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DEFINITIONS

ACCESSIBILITY:	 A measure of mobility and the ability of public transportation users to access transit modes.  Accessibility includes not only how transit vehicles can be accessed but how the transit service as a whole is accessed (e.g. access to schedules and other service information).
ACCESSIBLE TRANSPORTATION:  Facilities and/or vehicles which are barrier-free for all individuals (e.g. can be used by persons in wheelchairs).
ACCESSIBLE VEHICLE:  A vehicle equipped with a wheelchair accessibility package which allows passengers using wheelchairs to enter, exit, and ride the vehicle.
ADMINISTRATIVE EXPENSES:  The cost to administer a transportation project includes, but is not limited to, director’s, secretary’s, and bookkeeper’s wages and fringes, office supplies, administrative office space, and utilities.
ALLOCATED COST:  The total cost associated with the provision of a specific transit service including both fixed and variable costs.
ADA (AMERICAN WITH DISABILITIES ACT):  Passed by Congress in 1990, this act mandates equal opportunities for person with disabilities in the areas of employment, transportation, communications, and public accommodations.  Under the Act, most transportation providers are obliged to purchase lift-equipped vehicles for their fixed route services and must assure system-wide accessibility of their demand response services to persons with disabilities.  Public transit providers also must supplement their fixed route services with complementary paratransit services for those persons unable to use fixed route services because of their disability.
APPORTIONMENT:   The dollar amount of federal funds awarded to the state through the legislative process.
BMMS (BUS MAINTENCE AND MANAGEMENT SYSTEM):  A computerized program for transit projects to record all maintenance performed on fleet vehicles.
CAA (CLEAN AIR ACT AMENDMENTS OF 1990):  Legislation which renews and expands upon previous clean air legislation aimed at reducing air pollution.  It requires that all new vehicles purchased for public transportation service meet clean air requirements.
CAPITAL COSTS:  The cost of equipment and facilities required to support transportation programs including vehicles, radios, shelters, etc.
CDL (COMMERCIAL DRIVER’S LICENSE):  The CDL was mandated by the federal government in the Commercial Motor Vehicle Safety Act of 1986.  The standardized driver’s license required of bus and heavy truck drivers in every state.  CDL covers drivers of any vehicle designed to seat 16 or more passengers (driver included) or gross vehicle weight of 26,001 or more pounds.  Refer to www.fmcsa.dot.gov/registration-licensing/cdl/cdl.htm  for detailed regulations. 
CFR (CODE OF FEDERAL REGULATIONS):  The codification of the general and permanent rules and regulations (sometimes called administrative law) published in the Federal Register by the executive departments and agencies of the Federal Government of the United States.
CHART OF ACCOUNTS:  The line item expenditures of a program used for accounting purposes.  (i.e. maintenance, fuel, driver salaries, fringe benefits, telephone, postage, director’s salary, etc.)
CHARTER SERVICE:  Transportation provided at the request of a third party for the exclusive use of a bus or van for a negotiated price and paid for by a third party. Transportation provided to the public for events or functions that occur on an irregular basis or for a limited duration. Subrecipients are only permitted to provide incidental charter service after the FTA charter participation process has been conducted and ALDOT concurs.

COMMUTE TO WORK ROUTES/VANPOOLS:  A prearranged ridesharing service in which a number of people travel together on a regular basis in a van.  Work routes may be publicly operated, employer operated, individually owned or leased. 
COMPLEMENTARY PARATRANSIT:  Transportation service that is required as part of the Americans with Disabilities Act (ADA) which complements, or is in addition to, already available fixed-route transit service.  ADA complementary paratransit services must meet a series of criteria designed to ensure they meet the requirements of ADA.  Refer to CFR, Title 49, Vol. 1, Part 37 for detailed information.
CONTRACT SERVICE:  The transportation of a group of people for a specified cost scheduled and paid by a third party.  The service is considered a premium service because the service is guaranteed.  Contract Service must be open door, available to the general public, offered during regular service hours, secondary to the overall general public service, and must be operated in compliance with FTA charter regulations.
CONTRACT REVENUE:  Reimbursement by any organization, government, agency, or company, as a result of a formal contractual agreement with the transit service operator, for trips provided to a specific passenger or group of passengers.
COORDINATION PLAN:  A plan that identifies the transportation needs of individuals with disabilities, older adults, and people with low incomes, provides strategies for meeting those local needs, and prioritizes transportation services for funding and implementation. 
COST ALLOCATION:  The ratio of the cost of a transit system to the level of service provided.   Expenses are divided by miles, hours and administrative cost to obtain the cost per hour, cost per mile and administrative cost for the system.  The hours and miles include all budget items that are attributable to vehicle operations and are used to calculate the “actual cost” to be recovered from all purchase of service contracts.
DBE (DISADVANTAGED BUSINESS ENTERPRISE):  A certified small business which is at least 51% owned by one or more individuals socially and economically disadvantaged.  The management and daily business operations must be under the control of one or more of the socially and economically disadvantaged individuals.
DEDICATED FUNDING SOURCE:	  A funding source, which by local or state law, is available for use only for a specific purpose and cannot be diverted to any other uses.
DEMAND RESPONSE SERVICE:	A transportation service characterized by flexible routing and scheduling of relatively small vehicles to provide point-to-point transportation.  Services usually require advance reservations and can be curb-to-curb or door-to-door.
DISABLED:  Any person who is either physically or mentally impaired and is unable without special facilities to use the local transit system services as effectively as persons without impairments.
DOL (UNITED STATES DEPARTMENT OF LABORL):  A Cabinet department of the United States government responsible for occupational safety, wage and hour standards, unemployment insurance benefits, re-employment services, and some economic statistics
ELDERLY INDIVIDUALS AND INDIVIDUALS WITH DISABILITIES:  The transportation service provided to persons who are disabled or elderly.  The definition of elderly varies (e.g. age 60 and older, age 65 and older, etc.).
FARE:  The designated payment for a trip on a passenger vehicle, such as cash, tokens, transfer, coupon, or pass.
FHWA (FEDERAL HIGHWAY ADMINISTRATION):  A component of the U. S. Department of Transportation which provides funding to state and local governments for highway construction and improvements including funds which must be used for transit.  FHWA also regulates the safety of commercial motor vehicle operations (vehicles which require a CDL to drive).  FHWA is the lead agency in federal intelligent transportation activities and regulated interstate transportation.
FTA (FEDERAL TRANSIT ADMINISTRATION):  A component of the U. S. Department of Transportation which administers the federal program of financial assistance to public transit. 
FMCSA (FEDERAL MOTOR CARRIER SAFETY ADMINISTRATION):  The federal agency operating under the USDOT providing regulatory criteria for the safe operation of all transportation vehicles, and the rules affecting transportation drivers.
FIXED ROUTE:  Transportation service operated over a set route or network of routes generally on a regular time schedule.
FIXED ROUTE WITH POINT DEVIATION:  Transportation services that operate on a fixed route, but will, on demand, deviate from the route to meet passenger needs.
GENERAL PUBLIC SERVICE:  A service open to the general public on a regular basis using vehicles designed to transport more than one person.
GRANTEE:  A direct recipient of government funds or equipment purchased in whole or part with federal funds.
INCIDENTAL CHARTER SERVICE:  Transportation services provided which do not interfere or detract from the provision of general public transportation and does not shorten the life of the equipment or facilities.
INDIAN TRIBAL GOVERNMENT:  The governing body or a governmental agency of any Indian tribe, band, nation, or other organized group or community, including any Native village as defined in Section 3 of the Alaska Native Claims Settlement Act, 43 U.S.C. Section 1602, certified by the Secretary of the Interior as eligible for the special programs and services provided by him or her through the Bureau of Indian Affairs. 
IN-KIND MATCH:  The non cash resources provided by the grantee to match federal funds in the operation of the transportation system.  Using general accepted accounting practices the value of said resources must be documented as to fair market value of the resources. 
INTERCITY BUS PROGRAM:  The Intercity Bus program is prescribed in accordance with 49 USC Section 5311(f) and requires a percentage of the 5311 annual apportionment be used to support intercity bus transportation.  The intercity bus program was created to provide funding for service connections between nonurbanized areas and the larger regional or national system of intercity bus service, e.g. Greyhound.  These funds may also be used for building or purchasing intermodal facilities and for marketing and planning assistance for the support of the intercity network system.
LARGE URBANIZED AREA:  An urbanized area with a population of 200,000 or more.
LOCAL MATCH:	  A percentage of local funds (determined by the specific grant funding) required by the Federal government to complement Federal funds for a project (i.e., dedicated local tax, fares, contract revenue).  
MAP-21 (MOVING AHEAD FOR PROGRESS IN THE 21ST CENTURY):  On July 6, 2012, President Obama signed Moving Ahead for Progress in the 21st Century (MAP-21), reauthorizing surface transportation programs through fiscal year 2014. MAP-21 took effect on October 1, 2012 replacing previous SAFETEA-LU legislation.
MOBILITY MANAGEMENT:  Mobility management is an approach that consists of short-range planning and management activities and projects for improving coordination among public transportation and other transportation-service providers carried out by a recipient or subrecipient through an agreement entered into with a person, including a government entity, under 49 U.S.C. Chapter 53 (other than Section 5309).  Mobility management does not include operating public transportation services. 
MRO (MEDICAL REVIEW OFFICER):  A licensed medical doctor appointed to review drug and alcohol testing results.
MPO (METROPOLITAN PLANNING ORGANIZATION):  An area wide organization charged with overseeing the urban transportation planning process.  Together with the state, it carries out the planning and programming activities necessary for federal funding.  
[bookmark: _GoBack]NATIONAL TRANSIT DATABASE (NTD):  NTD was established by Congress to be the Nation’s primary source for information and statistics on the transit systems of the United States.  See https://www.transit.dot.gov/ntd
NET OPERATING COST:  A transportation project’s eligible Operating Expenses; less any fare box or other direct revenue.
NONEXPENDABLE EQUIPMENT:  Property that is durable (e.g., equipment and furniture), lasting for a year or longer, and generally has a high dollar value. Non-expendable property must be accounted for throughout its useful life.

NONURBANIZED or RURAL:  These terms are used synonymously for any area outside an urbanized area with a population of less than 50,000 inhabitants, as defined by the U. S. Bureau of the Census. 

OMB (OFFICE OF MANAGEMENT AND BUDGETING):  The largest cabinet-level office within the Executive Office of the President (EOP) measures the quality of agency programs, policies, and procedures.
OPERATOR:  A term used to refer to the organization providing transportation service.
OPERATING COSTS/EXPENSES:  Recurring expenses associated with the daily operation of a transportation system, including but not limited to items such as fuel, drivers’ and dispatchers’ waged, maintenance, insurance, vehicle registration, personnel performing duties supporting the system’s overall operation, etc.
OPEN DOOR POLICY:  During operating hours Section 5307 and 5311, FTA funded transit programs, are required to provide the general public the opportunity to freely access transportation system vehicles.
OPERATING DEFICIT: Total operating expenses less total operating revenue.
OPERATING REVENUE:	Total revenue earned by a transit system through its transit operations.  Revenue includes passenger fares, advertising, investment income, and any unrestricted federal, state or local funds received as a result of providing transportation services which are not used to match grant funds.

OUT OF REVENUE SERVICE:  Any time public transportation vehicles are not open to allow general public access (i.e. operating hours ended, travel to maintenance facilities, etc.).
PARATRANSIT:  Flexible forms of public transportation services that are not provided over a fixed route (e.g. demand response service), and most often refers to wheelchair accessible service.
PASSENGER FACILITIES:  Buildings, bus shelters, waiting areas, etc. provided for general public passengers.
PASSENGER MILES:  Total number of transit system miles driven with passengers onboard.
PASSENGER TRIPS:  Passenger trips are always reported as “one way.”  If a person travels from home to the doctor office, to the pharmacy, then home, the trip count is three (3).
PEAK PERIOD:  The hours during a day when the maximum amount of passenger travel occurs.	
PEAK REQUIREMENT: The number of transportation program vehicles and drivers necessary to meet the demands of the peak travel period.
PERSONAL CARE ATTENDANTS/PCAS:  Persons eligible under ADA regulations must be allowed a personal care attendant traveling with the eligible rider at no additional cost.
POINT DEVIATION:  Transportation service in which the transit vehicle is required to arrive at designated stops in accordance with a prearranged schedule but is not given a specific route to follow between these stops.  
PREVENTATIVE MAINTENANCE:  All activities, supplies, materials, labor, services, and associated costs required to preserve or extend the functionality and serviceability of assets in a cost effective manner, up to and including the current state of the art for maintaining such assets.
PRIME CONTRACTS:  Monetary awards made to businesses, consultants, etc. who are fully responsible for the contracted work.
PROGRAM OF PROJECTS (POP):   A list of transit projects to be funded in a grant application submitted to FTA by the ALDOT.
PUBLIC HEARING:  A formal meeting held that provides an opportunity for the general public to comment on a proposed transit project.
PUBLIC TRANSPORTATION:  Transportation service transportation by a conveyance that provides regular and continuing general or special transportation to the public, but does not include exclusive school bus, charter, or intercity bus transportation or intercity passenger rail transportation provided by AMTRAK.   Public transportation service must be open door.
RPC (REGIONAL PLANNING COMMISSION):  In Alabama there are thirteen (13) bodies designated as coordinating bodies in response to SAFETEA-LU or any subsequent funding re-authorization requirements for coordination of various federally funded transportation programs.  The RPCs serve as the primary point of contact for development and implementation of transportation coordination plans.  See Appendix I for a complete list of Alabama RPCs.
 REVENUE SERVICE:  The time during which transportation vehicles provide service (i.e., during the regular operating hours open to the general public).
RTAP (RURAL TRANSIT ASSISTANCE PROGRAM):  A FTA program offering training materials, technical assistance and other support services for rural transit systems.
RIDESHARING: 	A form of transportation, other than public transit, in which more than one person shares in the use of the vehicle, such as a van or car, to make a trip.
RISK MANAGEMENT:   The identification and evaluation of a transit system’s safety management program’s potential safety hazards to employees, passengers, and the public producing a plan to minimize danger/risk.
ROAD CALL:  Any situation which requires assistance from the maintenance department during the vehicles regular operating hours. 
SAFETEA-LU (SAFE, ACCOUNTABLE, FLEXIBLE, EFFICIENT TRANSPORTATION ACT, A LEGACY FOR USERS):  Federal legislation enacted in August 2005 which authorized Federal surface transportation programs through federal FY 2009 and extended until September 30, 2012 when MAP-21 legislation became effective.

SECTION 504: The section of the Rehabilitation Act of 1973 which states, in part, that no disabled individual shall be denied the benefits of any program or activity receiving Federal financial assistance.
SECTION 5310 (49 USC 5310 of the Federal Transit Act of 1992, as amended):  A  program providing formula funding to states for the purpose of assisting private nonprofit groups in meeting the transportation needs of seniors and persons with disabilities when the transportation service provided is unavailable, insufficient, or inappropriate to meeting these needs. Funds are apportioned based on each state’s share of population for these groups of people.

SECTION 5311 (49 USC 5311 of the Federal Transit of 1992):  A program providing formula funding to states for the purpose of supporting public transportation in areas of less than 50,000 population.  It is apportioned in proportion to each State’s nonurbanized population. Funding may be used for capital, operating, State administration, and project administration expenses.

SMALL URBANIZED AREA:  A municipality with a population of at least 50,000 but less than 200,000 and is not a part of an existing Urbanized Area.
SPARE RATIO:	A set percentage or number of vehicles based on fleet size set aside to be used to back-up vehicles which are out of service.  FTA guidelines for spare ratios are 2 vehicles for fleets of up to 10 vehicles; 20% for vehicle fleets of 11 and over.  Spare ratios must include vehicles sufficient for service requirements.
SUBRECIPIENT:  Refers to a state agency or local governmental authority, a non-profit organization, or operator of public transportation or intercity bus service that receives Federal transit program grant funds indirectly through a recipient such as ALDOT.  
SAP (SUBSTANCE ABUSE PROFESSIONAL):  A substance abuse professional trained to provide counseling.
STRAIGHT LINE DEPRECIATION: The simplest and most commonly used depreciation method, straight line depreciation is calculated by taking the purchase or acquisition price of an asset subtracted by the salvage value divided by the total years of useful life.

THIRD-PARTY CONTRACT:  Any purchase order or contract awarded by a subrecipient to a vendor or contractor using financial assistance funds awarded by ALDOT.

TIP (TRANSPORTATION IMPROVEMENT PLAN):  Transportation plans prepared by the MPOS and their committees listing all transportation projects.

TRANSPORTATION STEERING COMMITTEE:  A local committee comprised of transportation providers, purchasers, and consumers to assist in determining local needs.

URBANIZED AREA:  An area encompassing a population of not less than 50,000 people.

USC (UNITED STATES CODE):  The codification by subject matter of the general and permanent laws of the United States.

USEFUL LIFE: The length of time in years that a vehicle or other equipment is determined to be useable.
VEHICLE DEPRECIATION:  The value of the cost of the vehicle annually reduced using a straight line depreciation accounting method based on the useful life of the vehicle.  
VEHICLE MILES:  Total miles of a vehicle including both service and non-service miles.
VEHICLE HOURS:   Total hours that a driver is operating the vehicle whether revenue or non-revenue service.
VEHICLE REPLACEMENT SCHEDULE:  The scheduled replacement of vehicles based on a vehicle’s expected useful life.
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INTRODUCTION

The purpose of this policy and procedure manual is to provide guidance and technical assistance to transportation providers awarded federal funding through the Alabama Department of Transportation. This manual will aid providers with compliance issues associated with the Federal Transit Administration and the State of Alabama public transportation funding.
The manual is provided in loose leaf form so that revisions or changes can easily be made and the manual remains current.  Documents requiring transportation programs specific input have been highlighted making changes easily accomplished.  References to legal documents covering Federal rules and regulations may be found at the end of the document under References.
The FTA programs covered in this document are as follow:
· Section 5307 – Small Urbanized Area Formula Grant
· Section 5309 -  Bus and Bus Facilities Formula Grant 
· Section 5310 – Elderly Individuals and Individuals with Disabilities Grant 
· Section 5311 –  Formula Grant for Rural Areas
· Section 5311(f) - Intercity Bus Formula Grant Program

Since the inception of public transportation projects in Alabama, the ALDOT has developed various policy statements, directives and standard task elements.  This reference manual contains the primary elements of these efforts.  To every extent possible, all policies and procedures are included; however, any question not addressed herein can be referred to the Alabama Department of Transportation, Bureau of Transportation Planning and Modal Programs Transit Section, 1100 John Overton Drive, Montgomery, AL  36110.













[bookmark: _Toc346013310]SECTION 5307 – SMALL URBANIZED AREA FORMULA GRANT
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Program Goals
The goal of the Section 5307 program is to assist in providing public mass transportation for urbanized areas with populations of 50,000 and under 200,000 populations.  Funds are to be used for capital, planning and operating expenses.  Section 5307 funds are administered by each Metropolitan Planning Organization (MPO) in Alabama through the Regional Planning Commissions (RPC) or Council of Local Governments (COG).
[bookmark: _Toc346013312][bookmark: _Toc314293035]Eligible Applicants 
Urbanized areas of 50,000 and under 200,000 populations are eligible for Section 5307 funds through the ALDOT.  They are administered by each MPO in Alabama through the RPC.
To be eligible to receive 5307 funds from ALDOT, an eligible subrecipient must complete and submit an application packet to the Modal Programs Transit Section.  The application packet includes an authorizing resolution from the applicant’s governing board, signed by the Authorized Officials.  Additionally, each subrecipient agrees to comply with applicable certifications and assurances.
The ALDOT follows the eligibility criteria as stated by FTA. Eligible subrecipients include state or local governmental authorities or a public transportation provider 
[bookmark: _Toc346013313]Application Process
Section 5307 funds are available for reimbursement of expenditures incurred in providing public transportation services in small urbanized areas. Applicants must meet the following conditions:
· Submit a completed application to ALDOT
· Meet the ALDOT eligibility criteria as stated in the Eligibility Section of this document
· Receive Letter of Grant Approval  and
· Contract between the applicant and ALDOT must be executed

ALDOT will administer a statewide call for applications under the Section 5307 program for all areas, with applications submitted to the ALDOT.  The application package must be submitted in the order listed on the Application Checklist.  Each page must be numbered sequentially.  Once completed one application package is submitted to the ALDOT Modal Programs Transit Section by the date specified in order for the project to be included in the state program of projects.
The list on the following page encompasses the items that must accompany the 5307 application:
· Section 5307 Current Data Sheet 
· Application Letter
· Current System and Project Description:
· General description of the service area
· Service Area Population
· Brief History of the System
· Mission Statement
· Current Year Goals and Objectives
· General Description of applicant and subcontractors and copy of organizational chart(s)
· General description of proposed transportation service:
· Hours and days of Operation including ADA paratransit service scheduling, if applicable
· Number of project vehicles in operation
· Number of back-up vehicles
· Eligible users of service
· Service changes from previous year
· Planned system changes for next year
· Current fare structure, including ADA Complementary Paratransit services. 
· Description of fare eligibility process and support documentation, if applicable
· Date of last fare increase
· Planned fare increases
· Copy of system brochure
· Description of marketing efforts to promote system
· Description of method of implementing and announcing service changes and fare increases
· Description of coordination efforts
· System safety, security and emergency preparedness plan update documentation, if applicable
· Transit Security project documentation
· Americans with Disabilities Act Compliance Documentation
· Copy of current ADA Complementary Paratransit Plan
· ADA Update Form and Annual Certification
· Program of Projects and Budget
· Project Budget Worksheet for Operating Assistance
· Local Match Documentation
· Approved Indirect Cost Plan, if applicable	
· Public Participation Requirements
· Public Hearing documentation from most recent TIP Process
· Notarized statement verifying publication (publisher’s affidavit)
· Copy of the notice as it appeared in the newspaper
· Summary or transcript of the hearing signed by an official of the transit system
· Copy of TIP pages showing projects
· Capital/Planning Program Requirements
· Project Implementation Schedule
· Classification of Fleet Form
· Vehicle Inventory Form
· Vehicle Profile Form
· Non-expendable Inventory Form
· Complaint Procedure (Examples may be found in Appendix A; Exhibit 2) Copy of written procedures addressing complaints within and without the organization including Title VI
· Title VI General Reporting Requirements
· Title VI Data Collection and Reporting Requirements
· Title VI Complaint Procedures (Public and Vehicle)
· Authorizing Resolution
[bookmark: _Toc346013314]Eligible Expenses
Operating assistance is an eligible expense for small urbanized areas with populations less than 200,000. Each small urban provider must certify that at least one percent of the funding amount received each fiscal year will be expended on public transportation security projects or that the agency has decided the expenditure for security projects is not necessary. 
Other eligible activities include:
· Planning
· Engineering design and evaluation of transit projects and other technical transportation-related studies;
· Capital investments in bus and bus-related activities such as replacement of buses, overhaul of buses, rebuilding of buses;
· Crime prevention and security equipment and construction of maintenance and passenger facilities; 
· Capital investments in new and existing fixed guide way systems including
·  rolling stock
·  overhaul and rebuilding of vehicles, track, signals, communications;
· computer hardware and software
 Preventive Maintenance is an operating expense that is eligible as a capital project at an 80/20 Federal/local match.  Subrecipients operating fixed-route systems may use up to 10 percent of their annual formula apportionment (the 10 percent applies to annual formula apportionments under sections 5307 and 5311), at the capitol 80/20 Federal/local share ratio, to pay for complementary paratransit services in accordance with 49 CFR part 37, Subpart F, for grant recipients that are in compliance with US DOT regulations at 49 CFR parts 27, 37, and 38 implementing the transportation provisions of the Americans with Disabilities Act of 1990 (ADA).  
[bookmark: _Toc346013315]Local Funding Requirements
The Federal share is not to exceed eighty percent (80%) of the net project cost for capital. The Federal share may be ninety percent (90%) for the cost of vehicle-related equipment attributable to compliance with the Americans with Disabilities Act and the Clean Air Act. The Federal share may also be ninety percent (90%) for projects or portions of projects related to bicycles. The Federal share may not exceed fifty percent (50%) of the net project cost of operating assistance.  After the Federal share is established, the applicant must provide the fifty percent (50%) local share of the net project cost in cash (or in-kind) from:
· Cash from non-governmental sources other than revenues from providing public transportation services;
· Non-fare box revenues from the operation of public transportation service, such as the sale of advertising and concession revenues;
· Amounts received under a service agreement with a State or local social service agency or private social service organization;
· Undistributed cash surpluses, replacement or depreciation cash funds, reserves available in cash, or new capital;
· In-kind contribution such as the market value of in-kind contributions integral to the project may be counted as a contribution toward local share.
Further clarification may be found in FTA C 9030.1D Chapter III Section 11 Local Share of Project Costs.	
[bookmark: _Toc346013316]Grant Reimbursement/Invoicing Procedures
Subrecipients are allowed to invoice no more than once per month to ALDOT for reimbursement of expenses.  The final invoice for each fiscal year is due no later than October 15th following the end of the previous fiscal year.  Invoicing Procedures for Grant Reimbursement may be found in Appendix C.
[bookmark: _Toc346013317]Reporting Requirements
Section 5307 subrecipients must submit a Quarterly Report, an Annual Operating Report, Capital Equipment Maintenance Summary Report, an Annual Operational Expenditures Report and an Annual Monitoring Report.  Examples of Reports are found in Appendix E.  Maintenance reporting must be reported in the BMMS computer program.  









