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Bus Operator Triannual Bid Tutorial

What is a Bid Sheet?

How do | complete it?

 How do | select Duties?
What are duties anyway?

* What do | do with my Bid Sheet once |

have filled it out?
What if my Bid Sheet is filled out incorrectly?

« What happens to my Bid Sheet after | turn
it in?
What happens if | miss the turn in time?
What if my Bid Sheet is incorrect?

« How will | know what selections | was

awarded?




Bid Sheet and Understanding Run Numbers

® A Bid Sheet is what is used to make
selections in the Triannual Bid
piD 2202 IHMQ'

Bus Driver Mame, you are scheduled to submit your run selection on TUESDAY, 2/1/2022. Your document must
be completed with TTEN DUTY CHOICES. If you are unsure of your desired days off at the time of submission,
please include 2 additional days off choices. Your submission time is 8:00:00 AM .

If you choose the Extra Board as a choice, FOUR DAY-OFF CHOICES ARE REQUIRED. If the Vacation or Extra Board

has closed, it must be the #1 choice on your pick sheet to be considered if a position becomes available. 9|

***Please read this completely, Section 38 [C)} The Union Representative shall pick for operators on leave of
gbsence for reasons of sickness or other cause if they have failed to leave a choice. Where the Union
Representative picks a run for an Operator who has failed to leave a choice or unduly held up the bid, they wil
gttempt to secure the same run and day off held by that operator during the previous selection. Failing in this,
hef'she will select a run in the same classification and approximately the previous hour for reporting for work and
the total amount of time in the run***

CHOICE SUN MON TUE WED THU FRI SAT
1

2

]

10

If the Extra Board is your awarded choice, please remember to fill out a 13 4 sheet before the upcoming pick
effective date.
Is your personal information correct? Have you changed your phone number since the last run selection?

Valid phone number

If you are submitting your choices before your scheduled time, please indude 10 choices and submit your pick
sheet to the Service Center. If you do make 10 choices and your choices are unavailable, the union will pick for
you. No phone calls will be made.

[ OFFICE USE ONLY: Operator selected

[Jves [Jzo’ I entered in system [Jdate time

* To correctly make your selections, you
need to know what the run numbers

represent ARAYAYD
115201

*  The first digit indicates the day of week type
o 1=Weekdays
o 2=5aturdays
o 3 =5unday
*  The second and third digits indicate the run number
o Inthe above example itis 15
+  The fourth digit indicates type of run
1 =Straight Early — completed before 5:00 pm

o 2 =5plit Early — completed before 5:00 pm
o 3 =5traight Midday — completed by 9:45 pm
o 4 ="5plit Midday — completad by 8:30 pm

o 5 =>5traight Late — completad after 9:45 pm
o 6 ="5plit Late — completed after 9:45 pm

o 7 =5wing Shift — completed befora 7:45 pm
o 8=Part-Time

o 9=0pen Work

= (Called Trippers
+  The fifth and sixth digits indicate the sequence in which the run is billed out by the
Service Center

Using this logic, the duty number above is on a weekday, the run number is 15, the run is a split
early, and the sequence for the bill-out from the Service Center is 01

IndyGo
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Duties and Run Packages

« Duties, also known as runs, are posted in the South
Lounge of the 1501 Campus
« The runs come in five distinct varieties
* 8 hour packaged runs
* These are duties that are packaged together for a
specific work week.
* These duties typically have five approximately eight-
hour working days and two days off built into the

package
ndyGo Pre-Eld Report Efiecihve: 021130022
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Duties and Run Packages

e 10 hour packaged runs
* These are duties that are packaged together for a
specific work week.
* These duties typically have four approximately ten-
hour working days and three days off built into the
package

IndyGo Pre-Bid Report
Roster Set: WWASH Scenario: 3 Booking 2202 810 hr Roster (Wk 03 - 5at 02 - Sun 30) Final

