Code 010 or 093.

Organization/Employee Designation That is Allowed to Use This Code:
No restriction.

Program/EA Usage:
This activity code is used with  Indirect Cost or Programmatic EAs.

Federal Eligibility:
This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the EA being charged.

Special Instructions:
Do not use Activity Code 009 when the work actually relates to a specific Highways Program Multiphase Project EA.  Instead use the appropriate capital outlay activity code in the 1XX-3XX range, and charge the specific project. 

Replaces Old Activity Code:
009  Photogrammetry

Responsible Organization:
Program and Project Management Program




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION





1



010
SURVEYING - NON PROJECT
Description of Work:
Involves surveying by field survey methods.  Includes planning the survey, obtaining maps and data from county offices or other sources for use in survey work, reconnaissance, primary control work, monumentation, geodimeter work, photo control surveys, photogrammetric map fields completion and field accuracy checking surveys, centerline staking, cross-sectioning, construction surveys, field note preparation and processing, associated survey computation work, and survey coordination.

Organization/Employee Designation That is Allowed to Use This Code:
No restriction.

Program/EA Usage:
This activity code is used  with  Indirect Cost or Programmatic EAs.

Federal Eligibility:
This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the EA being charged.

Special Instructions:
Do not use Activity Code 010 when the work actually relates to a specific Highways Program Multiphase Project.  Instead use the appropriate capital outlay activity code in the 1XX-3XX range, and charge the specific project.

When surveying is used for capital outlay projects but it is not feasibly associated with a specific project, a project distributed EA will be charged using activity code 002 or 003 as appropriate based on employee’s DPA classification.

Replaces Old Activity Code:
010  Surveying

Responsible Organization:
Program and Project Management Program




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION




1



011
MAPPING, DRAFTING, AND DELINEATION - NON PROJECT
Description of Work:
Preparation, development, compilation, drafting by hand or machine methods, copying, lettering, scribing, coloring, checking, reviewing contract maps and plans, sketches and drawings, architectural sketching, photo retouching, preparing map displays and charts and related activities of a delineation nature, including delineation of right of way lines and access control.  Also includes any required ink or scribe tracing of photogrammertric manuscript used as reproducible copy for sheet layouts, for separating planimetric and contour features and for completion of final manuscripts.

Organization/Employee Designation That is Allowed to Use This Code:
No restriction.

Program/EA Usage:
This activity code can be used with all EA categories except capital project EAs.

Federal Eligibility:
This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the EA being charged.

Special Instructions:
Where the work actually relates to a specific Highways Program Multiphase Project, do not use Activity Code 011.  Instead, use the appropriate activity code in the 1XX-3XX range, and charge the specific project.

Replaces Old Activity Code:
011  Mapping, Drafting and Delineation

Responsible Organization:
Program and Project Management Program



Fed

Aid

Elig.
No.
TITLE/DESCRIPTION





1,2



012
INVESTIGATIONS AND REVIEWS
Description of Work:
Investigation and review tasks which include the following:

Perform preliminary investigations to determine project feasibility prior to a decision to proceed with a formal Project Survey Report (PSR).  Various types of projects could result from the investigations, (e.g. safety improvements, traffic operational improvements, minor restoration and protective betterments, etc.)

Pavement management system tasks including establishment of priority system and pavement condition surveys.

Noise barrier inventory and noise compliant tasks.

Safety improvements program tasks including preparing inventories of potential projects, developing programming and budgeting guidelines, and making evaluations.

Corridor preservation activities that cannot be charged to a specific Project EA including identifying corridor needs, establishing priorities, and preparing parcel inventory reports.

Reviews required to maintain the integrity of the system that are not directly related to delivery of a project, e.g. seismic retrofit activities.

Organization/Employee Designation That is Allowed to Use This Code:
No restriction.

Program/EA Usage:
This activity code is used with  Indirect Cost and Programmatic EAs.

Federal Eligibility:
This activity is only federally eligible when used with approved State Planning and Research projects.

Use FAE [1] when charging to an approved State Planning and Research (SPR) project EA. Use FAE [2] when charging to any other EA.