[bookmark: _Toc346013318]SECTION 5309 - BUS AND BUS FACILITIES FORMULA GRANT 
[bookmark: _Toc346013319]
Program Goals
The Section 5309 program assists with the acquisition of capital purchases.  Funds are eligible to be transferred by the state to supplement urban and rural formula grant programs (5307 and 5311 respectively). 
In Alabama, Section 5309 grants for the rural and small urban areas are processed through the ALDOT, while grants for the urbanized areas are processed through the respective Regional Planning Commissions.
[bookmark: _Toc346013320]Eligible Applicants
To be eligible to receive allocations from the Section 5309 program through ALDOT, an eligible subrecipient must complete and submit an application packet to the Modal Programs Transit Section.  The application packet includes an authorizing resolution from the governing body of the applicant and must be signed by the authorized Officials.  Additionally, each subrecipient agrees to comply with applicable certifications and assurances.  
Eligible subrecipients include state or local governmental authorities, public agencies, or private nonprofit organizations engaged in public transportation, including those providing services open to a segment of the general public, as defined by age, disability, or low income. 
[bookmark: _Toc346013321]Application Process
ALDOT’s application process shall be determined in accordance with the eligibility criteria provided by FTA.
[bookmark: _Toc346013322]Eligible Expenses
Eligible expenses include capital projects to replace, rehabilitate and purchase buses, vans, and related equipment, and to construct bus-related facilities. 
[bookmark: _Toc346013323]Local Funding Requirements
Local funds must be considered stable and reliable to maintain or manage the proposed project. The Federal share is not to exceed eighty percent (80%) of the net project cost for capital activities. The applicant must provide the local share of twenty percent of the net project cost according to FTA requirements. 
[bookmark: _Toc346013324]Reporting Requirements
Section 5309 programs are required to submit a Quarterly Report, an Annual Operating Report, and an Annual Monitoring Report.  The ALDOT Transit Reporting System must be used for making all the above reports.  The report requires data that gives ALDOT a summary report of the program. Maintenance reporting must be reported in the BMMS computer program.  For more information, see Appendix E.    





[bookmark: _Toc346013325]
SECTION 5310 – ELDERLY INDIVIDUALS AND INDIVIDUALS WITH DISABILITIES GRANT
[bookmark: _Toc346013326]
Program Goals
The goal of the Section 5310 program is to improve mobility for seniors and individuals with disabilities throughout the state and to enhance coordination of federally assisted programs and services in order to encourage the most efficient use of federal resources.  In Alabama, both private and public nonprofit agencies receiving Federal funding are required to coordinate transportation services with agencies that provide transportation services to the general public. 
 Subrecipients are allowed to provide meal delivery for homebound individuals as long as the service does not interfere with meeting the transportation needs of eligible seniors and individuals with disabilities. 
 Federal financial assistance under Section 5310 is limited to participation in the cost of capital equipment (rolling stock), cost for purchase of transportation service contract(s), mobility management, and state-level administrative program costs.
[bookmark: _Toc346013327]Eligible Applicants
Eligible subrecipients include governmental agencies approved by ALDOT to coordinate service, private non-profit agencies, and governmental authorities certifying to ALDOT that no non-profit corporations or associations are readily available in an area to provide the service.
To be eligible to receive any allocation of Section 5310 funds from ALDOT, an agency must complete and submit an application packet to Modal Programs Transit Section.  The application packet includes an authorizing resolution from the governing body of the applicant and must be signed by the authorized Officials.   Additionally, each subrecipient must agree to comply with applicable certifications and assurances.  
[bookmark: _Toc346013328]Application Process
The ALDOT will administer a statewide call for applications under the Section 5310 program for all areas, with applications submitted to the RPC, who in turn reviews the completed application and forwards it to ALDOT.  A packet containing instructions for completing the application and needed forms is mailed to all eligible private nonprofit agencies and qualified public bodies providing transportation services for elderly individuals and individuals with disabilities in urban, small urban, rural areas and Indian reservations.  Federal transit law requires that projects funded under Section 5310 program be derived from a locally developed, coordinated public transit-human service transportation plan (coordinated plan).  Successful applicants are subject to a one-year sit out rule in order that funding may be equitably distributed.  The completed application is due to the ALDOT within the time specified in the Application packet.   All Applicants must offer an opportunity for a public hearing.  The notice must be advertised in the local newspaper.  This provides the general public the opportunity to comment on the proposed project.
ALDOT offers assistance to agencies needing help completing the application.  Upon completion of the selection of projects, the said projects are incorporated into the State’s annual application to the FTA.
The following documentation is required: 
· Application Cover Page
· Application Checklist
· Vehicle Inventory Form/Request Form/Funding Request Form - See Appendix A,   Exhibit 7.
· Scope of proposed services provided
· Managerial and technical capability
· Letter of Confirmation for Local Match & Operating Expenses
· Authorizing resolution from appropriate governmental agency
· Public hearing requirements including affidavit of newspaper announcements, list of attendees, and minutes of the meeting
· Audit report for the most recent fiscal year
· Copy of Articles of Incorporation and Bylaws
· Copy of Federal Identification number letter
· Insurance carrier, amounts of coverage and premium rate if applicable
· Certification of vehicle maintenance plan and checklist of vehicle maintenance for program vehicles
· Certifications and Assurances for FTA assistance
· Section 5310 Annual Report for existing subrecipients
· Standard Assurances
· Civil Rights
· Documentation of Involvement in Coordinated Planning Process and letter of endorsement by RPC

· Public Agency Certification (only applicable to government or public agencies)
· Application Certification that all statutory and program requirements have been met.
[bookmark: _Toc346013329]Eligible Expenses
Funds for the Section 5310 program are available for capital expenses to support the provision of transportation services to meet the special needs of seniors and people with disabilities.  
[bookmark: _Toc346013330]Capital Assistance includes the following:
· Purchase of Service (POS):  Acquisition of transportation services under a contract, lease, or other arrangement.
· Vehicle Purchase
· Computer hardware and software
· Supporting new mobility management and coordination programs among public transportation providers and other human service agencies providing transportation.  Mobility management techniques may enhance transportation access for populations beyond those served by one agency or organization within a community.  For example, a nonprofit agency could receive Section 5310 funding to share services it provides to its own clientele with other individuals with disabilities or elderly individuals and coordinate usage of vehicles with other non-profits.  Mobility management is intended to build coordination among existing public transportation providers and other transportation providers resulting in the expansion of availability of services.
[bookmark: _Toc346013331]Local Funding Requirements
Local participation for capital acquisition will be twenty percent (20%) of the total cost.  Federal funds will be eighty percent (80%). The local share may be provided from an undistributed cash surplus, a replacement or depreciation cash fund or reserve, a service agreement with a State or local service agency or private social service organization, or new capital.  Some examples of these sources of local match include: State or local appropriations; dedicated tax revenues; private donations; revenue from service contracts; toll revenue credits; and net income generated from advertising and concessions.  Non-cash share such as donations, volunteered services, or in-kind contributions is eligible to be counted toward the local match as long as the value of each is documented and supported, represents a capital cost which would otherwise be eligible under the program, and is included in the net project costs in the project budget.  In addition, the local share may be derived from Federal programs that are eligible to be expended for transportation, other than DOT programs, or from DOT’s Federal Lands Highway Program.  
[bookmark: _Toc346013332]Project Selection Process
Section 5310 projects are awarded through a statewide competitive selection process.  The ALDOT, as the designated recipient, is responsible for the development and implementation of the competitive selection process.  Each project selected for funding consideration will be derived from a locally developed, coordinated public transit-human services transportation plan in compliance with the statutory requirements.  All project applications will be evaluated to determine the extent to which the proposed project meets overall program goals, objectives and application criteria set forth by the ALDOT.  A sample STATE agreement may be found in Appendix B.   Project applications are rated and ranked by Modal Programs Transit Staff.  The completeness of the narrative and supporting documentation are considered in the scoring and rating of project applications.
· Financial & Management Capability
· Service Need
· Utilization of Requested Service
· Proposed Service  
· Service Coordination
Specific criteria for each grant are published in the annual grant application.
[bookmark: _Toc346013333]Required Reporting
Section 5310 programs are required to file a Quarterly Report, an Annual Operating Report, Capital Equipment Maintenance Summary Report, an Annual Operational Expenditures Report and an Annual Monitoring Report.  Section 5310 subrecipients may enter maintenance data electronically into the ALDOT Transit Reporting System (ATRS) or submit hard copy reports.  In order to complete the electronic reporting process, formal correspondence indicating the status of ATRS data entries is required in addition to the submission of the required certification, proof of insurance, and annual operational expenditures report.  Hard copy report submissions must include one complete report for each program vehicle together with the certification, proof of insurance, and annual operational expenditures report.  Reports with instructions for electronic submission may be found in the ATRS User Guide supplied by the ALDOT.  For more information, see Appendix E.


[bookmark: _Toc314293037]





[bookmark: _Toc346013334]


SECTION 5311 – FORMULA GRANT FOR RURAL AREAS 








[bookmark: _Toc346013335]Program Goals 
The Section 5311 program provides financial assistance for the support of public transportation services that are open on an equal basis in rural areas.  The goal of the program is to provide the following services to communities with populations less than 50,000:
· Enhance the access of people in nonurbanized areas to health care, shopping, education, employment, public services, and recreation. 
· Assist in the maintenance, development, improvement, and use of public transportation systems in nonurbanized areas. 
· Encourage and facilitate the most efficient use of all transportation funds used to provide passenger transportation in nonurbanized areas through the coordination of programs and services. 
· Assist in the development and support of intercity bus transportation. 
· Provide for the participation of private transportation providers in nonurbanized transportation. 
[bookmark: _Toc346013336]Eligible Applicants
Under Section 5311 the following agencies are eligible to receive financial assistance:
· State Agency – any legally constituted state government agency, department, commission, council, board, bureau, committee, institution, college, regional transit authorities, university, technical school, or Government Corporation of the State of Alabama Government.
· Local Public Agency  - any legally constituted political subdivision of the State such as towns, municipalities, counties, transportation authorities, public corporations, boards, Indian tribe (federally recognized or other Indian tribes)commissions and other public agencies established under State law.
· Local non-profit agencies – a legally incorporated corporation which exists for charitable or educational purposes, and from which its trustees or shareholders do not benefit financially.  The corporation is given tax exempt status under the IRS 501(c)(3)tax code.
· Indian Tribal Governments – According to 49 U.S.C. 5311, a federally recognized Indian tribe is an eligible direct recipient.  Should a federally recognized Indian tribe apply and be selected for allocation of Section 5311 funds from the State through the annual application process, the ALDOT would notify the selected Indian tribe of the federal award.  


The Indian tribe will determine whether to receive funds as a subrecipient of the state or apply directly to FTA for Section 5311 funds.  If the Indian tribe notifies ALDOT of its intent to become a direct recipient, ALDOT will notify FTA by letter of the projects(s) and amount of funds allocated to the Indian tribe.
Providers of public transportation in urbanized areas who provide service to non-urbanized areas may be eligible recipients.  The following guidelines apply:
· Financial assistance is available only for that portion of the service operated in non-urbanized areas;
· The applicant must be capable of segregating allowable operating and non-operating expenses incurred in providing service to non-urbanized areas; and
· The applicant must be one of the following eligible recipients:
· Transit agencies
· Local governmental agencies (political subdivision of the State or Indian tribal government (both Federally recognized and other tribes)
· Councils of Governments (for planning/coordination only)
· Private non-profit operators of public services
· Private for-profit organizations (as third party contractors for recipients or subrecipients for transit services or intercity bus needs only)
· Private for profit operators of transit or paratransit services may participate in the program through contracts with eligible recipients.
[bookmark: _Toc346013337]Application Process
Section 5311 funds are available for reimbursement of expenditures incurred in providing public transportation services in non-urbanized areas; applicants must meet the following conditions:
· Submit a completed application to the ALDOT
· Meet the ALDOT eligibility criteria as stated in the Eligibility Section of this document
· Application must be approved for funding; and
· Contract between the applicant and ALDOT must be executed.



The complete application consists of the following:
· Current data sheet
· Application Letter
· Designated Agency letter, if applicable
· Current System/Project Description
· General description of service area including delineated boundaries
· Service Area Population
· Service Area Square Mile
· System Start-Up Date
· Brief History of System
· Mission Statement
· Current Year Goals & Objectives
· General description of applicant and subcontractors and copy of organizational chart
· General Description of proposed transportation service
· Specific route information and highlighted map (8 ½ x 11) of service area
· General description of proposed services to be provided outside of service area and support documentation
· Hours and days of operation
· Number of project vehicles in operation
· Number of back-up vehicles
· Eligible users of service
· Service changes from previous year
· Planned changes for next year
· Current fare structure


· Description of fare eligibility process and support documentation, if applicable
· Date of last fare increase
· Planned fare increases
· Operating recovery ratio
· Description of efforts to market or promote system
· Copy of system brochure
· Description of method of implementing and announcing service changes and fare increases
· Description of coordination efforts
· Directory of local transportation steering committee
· Schedule of transportation steering committee meetings
· System Safety, Security and Emergency Preparedness Plan Update
· Capital Equipment –Examples of forms may be found in Appendix E.
· Vehicle Inventory Form
· Fleet Replacement Form
· Vehicle Profile Sheet
· Non-expendable Equipment Inventory Form
· Project Budget Worksheet
· Proposed Budget
· Source of Budget Funds Worksheet
· Local Match Documentation
· Cost Allocation –Examples may be found in Appendix E.
· Chart of Accounts
· Cost Allocation Matrix Form
· Public Participation Process
· Copy of Notice as published in the newspaper
· Notarized statement verifying publication
· Summary of minutes of the public hearing signed by an official of the transit system
· Complaint Procedure
· Copy of written procedures addressing complaints within and without the organization  (Examples may be found in Appendix A, Exhibit 2)
· Title V Requirements (Civil Rights)  
· Authorizing Resolution – Sample resolution found in Appendix A, Exhibit 3.
Specific criteria for each grant are published in the annual grant application.
[bookmark: _Toc346013338]Eligible Expenses
Funds for the section 5311 program are available for capital, operating, planning, and administrative expenses.  Eligible project costs under the 5311 Program shall be determined in accordance with OMB Circular A-87, FTA Circular 9040.1F (as amended) and guidance by the ALDOT.
Assistance under Section 5311 is contingent on the availability of funds and local match within an allocation cycle and follows the allowable activities and match requirements as stated by FTA.
[bookmark: _Toc346013339]Capital Expenses 
Capital expenses include the acquisition, construction, and improvement of public transit equipment and facilities needed for an efficiently coordinated public transportation system.  The federal share is eighty percent (80%) of the capital cost and up to eighty-three (83%) participation for a vehicle related purchase to be in compliance with ADA.  The Federal share for vehicle related equipment and a facility required by the Clean Air Act (CAA) and the Americans with Disabilities Act (ADA) is ninety percent.  Eligible capital expenses include, but are not limited to:
· Buses, vans, or other paratransit vehicles
· Radios and communication equipment
· Passenger shelters, bus stop signs, and similar passenger amenities
· Wheelchair lifts, amps, restraints, and related vehicle modifications
· Operation support such as computer hardware/software
· Maintenance and/or service vehicles
· Vehicle rehabilitation where candidate vehicles meet the extended useful life and rehabilitation cost limits established by ALDOT
· Construction or rehabilitation of transit facilities including design, engineering and land acquisition;
· Construction of or improvements to park-and-ride lots where such facilities are served by public transportation or ridesharing modes that are a form of public transportation;
· Other durable goods such as spare components or parts (engines, transmissions, etc.) 
· Purchase of used equipment with prior approval of the ALDOT.  The project must substantiate that the proposed purchase price represents fair market value and that the equipment is in sound working condition so the project can anticipate a reasonable period of remaining useful life and meet the requirements of the ADA;
· Lease of equipment or facilities when leasing is more cost effective than purchase (when lease of equipment or facilities is treated as a capital expense the state will establish criteria for determining cost effectiveness, including non-economic factors such as management efficiency, availability of equipment, and staffing capabilities borrowing on guidelines stipulated in 49 CFR Part 639; and
· Facilities to provide access for bicycles to mass transit facilities or equipment for transporting bicycles on mass transit vehicles.
[bookmark: _Toc346013340]Operating Expenses
Operating expenses are costs directly related to system operation.  Eligible operating expenses include, but are not limited to: 
· Fuel and oil;
· Replacement tires or tire repair;
· Replacement parts that do not meet the criteria for capital items;
· Maintenance and repairs;
· Salaries and fringes of drivers, mechanics, dispatchers, or other personnel performing job duties supporting the system’s overall operation;
· Vehicle licenses and fees; and
· Vehicle Insurance.

[bookmark: _Toc346013341][bookmark: _Toc346013342]Net Operating Expenses are those expenses remaining after operating revenue is subtracted from eligible operating expenses.  At a minimum, operating revenues include fare box revenues.  The ALDOT imposes a twenty percent (20%) fare box recovery ratio.  Non DOT contract revenues may be used to complete the 20% fare box recovery requirement.  Fare box revenue must be subtracted before the fifty percent (50%) federal match can be applied.  Any remaining non DOT contract revenue may be used as local match.
Administrative Expenses are non-operating expenses which are subject to eighty percent (80%) federal share subject to the availability of Federal funds.  The federal funds must be matched with twenty percent (20%) local funds.  Eligible administrative costs may include but are not limited to: 
· Salaries and fringe benefits of the project director, secretary, and bookkeeper, or other personnel performing job duties of an administrative nature;
· Office Supplies and materials;
· Facilities and equipment rental;
· Annual Audit
· Marketing; and
· Professional services such as legal and accounting assistance.

[bookmark: _Toc346013343]Ineligible Costs OMB Circular A-87 defines items that are ineligible for reimbursement under all federal grant programs.  Some of the items deemed ineligible are:  
· Entertainment expenses;
· Fines and penalties; and
· Interest expenses on loans (not previously approved by ALDOT).

Additionally, the following transit-related expenses are ineligible for Section 5311 assistance: 
· Depreciation accrued by public agencies on facilities or equipment purchased with federal funds (federal share only);
· Indirect transit-related functions or activities of local public governing bodies performed as a normal or direct aspect of public administration (e.g. expenses of a city council in considering transit matters); Contributions to a capital reserve account; and/or
· Expenses associated with the provision of charter services, thus warranting the maintenance of separate account for charter expenses and income.  (Profit derived from charter services may be used as part of the local match share as long as the proper procedures have been followed).
[bookmark: _Toc346013344]Local Funding Requirements
· The Federal share is not to exceed eighty percent (80%) of the net project cost for capital, planning and administration. The Federal share may be ninety percent (90%) for the cost of vehicle-related equipment attributable to compliance with the Americans with Disabilities Act and the Clean Air Act. The Federal share may also be ninety percent (90%) for projects or portions of projects related to bicycles. The Federal share may not exceed fifty percent (50%) of the net project cost for operating assistance.  After the Federal share is established, the applicant must provide the local share of the net project cost in cash (or in-kind) from: 
· Cash from other governmental sources;
· Non-fare box revenues from the operation of public transportation service, such as the sale of advertising and concession revenues;
· Amounts received under a service agreement with a State or local social service agency or private social service organization;
· Undistributed cash surpluses, replacement or depreciation cash funds, reserves available in cash, or new capital; and

· In-kind contributions, such as the market value of in-kind contributions integral to the project, may be counted as a contribution toward local share.

Further clarification may be found in FTA C 9040.1F Chapter III Part 3 Federal and Local Matching Requirements.
[bookmark: _Toc308367935]A State cannot use Section 5310 or other FTA funds as match for Section 5311 program funds.  This revenue must be shown as farebox.  FTA funds may not be used as match because they are derived from a DOT program with the exception of US DOT Federal Lands Highway Program .  For further information refer to FTA C 9040.1F Chapter III Part 3 Federal and Local Matching Requirements.
[bookmark: _Toc346013345]Grant Reimbursement Procedures/Invoicing
Subrecipients are allowed to invoice for reimbursement of expenses no more than once per month to ALDOT.  The final invoice for the fiscal year is due no later than October 15th following the end of the fiscal year.  Invoicing Procedures may be found in Appendix C.
[bookmark: _Toc346013346]Required Reporting
Section 5311 programs are required to electronically file reports using the ATRS program.  The reports to be filed are Semi-annual DBE Report, Quarterly Report, and Agency Maintenance Report.  Instructions for using the electronic system are found in the ATRS User Guide.  Maintenance reporting must be reported in the BMMS computer program.  Instructions for how to obtain the data for the reports can be found along with screenshots in Appendix E.
[bookmark: _Toc346013347]SECTION 5311(b) (3) RURAL TRANSIT ASSISTANCE PROGRAM (RTAP)

RTAP is intended to be a broad and flexible program of training, technical assistance, research, and other support services for non-urbanized area operators.  It provides Federal funding to assist in the design and implementation of training and technical assistance programs tailored to meet the specific needs of non-urbanized transit operators.  In Alabama, providers of specialized transportation and urbanized public transit operation are allowed to participate in RTAP sponsored activities, as long as the activities are primarily designed to benefit small urban and rural transit providers.  The objectives of the Alabama RTAP program are:
· To promote safe and effective delivery of public transportation in the rural and small urban areas of the state;
· To improve the quality of information and technical assistance available to the rural and small urban subrecipients through conferences, workshops, coalition meetings, and the publication of a transit newsletter; and
· To facilitate peer-to-peer self help through the development of the Train-the-Trainer Program.
Alabama RTAP schedules training throughout the year including but not limited to Defensive Driving, First Aid, CPR, Passenger Assistance Training, Customer Service and Drug/Alcohol Testing.
Technical assistance is offered through ALDOT organized workshops and encouragement of sub- recipients to attend non-ALDOT conferences and workshops, both in and out of state, which offer information on transit related issues.  ALDOT workshops are conducted yearly to highlight new federal regulations, changes to the State program and other issues of interest.
Subrecipients wishing to access RTAP funding for non-ALDOT training, workshops or conferences are required to submit a written request to ALDOT for approval.  The written request is reviewed and the subrecipient receives a verbal or written confirmation of funding availability.  Upon completion of training, subrecipients are expected to share their new knowledge with other subrecipients.
[bookmark: _Toc346013348]SECTION 5311(f) INTERCITY BUS PROGRAM

The FTA requires all States to spend a portion of their Section 5311 apportionment “to carry out a program for the development and support of intercity bus transportation.”  These funds can be used for “planning and marketing for intercity bus transportation, capital grants for intercity bus facilities; joint-use facilities; operating grants through purchase-of-service agreements, user-side subsidies, demonstration projects; and coordination of rural connections between small transit operations and intercity bus carriers.”
Federal regulations provide that “coordination of rural connections between small transit operations and intercity bus carriers” may include providing a service that acts as a feeder to intercity bus service.  The feeder service may be fixed route or demand responsive service.  Eligible costs can include marketing and extended hours of service in order to connect with scheduled intercity service. (See 49 USC 5311(f) for further information.)