Roster Position Sun Mon Tue Wed Thu Fri Sat
10HR B3 OFF OFF 115201 115201 115201 134201 OFF
Duty # Block Routes  Report, Time Pull,Out Start, Time Start Place End, Time End,Place Pull,In Turn-in, T
115201 1501 15 403a 413a 431a 34TH-MOLLER 1105a CTC Q
3403 34 1245p CTCO 305p CTC O
134201 3401 34 357a 407a 436a STVINCENT HOSP 1035a CTC O
aro Kyl 1145a CTCR 235p CTCR
Roster Position Sun Mon Tue Wed Thu Fri Sat
10HR B4 OFF OFF 110201 110201 110201 124101 OFF
Duty # Block Routes  Report, Time Pull,Out Start, Time Start Place End, Time End,Place Pull,In Turn-in, T
110201 1001 10 404a 414a 436a GATEWAY-HIGH SCHOOL RD 1055a CTCE
5501 11155 1200p CTCO 250p CTC O

124101 2401 24 440a 450a 514a AMERIFLEX 205p CTCK



Duties and Run Packages

* 8-hour Cafeteria runs
* These are duties that you can select individually to
build your work week
* These duties can vary on hours worked per day
* These duties cannot exceed five selected duties

e Off days are set at two
* NOTE - Only one run can be broken in cafeteria style picks. For example, if you are
selecting a run that has been broken one cannot break another duty to complete the
bid selection

IndyGa Fra-Eid Repart Efecive: 0E2022
Ficster Set WWASH  Sosnario: 3 Booking 2202 80 hr Roster (W 02 - Sat 2 - Sun 30) Final Booking: 2302
-7 Cafiberia final
Duty # Bliook Rase Fepart Pull Btart 2art End End Pull Tum-n Zign Make ‘Working Epread Tokal
Tims Ot Time Plas Time  Plaos In Thme: Dt Up Pay Time Pay
10224 0 g 5302 40a B00a WESTERN SELECT 0¥a CTCQ 35a g 101} ShiE iy 1) Thsd
1906 13 f285p CTGF 3B CTCF Isp s
103103 IEL) 3 4533 uct | Ta ETAUGHTON-ARLINGTCON 125p CTCK 135p 00 Brdl D00 Eha2
103108 ET 3 3 233 5333 E57a ETAUGHTON-ARLINGTCON 155p CTCK 205p 00 Brdl D00 Eha2
103307 e} 3 00 CTGH BaIp STAUGHTON-ARLINGTON TEp 5 Top 00 Enda D00 has
103503 o33 3 1250 CTC K 80 MICKLEY-ROCKVILLE S58p. s 1004p 00 B D00 Ehss
104403 M a 015 CTGP 2Ep CTCF XEp OhOO 4niE OhDa Bh26
1500 13 Mg CTCF Tiip  TETH-EHADELAND T6p - Talp a1
104505 Mo 4 25 CTCF g CTCP 10050 [ 1H4p Choo 4 ohoa Bh22




Duties and Run Packages

« Breaking in Cafeteria Style Selections

The following would not be allowed as it breaks open two sets of duties:
One cannot pick duty 126103 on Monday, Thursday, and Friday and then
pick duty 110102 for Tuesday and Wednesday- this would be breaking two duties

The following would be acceptable as one could break one set of duties:

One can select duty 110102 for Tuesday, Wednesday, Thursday, and Friday
and then select 110203 that shows open on Monday

IndyGo 7



Duties and Run Packages

* Extra Board Selections
 To select the Extra Board, look for the Extra Board sheet in
the South Lounge
* You can only choose available days off when making
your Extra Board selections
* When the available sheet is full, no more
selections can be made for the Extra Board
* Do NOT mark on the sheet in the South
Lounge
* Enter your Extra Board Selections on
your Bid Sheet

Eff: 2019/02/10
EXTRA BOARD

- Operator's name Operator ID# Mailbox # Days Off

IndyGo .