Special Instructions:
Do not charge this Activity Code 012 for work that actually relates to a specific Highways Program Multiphase Project.  Instead, use Activity Code 150 and charge the specific project.

When investigation and review tasks are used for capital outlay projects but it is not feasibly associated with a specific project, a project distributed EA will be charged using activity code 002 or 003 as appropriate based on employee’s DPA classification.

Replaces Old Activity Code:
012  Traffic:  Special Studies

015  Design:  Project Reports

017  Design:  Geometrics, Earthwork, Base and Pavement

018  Design:  Bridge and Major Structures:  Preliminary Work

Responsible Organization:
Program and Project Management Program




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION



1,2



013
TRAFFIC - GENERAL
Description of Work:
Making general investigations of signs, stripes, signals, signal timing, accidents, safety devices, and roadway operational problems, general studies; annual traffic census; traffic counts; studies for speed zoning and signing; reviewing traffic regulations and ordinances; performing related traffic work generally not connected with a specific design, planning, or construction project; coding, etc., of accident reports and sign records and traffic data; investigation and reporting of the value of minor and major improvements constructed to correct accidents and congestion; monitoring the statewide status of safety investigations and safety project candidates; and providing primary and secondary resource specialist for traffic inquiries. Also includes lane closures.

Includes work undertaken in districts and Headquarters Traffic Operations in providing information for and compiling the Annual Inventory of State Traffic Safety Activities.

Includes operation of traffic operation system elements such as changeable message signs, highway advisory radio, closed circuit television, etc., operation and surveillance of ramp meter systems and related work involved in a transportation management center.  

Organization/Employee Designation That is Allowed to Use This Code:
Used normally by Division of Traffic Operations staff.

Program/EA Usage:
This activity code should be used only with Programmatic EAs.

Federal Eligibility:
This activity is only federally eligible when used with approved State Planning and Research projects.

Use FAE "1" when charging to an approved State Planning and Research (SPR) project EA.

Use FAE "2" when charging to any other EA.

Special Instructions:
For charges in connection with federally related reimbursement accident research operations, see Activity Code 042.  Excludes pre-PSR investigations and reviews; use Activity Code 012.

Replaces Old Activity Code:
013  Traffic General

Responsible Organization:
Traffic Operations Program




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION





2



014
EXAMINATION CHAIRPERSON
Description of Work:
This activity code is used to record time spent serving as a chairperson for an examination.

Organization/Employee Designation That is Allowed to Use This Code:
Employees that are providing the above service for the examination process who have been certified as chairpersons for exam programs may use this code.

Program/EA Usage:
Employees using this activity code will charge their own functional  Indirect Cost EA.

Federal Eligibility:
This activity is not federally eligible.

Special Instructions:
Typically, chairpersons are selected from an organization/program other than that of the client requesting the examination.  Employees will charge their own functional  Indirect Cost EA.

When serving on a panel as an Examination State Service Representative, employees are to use Activity Code 016.  When serving as Examinations Consulting Advisor in developing an exam, employees are to use Activity Code 015.

Replaces Old Activity Code:
057  Personnel:  Recruitment and Examination

Responsible Organization:
Administration

  Personnel




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION





2



015
EXAMINATION CONSULTING ADVISOR
Description of Work:
This activity code is used to record activities performed when serving as a technical expert consulting for an examination.  Typical activities include developing exam questions for written, oral performance tests, supplemental applications, employee self-appraisal forms, etc.; meeting with exam staff to plan the test, reviewing applications for appropriate minimum qualifications.

Organization/Employee Designation That is Allowed to Use This Code:
Employees that are providing the above service for the examination process may use this code.

Program/EA Usage:
Employees using this activity code will charge their own functional  Indirect Cost EA.

Federal Eligibility:
This activity is not federally eligible.

Special Instructions:
This work is typically performed by staff provided by the organization or program requesting the examination.  Employees will charge their own functional  Indirect Cost EA.

When serving on a panel as an Examination State Service Representative, employees are to use Activity Code 016, when serving as Examination Chairperson of a panel, employees are to use Activity Code 014.