[bookmark: _Toc346013349]


FTA SPECIFIC CERTIFICATIONS AND ASSURANCES REQUIRED FOR ALL GRANT APPROVALS













FTA Certifications and Assurances reflect Federal statutory, regulatory, and programmatic changes that are currently effective.  Pursuant to 49 U.S.C. 5323(n), FTA is authorized to consolidate the certifications and assurances required by Federal law or regulations for its programs into a single document.   FTA is also required by 49 U.S.C. 5323(n) to annually publish a list of those certifications and assurances.  “Appendix A” of the annual notice contains the compilation of FTA’s Certifications and Assurances for the current Fiscal Year.  All transportation projects are required to certify compliance with all applicable certifications.  The following items encompass the required certifications.  A sample of the one page certification along with the signature page is found in Appendix A , Exhibit 11 and are taken from the [Federal Register (November 1, 2011 Volume 76, Number 211)].                                                                                                                                                                                                                                                                                                                                                                                                                                                              
[bookmark: _Toc308367943][bookmark: _Toc346013350][bookmark: _Toc308367937]American with Disabilities Act Program Requirements 
The Rehabilitation Act of 1973 Section 504, as amended (29 USC 794), prohibits discrimination on the basis of disability by recipients of Federal financial assistance.  The Americans with Disabilities Act of 1990 (ADA), as amended (42 U.S.C. 12101 et seq.), prohibits discrimination against qualified individuals with disabilities in all programs, activities, and services of public entities, and imposes specific requirements on public and private providers of transportation.
DOT regulations implementing Section 504 and the ADA include 49 CFR parts 27, 37, and 38.  Among other provisions, the regulations specify accessibility requirements for the design and construction of new transportation facilities; require that vehicles acquired be accessible to and usable by individuals with disabilities, including individuals using wheelchairs; and requires any recipient providing fixed-route service to provide complementary paratransit service to individuals with disabilities who cannot use the fixed-route service.  For further clarification on ADA and Section 504 refer to the Alabama State Management Plan supplied by the ALDOT.
[bookmark: _Toc308367946][bookmark: _Toc346013351][bookmark: _Toc308367942]Buy America Provision
When expenditures for projects exceed the $100,000 threshold, Buy America Provisions apply. FTA will not obligate funds for public transportation projects unless the steel, iron, and manufactured goods used in the project are produced in the United States unless a waiver is granted (49 CFR part 661).  
[bookmark: _Toc346013352] Charter and School Transportation Regulations-Oversight
[bookmark: _Toc346013353]Charter service is defined in 49 CFR Part 604 as providing special service to a specific group that dictates the route and schedule used.  In other words, if the service is under the control of the subrecipients, is open door and the subrecipients can put any rider on the vehicle in addition to the agency’s clients, it is not considered charter. 
[bookmark: _Toc346013354]Exclusive School Transportation is prohibited under 49 USC Section 5323(f) using FTA funded equipment.  The implementing regulation (49 CFR Part 605) does permit regular service to be modified to accommodate school students along with the general public (“tripper service”).  For the purpose of FTA’s school bus regulation, Head Start is considered a social service not a school program.
[bookmark: _Toc346013355]Civil Rights – Title VI of the Civil Rights Act of 1964, as amended (42 USC 2000 et. seq.)
No person in the United States may use race, color, age, sex, or national origin as grounds to exclude another person from participation in, be denied the benefits of, or be subject to discrimination under any program or activity receiving Federal financial assistance 
[bookmark: _Toc308367947][bookmark: _Toc346013356][bookmark: _Toc308367944][bookmark: _Toc308367939][bookmark: _Toc308367938]Clean Air Act (CAA)
The principal CAA requirement with which FTA-funded projects must comply is the transportation conformity process.  The conformity requirements are contained in an Environmental Protection Agency (EPA) regulation (40 CFR part 93), and they apply in areas that currently violate one or more of the National Ambient Air Quality Standards (NAAQSs) (nonattainment areas) and also in areas that once violated the standards but have since been re-designated to attainment status by EPA (so-called maintenance areas).  Birmingham is the only non-attainment area in Alabama.
[bookmark: _Toc346013357]Debarment and Suspension 
The purpose of the DOT Government-wide Debarment and Suspension (Non-procurement) regulations (2 CFR part 1200)  is to ensure that no Federal assistance funds are provided to individuals or firms that have been debarred, suspended, determined ineligible, or voluntarily excluded from participation in federally assisted transactions.  The U. S. General Services Administration maintains a website at www.sam.gov, which provides a comprehensive list of individuals and firms excluded from receiving Federal funds.
ALDOT obtains a signed Debarment and Suspension certification from each subrecipient and retains the certification in program files.  In addition, all vendors utilized by the ALDOT in the procurement process must also supply a signed Debarment and Suspension Certificate for record keeping purposes.
[bookmark: _Toc346013358]Davis-Bacon Act
The Davis-Bacon Act requires that all contractors and subcontractors performing on federal contracts in excess of $2,000 pay their laborers and mechanics not less than the prevailing wage rates and fringe benefits.  For detailed information see Title 49 USC 5333(a).
[bookmark: _Toc346013359]Disadvantaged Business Enterprises (DBE) – 49 CFR Part 26
The recipient agrees and assures that the agency will comply with DOT regulation, “Participation by Disadvantaged Business Enterprises in Department of Transportation Financial Assistance Programs,” 49 CFR 26.  Among other provisions, this regulation requires certain recipients of DOT Federal financial assistance, namely State and local transportation agencies, to establish goals for the participation of disadvantaged entrepreneurs, certify the participation of disadvantaged entrepreneurs, and certify the eligibility of DBE firms to participate in their DOT-assisted contracts.  Recipients of FTA funds must allow participation of businesses that are at least fifty-one percent (51%) owned and controlled by socially and economically disadvantaged individuals.  The recipient agrees and assures that it will comply with SAFETEA-LU Section 1101(b) 23 U.S.C. 101 note( or any subsequent authorizations), which directs the Secretary of Transportation to expend not less than 10 percent of authorized federal funds with DBEs.  
[bookmark: _Toc346013360]Drug and Alcohol 
All subrecipients must comply with the regulations as set forth in CFR Title 49 Part 40 Procedures for Transportation Workplace Drug and Alcohol Testing Programs.  Detailed information may be found at www.dot.gov/odapc/part40.
[bookmark: _Toc346013361]Environmental Justice
There are three fundamental environmental justice principles:
· To avoid, minimize, or mitigate disproportionately high and adverse human health and environmental effects, including social and economic effects, on minority populations and low-income populations.
· To ensure the full and fair participation by all potentially affected communities in the transportation decision-making process.
· To prevent the denial of, reduction in, or significant delay in the receipt of benefits by minority and low-income populations. 
Environmental Justice, in most cases, only applies if Protection of the Environment guidelines is applicable.
[bookmark: _Toc346013362]Equal Employment Opportunity (EEO)
The recipient agrees to comply, and assures the compliance of each third  party contractor and each subrecipient at any tier of the project with all equal employment  opportunity (EEO) requirements of Title VI of the Civil Rights Act of 1964, as amended, (42 USC 2000e) and with 49 USC 5332 any implementing regulations DOT may issue.  These laws ensure that no person may discriminate in employment on the basis of race, color, creed, national origin, sex, age, or disability.
[bookmark: _Toc308367941][bookmark: _Toc346013363][bookmark: _Toc308367936][bookmark: _Toc308367940]Labor Protection
Before FTA may award a grant for capital or operating assistance, fair and equitable arrangements must be made to protect the interests of transit employees affected by the proposed FTA assistance (49 U.S.C. 5333(b), formerly Section 12(c) of the federal Transit Act as amended.  Those arrangements must be certified by the Secretary of Labor as meeting the requirements of the law.
[bookmark: _Toc346013364]Nondiscrimination – 49 USC 5332
Under a project, program, or activity receiving financial assistance from FTA, a person may not be excluded from participating in, denied a benefit of, or discriminated against because of race, color, creed, national origin, sex, or age.  Annually, subrecipients submit to the ALDOT information relative to Title VI of the civil Rights Act of 1964 addressing any lawsuits or complaints alleging discrimination against the subrecipients and/or the operator of service, and a summary of civil rights compliance review activities conducted during the year.
[bookmark: _Toc346013365]Protection of the Environment
Title 23CFR part 771.117 details categorical exclusions (CEs) meeting the definition in 40 CFR 1508.4, and is based on experience of similar actions that do not involve significant environmental impacts.  The following actions meet the criteria for CEs in the above referenced material and normally require no action by the subrecipients:
· “Activities which do not involve or lead directly to construction, such as planning and research activities; grants for training; engineering to define the elements of a proposed action or alternatives so that social, economic, and environmental effects can be assessed;
· Alterations to facilities or vehicles in order to make them accessible for elderly and people with disabilities;
· Program administration, technical assistance activities, and operating assistance to transit authorities to continue existing service or increase service to meet routine changes in demand;
· Purchase and installation of operating or maintenance equipment to be located within the transit facility and with no significant impacts off the site.” Title 23, part 771.117
Unless a transit project is involved in a major construction project, most transportation systems in the state will find they are categorically excluded from this certification.  For detailed information refer to Title 23 CFR part 771 – Environmental Impact and Related Procedures.
[bookmark: _Toc308367945][bookmark: _Toc346013366]Restrictions on Lobbying  
Federal financial assistance may not be used to influence any member of the U. S. Congress, the Alabama State Legislature or an officer or employee of any agency in connection with the making of any Federal contract, grant, or cooperative agreement. Further information may be obtained in U.S.C. 31 Section 1352.  
General advocacy for transit and providing information to legislators about the services a - subrecipient provides in the community are not prohibited, nor is using non-Federal funds for lobbying, so long as the required disclosures are made.  
[bookmark: _Toc308367948]The ALDOT, subrecipients, and third party contractors awarded FTA assistance exceeding $100,000 sign a “Restrictions on Lobbying” certification, and, if applicable, disclose the expenditure of non-Federal funds for lobbying purposes.  The FTA subrecipients (receiving over $100,000) provide a signed Lobbying Certification during the application process.  The signed Certifications are retained in the program files.  In addition, signed Lobbying Certifications are obtained from vendors during ALDOT’s procurement process.  








[bookmark: _Toc346013367]FTA AND ALDOT GENERAL REGULATIONS AND POLICIES 








[bookmark: _Toc346013368]Accident Reporting
If a subrecipient’s vehicle is involved in an accident where there are physical injuries or damages, the accident should be reported immediately to the appropriate ALDOT representative by telephone and followed by a written letter and the official accident report. All subrecipients must comply with the Drug and Alcohol Requirements when an accident occurs. For more information, see pages: 137-138.
[bookmark: _Toc346013369]Advertising Policy
Transit Operators are encouraged to utilize advertising as a source of revenue.  Advertising may be placed on the transit vehicles in any manner the operator chooses, as long as the vehicle’s identity as a public transportation vehicle is not obscured.  ALDOT’s only stipulation is that the vehicle is clearly recognized as a public transportation vehicle.  
Operators are asked to use discretion before placing controversial advertising such as religious, political, tobacco, or alcohol advertising on vehicles.  The Modal Programs Transit staff should be contacted if there are questions concerning vehicle advertising placement.
[bookmark: _Toc346013370]ALDOT Transit Reporting System (ATRS)
The ALDOT has implemented a computerized Transit Reporting System to manage several types of reports filed by agencies that provide public transportation to the citizens of Alabama. The system allows agencies to file their reports through a Web-based program, and allows ALDOT employees to manage the reports through a client-server based administrative program. The administrative program allows ALDOT users to file reports, view, edit, and print reports that have been filed online, and track reports that are past due.
A detailed manual for the use of the computerized reporting system is available from the ALDOT Modal Programs Transit Section.  Appendix E contains screenshots from the computer program of the information required for the reports along with instructions concerning the items in the reports.  Instructions for the complete use of the program are contained in the ALDOT Transit Reporting System Administrative Console User Guide obtainable from the Modal Programs Transit Section in Montgomery.
[bookmark: _Toc346013371]Audit Requirements
Each recipient of Federal funds shall have an audit conducted on all program funds annually.  Audits of public bodies will be conducted by the Alabama Office of Examiners of Public Accounts or as otherwise instructed.  Audits for private non-profit corporations must be by independent Certified Public Accounting firms according to the U. S. Office of Management and Budget Circular A-133; however, ALDOT may request the Office of Examiners of Public Accounts to audit a private non-profit corporation.
Subrecipients shall submit to the ALDOT, along with their annual audit report, a letter from their CPA setting out audit findings, whether material or immaterial, which was not noted in their report.  If there were no instances of findings other than those noted in the audit report the CPA should issue a letter stating such.  Furthermore, subrecipients will maintain on file a letter from their CPA stating the results of their peer review, whether favorable or unfavorable, as required by Government Auditing Standards (also known as the “Yellow Book”).
The audit expense is eligible for reimbursement only if there is an audit line item in the approved budget and the audit meets criteria as outlined in Circular A-133.
All related project documents must be kept in an orderly up to date manner.  All project documents must be readily available to state and/or federal personnel for inspection.  All ALDOT project records and materials must be retained for a period of at least three years after the close of each grant with FTA.
[bookmark: _Toc346013372]Commuter Work Routes
Commuter work routes are strongly encouraged by ALDOT.  A vanpool is in essence a larger, well organized carpool.  Because of its larger capacity, a vanpool helps reduce energy use, traffic congestion and air pollution even more.  There are many approaches to vanpooling due to differing needs of the group being transported.
The method for determining the cost of a vanpool must be based on actual cost of operating the vehicle.  Methodology for determining the cost is the same as calculating cost allocation; except depreciation of the vehicle in included in total operational cost.
[bookmark: _Toc346013373]Computer Hardware/Software
Computer hardware and software may be available to all FTA subrecipients depending on the availability of funding.  The computers must be compatible with ALDOT’s computers and they must be used for transportation matters at least seventy-five percent (75%) of the time.  Federal funds would provide eighty percent (80%) of the cost with subrecipients providing a twenty percent (20%) match.   Subrecipients must follow purchasing procedures in accordance with federal guidelines to be reimbursed.  Failure to do so will result in non reimbursement of the cost.
[bookmark: _Toc346013374]Coordination Requirements
All subrecipients receiving federal funds must certify that they are active participants in projects derived from a locally developed, coordinated public transit-human services transportation plan developed through a process that includes representatives of public, private, and non-profit transportation and human service providers, participation by the public, and representatives addressing the needs of older adults and individuals with disabilities. 
The current rural planning process in Alabama allows for direct participation and involvement of non-metropolitan local officials through the RPC or COG in development of transportation plans and priorities for their respective regions.  Each RPC maintains a regional Transportation Advisory Committee with representatives from local government, elected officials transportation providers, and special interest groups.  As a result of these committees, RPC boards and local governments/elected officials are directly consulted and given an opportunity to identify transportation needs.
[bookmark: _Toc346013375]Cost Allocation
Cost allocation is a project’s total expenditures divided among three categories:  hours, miles and administration.  The hours and miles categories include all budget items that are attributable to vehicle operations and are used to calculate the “actual cost” to be recovered from all purchase of service contracts.  
The administrative category primarily includes all the administrative budget items plus vehicle depreciation.  It is not necessary to include these costs in third party contracting rates.  This is a primary subsidization available to groups and is an aid in area coordination of transportation services.  Methodology for calculating a system’s cost allocation can be found in Appendix D.
[bookmark: _Toc346013376]Dispute Resolution
All subrecipients must have a written process to resolve disputes on file and provide ALDOT with a Resolution of Disputes plan.  The plan must address the handling of concerns or complaints at the local level, and have a referral system in place if the concern or complaint cannot be resolved at the local level.  If a concern, complaint or dispute cannot be resolved at the local level, ALDOT will review the concern, complaint or dispute and contact all parties involved.
[bookmark: _Toc346013377]Disadvantaged Business Enterprise Program (DBE)
As a condition of receiving FTA funds, subrecipients must comply with the USDOT 49 CFR Part 26.  It is the policy to ensure that DBEs, as defined in part 26, have an equal opportunity to receive and participate in DOT-assisted contracts.  A sample DBE program may be found in Appendix I.
[bookmark: _Toc346013378]Drug and Alcohol Program
“Prevention of Alcohol Misuse and Prohibited Drug Use in Transit Operations,” as implemented by 49 CFR Part 655 (August 2001), as amended, and to be read in conjunction with 49 CFR Part 40, requires all subrecipients receiving FTA funds to have a drug and alcohol testing program in place for all safety sensitive employees.
[bookmark: _Toc346013379]ALDOT subrecipients of specific FTA funding must establish and maintain a Drug and Alcohol Testing Program in accordance with 49 CFR §655, and in consonance with 49 CFR Part 40.  A sample drug and alcohol policy is found in Appendix G. 
Open Door Policy/Use of Equipment
At all times, project vehicles will be available to the public.  All project equipment and facilities must be used for providing public transportation service within the project area for the duration of the project.   During such period, any project equipment not used in this manner or is withdrawn from public transportation service, the agency will immediately notify the State and the project equipment will be disposed of by the State or reassigned in accordance with federal regulations and as directed by the State. The provisions of this Agreement and the provisions of Title 49 Code of Federal Regulations Part 18, "Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments," will govern all property utilization and disposition.
[bookmark: _Toc346013380]Passenger Facilities
Passenger facilities may be purchased by either Section 5307 or Section 5311 subrecipients provided there is sufficient documentation of need.  Approval of such purchases is subject to funding availability.  Subrecipients must follow the proper purchasing procedures in accordance with federal guidelines to be reimbursed for such purchases.  Depending on funding availability the match may be 50/50 or 80/20.
[bookmark: _Toc346013381]Prohibited Interest
Subrecipients are required to maintain a written code of standards of conduct governing the performance of their employees engaged in the award and administration of contracts supported by federal funds.  The code of standards must preclude any employee, officer, or agent of the subrecipients from participating in the selection, award, or administration of a contract supported by federal funds if a conflict of interest, real or apparent would be involved (e.g., accepting or soliciting gratuities, favors or anything of monetary value from contractors, vendors, etc.) .  (Refer to 49 CFR 18.36 (b)(3) and FTA C 4220.1D, 7c for more information.)
[bookmark: _Toc346013382]Purchasing
[bookmark: _Toc346013383]Competitive Bidding Requirements
When non-expendable items are purchased that exceed $15,000 or services are solicited from the private sector that exceed $15,000, subrecipients must meet the state bidding requirements.
Subrecipients must prepare a RFP when purchasing private sector services, The RFP must be reviewed by ALDOT and written approval provided for bid letting.  Prior to the release of a bid package, the package must contain the Request 	for Proposal (RFP) specifications, a deadline for bidders responses, and a time and location of bid opening.
[bookmark: _Toc346013384]Maintenance Quotations
Any single vehicle maintenance invoice over $3,000 must have three price quotes.  For auditing purposes the quotes should be retained with the purchase order.  Copies of the quotes must be attached to the invoice requesting reimbursement.  Prior written approval is not necessary for maintenance.
[bookmark: _Toc346013385]Three Thousand Dollar ($3,000) Non-Expendable Rule
All non-expendable purchase over $3,000 requires prior written approval.  Non-expendable refers to items that are not readily exhaustible (computers, copier, etc.).  Maintenance is an exception to this limit and does not require prior written approval.
[bookmark: _Toc346013386]Radios and Communication Equipment
In Alabama, mobile radios and base stations or cellular telephones can be purchases with FTA monies when funding is available.  Federal funds provide eighty percent (80%) of the cost with the remaining twenty percent (20%) to be provided by subrecipients.  If equipment is purchased by the subrecipient directly with no ALDOT involvement, the subrecipient must follow the proper procurement procedures in accordance with federal guidelines.
Subrecipients must notify ALDOT of the proposed purchase through a capital request process,  receive ALDOT’s written approval to purchase the equipment and use ALDOT approved purchasing process that includes collecting a minimum of three bids.   Failing to follow this procedure will result in non-reimbursement for the equipment.
[bookmark: _Toc346013387]Vehicle Purchasing
ALDOT prepares all documentation and receives all necessary approvals for vehicle purchases.  The Bureau Chief of the ALDOT Transportation Planning and Modal Programs may approve vehicle purchases by subrecipients.  For additional information see Vehicle (Rolling Stock) Acquisition.
[bookmark: _Toc346013388]Reporting Requirements
All subrecipients are required to comply with all applicable reporting requirements. Reports must be completed and submitted on time.  For more information, see Appendix E.
[bookmark: _Toc346013389]Safety, Security and Emergency Preparedness Policy (SSEPP)
Safety has always been a priority for public transportation providers, ALDOT, and FTA.  As a result of 9/11 and the transit attacks abroad, there are heightened concerns for transit security even in rural communities.  The destruction wrought by hurricanes,  tornadoes, flooding and other acts of nature have renewed our awareness for the role that public transportation can play as a first responder resource.
To establish the importance of safety, security and emergency preparedness, ALDOT has developed a Safety, Security and Emergency Preparedness Plan (SSEPP).  The SSEPP outlines the process by which subrecipients can make informed decisions that are appropriate for their operations, passengers, employees, and communities regarding the development and implementation of a comprehensive security and emergency preparedness plan.  A boiler plate for the plan is available through ALDOT Modal Programs Transit Section.
[bookmark: _Toc346013390][bookmark: _Toc308367950]Third Party Contracts
[bookmark: _Toc346013391]Sections 5307 and 5311
Any third party agreement entered into by a subrecipient must meet the standards set by the FTA and ALDOT.  There are three types of service contracts allowed and encouraged—exclusive service contracts, shared service contracts, and purchase of service contracts.  Purchases of service primarily concern human service agencies and other non-profit agencies located within the subrecipient’s service area that have customers needing transportation.   Private sector supportive service contracts involve procuring supportive services for their operation (i.e. taxi and private bus companies).  All private sector contracts are subject to state bidding requirements.  Third Party Contracts must follow the ALDOT approved format. 
With the exception of the cover sheet and signing page and the specific project designations in “Part One (1): Introduction”, “Part Two (2): Project Provisions Section A Project Description” and “Part B Project Funding,” all third party contracts contain the same provisions.  The example with highlighted differences can be found in Appendix F.
[bookmark: _Toc346013392]Three Types of Third Party Contracts:
Exclusive Service Contracts
Exclusive service is a form of purchase of service contract whereby vehicles transport only customers of a contract agency.  Using the cost allocation rates (See Appendix D); the contracting agency pays the full service cost.
Shared Service Contracts
Shared service is defined as a form of purchase of service contract whereby vehicles are under contract to transport customers of more than one agency or are transporting agency customers in conjunction with the general public.  Once again the cost allocation rate is used.  Each participating agency is then charged based on the percentage of number of seats their customers occupy.
[bookmark: _Toc346013393]Purchase of Service Contracts
Purchase of Service Contract is defined as an agreement between a subrecipient and a private transportation provider (taxi, bus service, etc.) to utilize their services to transport subrecipient customers.  The cost of the service contract cannot exceed the cost allocation rate of the subrecipient.
Subrecipients may not enter into contract with a third party to perform services under any FTA program without the prior written concurrence from ALDOT.  Subrecipients shall also include a Privacy notification in every approved subcontract to comply with the Privacy Act of 1974 (5 U.S.C. Section 552a)
[bookmark: _Toc346013394]Travel
[bookmark: _Toc346013395]In-State
In-state travel by a subrecipient is reimbursed at the current State of Alabama approved per diem and mileage rate.  
[bookmark: _Toc346013396]Out of State
[bookmark: _Toc346013397][bookmark: _Toc308367951]When traveling out of the state in the service of the program, the subrecipient must first fill out a “Request for Out of State Travel” form requesting permission from ALDOT.  When permission is granted for out of state travel, the subrecipient shall be allowed all their eligible and necessary expenses (hotels, convention fees, transportation, etc.).  Meals are based on the federal travel regulations and are determined by the travel destination.  Meal amounts are capped and cannot be combined. (See Appendix H for form.)

Vehicle (Rolling Stock) Acquisition
All new vehicles are ordered through ALDOT.   Vehicle procurement begins with the subrecipient submitting a Vehicle Needs Projection form indicating quantities, sizes, and types of vehicles needed, and a plan for the vehicle’s utilization.  ALDOT facilitates the placement of vehicle orders following Alabama State Bid Law.  Once a contract is awarded to a supplier, if more than twenty vehicles are ordered from one vendor, ALDOT will have a representative visit the manufacturer of the buses during the construction of ALDOT buses.  ALDOT prepares a Purchase Order for each vehicle or group of like vehicles.  ALDOT will not issue Purchase Orders for vehicles until the subrecipient provides the required 20% local match.  Vehicles are delivered to ALDOT in Montgomery.  The subrecipient must accept delivery of the vehicle from ALDOT in Montgomery.  Before ALDOT releases the vehicle, the subrecipient must show proof of insurance.
Subrecipients are not allowed to lease or purchase new vehicles directly with federal funds administered by ALDOT, unless authorized by the Multimodal Engineer.
The types of rolling stock and seating capacity eligible for FTA funding through ALDOT include mini vans (6 to 8 passengers), standard passenger vans (13 passengers), modified vans (15 passengers) and buses (16  to 40 passengers).   The vehicle must be used by the subrecipient in the program for which it was acquired for until approved disposal or transfer is given by ALDOT.
[bookmark: _Toc346013398]Vehicle Disposition and/or Transfer
[bookmark: _Toc346013399]Disposition
Disposal of project vehicles occurs when the vehicle has reached its useful life expectancy or is transferred because it is no longer needed for its’ originally intended purpose.  Exceptions to this basic rule will be made when documentation indicates the vehicles are requiring excessive maintenance to remain operable.  The useful life expectancy for vehicles is found in the table below:
ALDOT USEFUL LIFE TABLE

	Type
	Year
	Mileage

	Vans (std., raised roof, modified)
	4 years
	100,000

	Small buses (cut away type, 16-21 passengers)
	5 years
	150,000

	Small buses (body-in-chassis, 24-27 passengers)
	7 years
	200,000

	Full Size (Transit coaches 28+ passengers
	10 years
	300,000



Handicapped accessible vehicles scheduled for disposal require documentation indicating that other vehicles in the fleet or in the area are available to transport persons with disabilities.  There are no exceptions to this rule.
A subrecipient must submit a letter to ALDOT requesting permission to dispose or transfer vehicles.  A subrecipient must receive a letter from ALDOT granting approval prior to vehicles being disposed or transferred. 
Disposal price of vehicles should be based on the fair market value.  ALDOT must be notified when the vehicles are sold or removed from active service.  For vehicles not included in the Standard Blue Book, fair market value may be arrived upon either through the averaging of three quotes from qualified sources or application of straight-line depreciation.  After disposal, the federal share (80%) must be returned to the ALDOT less $100 allowed for advertising disposal.
[bookmark: _Toc346013400]Transfer
Written requests by subrecipients to transfer vehicles purchased with FTA funds to eligible agencies must include a description of the vehicles, and reasons for the transfer.  Reasons to transfer vehicles may include the coordination of several local services into one community-wide service or the vehicles do not meet the needs of the provider’s current system.  The transfer request letter to ALDOT must include the model year, date purchased, general condition, current mileage reading, and complete vehicle identification number of the vehicle. ALDOT reviews the request and authorizes or denies transfers in writing to the requesting parties. 
[bookmark: _Toc346013401]Vehicle Insurance Requirements
The policy regarding insurance on project vehicles is as follows:
[bookmark: _Toc346013402]Collision and Comprehensive 
Coverage will not be required on project vehicles that have exceeded their useful life expectancy.  However, until that time arrives, adequate insurance coverage to protect the project vehicles must be maintained.
[bookmark: _Toc346013403]Liability
Coverage is required on all project vehicles.  At all times during the project performance, the subrecipient will maintain adequate public liability insurance coverage as follows:
· Limits for bodily injury not less than $100,000 to any one person
· Not less than $300,000 for any one accident with bodily injuries
· Property damage of not less than $50,000
[bookmark: _Toc346013404]Vehicle Maintenance Requirements
All vehicles purchased with FTA funds must be maintained according to the manufacturer’s suggested preventative maintenance guidelines.  Subrecipients must utilize the ALDOT Bus Maintenance and Management System (BMMS), a computerized system for reporting all maintenance and repair work performed on the subrecipient’s vehicles as applicable.  A guide for the computerized system may be obtained from Modal Programs Transit Section.
All subrecipients must have a written maintenance plan in place which includes accessibility equipment.  Following the manufacturer’s suggested maintenance plan is acceptable provided documentation is available to outline provision of the plan.  The Maintenance program should include but is not limited to daily vehicle inspections, vehicle routine and/or preventative maintenance, vehicle warranty procedures, tracking of repairs and condition of vehicle.  