1

2

3




Duties and Run Packages

 Vacation Board Selections

 To select the Vacation Board, look for the Vacation

Board sheet in the South Lounge

* When the available sheet is full, no more
selections can be made for the Vacation

Board

e Do NOT mark on the sheet in the South

Lounge

* Enter your Vacation Board Selections

on your Bid Sheet

Eff: 2o19/02,/10
WACATION BOARD

Operator's name

O perator 1D#&

MMailbo»x #

Bojwo N e

IndyGo



Deciphering the Code

Reading the Pre-Bid Sheets

ndy5a Fra-E3d Risport Efectye: (0 Y02
Fioster Set WINASH Scenan: 3 Sooking 2202 810 hr Fioster [Wh 03 - Sat 02 - Sun 30) Fina Booiing: 2202
247 Cafeberia Tnal
Duty Blosk Rouise  Feport Full Btart aari End End Ful  Tumdn  Zign Wake Working Lpread Tt
Tims B S -1 e | — ] Fay Time Pay

ik I Fry| 5302 4a E00y WESTERN SELECT 0xs CTCQ W03sa 00 SnilE Cnl0 %
1506 18 1245p CTCF Ep  CTCF p M

03102 =03 3 4533 3a ] ETAUGHTON-ARLINGTON 1Zp CICK 135p 00 Bl Cnl0 shd2

0310 08 3 13 £3da E5Ta ETAUGHTON-ARLINGTON 1%p CTCK 2Ep 00 Bl Cnl0 shd2

103307 e 3 1040 CTCE BUp  ETAUGHTOM-ARLINGTON Thdp 5 TEp onoo et onn0 Shed

10350 =03 3 125 CTCK Sp  MICKLEY-ROCKVILLE = H] 10Mp 00 s Cnl0 Zhss

104403 o L LIRS ] CTCP 2Ep  CTCP i ] Chio 4is OhDd Bh26
1507 13 Mo CTCF THip  TETH-EHADELAND TiEp H T&p il

10450 i) 4 215 CTCF g CTCP 10050 5 14p Chio a4 ChDa Bh22

Let’s use this duty as an example!




Deciphering the Code

Breaking it down

ndyGa Pra-Ekd Report Efectve: 2300
Rioster Set WWASH Semano: 3 Booking Z202 810 hr Fuoster Wk 03 - Sat 02 - Sun 30) Final Bagkng: 2302
47 Cafeteria fnal

Duty Blosk  Roules  Report Full Bt Stard End End Ful Tumin  2ign Make Working 2pread Tota
Tima 1 SR || -1 PO — Shp—lo | R ] Timse Fay
10220 inr) pirg M1 B £00 WESTERN SELECT 0Ea cloe 13Ea £ wE 0 TR
1906 13 4p  CTGF iEp CICF 35 s 7
— e

Based on the duty # we know this 8-hour Cafeteria style duty is a Weekday run, on the Route 2, itis a
split early, and the Service Center bill out sequence is 4

The Blocks are 0204 and 1906 which include trips on the Route 2, 21, & 19
The report time is 5:30 am and the first part of the split ends at CTC Bay Q at 10:35 am
The second piece begins at CTC Bay F at 12:45 pm and ends at CTC Bay F at 3:05 pm

Sign-out time is paid in a ten-minute travel time

The run pays 7 hours and 50 minutes* l

*NOTE- All full time runs pay a minimum of forty (40) hours calculated at the end of the work week

1
SM 1



Deciphering the Code

Roster Paosition Sun Maon Tue Wed Thu Fri Sat

OFF OFF 137512 137512 137512 126508 OFF
Dty = EBlock Routes  Report.Time Pull Out StartTeme  StartFlace End.Time EndFlace Pullln Tum-in, Time: Sign. Out Working,Pay Make,Up Spread . Time Total Pay
128506 2807 26 130p 140p 2150 KEYSTOME AT THE CROGSING 1033p KEYSTOME AT THE CROGSING 1108p & 1113 O3 0h0D Dh{0 2hd3
137612 v arno 245p CTCR 1215 CRAMSTON-WELCOME WAY 1240x & 1245x 10h25 Oh0D Dh00 10h25

Roster Position Sun Mon Tue Wed Thu Fri Sat

Based on this position’s duty #s we know this 10-hour Packaged style duty has Weekday runs. On Tuesday, Wednesday, & Thursday it is
on the Route 37, it is a straight late.