Replaces Old Activity Code:
057  Personnel:  Recruitment and Examination

Responsible Organization:
 Administration

  Personnel




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION



2



016
EXAMINATION STATE SERVICE REPRESENTATIVE
Description of Work:
This activity code is used when serving as a state service representative on examination interview panels.

Organization/Employee Designation That is Allowed to Use This Code:
Employees that are providing the above service for the examination process may use this code.

Program/EA Usage:
Employees using this activity code will charge their own functional  Indirect Cost EA.

Federal Eligibility:
This activity is not federally eligible.

Special Instructions:
This work is typically performed by staff provided by the organization or program requesting the examination.  Employees will charge their own functional  Indirect Cost EA.

When serving on a panel as a Examination Consulting Advisor in developing an exam, employees are to use Activity Code 015, when serving as Examination Chairperson of a panel, employees are to use Activity Code 014.

Replaces Old Activity Code:
057  Personnel:  Recruitment and Examination

Responsible Organization:
 Administration

  Personnel 




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION





1



021
PHOTOGRAPHY
Description of Work:
The Photographer classifications photograph and/or coordinate photography of color and/or black & white stills, aerials, ground shots, studio portraits, and table top products in 35mm, medium, large and digital formats.  Provides and/or coordinates full photo finishing services for custom color and/or black & white prints for (but not limited to) displays, publications, legal exhibits, and reprographics.  Covers press events, ribbon cuttings, disasters, historical documentation and environmental issues, etc.  Provides digital imaging services such as scanning, color correction and digital file output to 35mm slides, overhead transparencies and prints.  Mounts photographs up to 18”x20” in-house (and larger by contract).  Operates various types of professional camera, lighting, and photo finishing equipment. Organizes and executes field trips in connection with photographic assignments.  Contract Administrator approves invoices and monitors performance of all photographic and photo finishing related contracts.  Works in cooperation with other creative classifications such as Graphic Designers, Audio/Visual Specialists and Television Specialists.

Organization/Employee Designation That is Allowed to Use This Code:
Photographer, Senior Photographer and/or Supervising Photographer

Program/EA Usage:
Primarily EA 943515

Can also be used with a non-project EA.

Federal Eligibility:
This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the EA being charged.

Special Instructions:
Where the work actually relates to a specific Highways Program Multiphase Project, do not use Activity Code 021.  Instead, use the appropriate activity code in the 1XX-3XX range, and charge the specific project.  The requester of the service should provide the appropriate activity code.

Replaces Old Activity Code:
051  Reproduction, Photo-laboratory and Microfilming

Responsible Organization:
Division of External Affairs

  Office of Audio/Visual Communications




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION




 
2



022
MICROFILMING
Description of Work:
All work involved in connection with microfilming.  Processing film for archival storage, retention and retrieval of road plans.  Operation of microfilm equipment including but not limited to diazo duplicating machines, cameras, processor, reader/printers, etc.   

Organization/Employee Designation That Is Allowed to Use This Code: 
Personnel assigned to a Microfilm Unit, including the first line supervisor.

Program/EA Usage:
Primarily EA 943204, District 22

Can also be used with a non-project EA.

Federal Eligibility:
This activity is not federally eligible.

Special Instructions:

Where the work actually relates to a specific Highways Program Multiphase Project, do not use Activity Code 022.  Instead, use the appropriate activity code in the 1XX-3XX range, and charge the specific project.  The requester of the service should provide the appropriate activity code.

For reproduction, use Activity Code 051

Replaces Old Activity Code:

051  Reproduction, Photo-laboratory and Microfilming

Responsible Organization:

Administration

   Office of Business Services




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION





2



023
VIDEO PRODUCTION

Description of Work:
The Video Production unit plans, organizes and performs the technical and professional work required to produce broadcast quality video products.  Conducts subject research, develops and writes scripts based on the most effective method of presentation. Determines production methods necessary in order to deliver intended message. Performs and/or coordinates highly specialized video and audio recording in the production of audio and video projects which include (but are not limited to) informational videos, public service announcements (PSAs), commercials, documentaries, training tapes, etc. Directs the technical and artistic development of video productions including the audition, selection and direction of talent such as cast members, narrators, and/or other technical personnel, music selection, motion graphics, titles, etc. Performs and/or coordinates post production functions such as editing, narration, computer animation, closed captioning, and output to various formats such as VHS, DVD, CD and the internet. Operates professional video and audio recording equipment and produces finished products using computerized digital editing systems. Maintains the video/motion picture library. Organizes and executes field trips in connection with video assignments. Contract Administrator approves invoices and monitors performance of all video and motion picture related contracts. Works in cooperation with other creative classifications such as Graphic Designers, Audio/Visual Specialists and Photographers.