[bookmark: _Toc346013405]APPENDICES











[bookmark: _Toc308367990][bookmark: _Toc308367994]

[bookmark: _Toc346013407]
[bookmark: _Toc346013406]APPENDIX A– FORMS AND INSTRUCTIONS FOR FORMULA GRANT PROGRAMS



EXHIBIT 1 - Sample Line Item Budget and Source of Budget Funds Sheet
(Sample line item budget can be used for 5307 and 5311 programs.)
URBANIZED AREA:  Anytown, Alabama
PROJECT NUMBER:  UPT-00
FISCAL YEAR:  2013
OPERATIONS BUDGET LINE ITEM
Operations Manager				$30,000
Dispatcher					$25,000
Drivers						$85,000
Fringes						$45,000
Fuel						$20,000
Tires						$  1,500
Rent						$  1,000
Insurance					$11,000
Professional Services				$  1,100
Drug and Alcohol Testing			$     500
Tags & Titles					$     400

TOTAL					            $220,550

											
URBANIZED AREA:  Anytown, Alabama
PROJECT NUMBER:  UPT-00
FISCAL YEAR:  2013
SOURCE OF BUDGET FUNDS – OPERATIONS
Total Operating Cost			             $220,500
Less Direct Operating Revenues (20%)
	Farebox					$40,000
	Other Revenue				$  4,100
Net Operating Cost			             $176,400
Section 5307 grant (50% net costs)		$88,200
Total Local Share (50% net costs)		$88,200
	(Contracts - $25,000)
	(City of Anytown - $63,200)

Section 5307 Line Item Budget and Source of Budget Funds Sheet for Capital and Preventive Maintenance

URBANIZED AREA:  Anytown, AL
PROJECT NUMBER: UPT-00
FISCAL YEAR:  2013

CAPITAL & PREVENTIVE MAINTENANCE LINE ITEM BUDGET

Preventive Maintenance (80:20)					$  15,000
Rolling stock (80:20)						$102,000
Bus Support equipment – Bicycle Racks (90:10)			$    1,667
Bus Support Equipment and Facilities (80:20)			$  19,375
ROW, Land, Existing Improvements (80:20)			$  48,546
Other Capital Items (80:20)					$  63,954
Transit Enhancements (80:20)					$    7,000

TOTAL							               $257,542

											

URBANIZED AREA:  Anytown, AL
PROJECT NUMBER:  UPT-00
FISCAL YEAR:  2013

SOURCE OF BUDGET FUNDS – CAPITAL & PREVENTIVE MAINTENANCE

Total Capital & preventive Maintenance Costs		              $257,542
Section 5307 Grant	(80% of total)				$206,034
Local Share		(20% of total)				$  51,508
	(City of Anytown - $51,508)

[bookmark: _Toc346013408]EXHIBIT 2 – Complaint Procedures Example
XYZ TRANSIT SYSTEM
COMPLAINT POLICY AND PROCEDURES

It is the policy of the XYZ Transit System to operate the public transportation program in an open and fair manner for employees, passengers, other transit providers, and the general public. No employee, passenger, other transit provider, or the general public will be discriminated against or suffer any reprisals from making a complaint. Complaints must be in writing and specific. Vague or general charges of unfairness not substantiated by facts are not processed however, when an allegation that a specific violation, misinterpretation, or inappropriate act occurs the following steps are taken to resolve the issue.   XYZ TRANSIT will resolve the complaint within fifteen business days of the date of receipt of the written complaint. 

Sample Employee Complaint Policy 
If an employee has issue with another employee, passenger, or other member of the general public, he or she should bring the matter to the attention of the Operations Coordinator (OC) or similar authority within 3 days of the occurrence. Complaints must be specific and in writing. If the complaint involves the Operations Coordinator or similar authority, the employee should address the issue with the Transit System Director. The OC or similar authority will listen to all parties involved in the situation, investigate with outside sources if necessary, and resolve the matter within fifteen business days of the receipt of the written complaint. If the OC or similar authority cannot resolve the matter, it will be brought to the Transit System Director for resolution. If the matter is not satisfactorily resolved at this point, the Department Head or next higher authority will be consulted. If the employee does not feel the matter has been resolved at this point, the Personnel Director or similar authority should be consulted and the matter brought before the Personnel Board or similar authority if necessary. 

Sample Passenger Complaint Policy 
If a passenger has issue with a XYZ TRANSIT employee, another passenger, or other member of the general public, he or she should bring the matter to the attention of the Operations Coordinator (OC) or similar authority within 3 days of the occurrence. Complaints must be specific and in writing. If the complaint involves the Operations Coordinator or similar authority, the passenger should address the issue with the Transit System Director. The OC or similar authority will listen to all parties involved in the situation, investigate with outside sources if necessary, and resolve the matter within fifteen business days of the receipt of the written complaint. If the OC or similar authority cannot resolve the matter, it will be brought to the Transit System Director for resolution. If the matter is not satisfactorily resolved at this point, the Department Head or next higher authority will be consulted. If the passenger does not feel the matter has been resolved at this point, the XYZ Transit System Liaison or similar authority should be consulted and the matter brought before the entire (Governing Authority) if necessary. 

Sample Private Transit Operator Complaint Policy 
If a private transit operator has issue with XYZ TRANSIT, he or she should address the matter with the Transit System Director within 3 days of the occurrence. Complaints must be specific and in writing. The Transit System Director will investigate and resolve the matter within fifteen business days of the receipt of the written complaint. If the matter is not satisfactorily resolved at this point, the (next higher authority) will be consulted. If the private operator does not feel the matter has been resolved at this point, the XYZ Transit System Liaison should be consulted and the matter brought before the entire (governing authority) if necessary. 

Sample General Public Complaint Policy
If a member of the general public has a complaint with a XYZ TRANSIT employee, policy, or other issue, he or she should bring the matter to the attention of the Operations Coordinator (OC) or similar authority within 3 days of the occurrence. Complaints must be specific and in writing. If the complaint involves the Operations Coordinator or similar authority, the member of the general public should address the issue with the Transit System Director. The OC or similar authority will listen to all parties involved in the situation, investigate with outside sources if necessary, and resolve the matter within fifteen business days of the receipt of the written complaint. If the OC or similar authority cannot resolve the matter, it will be brought to the Transit System Director for resolution. If the matter is not satisfactorily resolved at this point, the Department Head will be consulted. If the member of the general public does not feel the matter has been resolved at this point, the XYZ Transit System Liaison or similar authority should be consulted and the matter brought before the entire (governing authority) if necessary. 

Sample Bid Protest Procedures for XYZ Transit System 
The following bid protest procedures have been written in compliance with the Federal Transit Administration (FTA) Third Party Contracting Guidelines (Circular 4220.1 F). Parties that wish to file a bid protest should review these procedures in conjunction with FTA's Circular 4220.1 F. These procedures also address complaints or appeals regarding the funding of unsolicited proposals and other protests unrelated to the solicitation process and contract award decisions. XYZ TRANSIT SYSTEM's protest procedures will be referenced in the bid documents in order that interested parties will know their rights under these protest procedures. 

Protests Pertaining to the Contract Solicitation Process or Contract Award Decision
The following procedures and time requirements shall be applied uniformly in processing all 
protests. Protests may be made by active or prospective bidders whose direct economic interest would be affected by a solicitation, proposed award, or award of a contract. Protests must be submitted in writing to: 
Jane/John Doe, Director 
XYZ Transit System
0000 Your Choice Parkway 
Anywhere, AL 00000
XYZ TRANSIT SYSTEM will consider all written protests made within the timelines stated in this document. Protest submissions should be concise, logically arranged, clearly state the grounds for the protest, and must include at least the following information: 
Name, address, and telephone number of protestor. 
Solicitation or contract name and/or number.
A detailed statement of the legal and factual grounds for the protest, including copies of all relevant documents or information. 
A statement of relief requested. 
Only written protests received within the timelines stated in these procedures will be considered. Upon receipt of a protest, XYZ TRANSIT SYSTEM will notify the protestor that the protest has been received by mail within five (5) working days. XYZ TRANSIT SYSTEM may request additional information from the protesting party, which must be submitted in writing to XYZ TRANSIT SYSTEM within five (5) working days from the date of XYZ TRANSIT SYSTEM's request. Within twenty (20) working days of receipt of a written protest, XYZ TRANSIT SYSTEM shall either: 
Issue a final written decision which responds in detail to each issue raised   in the protest and includes a rationale for the decision rendered, or 
Conduct, at XYZ TRANSIT SYSTEM's discretion, an informal hearing to allow the interested participating parties an opportunity to present their positions and supporting facts, documents, justification, and technical information. 
XYZ TRANSIT SYSTEM will advise all interested parties of the final decision in writing no later than five (5) working days from the date of the informal hearing. 

Protests before Proposal Solicitation 
Bid protests alleging restrictive specifications or improprieties, which are apparent prior to bid or proposal opening, must be submitted in writing to XYZ TRANSIT SYSTEM and must be received at least five (5) working days prior to bid/proposal opening. Bids will not be opened until five (5) working days after resolution of the protest unless XYZ TRANSIT SYSTEM determines that: The items to be procured are urgently required; Delivery or performance will be unduly delayed by failure to make award promptly; or Failure to make award will otherwise cause undue harm to XYZ TRANSIT SYSTEM. If the written protest is not received by the time specified, bids or proposals may be received, opened and awarded in the normal manner unless XYZ TRANSIT SYSTEM determines that it is in the best interest of all concerned to delay any step.

Protests after Opening of Proposal Solicitation and Prior to Award 
Protests against the making of an award may be made after bid opening and prior to award. Such protests must be submitted in writing to XYZ TRANSIT SYSTEM and must be received by XYZ TRANSIT SYSTEM within five (5) working days of the bid opening. If XYZ TRANSIT SYSTEM decides to withhold the award pending resolution of the protest, XYZ TRANSIT SYSTEM will notify all bidders whose bids or proposals might become eligible for award, and offer them the option to extend or withdraw the bid or proposal beyond the 120-day validity period. Awards will not be made until at least five (5) working days after resolution of the protest unless XYZ TRANSIT SYSTEM determines that: 
The items to be procured are urgently required; Delivery or performance will be unduly delayed by failure to make award promptly; or Failure to make award will otherwise cause undue harm to XYZ TRANSIT SYSTEM or the federal government. 

Protests after Award

Protests received after announcement of an award or after a contract has been executed will only be considered if XYZ TRANSIT SYSTEM determines that the matter is in the public interest or the protest presents clear and convincing evidence of fraud, misrepresentation, other illegality, or gross impropriety in the selection of a bid/proposal. If a protest is under consideration, XYZ TRANSIT SYSTEM shall evaluate the bid/proposal at issue a second time in its entirety and use the same evaluation criteria and rating factors applied in the initial review of the bid/proposal. The bid/proposal will be evaluated by a panel designated by the XYZ TRANSIT SYSTEM. 
If a protest involving an executed contract is under consideration, XYZ TRANSIT SYSTEM will notify the selected contractor of the protest and its basis and may, at its discretion, order the contractor to suspend all XYZ TRANSIT SYSTEM work activities. If the awarded contractor has not executed the contract as of the date the protest is received by XYZ TRANSIT SYSTEM, the contract will not be executed until five (5) working days after resolution of the protest unless XYZ TRANSIT SYSTEM determines that: 
The items to be procured are urgently required; Delivery or performance will be unduly delayed by failure to make award promptly; or Failure to make award will otherwise cause undue harm to XYZ TRANSIT SYSTEM. 

Protests Pertaining To the Funding Of Unsolicited Proposals

The submission of unsolicited proposals is inconsistent with XYZ TRANSIT SYSTEM's policy to promote a full and open competition among interested parties for FTA contract funds. The filing of unsolicited proposals, therefore, will be deemed inappropriate by XYZ TRANSIT SYSTEM and returned to the sender; complaints or appeals calling for reconsideration of such proposals will not be accepted. 

Note:  Except for those related to Title VI, ALL complaints unresolved at the local level will be submitted to the Alabama Department of Transportation for final resolution to the Alabama Department of Transportation, Multimodal Engineer, Bureau of Transportation Planning and Modal Programs, 1100 John Overton Drive, Montgomery, Alabama 36130, telephone number (334) 242-6438




[bookmark: _Toc346013409]EXHIBIT 3 - Authorizing Resolution

AUTHORIZING RESOLUTION

Resolution authorizing the filing of an application with Department of Transportation, United States of America, and the Alabama Department of Transportation for a grant under the Federal Transit Act. 
WHEREAS, the Secretary of US DOT Transportation and Director of the Alabama Department of Transportation are authorized to make grants for a mass transportation Program of Projects and Budgets; 
WHEREAS, the contract for financial assistance will impose certain obligations upon the Applicant, including the provision of its local share of the project costs in the program; 
WHEREAS, it is required by the U.S. Department of Transportation in accord with the provisions of Title VI of the Civil Rights Act of 1964, that in connection with the filing of an application for assistance under the Federal Transit Act the applicant gives an assurance that it will comply with Title VI of the Civil Rights Act of 1964 and other pertinent directives and the U.S. Department of Transportation requirements hereunder; and 
WHEREAS, it is the goal of the Applicant that minority business enterprise (disadvantaged business enterprise and Woman business enterprise) be utilized to the fullest extent possible in connection with this/these project(s), and that definite procedures shall be established and administered to ensure that minority business shall have the maximum feasible opportunity to compete for contracts and purchase orders when procuring construction contracts, supplies, 
equipment contracts, or consultant and other services. 
NOW, THEREFORE, BE IT RESOLVED BY (Governing Body of Applicant) 
1.  That (Title of Designated Official) is authorized to execute and file (an) application(s) on behalf of (Legal Name of Applicant)with the Alabama Department of Transportation to aid in the financing of planning, capital and/or operating assistance projects pursuant to appropriate section inserted of the Federal Transit Act. 
2.  That (Title of Designated Official) is authorized to execute and file with such applications an assurance or any other document required by the U.S. Department of Transportation and the Alabama Department of Transportation effectuating the purpose of Title VI of the Civil Rights Act of 1964. 
3.  That (Title of Designated Official) is authorized to furnish such additional information as the U.S. Department of Transportation and the Alabama Department of Transportation may require in connection with the application for the Program of Projects and Budget. 
4.  That (Title of Designated Official) is authorized to set forth and execute affirmative minority business policies in connection with the Program of Projects and Budget's procurement needs. 
5.  That (Title of Designated Official) is authorized to execute grant agreements on behalf of (Legal Name of Applicant) with the Alabama Department of Transportation for aid in the financing of the planning, capital and/or operating assistance requested in the Program of Projects and Budget. 








CERTIFICATION 
The undersigned duly qualified and acting (Title of Designated Official) of the (Legal Name of Applicant) certifies that the foregoing is a true and correct copy of a resolution, adopted at a legally convened meeting of the (Governing Body of Applicant) held on
(Insert date). 
If applicant has an official seal, impress here. 


____________________________
Signature of Recording Officer 


____________________________
Title of Recording Officer 



[bookmark: _Toc346013410]EXHIBIT 4 - Vehicle Profile Sheet and Instructions

The following instructions are provided for use in completing the Vehicle Profile Sheet found on the following page.  This sheet is always a part of the grant application process.
	VIN Number
	Ensure that this number is correct.  The Vehicle identification Number (VIN) is the necessary link from your information to the ALDOT inventory.  Remember there is no letter “O” in a VIN number only zeroes “0”.

	Mileage as of (Insert Date)
	ALDOT will use this mileage as a baseline for future comparisons

	Vehicle Type
	Minivan; SV – Standard Van; CV-Commuter Van; MV-Modified Van; CCB – Cut-A-Way Chassis Bus and RCB – Rail Chassis Bus

	Seating Capacity
	Enter the actual number of seats available

	Tag
	Vehicle’s License Plate Number

	Model Year
	Year of Chassis Manufacture

	Lift
	Is the vehicle lift equipped?  Answer Yes or No only.

	Stations
	If lift equipped state the number of securement stations.

	Start Time of the Service
	This is the first time of the day that this vehicle is available for revenue service.  Use military time (24 hour clock).  This will allow for calculations later.  The military clock starts at 0000 which is 12:00 a.m.  Example:  if your bus begins service at 9:00 a.m. you would put 09:00 as the start time

	End Time of Service
	This is the last time of the day the vehicle is available for revenue service.  Example:  if the bus stops running at 4:30 p.m. For military time you would enter 16:30.

	Duration
	This field will be calculated there is no need for an entry.

	Usage
	C – Contract Service; DR – Demand Responsive; FR – Fixed Route or any combination; WR – Work Route; S – Subscription; O – Other (Specify)
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	VEHICLE PROFILE SHEET

	TRANSIT SYSTEM_______________________________________

	Mileage Report Date:

	
	
	
	
	
	
	
	Time of Operation
	
	
	
	
	
	
	
	

	VIN
	Vehicle Type
	Mileage
	Capacity
	Tag #
	Model Yr.
	Lift
	Start
	End
	Duration
	Usage
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[bookmark: _Toc346013411]EXHIBIT 5 – Vehicle Fleet Depreciation Worksheet 
 
The Vehicle Fleet Depreciation Worksheet is the method utilized to maintain the system’s fleet.  Useful life years are located on page 52 “Useful Life Table” under the section “ALDOT/FTA General Regulations and Policies.

	VEHICLE FLEET DEPRECIATION WORKSHEET

	TRANSIT SYSTEM__________________________________________

	 
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	Vehicle
	Total
	Current
	 
	Useful 
	Yearly Straight

	Description
	Cost
	Mileage
	Capacity
	Life Years
	Line Depreciation

	 
	 
	 
	 
	 
	(=cost/useful life)
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This form is utilized to develop a fleet replacement schedule.  The form should list all vehicles in the inventory.  The form should have the Make/Model, Year of Manufacture, Vehicle ID Number (VIN), the month and year vehicle place in service, the current mileage, and the estimated month and year the vehicle will be taken out of revenue service.  Estimated time to be taken out of service is determined from the “Vehicle Useful Life Table” found on page 52.
	FLEET REPLACEMENT FORM

	LISTING OF VEHICLE TO BE REPLACED

	TRANSIT SYSTEM NAME___________________________________

	
	
	
	
	
	

	 
	 
	 
	Mo/Yr
	 
	 

	 
	 
	 
	Placed in
	 
	Est. Mo/Yr

	 
	Manufacturer
	 
	Revenue
	Current
	to be taken

	Make/Model
	Year
	VIN
	Service
	Mileage
	out of Revenue Service

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 





[bookmark: _Toc346013413]EXHIBIT 7 – Vehicle Inventory Form 

	The Vehicle Inventory Form is self-explanatory.  
VEHICLE INVENTORY FORM

	TRANSIT SYSTEM___________________________________________

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Vehicle
	 
	Source
	Acquisition
	 
	% Federal
	Title
	 
	 
	 
	Disposal

	Description
	VIN
	Grant
	Date
	Cost
	$ Input
	Holder
	Location
	Condition
	Use
	Date

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	   
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 



[bookmark: _Toc346013414]EXHIBIT 8 - Non-Expendable Equipment Inventory Form and Instructions

This form is used to list all non-expendable equipment (i.e. computers, calculators, telephones, furniture, etc.) owned by the subrecipient:


	LIST OF ITEMS
	FORM DEFINITIONS

	Equipment Description
	Short description such as computer monitor

	Equipment ID Number
	This may be a locally applied number to equipment of the ID on the equipment itself.

	Source Grant
	If purchased using federal grant money state the source (i.e. 5307, 5311, etc.).

	Acquisition Date
	Date item placed in service

	Cost
	Cost of item

	% Federal Participation
	% of federal money used to purchase equipment

	Owner/Title Holder
	Self-explanatory

	Location/Condition and Use
	Self-explanatory

	Disposal Date
	Date any equipment was disposed.



	NON-EXPENDABLE EQUIPMENT INVENTORY FORM

	Transit System____________________________________________________

	
	
	
	
	
	
	
	
	
	
	

	Equipment
	
	Source
	Acquisition
	
	% Federal
	Owner/
	
	
	
	Disposal

	Description
	ID Number
	Grant
	Date
	Cost
	Participation
	Lien Holder
	Location
	Condition
	Use
	Date

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 



[bookmark: _Toc346013415]EXHIBIT 9– Sample Public Hearing Notice
Eligible applicants must ensure that the public is aware of the transit project and has adequate input into the project.  Eligible applicants must initiate a public participation process as part of their transit program application requirements.  The process must consist of, at a minimum, conducting a public hearing.  The public hearing must be advertised in the local newspaper, posted on vehicles and office area prior to the hearing.  In addition, the applicant may use any other means determined appropriate. See sample notice below.


The (Applicant Name) is applying to the Alabama Department of Transportation for an administrative, operating and capital assistance grant under Section (insert appropriate section number) of the Federal Transit Laws.  The operating grant will provide financial assistance for public transportation service for the residents of (insert service area) during FY 20__.  The service currently operates Monday – Friday, 6 a.m. to 6 p.m.; all residents including wheelchair users must schedule service 24 hours in advance.  
The capital grant will provide financial assistance to purchase three wheelchair lift-equipped light transit vehicles for the (insert service area) public transportation service during FY 20__.
Copies of the detailed service description, and project budget may be obtained at the transit system office (Applicant Agency Address) between 8 a.m. – 5 p.m.
A public hearing will be held on (date) at (time) in the (meeting room) at the (facility) for public comment.  Written comments may be sent to the above address prior to the meeting.
[bookmark: _Toc346013416]
EXHIBIT 10 – 5307 Project Implementation Schedule
(Capital and/or Planning Grants Only)
1. Name of Applicant:
2. Contact Person and Telephone Number:
3. Schedule of Activities (use appropriate format):
A.  EQUIPMENT PURCHASE
	· Start date for preparing bid specifications:
	

	· Completion date for preparing bid specifications:
	

	· Bid advertisement date:
	

	· Bid award date:
	

	· Delivery date(s):
	

	· Acceptance date(s):
	

	· Estimated cost:
	




B. TECHNICAL STUDIES
	· Start date for agency projects:
	

	· Notice to Proceed date for all pass through projects (third party contracts)
	

	· Contract award date for all pass through projects:
	

	· Draft report completion date:
	

	· Final report completion date:
	

	· 100% completion date:
	

	· Estimated cost for 100% completion
	



C.  DISPOSITION ACTIVITY
(i.e., equipment or real property)
	· Description of disposition action:
	

	· Starting date(s):
	

	· Ending date(s):
	



4.  Overall Project Completion Date:
5. Narrative explanations as required:
	Note:  Please enter “State Administered Activity” for those items implemented directly by ALDOT




Active Fleet
Peak Requirement is determined to be the number of vehicles necessary to meet peak demand (i.e. rush hour, etc.).  If the grant is to increase or decrease of service, the Amount of Change should be listed.
Spares are the number of vehicles necessary to provide back up to the system in the event of break downs or accidents.  
Spare Ratio should be approximately 20% of the fleet size.

Inactive fleet
Contingency Reserve refers to vehicles stockpiled after the vehicles have reached the end of its normal useful life.  The vehicles must be properly stored, maintained, and documented in a contingency plan, updated as necessary, to support the continuation of a contingency fleet.  The contingency reserve fleet is not part of the active revenue fleet, and is not scheduled for regular revenue service.  However, they are reserved to accommodate service anomalies which may occur due to emergency agency actions, or natural disasters.
Pending Disposal are the fleet vehicles awaiting approval for disposal. 

(Applicant Name)
CLASSIFICATION OF FLEET
					Before Grant	Amount of	After Grant
I. Active Fleet			   Approval	    Change	  Approval
A.  Peak Requirement
B. Spares
C. Total (A+B)
D. Spare Ratio (B/A)

II. Inactive fleet
A.  Contingency Reserve
B. Pending Disposal
C. Total (A+B)

III. Total Fleet (I C + II C)











[bookmark: _Toc346013417]EXHIBIT 11 – CERTIFICATIONS AND ASSURANCES



FEDERAL FISCAL YEAR 2013 CERTIFICATIONS AND ASSURANCES FOR FEDERAL TRANSIT ADMINISTRATION ASSISTANCE PROGRAMS
(Signature page alternative to providing Certifications and Assurances in TEAM-Web)
Name of Applicant:_______________________________________________
The Applicant agrees to comply with applicable provisions of Groups 01-24 		                
OR
The Applicant agrees to comply with applicable provisions of the Groups it has selected:
Group		Description
01. Required Certifications and Assurances Required for Each Applicant   	______
02. Lobbying				             					 
03. Private Sector Protections               						
04. Procurement and Procurement System						
05. Rolling Stock Reviews and Bus Testing						
06. Demand Responsive Service							
07. Intelligent Transportation Systems						
08. Interest and Finance costs and Leasing Costs				 	
09. Transit Asset management and Agency Safety Plan				
010. Alcohol and controlled Substance Testing					
011. Fixed Guideway Capital Investment Program (New Starts, Small
Starts, and Core Capacity) and Capital Investment Program in Effect
Before MAP 21								______
012. State of Good Repair Program							
013. Fixed Guideway Modernization Grant Program					
014. Bus/Bus Facilities Programs							
015. Urbanized Area Formula Program and Job access and Reverse Commute 
(JARC) Program									
016. Seniors/Elderly/ Individuals with Disabilities Formula Programs and
New Freedom Program 								                              
017. Rural/Other Than Urbanized Areas/Appalachian Development/
Over-the –Road Bus Accessibility Programs					
018. Public Transportation on Indian Reservations and “Tribal” Transit
Programs									
019. Low or No Emission/Clean Fuels Grant Program					
020. Paul S. Sarbanes Transit in Parks Program					
021. State Safety Oversight Program							
022. Public Transportation Emergency Relief Program				
023. Expedited Project Delivery Pilot Program					
024. Infrastructure Finance Programs						
                                                          


FEDERAL FISCAL YEAR 2013 FTA CERTIFICATIONS AND ASSURANCES SIGNATURE PAGE
 (Required of all Applicants for FTA funding and all FTA Subrecipients with an active Capital or Formula project)
[bookmark: _Toc346013418]AFFIRMATION OF APPLICANT
Name of Applicant: 							_ 
Name and Relationship of Authorized Representative: 	
BY SIGNING BELOW, on behalf of the Applicant, I declare that the Applicant has duly authorized me to make these Certifications and Assurances and bind the Applicant's compliance. Thus, the Applicant agrees to comply with all Federal statutes and regulations, and follow applicable Federal guidance, and comply with the Certifications and Assurances as indicated on the foregoing page applicable to each application its authorized representative makes to the Federal Transit Administration (FTA) in Federal Fiscal Year 2013, irrespective of whether the individual that acted on its Applicant’s behalf continues to represent the Applicant. 
FTA intends that the certifications and assurances the Applicant selects on the other side of this document should apply, as provided, to each Project for which the Applicant seeks now, or may later seek FTA funding during Federal Fiscal Year 2013. 
The Applicant affirms the truthfulness and accuracy of the Certifications and Assurances it has selected in the statements submitted with this document and any other submission made to FTA, and acknowledges that the Program Fraud Civil Remedies Act of 1986, 31 U.S.C. 3801 et seq., and implementing U. S. DOT regulations, "Program Fraud Civil Remedies," 49 CFR part 31 apply to any certification, assurance or submission made to FTA. The criminal provisions of 18 U.S.C. 1001 apply to any certification, assurance, or submission made in connection with a Federal public transportation program authorized in 49 U.S.C. Chapter 53 or any other statute 
In signing this document, I declare under penalties of perjury that the foregoing certifications and assurances, and any other statements made by me on behalf of the Applicant are true and accurate. 
	