The Block is 3701 which includes trips on the Routes 37 & 10

The report time is 2:45 pm at CTC Bay R and ends at 12:15 am at Cranston-Welcome Way
There is a paid 25-minute travel time and a paid five (5) minute sign out time at the Garage
On Friday, this package is on the Route 26, a straight late.

The Block is 2607 which only has trips on the Route 26

The report time is 1:30 pm, pulls out of the Garage at 1:40 pm and deadheads to it’s start location at Keystone at the Crossing to begin
revenue service at 2:15 pm

The route ends at Keystone at the Crossing and deadheads back to the Garage at 12:40 am

There is a paid 35-minute travel time and a paid five (5) minute sign off at the Garage

*NOTE- All full time runs pay a minimum of forty (40) hours
calculated at the end of the work week .
SM >



Completed Bid Sheet

Now that you have selected your runs
« Enter a valid phone number on the Bid Sheet and sign it
« Turn the form in to the Service Center before the specified time on the Bid Sheet

NOTE- The Service Center cannot make copies If you would like a copy of your Bid Sheet, take a picture of it with your cell phone

« If you do not turn your Bid Sheet in before the specified time the ATU Local
1070 representative will make selections for you

* Your Bid Sheet is Date/Time
Stamped by the Service Center
Clerk

* The clerk places your Bid Sheet in
the designated area for collection

* Your Bid Sheet is collected by Bid
personnel and delivered to the

Pick Room m@Go :
M3




Completed Bid Sheet

e All Bid Sheets are sorted in seniority order — highest
seniority first
* Your Bid Sheet is validated by the Pick Team
* Invalid or Valid?

Here, we’ll look at examples of a Valid Bid Sheet & Invalid
Bid Sheets

IndyGo


https://indygotransportation-my.sharepoint.com/personal/gpoore_indygo_net/Documents/Valid%20Pick%20Sheet-%20ge.docx?web=1
https://indygotransportation-my.sharepoint.com/personal/gpoore_indygo_net/Documents/Invalid%20Bid%20Sheet%20-%20ge%20(002).docx?web=1

Completed Bid Sheet

-
_— IndyGo,

Badge: HRER

Seniority: 000

Locker:04

Bus Driver Name, you are scheduled ta submit your run selection an TUESDAY, 2172022, Yaur dacument must
he completed with JTEN DUTY CHOICES. If you are unsure of your desired days off at the time of submission,
please incude 2 additional days off chaices. Your submission time & B:00:00 AM .

If you choose the Extra Board as a choice, FOUR DAY-OFF CHOICES ARE REQUIRED. If the Wacation or Extra Board
has closed, it muse be the ¥1 chaice on your pick sheet ta be considered if a position becomes available. 4§

aws

Please read this completely, Section 38 (C] The Union Representative shall pick for operatars an lesee of
absence for reasons of sickness or other cause if they have failed to leave a choice, Where the Union
Reprasentativs picks a run for an Operator who has failed to leave a chaice or unduly held up the pick, they will
attempt to secure the same run and day off held by that operater during the previous selection. Failing in this,
hefshe will s2lect a run in the same dassfication and approsimately the presious hour for reporting for wark and
the total amount of time in the run®**

CHOICE SN WON TUE WED THU FEI SAT

- I I ’
O 135101 135101 135101 135101 1535101 ‘ r‘ S al l

Ot
2
Off Pos HAS Ot
3
P I -] example o
4
Off Extra Board Ot
5

P P a Valid Bid

Extra Board Off Off
T

Extra Board Off Ot
E

330101 130301 130301 130301 130301 Off Ot S e et
]
Off Off 138101 138101 138101 138101 23R101

10

‘Wacation Board

If the Extra Board & your awarded chaice, please remember to fill out a 13 % sheet befare the upcoming pick
effective date.
ls yaur persanal information correct? Have you changed your phone number sinee the last run selection?