Organization/Employee Designation That is Allowed to Use This Code:
Television Assistant, Television Specialist, Motion Picture Specialist, Audio/Visual Assistant, Audio/Visual Specialist

Program/EA Usage:
Primarily EA 943517, District 22

Can also be used with a non project EA.

Federal Eligibility:
This activity is not federally eligible.

Special Instructions:
None 
Replaces Old Activity Code:
045  Graphic Services

Responsible Organization:
Administration Office of Business Services




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION





1,2



024
EQUIPMENT DESIGN
Description of Work:
Mechanical engineering work doing detail design and assembly plans for procurement of and modifications to fleet inventory vehicles, maintenance and construction equipment, including electrical, hydraulic, pneumatic and mechanical systems, and manufactured components for the fleet.

Organization/Employee Designation That is Allowed to Use This Code:
Division of Equipment

Sup Equipment Engineer  S09

Mechanical Engineering Tech I-III  R11

Sr. Equipment Engineer  S09

Associate Equipment Engineer  R09

Mechanical Engineer  R09

Program/EA Usage:

Activity code is typically used with program 60.10.000.000 Division of Equipment,

EA 943021 Engineering Services.  It can be used with programmatic EAs and  Indirect Cost EAs. It can also be used with a Project EA if it is Federally approved as a State Planning and Research Project.
Federal Eligibility:
This activity is only federally eligible when used with approved State Planning and Research projects.

Use FAE "1" when charging to an approved State Planning and Research (SPR) project EA.

Use FAE "2" when charging to any other EA.

Special Instructions:
Section Chief and Supervisors are to use Activity Code 2002 when work effort is in supervisory and management activity.  All classifications use Activity Code 2026 when preparing specification and purchase estimates for procurement of fleet inventory items and vehicles.

Replaces Old Activity Code:
024  Design:  Miscellaneous

Responsible Organization:
Division of Equipment




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION





1



025
MATERIALS, INVESTIGATION AND TESTING
Description of Work:
Field sampling, testing, laboratory procedures and office work by the Transportation Laboratory and District laboratories.  Includes:  field work by Engineering Service Center personnel in geological investigations, pile load tests, etc.; keeping of records and preparation of reports (other than Materials Report); and Materials (or Lab) personnel review for adequacy of field testing procedures.

Organization/Employee Designation That is Allowed to Use This Code:
Typically used by Laboratory and Engineering Service Center Research employees, Headquarters and Districts.

Program/EA Usage:
Primarily used with project redistributed EAs 910680 and 912680.

 Non-Project Environmental Review and Programmatic EAs can be used with this activity code.

Federal Eligibility:
This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the EA being charged.

Special Instructions:
Where the work actually relates to a specific Highways Program Multiphase Project, do not use Activity Code 025.  Instead, use the appropriate activity code in the 1XX-3XX range, and charge the specific project.

Replaces Old Activity Code:
025  Materials, Investigation and Testing

Responsible Organization:
Engineering Service Center 

  Division of Materials Engineering & Testing Services

  Division of Structural Foundations









Fed

Aid

Elig.
No.
TITLE/DESCRIPTION
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026
EQUIPMENT - PLANS, SPECIFICATIONS AND ESTIMATES
Description of Work:
Specification and purchase estimate preparation for procurement of and modification to fleet inventory vehicles, maintenance and construction equipment.