Signature__________________________________________

Date:_____________________________________________

Name:____________________________________________ 
Authorized Representative of Applicant


AFFIRMATION OF APPLICANT’S ATTORNEY (continued)



For (Name of Applicant): ___________________________________________	_ 
As the undersigned Attorney for the above named Applicant, I hereby affirm to the Applicant that it has authority under State, local, or tribal government law, as applicable, to make and comply with the Certifications and Assurances as indicated on the foregoing pages. I further affirm that, in my opinion, the Certifications and Assurances have been legally made and constitute legal and binding obligations on the Applicant. 
I further affirm to the Applicant that, to the best of my knowledge, there is no legislation or litigation pending or imminent that might adversely affect the validity of these Certifications and Assurances, or of the performance of its FTA Project or Projects



Signature	                                                            


Date:	_ 

Name 	 

	Attorney for Applicant


Each Applicant for FTA funding and each FTA subrecipient with an active Capital or Formula project must provide an Affirmation of Applicant's Attorney pertaining to the Applicant's legal capacity. The Applicant may enter its signature in lieu of the Attorney's signature, provided the Applicant has on file this Affirmation, signed by the attorney and dated this Federal fiscal year. 








[bookmark: _Toc346013419]APPENDIX B – SAMPLE STATE AGREEMENT



The following sample state agreement is for federal transportation grants awarded by ALDOT

AGREEMENT


BETWEEN


«SUBRECIPIENT CAPS»

AND


THE STATE OF ALABAMA


RELATIVE TO


A PASS THROUGH OF FEDERAL FUNDS

									Project No.		
									CFDA No.								
									Fiscal Year(s)	 

	PART ONE (1): INTRODUCTION

THIS AGREEMENT made and entered into by and between the State of Alabama (acting by and through the Alabama Department of Transportation), hereinafter referred to as the STATE; and, the «Subrecipient», hereinafter referred to as the AGENCY; in cooperation with the USDOT, Federal Transit Administration, hereinafter referred to as USDOT; and
WHEREAS, the Application and Guidelines for Section Program funds relative to the service provided herein are made an express part of this agreement; and
WHEREAS, it is in the public interest for the STATE and the AGENCY to cooperate in implementing public transportation projects; and
WHEREAS, the STATE is the designated recipient for certain USDOT capital, operating and administrative public transportation funds; and
WHEREAS, the AGENCY has been selected to be the local implementing AGENCY (operator) to provide the public transportation service and/or equipment and the management and operation thereof under the terms of this Agreement; and
WHEREAS, the STATE and the AGENCY develop annual capital, operating and administrative grant applications, including the documents relating thereto, that are consolidated into a single program of projects and submitted to USDOT, and approved by it.
NOW, THEREFORE, the parties hereto, for, and in consideration of the premises stated herein do hereby mutually promise, stipulate, and agree as follows:
PART TWO (2): PROJECT PROVISIONS
A. Project Description: The AGENCY will undertake a transportation project hereinafter referred to as the "project."  The project will be accomplished or performed by the AGENCY in accordance with this Agreement and the requirements, provisions, terms, and conditions of the grant applications, including the documents relating thereto, developed by the STATE and AGENCY.  The grant application, including the documents relating thereto, are on record in the Alabama Department of Transportation and are hereby incorporated in and made a part of this Agreement by reference. It is understood by the AGENCY that failure to carry out the project in accordance with this Agreement, including the grant applications and documents related thereto, may result in the loss of federal funding for the project. This project will commence upon execution of this Agreement and written authorization to proceed from the STATE.  Eligible costs incurred by the AGENCY subsequent to USDOT grant approval and prior to written authorization to proceed by the STATE may, solely at the discretion of the STATE if the proper process and procedure have been used, be reimbursed to the AGENCY under this Agreement.     
                                                                   
B. Project Funding: It is expressly understood that federal funds for this project are being provided through the grant approved by USDOT. The STATE will not be liable for any funding.  The AGENCY may bill the STATE not more often than once per month for the funds due for work performed under this Agreement.  One original signed invoice for payment will be submitted in accordance with state law and will indicate the payment that is due, true, correct, and unpaid, and the invoice will be notarized. Final invoice must be received by October 15th following the close of the fiscal year in which the project was completed. The costs allowable are those costs defined in Federal Acquisition Regulations Subpart 31.107 or 31.108 whichever is applicable of the Federal Acquisition Regulations and will include direct and indirect costs to complete the project as shown in the approved grant applications and the documents related thereto. It is understood that budget adjustments may be necessary and may be allowed, subject to the prior approval of the STATE in writing, in order to successfully carry out the project.  However, under no circumstances will the AGENCY be reimbursed for expenditures over and beyond the STATE approved amount. The AGENCY must obtain written approval of the STATE prior to incurring costs not listed in the approved grant application budgets. However, under no circumstance will the AGENCY be reimbursed for expenditures over and beyond the STATE approved amount unless amended by the STATE.  Costs incurred by the AGENCY in administering this project which are determined to be ineligible for reimbursement by the STATE or USDOT will be borne by the AGENCY with no liability to the STATE.

C. Term of Contract:  The performance of this Agreement shall cover the period of October 1, 20___ through September 30, 20___ unless amended in writing by the STATE.

D. Regulations:  The AGENCY agrees to comply and become familiar with all state and federal laws, rules, regulations and procedures applicable to this Agreement.  The STATE, upon request, will furnish to the AGENCY a copy of any and all such applicable state and federal laws, rules, regulations and procedures.

E. Purchase of Project Capital Equipment: The purchase of project equipment financed in whole or in part pursuant to this Agreement will be in accordance with applicable state and federal laws, rules regulations and procedures, including state competitive bidding requirements applicable to counties and municipalities in the State of Alabama when the purchase is made by any such entity.  No purchase of vehicles or project equipment shall be made by the AGENCY without the written consent of the STATE. The STATE will solicit bids and make awards for vehicles purchased pursuant to this Agreement and the AGENCY will transmit to the STATE, a certified check payable to the Alabama Department of Transportation for vehicles or equipment ordered that will be valid when given and presented for payment for any required match or non-federal participating share of the bid price of the project equipment. The check will accompany the order form of the AGENCY for the project equipment. The federal share of the cost of the project will not exceed the amount indicated in the latest approved project budget.  It is expressly understood that the entire cost of project vehicles and equipment in excess of the specified federal share will be borne by the AGENCY with no liability to the STATE or USDOT. The AGENCY recognizes and acknowledges that the STATE provides federal funding for this project keeping with the provisions of this Agreement, and that the STATE is responsible for protection of such funds so paid or invested.  In order to secure federal funding paid and invested by the STATE, the AGENCY does hereby grant and convey to the State of Alabama a lien on and against any and all vehicles and equipment purchased under this Agreement in an amount equal to any and all funds paid by the STATE from Federal funding, toward the respective purchase of any and all vehicles and equipment under this agreement.

F. Non-Expendable Purchases: The purchase of all nonexpendable items over three thousand dollars ($3,000.00) must be requested in advance by the AGENCY, and approved in writing by the STATE to be eligible for reimbursement.

G. Lease of Project Vehicles: Any agreement made by the AGENCY for lease of a vehicle or vehicles will be subject to written approval of the STATE.  When vehicles are leased from a private enterprise, the lease will contain a provision for applying a portion of the lease cost toward the purchase price in the event the vehicles are purchased at a later date.  All vehicle leases will be subject to applicable bidding requirements of federal and state of Alabama law. 

H. Insurance:  The AGENCY will have insurance coverage adequate to protect the project vehicles, facilities, and equipment as applicable.  In addition, the AGENCY will have adequate public liability insurance coverage with limits for bodily injury not less than $100,000.00 to any one person and not less than $300,000.00 for any one accident and property damage of not less than $50,000.00, which insurance will be in effect at all times during performance of this project.  Documentation acceptable to the STATE, that the above-required insurance has been secured will be submitted to the STATE.  Proof of insurance must also be provided to the STATE by the AGENCY prior to removal by the AGENCY of the vehicle from state property.  All insurance shall be by companies authorized to do business in Alabama.  AGENCY shall also carry Workmen's Compensation coverage.  The AGENCY will comply with any and all insurance requirements, which are imposed or required by the Alabama Public Service Commission in keeping with its authority, and such requirements as are imposed by the laws of the STATE of Alabama.

I. Use of Equipment: All project vehicles and equipment will be used for providing specialized transportation services for Job Access and Reverse Commute within the project area described in this Agreement, including the approved grant application and related documents, for the duration of the project.  If, during such period, any project equipment is not used in this manner or is withdrawn from transportation service, the AGENCY will immediately notify the STATE and the project equipment will be disposed of by the STATE or reassigned in accordance with federal regulations and as directed by the STATE.  The provisions of this Agreement and the provisions of Title 49 Code of Federal Regulations Part 18, "Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments," will govern all project property utilization and disposition. During the period of project performance under this Agreement, the AGENCY will maintain the project equipment and facilities at a high level of cleanliness, safety, and mechanical soundness.  The STATE and the USDOT will have the right to conduct periodic inspections of project facilities, equipment, and project areas and premises for the purpose of confirming proper maintenance pursuant to these regulations.

J. Licensing:  The AGENCY, in providing services under this Agreement, will comply with all state licensing standards and any other standard provisions applicable to this Agreement or which might be applicable to its operations under this Agreement.

K. Motor Vehicle Safety Standard:  The AGENCY agrees to comply with, and assures its third party contractor(s) will comply with, the U.S. Federal Motor Carrier Safety Administration (U.S. FMCSA) regulations, as applicable.

L. Contracts Under This Agreement:  The AGENCY will not assign any portion of the work to be performed under this Agreement or execute any contract, amendment or change order thereto, or obligate itself in any manner with any third party with respect to its rights and responsibilities under this Agreement, without the prior written concurrence of the STATE.

M. Audit and Inspection:  The AGENCY will permit the STATE, the Comptroller General of the United States, and the Secretary of the USDOT, or either of them or their respective authorized representatives access, to inspect, at any time, any and all vehicles, facilities and equipment utilized or used in performance of the project; records of all transportation services rendered by the AGENCY in the use of such vehicles, facilities and equipment; and any and all data and records which in any way relate to the project or to the accomplishment of the project.  The AGENCY will also permit the entities listed above to audit the records and accounts of the AGENCY pertaining to the project at any and all times, and the AGENCY will give its full cooperation to the STATE.  Furthermore, the responsibility for auditing certain public entities, agencies and organizations is vested in the Department of Examiners of Public Accounts under the Laws of the State of Alabama.  If the AGENCY is not subject to audit by the Department of Examiners of Public Accounts, the AGENCY does hereby agree that the STATE may, solely at the discretion of the STATE, request an audit of the AGENCY by the Department of Examiners of Public Accounts or another auditor at the further discretion of the STATE, and that the AGENCY will fully cooperate with said audit. The AGENCY will ensure that the STATE is forwarded a copy of the audit within thirty (30) days of receiving the audit report or nine (9) months after the end of the audit period.  Failure to do so may result in the suspension of payment to the AGENCY.

N. Audit Requirements:  The AGENCY will comply with all audit requirements set forth in the Office of Management and Budget (OMB) Circular A-133. In addition, the AGENCY should submit to the STATE, along with its annual audit report, a letter from its CPA setting out audit findings, whether material or immaterial, noted in this report.  If there were no findings other than those noted in the audit report the CPA should issue a letter stating such.  Furthermore, the AGENCY will maintain on file, within its office, a letter from its CPA stating the results of its peer review, whether favorable or unfavorable, as required by Government Auditing Standards (also known as the "Yellow Book").  As required by Legislative Act # 94-414, the Examiner's of Public Accounts shall be the repository of audit reports for entities receiving public funds.  The AGENCY shall provide a copy of its audit to the STATE when completed.

O. Equipment Management:  The AGENCY will comply with the management standards specified in the "Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments"(49 C.F.R. Part 18.32) in the control, use, and disposition of equipment acquired under this grant. Equipment management will also include the following:
1. Maintain equipment records that include a description of the equipment; a serial or other identification number; the source of the equipment; the acquisition date and cost of the equipment; percentage of federal and local participation in the cost of the equipment; the location, use and condition of the equipment; repairs and maintenance to the equipment; and the ultimate disposition data including the date of disposal and sale price.
2. An annual physical inventory to validate the inventory with records described in the preceding paragraph.
3. Develop a control system to ensure adequate safeguards to prevent loss, damage, or theft of the equipment. Any loss, damage or theft shall be investigated.
4. Develop and follow procedures to keep the equipment maintained and in good condition. As a minimum, the AGENCY shall follow the vehicle maintenance schedule recommended by the manufacturer, showing the date the maintenance was performed. Maintenance records shall be provided to the STATE upon request.
5. When original or replacement equipment acquired under a grant is no longer needed for the original project or program or for other activities currently or previously supported by a federal or state agency, the AGENCY shall contact the STATE to request authority to dispose of the equipment, and the STATE shall issue disposition instructions. 

P. Records and Reports:
1. Establishment and Maintenance of Accounting Records.  The AGENCY will establish and maintain, in accordance with requirements established by the STATE, separate accounts for the project, either independently or separately within its existing system, to be known as the Project Account. The cost accounting system must be adequate and acceptable to the STATE as determined by the Alabama Department of Transportation's External Audit Manager.
2. Documentation of Project Cost.  All charges to the Project Account will be supported by properly executed invoices, contracts, or vouchers, as applicable, evidencing in proper detail the nature and propriety of the charges, in accordance with the requirements of the STATE.
3. Checks, Orders, and Vouchers.  All checks, invoices, contracts, vouchers, orders or other accounting documents pertaining in whole or in part to the project will be clearly identified, readily accessible and to the maximum extent feasible, kept separate and apart from all other such documents.

4. Reports.  The AGENCY will report to the STATE the progress of the project in such a manner as the STATE may require.  The AGENCY will also submit to the STATE, at the beginning of each fiscal year, certification in form and detail acceptable to the STATE, that the project equipment is still being used in accordance with the terms of this Agreement.  The AGENCY will also provide to the STATE any information requested by the STATE regarding the project. 

5. Financial Statements.  The AGENCY will submit to the STATE, at such time as the STATE may require, such financial statements, data, records, contracts and other documents related to the project as may be requested by the STATE.

6. Right of Access to Records.  The STATE will have full access to and right to examine all project records at all times, and all records of any nature which in any manner relate to the project or to this Agreement in any way.
a. The AGENCY agrees to require its third party contractor(s) and third party subcontractor(s), at as many tiers as required, to provide to the U.S. Secretary of Transportation and the Comptroller General of the United States, the STATE, or their duly authorized representatives, access to all third party contract records to the extent required by 49 U.S.C. §5325(g).  The AGENCY further agrees to require its third party contractors and third party subcontractors to provide sufficient access to third party procurement records as needed for compliance with federal regulations or to assure proper Project management as determined by FTA.
b. The AGENCY agrees to permit any of the foregoing parties to reproduce by any means whatsoever or to copy excerpts and transcriptions as reasonably needed.

7. Retention of Records. The AGENCY will retain all books, records, and other documents relative to this Agreement for three (3) years after project termination or close out or as otherwise required, and the STATE, the Comptroller General of the United States, and the Secretary of the USDOT, or either of them or their respective authorized representatives, will have full access to, and right to examine any of said materials at all reasonable times during this period. 
Q. Prompt Payment Requirement:  The AGENCY will comply with 49 C.F.R. Part 26.29 in regards to prompt payment mechanisms and retainage payment. The AGENCY is required to pay subcontractors for satisfactory performance of their contracts no later than thirty (30) days from receipt of each payment made to the AGENCY.  The AGENCY must pay the subcontractor within thirty (30) days after the subcontractor’s work is satisfactorily completed.

	PART THREE (3): GENERAL PROVISIONS
A. AGENCY to Indemnify:  To the fullest extent permitted by law, the AGENCY shall defend, indemnify, and hold harmless the State of Alabama, the Alabama Department of Transportation, and its officers, officials, agents, servants, employees and/or facilities, in both their official and individual capacities, from and against claims, damages, losses and expenses, including but not limited to attorneys’ fees, arising out of or resulting from performance of any work, provision of any services or expenditure of funds required, authorized or undertaken pursuant to the terms of this Agreement, provided that such claim, damage, loss or expense is attributable to bodily injury, sickness, disease or death, or to injury to or destruction of tangible property (other than the work itself) including loss of use resulting therefrom, caused by or as a result of, but only to the extent caused in whole or in part by alleged or proven deliberate, intentional, wanton, reckless, fraudulent or negligent misuse, misappropriation, or misexpenditure of any source of funding, compensation or reimbursement or by negligent acts or omissions of the AGENCY, anyone directly or indirectly employed by the AGENCY or anyone for whose acts AGENCY may be liable, regardless of whether such claim, damage, loss or expense is caused in part, or alleged but not legally established to have been caused in whole by a party indemnified hereunder. 

The term “hold harmless” includes the obligation of the AGENCY to pay damages on behalf of the State of Alabama, the Alabama Department of Transportation, and its agents, servants, and/or employees.
B. Permission to Start Work: The AGENCY will not proceed with the project work until the STATE gives written authorization for the AGENCY to proceed.

C. Termination:  In the event the AGENCY fails at any time, in any manner, to comply with any provision, requirement, term or condition of this Agreement, such failure will constitute a default by the AGENCY under this Agreement.  Any such default or defaults not corrected by the AGENCY within thirty (30) days following receipt of written notice from the STATE by certified or registered mail of such default or defaults, will be deemed a breach by the AGENCY of this Agreement, and the STATE may terminate this Agreement.  A waiver by the STATE of a default or defaults by the AGENCY will not constitute a waiver of subsequent default or defaults by the AGENCY.  In addition, if the grant from USDOT is terminated by USDOT, the STATE will have the right to terminate this Agreement by giving ten (10) days written notice of termination.  This notice will be mailed by certified or registered mail.  Unless otherwise terminated as herein provided, this Agreement will terminate on September 30, 20«Term_Year» or upon expenditure of all funds provided in the approved project funding, whichever occurs first.

D. Performance:  The AGENCY will commence, carry on, and complete the project with all practicable dispatch, in a sound, economical, and efficient manner. 

E. Civil Rights: During the performance of this AGREEMENT, the AGENCY agrees to comply with all applicable civil rights statutes and implementing regulations including, but not limited to, the following:
(1) Nondiscrimination in Federal Transit Programs – The AGENCY agrees to comply, and assures the compliance of each third party contractor at any tier under the Project, with the provisions of 49 U.S.C. 5332.  These provisions prohibit discrimination on the basis of race, color, creed, national origin, sex, or age, and prohibit discrimination in employment or business opportunity.
(2) Nondiscrimination – Title VI – The AGENCY agrees to comply, and assures the compliance of each third party contractor at any tier of the Project, with all requirements under Title VI of the Civil Rights Act of 1964, as amended.  These requirements provide that no person in the United States shall, on the ground of race, color, or national origin, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving Federal financial assistance.
(3) Equal Employment Opportunity – The AGENCY agrees to comply, and assures the compliance of each third party contractor at any tier of the Project, with all equal employment opportunity (EEO) requirements of Title VII of the Civil Rights Act of 1964, as amended (42 U.S.C. 2000e), and 49 U.S.C. 5332 and any implementing requirements FTA may issue.
(4) Nondiscrimination on the Basis of Sex – The AGENCY agrees to comply with all applicable requirements of Title IX of the Education Amendments of 1972, as amended, (20 U.S.C. 1681 et seq.), with implementing DOT regulations, “Nondiscrimination on the Basis of Sex in Education Programs or Activities Receiving Federal Financial Assistance,” 49 CFR part 25, and with any implementing directives that DOT or FTA may promulgate, which prohibit discrimination on the basis of sex.
(5) Nondiscrimination on the Basis of Age – The AGENCY agrees to comply with all applicable requirements of the Age Discrimination Act of 1975, as amended, (42 U.S.C. 6101 et seq.), and implementing regulations, which prohibit employment and other discrimination against individuals on the basis of age.
(6) Nondiscrimination on the Basis of Disability – The AGENCY agrees to comply, and assures the compliance of each third party contractor at any tier of the Project, with the provisions of the Americans with Disabilities Act of 1990 and Section 504 of the Rehabilitation Act of 1973, as amended, and all other applicable federal regulations relating hereto, issued by the USDOT.
(7) Disadvantaged Business Enterprise Requirements - The AGENCY agrees and assures that it shall not discriminate on the basis of race, color, sex, national origin or disability in the award and performance of any third party contract or subagreement supported with Federal assistance derived from USDOT or in the administration of its DBE program and will comply with the requirements of 49 CFR part 26.  Failure of the AGENCY to comply under the terms of this agreement, or failure of its contractor(s) at any tier to carry out the DBE requirements of this agreement shall constitute a breach of contract, and may result in termination of the contract by the STATE, or other remedies may be undertaken by the STATE as it deems appropriate.
(8) The AGENCY agrees to include these requirements in each subcontract financed in whole or in part with Federal assistance provided by FTA.  
	
F. Americans with Disabilities Act:  The AGENCY will comply with all requirements of The Americans with Disabilities Act of 1990 (ADA) which mandates equal opportunity in employment, transportation, telecommunications, and places of public accommodation for individuals with disabilities.

G. Activities Not Involving Construction:  The AGENCY agrees to comply, and assures that each third party contractor will comply, with the following federal laws and regulations providing Wage and Hour protections for non construction employees:  1) Section 102 of the Contract Work Hours and Safety Standards Act, as amended, 40 U.S.C. § 3702, and other relevant parts of that Act, 40 U.S.C. 3701 et seq., and 2) U.S. DOL regulations, “Labor Standards Provisions Applicable to Contracts Governing Federally Financed and Assisted Construction (also Labor Standards Provisions Applicable to Non construction Contracts Subject to the Contract Work Hours and Safety Standards Act),” 29 C.F.R. Part 5.

H. Prohibited Interest:  No member, officer, or employee of the AGENCY during his tenure or for two (2) years thereafter will have any interest, direct or indirect, in this Agreement or the proceeds, profits, or benefits therefrom.

I. Project Administration:  The AGENCY will abide by, conform to, and comply with all provisions of Title 49 Code of Federal Regulations Part 18, "Uniform Administrative Requirement for Grants and Cooperative Agreements to State and Local Governments," in performance of this contract.

J. Disputes with Private Enterprise Providers of Transportation:  The AGENCY will establish a process by which private providers may have disputes or conflicts arising out of the performance of this project properly heard and settled.  This process will be submitted to the STATE within thirty (30) days from the notice to proceed with the project.

K. Charter Provisions:  Charter services provided by the AGENCY will be in compliance with USDOT charter regulations and must have prior written approval of the STATE.

L. School Bus Provisions:  The AGENCY nor any third party contractor that is participating in its Project will engage in school transportation service exclusively for the transportation of students or school personnel in competition with private school transportation operators, except as permitted under:
(1) Federal transit law, specifically 49 U.S.C. § 5323(f) or (g),
(2) FTA regulations, “School bus Operations,” 49 C.F.R. Part 605, to the extent those regulations are consistent with 49 U.S.C. § 5323(f) or (g),
(3) Any other federal “School Operations” regulations, or
(4) Federal directives, except as FTA determines otherwise in writing.

M. Dispute Resolution:  Any dispute concerning a question of fact in connection with the work not disposed of or settled by agreement between the AGENCY and the STATE will be referred to the Director of the State of Alabama Department of Transportation, whose decision thereon will be final. For any and all disputes arising under the terms of this agreement, the parties agree, to comply with the recommendations of the Governor and the State Attorney General, when considering settlement of such disputes, to utilize appropriate forms of non-binding alternative dispute resolution including, but limited to, mediation by and through the State Attorney General’s Office of Administrative Hearings or where appropriate, private mediators.

N. Buy America:  The AGENCY will comply with all applicable Buy America Requirements as referenced in Section 1048 of the Federal Transit Act Amendments of 1991 and subsequent legislation.