Walid phone ik

If wou are submitting your choices befare your scheduled time, please include 10 choices and submit your pick

sheet to the Servics Canter. If you do make 10 choices and your choioes ane unavailable, the union will pick for
wau. No phone calls will be mode.
Signature:
| CHFFICE LISE LY Opemator selected assignments [Jres (oo’ Information ensered in system [daie T SM
! 5




Completed Bid Sheet

-
PICK 2202 IHM

Badge: HFER

Seniority: 000

Locker:004

Bus Driver Name, you are scheduled ta cubmit your run selection an TUESDAY, 2/1/2022. Yaur document must
be completed with JTEM DUTY CHOMCES. I youw are unsure of your desired days off at the time of submission,
please include I additional days off chaices, Your submission time & S:00:00 AN .

If you choose the Extra Board as a choice, FOUR DAY-OFF CHOMCOES ARE REQUIRED. If thie Wacation or Cxtra Board
has closed, it mwst be the 81 chaice an your pick sheet to be considered if a position becomes available. 1§

EEE

Flease read this complately, Section 38 (C) The Union Representatieas shall pick Far oparators an leswse aof
absence Ffor reasons of dickness or other cause if they have failed to esve & choice, Wheare the Union
Repreasentatiee picks a run far an Oparatar who has Failed to leave a chaice or unduly held up the gick, they will
attempt to secure the same run and day off held By that cperater during the previous selection. Failing in this,
hefshe will select a run in the same dassification and approsimately the previous hour for reporting for woark and
the tatal amount of time in the run®**

H e re’ S a n CHI'_'III'_: SUN MON TUE WED THU FRI SAT

001
2
3701
exampie O :
13810
4
OFF EXTRASOARD OFF
. 5
an Invali e -
3
FF EXTEAICARD OFF
L]
Bid Sheet J P =
E
FF EXTEAICARD OFF
o
OFF ENTRASOARD OFF
10
FF EXTEAICARD OFF

If the Extra Beard & your awarded chaice, please remembser to fill out a 13 % sheet before the upcoming pick
effective date.
Is your persanal information correct? Have you changed your phane number simoe the last run selection?

WValid phone it

If wou are submitting youwr choices befare your scheduled time, please include 10 choices and submit pour pick
sheet to the Service Center. If you dio make 10 choices and your choioes are unavailable, the union will pick for

wau. Mo phone cails will e made.
Signature:
| CHFFICE USE ONLY: Operator sekeoted assignments [Jyes oo Information ensered insystem date i
SM
A . 1




Completed Bid Sheet

IndyGo

PICK 2202
Badge: #ifHi
Seniority: 000
Locker:001
Bus Driver Name, you are scheduled to submit your run selection on TUESDAY, 2/1/2022. Your document must
be completed with TEN DUTY CHOICES. If you are unsure of your desired days off at the time of submission,
please include 2 additional days off choices. Your submission time is 8:00:00 AM .

If you choose the Extra Board as a choice, FOUR DAY-OFF CHOICES ARE REQUIRED. If the Vacation or Extra Board
has closed, it must be the #1 choice on your pick sheet to be considered if a position becomes available. 1

***Please read this completely, Section 38 (C) The Union Representative shall pick for operators on leave of
absence for reasons of sickness or other cause if they have failed to leave a choice. Where the Union
Representative picks a run for an Operator who has failed to leave a choice or unduly held up the pick, they will
attempt to secure the same run and day off held by that operator during the previous selection. Failing in this,
he/she will select a run in the same classification and approximately the previous hour for reporting for work and
the total amount of time in the run***

CHOICE SUN MON TUE WED THU FRI SAT
1 139101 135101 139101 135101 135101 Off
Off
2 off Pos #85 Off
3 off Off Position #127 Off
4
OFF EXTRABOARD OFF
5
5]
7
g
9
10

If the Extra Board is your awarded choice, please remember to fill out a 13 % sheet before the upcoming pick
effective date.
Is your personal information correct? Have you changed your phone number since the last run selection?