Organization/Employee Designation That is Allowed to Use This Code:
Division of Equipment

Sup Equipment Engineering S09

Mechanical Engineering Tech 1-111 R11

Sr. Equipment Engineer S09

Associate Equipment Engineer R09

Mechanical Engineer R09

Program/EA Usage:
Activity code is typically used with program 60.10.000.000 Division of Equipment,

EA 943021 Engineering Services.  It can be used with programmatic EAs.
It can also be used with a Project EA if it is Federally approved as a State Planning and Research Project.
Federal Eligibility:
This activity is only federally eligible when used with approved State Planning and Research projects.

Use FAE [1] when charging to an approved State Planning and Research (SPR) project EA. Use FAE [2] when charging to any other EA.

Special Instructions:
Section Chief and Supervisors are to use Activity Code 2002 when work effort is in supervisory and management activity.  All classifications use Activity Code 024 when performing mechanical engineering design for procurement of fleet inventory items and vehicles.
Replaces Old Activity Code:
026  Plans, Specifications and Estimates:  Preparation

Responsible Organization:
Division of Equipment




Fed

Aid

Elig.
No.
TITLE/DESCRIPTION




2



028
PROJECT MANAGEMENT AND COST CONTROL
Description of Work:
General project management activities that cannot be charged to a specific project.

Typical District activities include:

(
Work performed by Project Management Control Units.

(
Establishing priorities for project.

(
Preparation of reports related to project management activities.

Typical Headquarters activities include:

(
Preparation of reports related to project management activities.

(
Monitoring project delivery and developing recommendations and reports as required.

(
Maintaining current data in PMCS to allow the use of cost and schedule data to develop workload and financial projections, develop program documents (STIP, HSOPP, TSM) and monitor project delivery.

(
Maintaining projects monitoring systems (e.g. PYPSCAN)

(
Developing capital outlay support workload for budget and workload allocation recommendations.

(
Prepares, programs, submits and processes Federal-Aid preliminary and detail estimates.


(
Reviews cooperative agreements to determine funding amounts and ensures conformance with Federal-Aid provisions.

(
Developing and processing documents with Federal Highway Administration.

Organization/Employee Designation That is Allowed to Use This Code:
No restriction.

Program/EA Usage:
This activity code may be used with  Indirect Cost or Programmatic EAs.

Federal Eligibility:
This activity is not federally eligible.

Special Instructions:
Do not use Activity Code 028 when the work actually relates to a specific Highways Program Multiphase Project EA.  Instead, use the capital outlay activity code 100 and charge the specific project. 

Use Activity Code 041 for Local Assistance developing and processing of local agency documents.

Replaces Old Activity Code:
028  Project Management and Control System (PCMS)

     Project Management and Cost Control

Responsible Organization:
Program and Project Management Program


Fed

Aid

Elig.
No.
TITLE/DESCRIPTION



 1,2


030
RAIL PROGRAM OPERATION AND PROJECT MANAGEMENT
Description of Work:

Work to be performed for Rail Program operations and project management at the Senior level and below. This work encompasses intercity rail service operation and capital projects and integration of urban and commuter rail projects with intercity service. This involves: negotiations with Amtrak, railroads, and other agencies for operation, improvement, and gathering of information on rail passenger service in California; general Amtrak Operation support; studies; research analysis; monitoring train and feeder bus service; intercity feeder bus service improvement; marketing; rail intermodal facilities; track support, signal/grade crossing facilities; evaluation of capital projects on state supported intercity rail corridors; design, construction, purchase, maintenance and warranty oversight of the State-owned California cars and locomotives.

Organizational/Employee Designation That is Allowed to Use This Code:

Rail Program staff only to use this code.

Program/EA Usage:

30.20.010  Intercity Rail Passenger Operations Program

30.20.020  Intercity Rail Passenger Capital Program

30.20.030  Intercity Rail Passenger Equipment Program

30.20.040  Intercity Rail Passenger Program Administration/Management

30.20.050  Intercity Rail Passenger Program General Administration

30.20.060  Intercity Rail Passenger Reimbursable Work

This activity code may be used with Programmatic EAs.

Federal Eligibility:
This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the EA being charged.

Special Instructions:

None.

Replaces Prior Activity Code:

047  Urban Transportation Planning

048  Special Planning Studies

Responsible Organization:

Rail Program