O. Other Applicable Regulations: The AGENCY will comply with all applicable standards, orders, or requirements issued under Section 306 of the Clean Air Act [42 United States Code 1857(h)], Section 508 of the Clean Water Act (33 United States Code 1368), Executive Order 11738, Environmental Protection AGENCY regulations (40 Code of Federal Regulations 15).  Further, the AGENCY will comply with all provisions of the current Federal Transit Administration’s Master Agreement and subsequent agreements or amendments applicable during the period of this agreement.

P. Restrictions on Lobbying:  The AGENCY will comply with all applicable restrictions on Lobbying as referenced in 49 C.F.R. Part 20.  The AGENCY agrees that no federal financial assistance may be used to influence any Member of Congress or an officer or employee of any agency in connection with the making of any federal contract, grant, or cooperative agreement.

Q. Out-of-State Travel:  All out-of-state travel (travel outside Alabama) costs under this project must be requested in advance by the AGENCY on the correct state travel request form, and approved in writing by the STATE to be eligible for reimbursement.

R. In-State Travel:  All in-state travel costs incurred under this project will be subject to the per diem policies of the STATE of Alabama.  These policies are revised periodically and will reflect revised per diem rates.

S. Subcontractors:  The AGENCY will not enter into any subcontract which utilizes USDOT funds or USDOT funded equipment without prior written consent of the STATE and will include in all subcontracts entered into pursuant to this Agreement all of the applicable clauses as required by the STATE.

T. Agreement Change:  The terms of this Agreement may be modified by supplemental agreement duly executed by the parties hereto.

U. Drug and Alcohol Testing:  The AGENCY is not subject to FTA’s Drug and Alcohol testing rules, but must comply with the Federal Motor Carrier Safety Administration (FMCSA) rule for employees who hold Commercial Driver’s License (CDLs) (49 C.F.R. part 382).  JARC subrecipients that also receive funding under Sections 5307 or 5311 should include any employees funded under JARC or New Freedom projects in their testing program.

V. Drug-Free Workplace Act of 1988:  The AGENCY assures the STATE that it publishes a statement notifying employees of the policies in support of a drug-free workplace; and establishes an ongoing drug-free awareness program to inform employees about:
(1) The dangers of drug abuse in the workplace;
(2) The AGENCY's policy of maintaining a drug-free workplace;
(3) Any available drug counseling, rehabilitation, and employee assistance programs, and
(4) The penalties that may be imposed upon employees for drug abuse violations occurring in the workplace.
W. Privacy Act: The AGENCY shall comply with the Privacy Act of 1974 (5 U.S.C. Section 552a) and the rules and regulations issued pursuant to the Act when the performance of this Agreement involves activities associated with maintaining a system of records on individuals to be operated by the AGENCY, its contractors or employees to accomplish a Government function. The AGENCY shall include this Privacy Act notification in every approved subcontract for the same purpose.
X. Program Fraud and False of Fraudulent Statements and Related Acts: The AGENCY acknowledges that if it makes a false, fictitious, or fraudulent claim, statement, submission or certification to the Federal Government in connection with the Project, the Federal Government reserves the right to impose on the AGENCY the penalties of18 U.S.C. § 1001, 31 U.S.C. §§ 3801 et seq., and 49 U.S.C. § 5307 (n)(1), as the Federal Government may deem appropriate.  The 	terms of U.S. D.O.T. regulations, “Program Fraud Civil Remedies,” 49 C.F.R. Part 31, apply to this project.

Y. Suspension and Debarment: The terms of the U.S. DOT regulation, “Suspension and Debarment of Participants in DOT Financial Assistance Programs,” set forth in Executive Order 12549 and implemented by 49 C.F.R. Part 29, are applicable to this grant agreement.  Furthermore, any contractor employed by the AGENCY is also bound by the terms of 49 C.F.R. Part 29 and must complete a Lower Tier Participant Certification. The AGENCY warrants the debarment certification furnished as part of the application is current and valid.
Z. Energy Conservation:  The AGENCY agrees to comply with the mandatory standards and policies relation to energy efficiency, which are contained in the state energy conservation plan issued in compliance with the Energy Policy and Conservation Act.

AA. Liquidated Damages Provision: The AGENCY may use liquidated damages if it may        reasonably expect to suffer damages (increased costs on project involved) from late        completion and the extent or amount of such damages would be difficult or impossible        to determine. The assessment for damages shall be at a specific rate per day for each        day or overrun in contract time; and the rate must be specific in the third party contract.        Any liquidated damages recovered shall be credited to the project account involved        unless the FTA permits otherwise.

AB. Funds Shall Not Be Constituted As A Debt: It is agreed that the terms and commitments contained herein shall not be constituted as a debt of the State of Alabama in violation of Article 11, Section 213 of the Constitution of Alabama, 1901, as amended by Amendment Number 26. It is further agreed that if any provision of this agreement shall contravene any statute or Constitutional provision of amendment, either now in effect or which may, during the course of this agreement, be enacted, then the conflicting provision in the agreement shall be deemed null and void.

AC. Termination Due To Insufficient Funds:
1. If the agreement term is to exceed more than one fiscal year, then said agreement is subject to termination in the event that funds should not be appropriated for the continued payment of the agreement in subsequent fiscal years.
2.  In the event of proration of the fund from which payment under this agreement is to be made, agreement will be subject to termination.
AD. Federal Changes:  The AGENCY shall at all times comply with all applicable FTA regulations, policies, procedures and directives, including without limitation those listed directly or by reference in the current Master Agreement between Purchaser and FTA, as they may be amended or promulgated from time to time during the term of this contract.  The AGENCY’s failure to comply shall constitute a material breach of this contract.
AE. No Federal Government Obligations to Third Parties by Use of   a Disclaimer:  
1.  The AGENCY acknowledges and agrees that, notwithstanding any concurrence by the Federal Government in or approval of the solicitation or award of the underlying contract, absent the express written consent by the Federal Government, the Federal Government is not a party to this contract and shall not be subject to any obligations or liabilities to the Purchaser, Contractor, or any other party (whether or not a party to that contract) pertaining to any matter resulting from the underlying contract.
2.  The AGENCY agrees to include the above clause in each subcontract financed in whole or in part with federal assistance provided by FTA.  It is further agreed that the clause shall not be modified, except to identify the subcontractor who will be subject to its provisions.
AF.  	Incorporation of Federal Transit Administration (FTA) Terms:  All contractual provisions required by the U.S. Department of Transportation, as set forth in FTA Circular 4220.1F are hereby incorporated by reference.  Anything to the contrary herein notwithstanding, all FTA mandated terms shall be deemed to control in the event of a conflict with other provisions contained in this Agreement.  The AGENCY shall not perform any act, fail to perform any act, or refuse to comply with any STATE or Federal requests which would cause the STATE to be in violation of the FTA terms and Conditions.
AG.   Transit Employee Protective Arrangements:  The attached Department of Labor letter including the terms and conditions are incorporated in this agreement.

AH. By entering into this agreement, the AGENCY is not an agent of the STATE, its officers, employees, agents or assigns.  The AGENCY is an independent entity from the STATE and nothing in this agreement creates an agency relationship between the parties.
  II.  		By signing this contract, the contracting parties affirm, for the duration of the agreement, that they will not violate federal immigration law or knowingly employ, hire for employment, or continue to employ an unauthorized alien within the State of Alabama.  Furthermore, a contracting party found to be in violation of this provision shall be deemed in breach of the agreement and shall be responsible for all damages resulting there from.
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IN WITNESS WHEREOF, the parties hereto have executed this Agreement by those officers and officials duly authorized to execute same, and the Agreement is deemed to be dated and to be effective on the date hereinafter stated as the date of its approval by the Governor of Alabama.

ATTEST:								«SUBRECIPIENT CAPS»

By:								By:					
Title: 								Title: 					

APPROVED AS TO FORM:
							
Chief Counsel
Alabama Department of Transportation

RECOMMENDED FOR APPROVAL:
							
Multimodal Transportation Engineer
							
Acting Chief Engineer 
Alabama Department of Transportation

	State of Alabama, acting by and through the Alabama Department of Transportation
	The foregoing Agreement is hereby executed in the name of the State of Alabama and signed by the Governor on the 	 day of 		 , 20___.



														
			
Transportation Director					Governor, State of Alabama











[bookmark: _Toc346013420]APPENDIX C - REIMBURSEMENT INVOICING PROCEDURES 













The following pages of instructions and examples are for the preparation of a complete invoice requesting reimbursement.  The F-25 Form with accompanying documentation must be sent to ALDOT for processing.

a. [bookmark: _Toc346013421]Instructions for Preparation of Form F-25

Item 1:		Agency Name
Item 2:		Date of the invoice
Item 3:		Payment Number (This reflects the number of the invoice in any one fiscal year.  
		i.e., the first invoice of the fiscal year is numbered “1”.)
Item 4:		Date of Agreement (Reflects date of current fiscal year agreement.)
Item 5:		Account Number will be “4329”
		Function number will be “XXX” (NUMBERS PROVIDED BY ALDOT)
		Object Number will be “XXX” (NUMBERS PROVIDED BY ALDOT)
		Column F for ALDOT USE ONLY
		Project number is assigned to each individual project
Item 6:		ALDOT USE ONLY
Item 7: 		ALDOT USE ONLY
Item 8:		Contains the total amount of federal funds approved for the project fiscal year.
Item 9:		Reflects the total expenses of all invoices filed year to date
Item 10:	ALDOT USE ONLY
Item 11:	Reflects the total amount of all invoices filed during the fiscal year.  Note:  on the first invoice each fiscal year, the item will be blank.
Item 12:	ALDOT USE ONLY
Item 13:	Reflects the amount of all previous invoices filed during the current fiscal year.      Note:  	On the first invoice each fiscal year, the item will be blank.
Item 14:	Reflects the current amount due as documented in the detail expenses report.
Item 15:	Reflects the purpose of grant.  i.e., “For Operation and Administration of Non-urbanized Public Transportation
Item 16:	Reflects the total of each column.
Item 17:	Authorized signature must be entered along with the Notary Public signature and seal.
Item 18:               For ALDOT use only





[bookmark: _Toc346013422]Instructions for Completing Expense Recap Sheet
The purpose of the Expense Recap Sheet is to consolidate the amounts of like expenses into previously approved line items, totaling the amounts and calculating the match ratios required.
The Operation Recap instructions are the same for the Sections 5307 and 5311 programs.

Operation Recap 

· Every line item of the approved operating budget shall appear in this section whether or not an expense for the item has been incurred or claimed.  Zero is entered if the line item is not claimed.  Only the total costs claimed on the wage and salary detail appear (i.e., drivers will be listed with a total reflecting all driver wages).  The same is true of other expenses (i.e., if three checks were written for fuel payments, only the total of the three checks is reflected on the Recap).  If an item appears on the Recap Sheet that is not documented in the Expense Detail, or vice versa, the invoice will be rejected.

· Once all operation expenses are listed, a Total Operating Cost is calculated and placed below the listed expenses.

· Revenue must be listed as fare box (money received in the fare box from passengers), other miscellaneous revenue, and contract revenue (if applicable).  Fill in the appropriate amount of revenues for each of these categories.  Revenue must equal twenty (20%) percent of the Total Operating Expenses.

· Subtract the revenue listed from the Total Operating Costs which leaves the Net Operating Cost.  Net Operating Cost must be matched fifty (50%) percent.  Fill in the local match and subtract it from the Net Operating Cost. This amount is the fifty percent (50%) Operating Deficit.  This amount rounded to the nearest whole dollar amount is the federal funds requested on the F-25.

[bookmark: _Toc346013425]Section 5311 Program
The following instructions apply to the Section 5311 Program for eligible administration expenditures.  Since Section 5311 allows expenditures for administration, the following instructions apply.
Administration Recap
· Every administration line item of the approved budget shall appear in this section whether or not an expense for the item has been incurred or claimed.  Zero is entered if the line item is not claimed.  Only the totals shall appear on this page.  If an item appears on the Recap Sheet that is not documented in the Expense Detail, or vice versa, the invoice will be rejected.
· Add all the line items to calculate the total administration expenses.
· Fill in the required twenty (20%) percent local matching funds.
· Subtract the matching funds from the total administration expenses.
· The calculations must be rounded to the nearest whole dollar and should be the same amount of federal funds requested on the F-25.

[bookmark: _Toc346013426]RTAP Reimbursement
Reimbursement for RTAP Training Expenses should be listed on the Recap Sheet and F25 form.  As with the other categories only the total is listed.  If an item appears here that was not claimed on the Detailed Breakdown of Expenses or vice versa the invoice will be rejected.
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 Recap of Expenses (Example)
XYZ TRANSIT SYSTEM
RECAP OF EXPENSES
SEPTEMBER 2012





LEDGER (Example)
[bookmark: _Toc346013429]Expense Breakdown
A detailed breakdown of line item expenses must be attached with the Recap of Expense and the F-25 invoice form.  The following is an example.
OPERATING WAGES
DRIVER WAGES
DATE	        CHECK #	NAME		        HOURLY WAGE	          HOURS	           TOTAL
10/31/2012	568	Benny Goodman	    10.00		               120	          $1,200.00
10/31/2012	569	Bill Loftin                               10.00			  80  	          $   800.00
10/31/2012	570	Jill Smith		    10.00			100     	          $1,000.00
10/31/2012	571	Sue Lee			    10.00			160                  $1,600.00
10/31/2012	572	Bob Bolton		    10.00			160                  $1,600.00
10/31/2012	573	Tamara Price		    10.00	                	79.294            $   790.94
		            TOTAL DRIVER WAGES		 		                         $6,990.94
MECHANIC
10/31/2011	569		Jack Trades		Salaried			         $2,212.00
ADMINISTRATIVE SALARIES
10/31/2011	570		John Mustard		Salaried			          $2,952.00
(Continue listing all administrative staff performing duties essential to transportation program.)
				TOTAL ADMINISTRATIVE SALARIES		          $2,952.00
FRINGE BENEFITS
			OPERATING		            	ADMINISTRATIVE	  
FICA/MEDICARE	$704.03			$225.83	   	   
SUI			$0				$0			   
INSURANCE		$1,380.44			$442.80               	   
RETIREMENT		$460.15		______ $147.60			   
TOTALS			$2,544.62			$816.23		   
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APPENDIX D – COST ALLOCATION METHODOLOGY
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Cost Allocation Instructions
Cost allocation is the methodology used to calculate actual costs for third party contracts.  The following instructions and forms make the determination simple.
The first step to prepare the cost allocation is to prepare the line item budget.  Once the line item budget is prepared the table on the next page is an example of how to assign the line items to the three categories of hours, miles or administration.
After line items are assigned, the second page gives a matrix to assign the budget figures while separating them into hours, miles and administration.
Resource Variables reflect annual mileage, annual hours, and number of vehicles.  These variables are divided into the cost figures to determine the unit cost.  To calculate the percentage of total costs, the cost of each variable is divided by the total budget amount.












[bookmark: _Toc346013432]APPENDIX E – REQUIRED PROJECT REPORTS









The following Exhibits contain required project reports.  These exhibits give instructions or definitions of some of the terms used in the reports.  The reporting is accomplished using the ALDOT Transit Reporting System.  The system instructions can be obtained from the ALDOT Modal Programs Transit Section.
[bookmark: _Toc346013433]EXHIBIT 1 - DBE Semi-annual and Annual Report Instructions
The following are definitions to be used when preparing the DBE report.  A screenshot of the ALDOT Transit Reporting System form is found on the next page.  The DBE Semi-Annual Report is due April 30th of each year and the Annual Report is due October 30th of each year.
 AGENCY INFORMATION
Agency Name, Reporting Period, Report Filed by and Date filed may all be selected using the drop down menu in the ALDOT Transit Reporting System.  Under the Submitted to option select “FTA.”
ANNUAL DBE GOAL
RC% is Race Conscious Goal
RN% represents Race Neutral Goal
Currently, ALDOT does not use race conscious factors to achieve its DBE goal.
AWARDS OR COMMITMENTS – The line for Prime Contracts Awarded this period and Sub contracts awarded follow the same rules for calculations that follow: 
· Total Prime Contracts/Procurements: Dollars awarded this report period to all contractors assisted with DOT funds:
· Total Number:  Total Number of all prime contracts assisted with DOT funds that were awarded during this reporting period.
· Total DBE Dollars:  The dollar amount of federal funds awarded to certified DBEs this reporting period.
· Total DBE Number:  From the total number of prime contracts awarded specify the number awarded to certified DBEs.
· Total RC Dollars:  From the total amount awarded to DBEs provide the total   amount of federal funds awarded through the use of Race Conscious method.
· Total RC Number:  From the total number of prime contracts awarded specify the number awarded to certified DBEs through the Race Conscious method.
· Total RN Dollars:  From the total dollar amount awarded provide the dollar amount awarded to certified DBEs through the use of Race Neutral method


· Total RN Number:  From the total number of prime contracts awarded to DBEs specify the number awarded through Race Neutral methods.
· Percentage to DBEs:  Of all prime contracts awarded this reporting period, calculate the percentage going to DBEs.  Calculate by dividing the dollar amount of DBE awards by the total dollar amount of all prime contracts.  Round the percentage to the nearest tenth.

BREADKDOWN BY ETHNICITY & GENDER
All DBEs awarded must be categorized by race and gender with the dollar amounts awarded to each.
DBE Report[image: ]


[bookmark: _Toc346013434]EXHIBIT 2 - Quarterly Transportation Report Definitions 
The Quarterly Transportation Report is due to ALDOT by the 30th of the month following each fiscal quarter (January 30th, April 30th, July 30th and October 30th each year).  The report is designed to show the past quarter’s information.  The following instructions explain the categories of information requested.  A screenshot of the ALDOT Transit Reporting System form is found on page 112.
DEMAND
1. Passenger Trips equal the number of total passenger trips made during the quarter. (Each time a person boards and then exits a vehicle, it is considered one passenger trip.)
2. Passenger Service Hours reflect the number of hours passengers were on the vehicle.
SUPPLY
1. Vehicle Hours equals the total hours vehicles travel while in revenue service plus non revenue hours.
2. Vehicle Miles equal the total number of miles driven during the quarter.
3. Passenger Service Miles equal the number of miles driven with passengers on board.
COSTS
1. Operating equals the total quarter’s operating costs Expense Recap Sheets. (See Page 101)
2. Administration equals the total quarter’s administration costs from the Expense Recap Sheets.  (See page101.)
3. Total Cost equals the sum of operating cost and administrative cost.
REVENUE
1. Revenue equals the total quarter’s revenue from the Expense Recap Sheets. (See page 100)
EFFECTIVENESS/EFFICIENCY MEASURES
1. Vehicle miles/gallons of fuel - Divide the total miles driven in the quarter by the gallons of fuel consumed.
2. Number of Project Vehicles – Total number of fleet vehicles.
3. Total seating capacity – Total number of seats available on all vehicles.
4. Road Calls – Total number of road calls during the quarter.  A large number here may suggest the need for new vehicles or better preventative maintenance.
DBE REQUIREMENTS
1. Total Contracting Opportunities – Total Federal dollars spent during the quarter on contracting opportunities.
2. DBE Contracts Awarded – Federal Dollar Value of DBE contract awards during quarter.
3. % DBE Awarded – Equal to Federal Dollar Value of DBE contracts awarded divided by the total value of contracting opportunities.



KEY RATIOS
1. Productivity – Divide the number of passenger trips by the number of vehicle hours.  This indicates the number of passenger trips per hour being provided.  The higher the number the more efficient the system utilizes vehicles.
2. Hourly Utilization - Divide the passenger service hours by the number of vehicle hours.  Consistently low numbers in this category may indicate the need to restructure your routes to reduce “deadhead” time.
3. Mileage Utilization – Divide passenger service miles by the total vehicle miles.  Low percentages in this category may indicate the need for route restructuring.
4. Cost Per Trip – Divide the total operating cost by the number of passenger trips.  This figure indicates how much it costs you to provide service.  The figure should be lower than cost per hour as you should be providing several passenger trips per hour.  However, a consistently high number should lead you to examine your management practices.
5. Cost per Hour – Divide the total operating cost by the total number of vehicle hours.
6. Operational Cost Recovery Ratio – Divide Revenue by Operating Expenses. 


[bookmark: _Toc346013435]5311 QUARTERLY REPORT SCREENSHOT
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[bookmark: _Toc346013436]5309/5310 QUARTERLY REPORT
The report requires subrecipients to maintain data that distinguishes the primary trip purpose, the number of passenger trips, vehicles miles, and passenger classifications.
Total Passenger Miles is equal to the total miles driven by all vehicles while in revenue service.
Total Passenger Trips is equal to all passengers transported.  A passenger trip is counted each time a passenger boards the vehicle.
Total Vehicle Miles is equal to the total of all miles driven by all vehicles whether or not passengers were onboard.
Primary Trip Purpose reflects passengers’ destinations (i.e. doctor is medical).

[image: ]

[bookmark: _Toc346013437]5310-P ANNUAL OPERATING REPORT
The report includes operating and administrative costs. This report must be completed by subrecipients awarded Section 5310 purchased transportation funds. 
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[bookmark: _Toc346013438]AGENCY MAINTENANCE REPORT – 5307, 5309, 5310, 5311 (computerized)
Section 5307 and 5311 are required to use the BMMS computerized maintenance program. Sections 5309 and 5310 may submit a hard copy of the report.  Hard copy reports are found on the pages 116-119.
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[bookmark: _Toc346013439]AGENCY MAINTENANCE REPORT (hard copy) for 5309 and 5310
ALABAMA DEPARTMENT OF TRANSPORTATION
Modal Programs Transit Section
Capital Equipment Maintenance Summary Report
Section 5307, section 5309, Section 5310 & Section 5311
Transportation Programs
This report is due on or before December 30th following the end of a fiscal year.  A separate report is required for each program vehicle.  The period of applicability for this report is the twelve months of the fiscal year (October 1st – September 30th).






IDENTIFICATIONProject Type:____Section 5307____Section 5309___Section 5310____Section 5311
Agency Name:__________________________________________________________
Address:_______________________________________________________________
Service Area:___________________________________________________________
E-Mail Address:_________________________________________________________






VEHICLE DESCRIPTIONModel:__________________________  Model Year:_____________________________
Manufacturer:_________________________  Body Type__________________________
Vehicle Identification Number:_______________________________
Accessibility Equipment:  Yes____  No____ If yes, Number of wheelchair stations______
Seating Capacity:_______________________________________________________




[bookmark: _Toc333339176][bookmark: _Toc340087492][bookmark: _Toc346013440]

OPERATING CHARACTERISTICS
	Odometer reading at end of the report period
	

	Miles per Gallon (MPG) end of report period
	

	Number of days vehicle was operated during this report period
	


RIDERSHIP DATA (Number of one-way passenger trips for each category Section 5309, Section 5310, Section 5317 Programs Only)
ELDERLY:___________        DISABLED_________ OTHER (explain)_______________________
MAINTENANCE

List all maintenance performed on each vehicle for the current reporting period.

	Description
	Odometer Reading
	Date
	Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


(Attach additional sheets if necessary)

COMMENTS

List any comments or concerns relative to this vehicle. (Attach additional sheets if necessary)


i. [bookmark: _Toc346013441]ANNUAL OPERATIONAL EXPENDITURE REPORT (hard copy)
ALABAMA DEPARTMENT OF TRANSPORTATION
Modal Programs Transit Section
Annual Operational Expenditures Report
Section 5309, Section 5310 & Section 5317
Transportation Programs
This report is due on or before December 30th following the end of a fiscal year.  A separate report is required for each program vehicle.  The period of applicability for this report is the twelve months of the fiscal year (October 1st – September 30th).






Description				Expenses

Salaries
  Operating				
  Administrative			
  Other Salaries				

Services
  Contracted Maintenance		__________
  Other Services				__________

Materials and Supplies	
  Fuel & Lubricants			__________
  Tires and Tubes			__________
  Misc. Materials and Supplies		__________

Insurance
  Vehicle Insurance			__________
  Other Insurance			__________

Taxes
  Vehicle Licensing			__________

In-kind Services
  Donated Space, Vehicles, Etc.		__________
  Volunteer Time			__________

Other Expenses
_________________________		__________
_________________________		__________
_________________________		__________

TOTAL EXPENSES			






CERTIFICATION

I hereby certify that:

The vehicles listed in the accompanying capital equipment maintenance summary reports continue to be operated and maintained in accordance with the project application and agreement including ADA accessibility equipment, involving per-trip and post-trip inspections and daily cycling of accessibility equipment, as applicable;
The vehicles have not been sold, damaged or otherwise taken out of transportation service; and
The vehicles are insured as required in the agreement and a copy of the Certificate(s) of insurance for all federally funded vehicles is attached.



Name of chief Executive Official or authorized representative (type or print)



_____________________________				__________________________
Signature							Date



_____________________________				__________________________
Witness								Date






Submit Completed Reports to:		Mr. Robert J. Jilla,
Multimodal Transportation Engineer
Alabama Department of Transportation
1100 John Overton Drive
Montgomery, Alabama 36110





















[bookmark: _Toc346013442]APPENDIX F– SAMPLE THIRD PARTY CONTRACT TO SUPPLY SERVICES
b. 