Valid phone number

If you are submitting your choices before your scheduled time, please include 10 choices and submit your pick
sheet to the Service Center. If you do make 10 choices and your choices are unavailable, the union will pick for

you. No phone calls will be made.

Here’s another
example of an
Invalid Bid Sheet




Completed Bid Sheet

 Were you able to spot the differences?
* The Invalid Bid Sheets were missing complete duty, or
run, information
* Only one day, Monday, was chosen as a workday
* The first three selections did not choose an off day
* Examples 4- 10 are all the same
* You must list ten different selections
 One of the Invalid Bid Sheets did not have enough
selections
* All Valid Bid Sheets MUST have ten different
selections
e When Bid Sheets are invalid, ATU Local 1070 will select
duties for you based on your current duties, if available

IndyGo, |




The Bid/Pick Room

* |In the Bid/Pick Room

* |If your valid selections are available, they will be
awarded to you
* If your selections are valid; but not available,
the ATU Local 1070 representative will reach
out to you to advise of available runs*

*NOTE the importance of entering a valid telephone number

* Once your Bid Sheet with awarded selections is
complete the Bid Supervisor will enter the
information into HASTUS

 The Bid Clerk will note the selection(s) as
unavailable on the Pre-Bid Sheets in the South

Lounge IndyGo
M9



After Selection Award

» After the selection

* Once your selections have been awarded a copy of
Bid Sheet will be returned to your locker with the
awarded selection(s) circled

* No later than the Friday before the new Bid takes
effect, a printed copy of your Driver Timecards will
be placed in your locker

* Your Driver Timecards will also be available to
view on HASTUS Self Service after 2:00 pm on the
Saturday before the Bid takes effect

IndyGo,



After Selection Award

* Hereis an example of a returned Bid Sheet

Badge
Seniority: [
Locke S

, you are scheduled to submit your run selection on MONDAY , 1/31/2022. Your document must
be completed with TEN DUTY CHOICES. If you are unsure of your desired days off at the time of submission,
please include 2 additional days off choices. Your submission time is 10:00:00 AM .

If you choose the Extra Board as a choice, FOUR DAY-OFF CHOICES ARE REQUIRED. If the Vacation or Extra Board
has closed, it must be the #1 choice on your pick sheet to be considered if a position becomes available.

| ***please read this completely, Section 38 (C) The Union Representative shall pick for operators on leave of
absence for reasons of sickness or other cause if they have failed to leave a choice. Where the Union
Representative picks a run for an Operator who has failed to leave a choice or unduly held up the pick, they will
attempt to secure the same run and day off held by that operator during the previous selection. Failing in this,
he/she will select a run in the same classification and approximately the previous hour for reporting for work and
the total amount of time in the run***

CHOICE | SUN MON TUE WED THU FRI SAT
1
/2710 r2 2400 | /2205 2740 | 7 el ==
2 —_— ] i e — CT—
272800y /2% oy | 22800 |/ TE7D) Z e
2 = R 7 A s s 2 i ool 2 [ n2] =

I ey AV Y AV P AN AN 7
Y — v

= (25970 X VX AL >3] 2 7 | /2802 /o228  —
— Wz sl | e 2|1 g2 |/ B2 —
— gpsc 7 174 =7 =7 7 —
8 - ) 2 — ) [rommers
— 1 g A < = <

9 S 7

7 Z— = £ 72— b o il
— L L2 Sr2 SAZA A E) R ——
If the Extra Board is your awarded choice, please remember to fill out a 13 % sheet before the upcoming pick

effective date.
Is your personal information correct? Have you changed your phone number since the last run selection?

Valid phone number = m

10

If you are submitting your choices before your scheduled time, please include 10 choices and submit your pick
sheet to the Service Center. If you do make 10 choices and your choices are unavailable, the union will pick for
you. No phone colis will be made. )

Signature:

e 2

[ OFFICE USE ONLY: Operator selected assignments [Jves [ no/ Information eatered in system £ date time | S‘/[ 1
A
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Questions / Comments?