AGREEMENT BETWEEN
(operator name)
AND
(agency name)
RELATIVE TO 
TRANSPORTATION SERVICES
THIS AGREEMENT is made and entered into by and between __(insert Operator name), hereinafter referred to as OPERATOR; and (insert Agency name), hereinafter referred to as AGENCY; in cooperation with the Alabama Department of 
Transportation, hereinafter referred to as STATE; and 
WHEREAS, the OPERATOR is the designated public transportation operator in 
____________ County(ies), and is authorized to enter into provision of service contracts based upon an approved cost allocation rate; and 
WHEREAS, the AGENCY desires to engage the OPERATOR to provide transportation services to designated clients of the AGENCY, and the OPERATOR is willing and able to provide such services as specified by the terms and conditions hereinafter set forth. 
NOW, THEREFORE, the parties hereto agree as follows: 
1. Scope of Services: The OPERATOR will provide specified transportation services in accordance with "Scope of Services" set forth in Attachment A, which is attached hereto and made a part of this agreement. 
2. Period of Performance: Services provided under the terms of this 
	contract shall commence on ________________	,200_, and continue
	through _____________________	, 200_, subject to approval from the 
State. The OPERATOR will notify the AGENCY in writing sixty (60) days 
prior to the completion date to discuss continued coordination/association. 
3. Payment of Project Expenses: The AGENCY agrees to reimburse the 
OPERATOR at the approved allocated cost rate per mile and rate per 
hour for contracted service as specified in "Terms of Compensation" set 
forth in Attachment B, which is attached hereto and made a part of this 
agreement. Reimbursement for shared rides with non-agency clients will 

be determined by percentage split based on seats occupied. Payment 
schedules and deadlines are included in Attachment B. The AGENCY 
and OPERATOR may mutually agree that the cost of services provided 
under the terms of this agreement will not exceed a limiting amount. This 
maximum amount, if applicable, is set forth in Attachment B. 
4. Available Resources: The OPERATOR warrants that it has the 
personnel and equipment capable of performing the services called for 
herein, in a satisfactory and proper manner, or will secure the services of 
such personnel and equipment as may be required to perform such 
services. 
5. Incidental Transportation within the Service Area: Transportation 
services that are needed by the AGENCY in addition to those set forth in 
Attachment A are not considered regular service and will be coordinated 
and negotiated separately on a trip by trip basis. All such service will 
be reimbursed at total actual cost and will be provided in accordance with 
the Federal Transit Administration regulations. 
6. Assurances: In providing said services, the OPERATOR 
agrees to meet all requirements that are necessary and applicable with 
regard to receiving federal and/or state funds from the STATE. 
7. Agreement Changes: Any changes to this agreement or its 
attachments shall be mutually proposed in writing by both parties with 
written approval by the STATE prior to implementation. Significant 
changes, as determined by the STATE, shall require that a supplemental 
agreement be executed between the parties. 
8. Coordination: All parties entering into purchase of service contracts with 
Section 5311 operators are encouraged to participate in local coordination 
meetings to assure input into the decision making process regarding 
fares, routes, local match, training, vehicle types, etc. It is suggested that 
each contracting agency have one representative at all such meetings. 
9. Termination: Either party to this agreement shall have the right to 
terminate this agreement if it is unable or unwilling to fulfill its obligations, 
fiscal or otherwise. Notification shall be mailed by certified mail thirty (30) 
days prior to the effective date of termination and shall clearly state the       reasons for termination. The OPERATOR shall be entitled to compensation for any unreimbursed eligible expenses incurred and the AGENCY agrees to pay same to the OPERATOR. The OPERATOR will notify the State in writing of any termination notice mailed or received within five (5) days of said occurrence. 


10. OPERATOR to Indemnify: The OPERATOR shall defend, indemnify, and 
hold harmless the State of Alabama, The Alabama Department of 
Transportation, its officers, officials, agents, servants, employees in both 
their official and individual capacities, from and against claims, damages, 
losses and expenses, including but not limited to attorneys' fees, arising out 
of or resulting from performance of any work, provision of any services or 
expenditure of funds required, authorized or undertaken pursuant to the 
terms of this Agreement, or any damage, loss or expense attributable to 
bodily injury, sickness, disease or death, or to injury to or destruction of 
tangible property, including loss of use resulting from, caused or as a 
result of in whole or in part by the deliberate, intentional, wanton, reckless, 
fraudulent or negligent acts or omissions, or the deliberate, intentional, 
wanton, reckless, fraudulent or negligent misuse, misappropriation, 
misapplication, or  unauthorized expenditure of any source of funding,
compensation or reimbursement of the OPERATOR, or anyone directly or indirectly employed by the OPERATOR, the County or anyone for whose acts the OPERATOR may be liable, regardless of whether such claim, damage, loss or expense is caused in whole or part by a party indemnified. 
The term "hold harmless" includes the obligation of the OPERATOR to 
pay damages on behalf of the State of Alabama, the Alabama 
Department of Transportation, and its agents, servants, and/or 
employees. 

IN WITNESS WHEREOF, the parties hereto have executed this Agreement by those 
officers and officials duly authorized to execute same, and the Agreement is deemed to 
be dated and to be effective on the date hereinafter stated as the date of its review by 
the Multimodal Transportation Engineer. 



(Operator Name) 
	
By:	 
[bookmark: _Toc329617605][bookmark: _Toc333339179]
Title: _________________________ 

REVIEWED BY: 

(Agency Name) 

___________________________	

By: _______________________	_ 

Title: ______________________



Robert J. Jilla 
Multimodal Transportation Engineer 

Date


ATTACHMENT A
Scope of Services
Outline specific routes, times, mileage, passenger assistance, etc. 
1. Service requirements relative to this agreement consist of transporting clients to 
	and from designated pickup points in ____________________________County. 
2. Services are to be provided Monday through Friday except Holidays throughout 
	the period of this agreement. Clients are to be delivered to site by ______a.m.
	and picked up from site by ________________p.m. 
3. Incidental transportation will be scheduled and provided in accordance with 
Section 5 of this agreement. The charge for this transportation will be billed at 
the normal rate of __ a mile plus __ an hour. 
4. Routes will be adjusted within OPERATOR limits to pick up clients in locations in 
case of a drop-out or other situations beyond the AGENCY'S control. 
5. 	Refueling is to be done when clients are off the bus. 
6. The AGENCY will furnish the required assistance to ride the route and from all the drop-off points. 
7. The driver will keep a record of all clients riding the vehicle each day by name, mileage and run time of route. 


ATTACHMENT B 
Terms of Compensation 
1. Allocated cost rate for transportation service: 
	$ __________	per mile 
	$ __________ 	per hour 
2. Payment schedule: 
3. Total contract limiting amount (if applicable): 
$__________ 


ATTACHMENT C
TRANSPORTATION STEERING COMMITTEE LIAISON APPOINTMENT 

The AGENCY hereby appoints ___________________________	as liaison 
to the __________________ Transportation Steering Committee. 



RESOLUTION NUMBER
------- 
RESOLUTION OF THE GOVERNING BODY (Insert appropriate names and titles and 
copy the following text onto the applicant's letterhead. The resolution must be 
notarized. 

RESOLUTION 
Resolved that (applicant)	 enters into agreement with third party 
transportation service contracting agencies during Fiscal Year _____for eligible 
public transportation services. 
Further resolved that (applicant)	agrees to provide third party 
transportation services to contracting agencies at approved fully allocated cost 
rates. 
Further resolved that (applicant)	authorizes the(title)	to 
execute the aforementioned Agreements and any amendments thereto. 

CERTIFICATION 
I hereby certify that the following resolution is a true and correct copy of the resolution 
presented to and adopted by (applicant's governing body)	 at a duly 
authorized meeting held on the 	day of 	as shown by the 
minutes of the meeting in my possession. 


Name____________________________	Title__________________________________
              
	Notary         
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COMPANY NAME 
Drug and Alcohol Policy 
(Section 5310 Subrecipients are exempt from this requirement unless the recipients also receive 5307, 5309, &/or 5311 federal funds.)
Company name 
12345 Main Street· Suite 100 
Phone 123.456.7890· Fax 123.456.7890 
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PURPOSE OF POLICY
This policy complies with 49 CFR Part 655, as amended, 49 CFR 40, as amended, and 49 CFR Part 382, as amended.  All drug and alcohol testing is conducted in accordance with these regulations.
All covered employees are required to submit to drug and alcohol tests as a condition of employment.  Copies of Parts 382, 655, and 40 are available in the drug and alcohol manager’s office and can be found on the Internet at the Office of Drug & Alcohol Policy & Compliance’s website http://www.dot.gov/odapc.
COVERED EMPLOYEES
This policy applies to every employee whose position requires the possession of a commercial driver’s license (CDL; and every employee performing a “safety-sensitive function” as defined herein, and any person applying for such positions.
Under FMCSA (Federal Motor Carrier Safety Administration), an employee is performing a safety sensitive function if they are:
· Driving a commercial motor vehicle which requires the driver to have a commercial driver’s license (CDL);
· Inspecting, servicing, or repairing any commercial motor vehicle;
· Waiting to be dispatched to operate a commercial motor vehicle;
· Performing all other functions in or upon a commercial motor vehicle;
· Loading or unloading a commercial motor vehicle, supervising or assisting in the loading or unloading, attending a vehicle being loaded or unloaded, remaining in readiness to operate the vehicle, or in giving or receiving receipts for shipments being loaded or unloaded;
· Performing driver requirements associated with an accident
· Repairing, obtaining assistance, or remaining in attendance upon a disabled commercial motor vehicle.
Under FTA, you are a safety-sensitive employee if you perform any of the following:
· Operation of a revenue service vehicle, in or out of revenue service;
· Operation of non-revenue vehicle requiring a CDL;
· Controlling movement or dispatch of a revenue service vehicle (this is optional and determined by employer);
· Security personnel who carry firearms;
· Maintenance (including repairs, overhaul and rebuilding) of a revenue service vehicle or equipment used on revenue service;
· Contract employees that stand in the shoes of Transit System employees also have to comply.
Covered employee means a person, including an applicant or transferee, who performs or will perform a safety-sensitive function.  A volunteer is a covered employee if:
· The volunteer is required to hold a commercial driver’s license to operate the vehicle; or
· The volunteer performs a safety-sensitive function for an entity subject to this part and receives remuneration in excess of his or her actual expenses incurred while engaged in the volunteer activity.
See Attachment A for a list of covered positions by job title.
CONTACT PERSON
List the identity of the person, office, branch, and/or position designated by the employer to answer employee questions about the employer’s anti-drug use and alcohol misuse programs.
PROHIBITED SUBSTANCES
· Marijuana
· Cocaine
· Amphetamines
· Opiates
· Phencyclidine
· Alcohol
TESTING PROCEDURE
All testing will be conducted as required in 49 CFR Part 40, as amended.
Pre-Employment Testing
(Optional) Pre-employment alcohol tests are conducted after making a contingent offer of employment or transfer, subject to the employee passing the pre-employment alcohol test.
FTA Procedures
 A negative pre-employment drug test result is required before an employee can first perform safety-sensitive duties.
(Company policy decision – The employer has the discretion to decide whether or not the covered employee is retained in the random pool during his or her absence.  If the employee is retained in the random pool, then pre-employment testing is not required.)   A pre-employment test is required for covered employees who are away from work for more than ninety (90) consecutive calendar days, or removed from the random testing pool, and plan to return to a safety-sensitive function.
When a covered employee or applicant has previously failed or refused a DOT pre-employment drug and/or alcohol test, the employee must provide proof of having successfully completed a referral, evaluation and treatment plan meeting DOT requirements.
FMCSA Procedures
A negative pre-employment drug test result is required before an employee can first perform safety-sensitive duties.
An employer is not required to administer a pre-employment controlled substances test if:
· The driver has participated in a controlled substances testing program that meets the requirements of this part within the previous 30 days; and
· While participating in that program, either:
· Was tested for controlled substances within the past 6 months (from the date of application with the employer), or
· Participated in the random controlled substances testing program for the previous 12 months (from the date of application with the employer); and
· The employer ensures that no prior employer of the driver of whom the employer has knowledge has records of a violation of this part or the controlled substances use rule of another DOT agency within the previous 6 months.
Reasonable Suspicion Testing
(Company Name) shall conduct a drug and/or alcohol test when (company name) has reasonable suspicion to believe that the covered employee has used a prohibited drug and/or engaged in alcohol misuse.
The determination that reasonable suspicion exists shall be based on specific, contemporaneous, articulable observations concerning the appearance, behavior, speech, or body odors of the covered employee.  A supervisor(s), or other company official(s) trained in detecting the signs and symptoms of drug use and alcohol misuse must make the required observations.
(Company Name) may direct a covered employee to undergo reasonable suspicion testing for alcohol only while the employee is performing safety-sensitive functions; just before the employee is to perform safe-sensitive functions; or just after the employee has ceased performing such functions.
If an alcohol test is not administered within two hours following the determination to conduct a reasonable suspicion test, the supervisor shall prepare and maintain on file a record stating the reasons the alcohol test was not promptly administered.  If an alcohol test is not administered within eight hours following the determination to test, cease attempts to administer an alcohol test and update the record with the reasons for not administering the test.
FMCSA Procedures
A written record shall be made of the observations leading to an alcohol or controlled substances reasonable suspicion test, and signed by the supervisor or company official who made the observations, within 24 hours of the observed behavior or before the results of the alcohol or controlled substances tests are released, whichever is earlier.
Post-Accident Testing 
FMCSA Procedures
The following FMCSA-covered employees shall be subject to post-accident alcohol and controlled substances testing under the following circumstances:
As soon as practicable following an occurrence involving a commercial motor vehicle operating on a public road in commerce, each employer shall test for alcohol for each of its surviving drivers:
· Who was performing safety-sensitive functions with respect to the vehicle, if the accident involved the loss of human life; or
· Who receives a citation within 8 hours of the occurrence under State of local law for a moving traffic violation arising from the accident, if the accident involved:
· Bodily injury to any person who, as a result of the injury, immediately receives medical treatment away from the scene of the accident; or
· One or more motor vehicles incurring disabling damage as a result of the accident, requiring the motor vehicle to be transported away from the scene by a tow truck or other motor vehicle.
· As soon as practicable following an occurrence involving a commercial motor vehicle operating on a public road in commerce, each employer shall test for controlled substances for each of its surviving drivers: Who was performing safety-sensitive functions with respect to the vehicle, if the accident involved the loss of human life; or
· Who receives a citation within 32 hours of the occurrence under State or local law for a moving traffic violation arising from the accident, if the accident involved:
· Bodily injury to any person who, as a result of the injury, immediately receives medical treatment away from the scene of the accident; or
· One or more motor vehicles incurring disabling damage as a result of the accident, requiring the motor vehicle to be transported away from the scene by a tow truck or other motor vehicle.
The following table notes when a post-accident test is required to be conducted:

	Type of Accident Involved
	Citation Issued to Commercial Motor Vehicle Driver
	Alcohol and controlled substance test required

	Human fatality
	YES
	YES

	i. 
	NO
	YES

	Bodily injury and immediate medical treatment away from the scene
	YES
	YES

	ii. 
	NO
	NO

	Disabling damage to any motor vehicle requiring tow
	YES
	YES

	iii. 
	NO
	NO



· If a post-accident alcohol test is not administered within 2 hours following an accident, the supervisor of the employee shall prepare and maintain on file a record stating the reasons the test was not properly administered.  If a test is not administered within 8 hours after the accident, the supervisor shall cease attempts to have the alcohol test administered and prepare and maintain on file a record stating the reasons the test was not done within said 8 hours.
· If a post-accident controlled substances test is not administered within 32 hours of the accident, the supervisor shall cease attempts to have the controlled substances test administered and prepare and maintain on file a record stating the reasons the test was not done within said 32 hours.
· An employee subject to post-accident testing shall remain readily available for such testing, including notifying his/her supervisor of his/her location if he/she leaves the accident scene.  An employee who fails to do so shall be deemed to have refused to submit to testing.  Nothing here shall be construed to require the delay of necessary medical attention for the injured or to prohibit an employee from leaving the accident scene for the time period required to obtain emergency assistance.
Disabling damage includes damage to vehicles that could have been operated but would have been further damaged if so operated, but does not include damage which can be remedied temporarily at the scene of the occurrence without special tools or parts, tire disablement with other damage even if no spare tire is available, or damage to headlights, tail lights turn signals, horn, or windshield wipers that makes them inoperative.
If the decision not to administer a drug and/or alcohol test under this section shall be based on the employer’s determination, using the best available information at the time of the determination that the employee’s performance could not have contributed to the accident, such a decision must be documented in detail, including the decision-making process used to reach the decision not to test.
FTA Procedures
Fatal Accidents
As soon as possible following an accident involving the loss of human life, DOT drug and alcohol tests are conducted on all surviving covered employees.  In addition, any other covered employee whose performance could have contributed to the accident, as determined by the employer using the best information available at the time of the decision, is tested.
Non-fatal accident
Post-accident testing is required if one of the following conditions is met:
· [bookmark: _Toc346187739]An accident results in injuries requiring immediate medical treatment away from the scene, and the covered employee contributed to the accident, or
· [bookmark: _Toc346187740]One or more vehicles receive disabling damage and have to be towed from the scene, and the covered employee contributed to the accident.

In addition, any other covered employee whose performance could have contributed to the accident, as determined by the employer using the best information available at the timer of the decision, is tested.
Disabling damage means damage which prevented the departure of any vehicle from the scene of the occurrence in its usual manner after simple repairs.  Disabling damage includes damage to vehicles that could have been operated but would have been further damaged if so operated, but does not include damage which can be remedied temporarily at the scene of the occurrence without special tools or parts, tire disablement without other damage even if no spare tire is available, or damage to headlights, tail lights, turn signals, horn, or windshield wipers that makes them inoperative.
If an alcohol test is not administered within two hours following the time of the accident, the supervisor shall prepare and maintain on file a record stating the reasons the alcohol test was not promptly administered.  If an alcohol test is not administered within 8 hours following the determination to test, cease attempts to administer an alcohol test and update the record with the reasons for not administering the test.  The controlled substances test should be taken as soon as possible.  Cease attempts to collect the controlled substances test after 32 hours.
If the decision not to administer a drug and/or alcohol test under this section shall be based on the employer’s determination, using the best available information at the time of the determination that the employee’s performance could not have contributed to the accident.  Such a decision must be documented in detail, including the decision-making process used to reach the decision not to test.
Nothing in this section shall be construed to require the delay of necessary medical attention for the injured following an accident or to prohibit a covered employee from leaving the scene of an accident for the period necessary to obtain assistance in responding to the accident or to obtain necessary emergency medical care.
[bookmark: _Toc346187746]Random Testing
Random drug and alcohol tests are unannounced and unpredictable, and the dates for administering random tests are spread reasonably throughout the calendar year.  Random testing must be conducted at all times of day when safety-sensitive functions are performed.  Testing rates will meet or exceed the minimal annual percentage rate set each year by the DOT Administrator.  
Testing rates will meet or exceed the minimal annual percentage rate set by the DOT Administrator.  The current year testing rates can be viewed on line at http://www.dot.gov/odapc/random-testing-rates.
If a given driver is subject to random alcohol or controlled substances testing under the random alcohol or controlled substances testing rules of more than one DOT agency for the same employer, the driver shall be subject to random alcohol and/or controlled substances testing at the annual percentage rate established for the calendar year by the DOT agency regulating more than 50 percent of the driver’s function.
The selection of employees for random drug and alcohol testing shall be made by a scientifically valid method, such as a random number table or a computer based random number generator that is matched with employees’ Social Security numbers, payroll identification numbers, or other comparable identifying numbers.  Under the selection process used, each covered employee shall have an equal chance of being tested each time selections are made.
Each employee selected for testing shall be tested during the selection period.  A covered employee shall only be randomly tested for alcohol misuse while the employee is performing safety-sensitive functions; just before the employee is to perform safety-sensitive functions; or just after the employee has ceased performing such functions.  A covered employee may be randomly tested for prohibited drug use anytime while on duty.
Each covered employee who is notified of selection for random drug or random alcohol testing shall proceed to the test site immediately.
[bookmark: _Toc346187747]Test Refusal
[bookmark: _Toc346187748]The following list constitutes a refusal to take a test if you:
·  Fail to provide a breath or urine sample
· [bookmark: _Toc346187749]Provide an insufficient volume without valid medical explanation
· [bookmark: _Toc346187750]Adulterate or substitute a specimen
· [bookmark: _Toc346187751]Fail to appear within a reasonable time
· [bookmark: _Toc346187752]Leave the scene of an accident without just cause prior to submitting to a test 
· [bookmark: _Toc346187753]Leave the collection facility prior to test completion
· [bookmark: _Toc346187754]Fail to permit an observed or monitored collection when required
· [bookmark: _Toc346187755]Fail to take a second test when required
· [bookmark: _Toc346187756]Fail to undergo a medical examination when required
· [bookmark: _Toc346187757]Fail to cooperate with any part of the testing process
· [bookmark: _Toc346187758]Fail to sign Step 2 of the alcohol test form
· [bookmark: _Toc346187759]Once test is underway, fail to remain at site and provide a specimen, or
· [bookmark: _Toc346187760]The MRO verifies that you provided an adulterated/substituted sample

[bookmark: _Toc346187761]For pre-employment tests only, failure to appear, aborting the collection before the test commences, or failure to remain at site prior to commencement of test is NOT a test refusal.
[bookmark: _Toc346187762]Prohibited Conduct
· [bookmark: _Toc346187763]All covered employees are prohibited from reporting for duty or remaining on duty anytime there is a quantifiable presence of a prohibited drug in the body above the minimum threshold defined in 59 CFR Part 40, as amended.
· [bookmark: _Toc346187764]Each covered employee is prohibited from consuming alcohol while performing safety-sensitive job functions or while on-call to perform safety-sensitive job functions.  If an on-call employee has consumed alcohol, they must acknowledge the use of alcohol at the time that they are called to report for duty.  The covered employee must take an alcohol test, if the covered employee claims ability to perform his or her safety-sensitive function.
· [bookmark: _Toc346187765]The transit department shall not permit any covered employee to perform or continue to perform safe-sensitive functions if it has actual knowledge that the employee is using alcohol.
· [bookmark: _Toc346187766]Each covered employee is prohibited from reporting to work or remaining on duty requiring the performance of safety-sensitive functions while having an alcohol concentration of 0.02 or greater regardless of when the alcohol was consumed.
· [bookmark: _Toc346187767]No covered employee shall consume alcohol for eight (8) hours following involvement in an accident or until he/she submits to the post-accident drug/alcohol test, whichever occurs first.
· [bookmark: _Toc346187768]No covered employee shall consume alcohol within four (4) hours prior to the performance of safety-sensitive job functions.
[bookmark: _Toc346187769]Consequences
Following a positive drug or alcohol (BAC at or above 0.04) test result or test refusal, the employee is immediately removed from safety-sensitive duties, referred to a substance abuse professional (SAP), and (insert transit system disciplinary policy).
FTA Procedures
Following a BAC of 0.02 or greater, but less than 0.04 the employee is immediately removed from safety sensitive duties for at least 8 hours unless a retest results in the employee’s alcohol concentration of less than 0.02.

FMCSA Procedures
Following a BAC of 0.02 or greater, but less than 0.04 the employee is immediately removed from safety sensitive duties until the start of the driver’s next regularly scheduled duty period, but not less than 24 hours following administration of the test.

[bookmark: _Toc346187770]Dilute Samples
Negative dilute – (company decision needed here to test or not to retest dilute negative test results) A negative dilute specimen does not require a retest.  While §
40.197(b) authorizes an employer to obtain one additional test following a negative dilute test result is a valid negative test for DOT’s purposes.  You must treat all employees the same for this purpose.  For example, you must not retest some employees and not others.  You may, however, establish different policies for different types of tests (i.e., conduct retests in pre-employment situations but not in random test situations).  You must treat the result of the second test as the test result of record.
Dilute negative results 2-5 mg/dl requires an immediate recollection under direct observation.
[bookmark: _Toc346187771]Split Sample
(Company Name) will guarantee that the cost for the split specimen test is covered in order for a timely analysis of the sample however, the employee is required to pay for the split sample test.
[bookmark: _Toc346187772]Zero Tolerance (if no second chance policy)
Per company policy, any employee who tests positive for drugs and/or alcohol or refuses to test will be referred to a SAP and terminated from employment.
[bookmark: _Toc346187773]Return to Duty Testing (if company has a second chance policy)
Any employee, who is allowed to return to duty after a refusal to submit to a test or failing an alcohol and/or drug test, must first be evaluated by a SAP and terminated from employment.
[bookmark: _Toc346187774]Follow-Up Testing (if company has a second chance policy)
Employees returning to duty following leave for substance abuse rehabilitation will be required to undergo unannounced follow-up alcohol and/or drug testing as directed by the SAP.  The number and frequency of such follow-up testing shall be directed by the SAP.  The employee will be subject to follow-up testing for a period of 1 to 5 years as determined by the SAP.  All testing will be conducted in accordance with Part 40, subpart 0.  (Company needs to decide who pays for rehabilitation services and if employee can use sick leave or annual leave during the rehabilitation program.)
[bookmark: _Toc346187775]Employee Admission of Alcohol and Controlled Substances Use
FMCSA Procedures
 Employees who admit to alcohol misuse or controlled substances use are not subject to the referral, evaluation and treatment requirements of part 382 and part 40 provided that:
· [bookmark: _Toc346187776]The admission is in accordance with a written employer established voluntary self-identification program or policy that meets the requirements of a qualified voluntary self identification program;
· [bookmark: _Toc346187777]The driver does not self identify in order to avoid testing;
· [bookmark: _Toc346187778]The driver makes the admission of alcohol misuse or controlled substances use prior to performing a safety sensitive function (i.e., prior to reporting for duty); and
· [bookmark: _Toc346187779]The driver does not perform a safety sensitive function until the employer is satisfied that the employee has been evaluated and has successfully completed education or treatment requirements in accordance with the self-identification program guidelines.
· [bookmark: _Toc346187780]A qualified voluntary self-identification program or policy must contain the following elements:
· [bookmark: _Toc346187781]It must prohibit the employer from taking adverse action against an employee making a voluntary admission of alcohol misuse or controlled substances use within the parameters of the program or policy and the above list of this section;
· [bookmark: _Toc346187782]It must allow the employee sufficient opportunity to seek evaluation, education or treatment to establish control over the employee’s drug or alcohol problem;
· [bookmark: _Toc346187783]It must permit the employee to return to safety sensitive duties only upon successful completion of an educational or treatment program, as determined by a drug and alcohol abuse evaluation expert (i.e., employee assistance professional, substance abuse professional, or qualified drug and alcohol counselor;
· [bookmark: _Toc346187784]It must ensure that:
· [bookmark: _Toc346187785]Prior to the employee participating in a safety sensitive function, the employee shall undergo a return to duty test with a result indicating and alcohol concentration of less than 0.02 and or 
· [bookmark: _Toc346187786]Prior to the employee participating in a safety sensitive function, the employee shall undergo a return to duty controlled substance test with a verified negative test result for controlled substances use; and
· [bookmark: _Toc346187787]It may incorporate employee monitoring and include non-DOT follow-up testing

[bookmark: _Toc346187788]Prescription Drug Use (this section is optional)
The appropriate use of legally prescribed drugs and non-prescription medication is not prohibited.  It is however, the employee’s responsibility to inform the physician of the employee’s job duties and determine from the physician, or other health care professional, whether or not the prescribed drug may impair their job performance or mental or motor function.  It is the responsibility of the employees to remove themselves from service if they are unfit for duty.
Pursuant to the company authority, employees are required to report the use of medically authorized drugs or other substances that may create a direct threat by impairing job performance of safe-sensitive functions to his/her supervisor and provide proper written medical authorization to work from a physician.
Pursuant to company authority, failure to report the use of such drugs or failure to provide proper evidence of medical authorization may result in disciplinary action.
[bookmark: _Toc346187789]Drug Free Work Place Act of 1988
In accordance with the Drug Free Work Place Act of 1988, an employee who is convicted of any criminal drug statute for a violation, occurring in the workplace shall notify (insert who you want notified) no later than five days after such a conviction.







 


“Release of Information Form – 49 CRF Part 40 Drug and Alcohol Testing”

Section I.  To be completed by the new employer, signed by the employee, and transmitted to the previous employer:

Employee Printed or Typed Name:                                                         

Employee SS or ID Number:
 I hereby authorize release of information from my Department of Transportation regulated drug and alcohol testing records by my previous employer, listed in Section I-B, to the employer listed in Section I-A.  This release is in accordance with DOT Regulation 49 CFR 40, Section 40.25.  I understand that information to be released in Section II-A by my previous employer is limited to the following DOT-regulated testing items:

1. Alcohol tests with a result of 0.04 or higher;
2. Verified positive drug tests;
3. Refusals to be tested;
4. Other violations of DOT agency drug and alcohol testing regulations;
5. Information obtained from previous employers of a drug and alcohol rule violation;
6. Documentation, if any, of completion of the return-to-duty process following a rule violation.


Employee Signature: 					Date:

I-A.
New Employer Name:

Address:

Phone Number:

Designated Employer Representative:

I-B.
Previous Employer Name:

Address:

Phone Number:

Designated Employer Representative (if known):


Section II.  To be completed by the previous employer and transmitted by mail or fax to the new employer.

II-A.  In the two years prior to the date of the employee’s signature in Section I, for DOT-regulated testing:
1. Did the employee have alcohol tests with a result of 0.04 or higher?    Yes     No
2. Did the employee have verified positive drug tests?			     Yes     No
3. Did the employee refuse to be tested?				     Yes     No
4. Did the employer have other violations of DOT agency drug and alcohol testing regulations?								     Yes     No
5. Did a previous employer report a drug and alcohol rule violation to you?
									      Yes     No
6.  If you answered “yes” to any of the above items, did the employee
complete the return-to-duty process?				      Yes     No

NOTE:  If you answered “yes” to item 5, you must provide the previous employer’s report.  If you answered “yes” to Item 6 you must also transmit the appropriate return-to-duty documentation (e.g. SAP report(s), follow-up testing record).


II-B.

Name of person providing information in Section II-A:

Title:

Phone Number:

Date:    







Employee Receipt of Policy 
	


Attachment A
NAME:							   DATE:

ID or SS Number:  					  Job Title:


Attached is a copy of the Drug and Alcohol Policy, dated 			      .  Your signature below certifies that you have received a copy of the policy and agree to comply with said policy.  Please sign and return this form to 						           .  Please contact 			                      at				    if you have any questions.


Employee Signature
 




[bookmark: _Toc346013444]

APPENDIX H – IN-STATE PER DIEM RATE AND OUT OF STATE TRAVEL FORM

[bookmark: _Toc346013445]
IN-STATE TRAVEL REIMBURSEMENT
Travel within the state by subrecipient must follow the state approved per diem and mileage rates.
[bookmark: _Toc346013446]OUT-OF-STATE TRAVEL REQUEST 
The form for Out-of-State requests is on the following page.  The request must be sent to the Modal Programs Transit Section for approval prior to travel.

REQUEST FOR OUT-OF-STATE TRAVEL
AGENCY NAME							DATE
Agency Address
Name and Title of Person Making Request
Request is made for authorization of travel for the purpose of meeting the following professional needs






(Additional information such as meeting agenda and registration forms should be attached.)

Meeting Sponsor (if applicable)
Location of Meeting
Mode of Transportation
Lodging (specify if known)
Date and Place of Departure
Date and Place of Return

ESTIMATED COST
			Transportation
			Registration/Conference Fee
			Lodging
			Meals
			In City Transportation
				Taxi
				Car Rental
				Other (explain)

TOTAL ESTIMATED COST

CHARGE TO:  Section 5307______ Section 5311______ Other (specify)_________
Grant Number
Charge Code (if known)




Signature of Person Making Request		Approved:
Bureau of Transportation Planning and Modal Programs


Agency Signature of Authority	


[bookmark: _Toc346013447]















APPENDIX I – ALABAMA ASSOCIATION OF REGIONAL COUNCILS
























Alabama Association of Regional Council (AARC)
(Updated 03/13)
	Mr. Tyson Howard
South Central Alabama Development Commission
5900 Carmichael Place
Montgomery, AL  36117
(334)244-6903
FAX (334) 270-0038
Counties: Bullock, Butler, Crenshaw, Lowndes, Macon, and Pike
	Mr. Keith Jones
Northwest Alabama Council of Local Governments
P. O. Box 2603
Muscle Shoals, AL  35662
(256) 389-0500
FAX (256) 389-0599
Counties: Colbert, Franklin, Lauderdale, Marion, and Winston
	Mr. James Curtis
East Alabama Regional Planning and Development Comm.
P. O. Box 2186
Anniston, AL  36202
(256) 237-6741
FAX (256) 237-6763
Counties: Calhoun, Chambers, Cherokee, Clay, Cleburne, Tallapoosa, Coosa, Etowah, Randolph, and Talladega

	Mr. Robert Culver
Top of Alabama Regional Council of Governments
5075 Research Drive NW
Huntsville, AL  35805
(256) 830-0818
FAX (256)830-0843
Counties: DeKalb, Jackson, Limestone, Madison, and Marshall
	Mr. Charles Ball
Regional Planning Comm. of Greater Birmingham
1731  1st  Ave. N, Suite 200
Birmingham, AL  35203
(205) 251-8139
FAX (205) 328-3304
FAX (205) 264-8480
Counties: Blount, Chilton, Jefferson, Shelby, St. Clair, and Walker
	Mr. Greg Clark
Central Alabama Regional Planning and Dev. Comm.
430 South Court Street
Montgomery, AL  36104
(334) 262-4300
FAX (334) 262-6976
Counties: Autauga, Elmore, and Montgomery

	Mr. Robert Lake
West Alabama Regional Commission
P.O. Box 509
Northport, AL  35476
(205) 333-2990
FAX (205) 333-2713
Counties: Bibb, Fayette, Greene, Hale, Lamar, Pickens, & Tuscaloosa 
	Mr. Russell Wimberly
South Alabama Regional Planning Commission
P. O. Box 1665
Mobile, AL  36633
(251) 433-6541
FAX (251) 433-6009
Counties: Mobile, Baldwin, and Escambia
	Mr. Thomas B. Solomon
Southeast Alabama Regional Planning & Dev. Commission
P. O. Box 1406
Dothan, AL  36302
(334) 794-4093
FAX (334) 794-3288
Counties: Barbour, Coffee, Covington, Dale, Geneva, Henry, and Houston

	Ms. Suzanne Burnette
Lee-Russell Council of Governments
2207 Gateway Drive
Opelika, AL  36801
(334) 749-5264
FAX (334) 749-6582
Counties: Lee and Russell
	Ms. Stephanie Franklin
North Central Alabama Regional Council of Gov.
P. O. Box C
Decatur, AL  35602
(256) 355-4515
FAX (256) 351-1380
Counties: Cullman, Lawrence and Morgan
	Mr. John Clyde Riggs
Alabama-Tombigbee Regional Commission
107 Broad Street
Camden, AL  36726
(334) 682-4234
FAX (334) 682-4205
Counties: Choctaw, Clarke, Conecuh, Dallas, Marengo, Monroe, Perry, Sumter,  Washington, and Wilcox





REFERENCES

a. Federal Transit Laws, Title 49, United States Code, Chapter 53. 
b. Safe, Accountable, Flexible, Efficient Transportation Equity Act: A Legacy for Users, (SAFETEA-LU) (Pub. L. 109-59, 119 Stat. 1144, Aug. 10, 2005). 
c. Americans with Disabilities Act of 1990, as amended, 42 U.S.C. 12101 et seq. 

d. Section 504 of the Rehabilitation Act of 1973, as amended, 29 U.S.C. 794. 
e. Title VI of the Civil Rights Act of 1964, as amended, 42 U.S.C.2000d 
f. Title VII of the Civil Rights Act of 1964, as amended, 42 U.S.C.2000e
g. Buy America 49 CFR part 661.
h. Charter Service 49 CFR part 604.
i. Clean Air Act, as amended, 42 U.S.C. 7401 et seq. 
j. Section 404 of the Clean Water Act, as amended, 33 U.S.C. 1344. 
k. Lobbying Restrictions, 31 U.S.C. 1352. 
l. Disadvantaged Business Enterprises, 23 U.S.C. 101 note. 
m. Age Discrimination Act of 1975, as amended, 42 U.S.C. 6101 et seq. 
n. National Environmental Policy Act of 1969, as amended, 42 U.S.C. 4321 et seq. 
o. Davis-Bacon Act, as amended, 40 U.S.C. 3141 et seq. 
p. Drug-Free Workplace Act of 1988, as amended, 41 U.S.C.701 et seq. 
q. U.S. DOT regulations, "New Restrictions on Lobbying," 49 CFR part 20. 
r. U.S. DOT regulations, "Nondiscrimination in Federally-Assisted Programs of the Department of Transportation-Effectuation of Title VI of the Civil Rights Act of 1964," 49 CFR part 21. 
s. U.S. DOT regulations, "Participation by Disadvantaged Business Enterprises in Department of Transportation Financial Assistance Programs," 49 CFR part 26. 
t. U.S. DOT regulations, "Nondiscrimination on the Basis of Disability in Programs or Activities Receiving Federal Financial Assistance," 49 CFR part 27. 
u. U.S. DOT regulations, "Government wide Debarment and Suspension (Nonprocurement)," 49 CFR part 29. 
v. U.S. DOT regulations, "Government wide Requirements for Drug-Free Workplace (Financial Assistance)," 49 CFR part 32. 
w. U.S. DOT regulations, "Transportation Services for Individuals with Disabilities (ADA)," 49 CFR part 37. 
x. U.S. DOT regulations, "Americans with Disabilities Act (ADA) Accessibility Specifications for Transportation Vehicles," 49 CFR part 38. 
y. U.S. DOT regulations, "Procedures for Transportation Workplace Drug and Alcohol Testing Programs," 49 CFR part 40. 
z. Office of Management and Budget Circular A-87, "Cost Principles for State, Local, and Indian Tribal Governments," codified at 2 CFR part 225, Aug. 31, 2005. 

aa. U.S. Department of Transportation Order to Address Environmental Justice in Minority Populations and Low-Income Populations, 62 FR 18377 (Apr. 15, 1997). 
ab. FTA Circular 4220.1E, "Third Party Contracting Requirements," June 19, 2003. 
ac. FTA Circular 4702.1, "Title VI Program Guidelines for FT A Recipients," Oct. 1, 1998. 
ad. FTA Circular 5010.1C, "Grant Management Guidelines," Oct. 1, 1998. 
ae. FTA Circular 9030.1 C, "Urbanized Formula Program Guidance and Application Instructions," Oct. 1, 1998. 
af. FTA Circular 9040.1F, "Nonurbanized Area Formula Program Guidance and Application Instructions," Apr. 1, 2007. 
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17 .   I   c e r t i f y   t h a t   t h e   w i t hi n   a m o un t   s h o w n   a s   a   t o t a l   i n   c o lu m n   1 4   ( a m o un t   du e )   i s   c o rr e c t ,   a n d   unp a id .       C l a i m a n t ' s   S ign a t u re   S w o rn   a n d   s ub sc r ib e d   b e f o re   m e   t h e   6 th   d a y   o f   D e c e m b e r   2012     18 .   A pp r o v e d   B y :   M ul t i m o d a l   T r a n s p o r t a t i o n   E ngin ee r  
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Explanation of invoice and description






















































16.











		17.	I certify that the within amount shown as a total in column 14 (amount due) is correct, and unpaid.





Claimant's Signature

Sworn and subscribed before me the	6th

day of	December	2012

		

		18. Approved By:

Multimodal Transportation Engineer
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Recap of Costs

Operations Approved

Current Month Prior Year-to-Date  Line Item

Expenditures Expenditures Expenditures Budget

Drivers Salaries 6,991.00 40,000.00 46,991.00 48,000.00

Fringe Benefits 2,545.00 10,000.00 12,545.00 13,000.00

Maintenance & Repairs 2,500.00 3,500.00 6,000.00 6,000.00

Tires 96.00 1,747.00 1,843.00 2,500.00

Fuel & Oil 1,500.00 10,529.00 12,029.00 15,000.00

Insurance 2,000.00 6,752.00 8,752.00 10,000.00

Drug Testing 125.00 228.00 353.00 500.00

Uniforms 75.00 750.00 825.00 1,000.00

Total Expenses 15,832.00 73,506.00 89,338.00 96,000.00

20% of Expenses 3,166.40 14,701.20 17,867.60

Farebox 1,992.00 1,992.00 3,984.00

Additional Contract 1,174.40 12,709.20 13,883.60

Total Revenue 3,166.40 14,701.20 17,867.60

Total Operating Deficit 12,665.60 58,804.80 71,470.40

less: Local 50% Match 6,332.80 29,402.40 35,735.20

Amount Due 6,332.80 29,402.40 35,735.20

rounded to nearest $ 6,333.00 29,402.00 35,735.00
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Remember all fares must come off the top according to Federal regulations, even if more than 20%

20% monthly
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Recap of Costs


Operations Approved


Current Month Prior Year-to-Date  Line Item


Expenditures ExpendituresExpenditures Budget


Drivers Salaries 6,991.00 40,000.00 46,991.00 48,000.00


Fringe Benefits 2,545.00 10,000.00 12,545.00 13,000.00


Maintenance & Repairs 2,500.00 3,500.00 6,000.00 6,000.00


Tires 96.00 1,747.00 1,843.00 2,500.00


Fuel & Oil 1,500.00 10,529.00 12,029.00 15,000.00


Insurance 2,000.00 6,752.00 8,752.00 10,000.00


Drug Testing 125.00 228.00 353.00 500.00


Uniforms 75.00 750.00 825.00 1,000.00


Total Expenses 15,832.00 73,506.00 89,338.00 96,000.00


20% of Expenses 3,166.40 14,701.20 17,867.60


Farebox 1,992.00 1,992.00 3,984.00


Additional Contract 1,174.40 12,709.20 13,883.60


Total Revenue 3,166.40 14,701.20 17,867.60


Total Operating Deficit 12,665.60 58,804.80 71,470.40


less: Local 50% Match 6,332.80 29,402.40 35,735.20


Amount Due 6,332.80 29,402.40 35,735.20


rounded to nearest $ 6,333.00 29,402.00 35,735.00
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Sheet1


			Recap of Costs


			Operations												Approved


						Current Month			Prior			Year-to-Date			Line Item


						Expenditures			Expenditures			Expenditures			Budget


			Drivers Salaries			6,991.00			40,000.00			46,991.00			48,000.00


			Fringe Benefits			2,545.00			10,000.00			12,545.00			13,000.00


			Maintenance & Repairs			2,500.00			3,500.00			6,000.00			6,000.00


			Tires			96.00			1,747.00			1,843.00			2,500.00


			Fuel & Oil			1,500.00			10,529.00			12,029.00			15,000.00


			Insurance			2,000.00			6,752.00			8,752.00			10,000.00


			Drug Testing			125.00			228.00			353.00			500.00


			Uniforms			75.00			750.00			825.00			1,000.00


			Total Expenses			15,832.00			73,506.00			89,338.00			96,000.00


			20% of Expenses			3,166.40			14,701.20			17,867.60


			Farebox			1,992.00			1,992.00			3,984.00


			Additional Contract			1,174.40			12,709.20			13,883.60


			Total Revenue			3,166.40			14,701.20			17,867.60


			Total Operating Deficit			12,665.60			58,804.80			71,470.40


			less: Local 50% Match			6,332.80			29,402.40			35,735.20


			Amount Due			6,332.80			29,402.40			35,735.20


			rounded to nearest $			6,333.00			29,402.00			35,735.00
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Recap of Costs

Administration Approved

Current Month Prior Year-to-Date  Line Item

Expenditures Expenditures Expenditures Budget

Adm. Salaries 4,548.48 43,206.41 47,754.89 48,000.00

Fringe Benefits 816.23 11,784.93 12,601.16 13,000.00

Office Supplies 39.00 5,039.26 5,078.26 6,000.00

Rent 250.00 1,250.00 1,500.00 1,500.00

Telephone 65.66 750.00 815.66 100.00

Audit 150.00 300.00 450.00 500.00

Postage 15.25 75.35 90.60 150.00

Printing 35.00 284.00 319.00 350.00

Utilities 260.00 2,600.00 2,860.00 3,000.00

Travel 15.00 150.00 165.00 200.00

Internet 20.00 200.00 220.00 250.00

Total Expenses 6,214.62 65,639.95 71,854.57 73,050.00

20% of Expenses 1,242.92 13,127.99 14,370.91

Amount Due 4,971.70 52,511.96 57,483.66

rounded to nearest $ 4,972.00 52,512.00 57,484.00


Microsoft_PowerPoint_Slide1.sldx






19

All revenue needs to be reported on this page.  If you have a negative amount - you really are getting money from somewhere to pay for those checks.  That is what it is actually costing the county to support the transit program.
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Recap of Costs


Administration Approved


Current Month Prior Year-to-Date  Line Item


Expenditures ExpendituresExpenditures Budget


Adm. Salaries 4,548.48 43,206.41 47,754.89 48,000.00


Fringe Benefits 816.23 11,784.93 12,601.16 13,000.00


Office Supplies 39.00 5,039.26 5,078.26 6,000.00


Rent 250.00 1,250.00 1,500.00 1,500.00


Telephone 65.66 750.00 815.66 100.00


Audit 150.00 300.00 450.00 500.00


Postage 15.25 75.35 90.60 150.00


Printing 35.00 284.00 319.00 350.00


Utilities 260.00 2,600.00 2,860.00 3,000.00


Travel 15.00 150.00 165.00 200.00


Internet 20.00 200.00 220.00 250.00


Total Expenses 6,214.62 65,639.95 71,854.57 73,050.00


20% of Expenses 1,242.92 13,127.99 14,370.91


Amount Due 4,971.70 52,511.96 57,483.66


rounded to nearest $ 4,972.00 52,512.00 57,484.00
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			Recap of Costs


			Administration												Approved


						Current Month			Prior			Year-to-Date			Line Item


						Expenditures			Expenditures			Expenditures			Budget


			Adm. Salaries			4,548.48			43,206.41			47,754.89			48,000.00


			Fringe Benefits			816.23			11,784.93			12,601.16			13,000.00


			Office Supplies			39.00			5,039.26			5,078.26			6,000.00


			Rent			250.00			1,250.00			1,500.00			1,500.00


			Telephone			65.66			750.00			815.66			100.00


			Audit			150.00			300.00			450.00			500.00


			Postage			15.25			75.35			90.60			150.00


			Printing			35.00			284.00			319.00			350.00


			Utilities			260.00			2,600.00			2,860.00			3,000.00


			Travel			15.00			150.00			165.00			200.00


			Internet			20.00			200.00			220.00			250.00


			Total Expenses			6,214.62			65,639.95			71,854.57			73,050.00


			20% of Expenses			1,242.92			13,127.99			14,370.91


			Amount Due			4,971.70			52,511.96			57,483.66


			rounded to nearest $			4,972.00			52,512.00			57,484.00
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Account  Amount  Assigned Category

Salaries

  Director $40,000 Administration

  Secretary $25,000 Administration

  Bookkeeper $30,000 Administration

  Dispatcher $28,000 Hours

  Drivers $105,000 Hours

 Mechanic $32,000 Hours

Fringes

  Drivers $10,000 Hours

  Dispatcher $1,500 Hours

  Mechanic $3,000 Hours

  All other positions $15,000 Administration

Fuel $65,000 Miles

Tires $4,000 Miles

Vehicle Maint. & Repair $15,000 Miles

Tags $600 Miles

Vehicle Insurance $52,000 Miles

Parking $3,600 Miles

Bldg. & Contents Insurance $1,000 Administration

Training & Travel $500 Administration

Printing & Advertising $500 Miles

Postage $400 Administration

Office Supplies $2,000 1/2 Hours, 1/2 Administration

Office Rent $6,000 Administration

Shop Rent $4,800 Miles

Utilities $3,600 Administration

Legal, Accounting, Audit $8,000 Administration

Drug Testing & Physicals $1,000 Hours

Dues, Fees, and Registrations $600 Hours

Telephone $4,000 1/2 Hours, 1/2 Administration

Office Equipment $2,000 Administration

Communication System $4,000 Miles

Janitorial $1,200 Administration

Uniforms $3,000 Hours

Depreciation $50,000 Administration

TOTAL $522,300
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		Account				 Amount 				Assigned Category



		Salaries

		  Director				$40,000				Administration

		  Secretary				$25,000				Administration

		  Bookkeeper				$30,000				Administration

		  Dispatcher				$28,000				Hours

		  Drivers				$105,000				Hours

		 Mechanic				$32,000				Hours

		Fringes

		  Drivers				$10,000				Hours

		  Dispatcher				$1,500				Hours

		  Mechanic				$3,000				Hours

		  All other positions				$15,000				Administration

		Fuel				$65,000				Miles

		Tires				$4,000				Miles

		Vehicle Maint. & Repair				$15,000				Miles

		Tags				$600				Miles

		Vehicle Insurance				$52,000				Miles

		Parking				$3,600				Miles

		Bldg. & Contents Insurance				$1,000				Administration

		Training & Travel				$500				Administration

		Printing & Advertising				$500				Miles

		Postage				$400				Administration

		Office Supplies				$2,000				1/2 Hours, 1/2 Administration

		Office Rent				$6,000				Administration

		Shop Rent				$4,800				Miles

		Utilities				$3,600				Administration

		Legal, Accounting, Audit				$8,000				Administration

		Drug Testing & Physicals				$1,000				Hours

		Dues, Fees, and Registrations				$600				Hours

		Telephone				$4,000				1/2 Hours, 1/2 Administration

		Office Equipment				$2,000				Administration

		Communication System				$4,000				Miles

		Janitorial				$1,200				Administration

		Uniforms				$3,000				Hours

		Depreciation				$50,000				Administration



		TOTAL				$522,300
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RESOURCE VARIABLES Cost % of Total Costs Unit Cost

Miles 256,241           146,100 $      28% 0.570 $         

Hours 12,540             190,900 $      37% 15.22 $         

Vehicles 10                     185,300 $      35% 18,530 $       

 

Expense Account Hours Miles AdministrationAnnual Cost

LABOR

Drivers 105,000 $       105,000 $     

Dispatcher 28,000 $          28,000 $       

Mechanic 32,000 $          32,000 $       

Others   95,000 $                95,000 $       

FRINGE BENEFITS

Drivers 10,000 $          10,000 $       

Dispatcher 1,500 $            1,500 $         

Mechanic 3,000 $            3,000 $         

Others 15,000 $                15,000 $       

SERVICES

Vehicle Maint & Repair 15,000 $         15,000 $       

Training & Travel 500 $                      500 $             

Office Rent 6,000 $                  6,000 $         

Shop Rent 4,800 $            4,800 $         

Utilities 3,600 $                  3,600 $         

Legal, Accounting, Audit 8,000 $                  8,000 $         

Drug Testing & Physicals 1,000 $            1,000 $         

Dues, Fees & Registrations 600 $               600 $             

Telephone 2,000 $            2,000 $                  4,000 $         

Communication System 4,000 $           4,000 $         

Janitorial 1,200 $                  1,200 $         

Parking 3,600 $           3,600 $         

LIABILITY

Vehicle Insurance 52,000 $         52,000 $       

Bldg. & Contents 1,000 $                  1,000 $         

MATERIALS & SUPPLIES

Fuel, Oil 65,000 $         65,000 $       

Tires 4,000 $           4,000 $         

Tags, Titles, Licenses 600 $              600 $             

Printing & Advertising 500 $              500 $             

Postage 400 $              400 $             

Office Supplies 1,000 $           1,000 $                  2,000 $         

Office Equipment 2,000 $                  2,000 $         

Uniforms 3,000 $            3,000 $         

DEPRECIATION ON VEHICLES 50,000 $               50,000 $      

 

TOTALS 190,900 $      146,100 $     185,300 $             522,300 $    
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		RESOURCE VARIABLES								Cost		% of Total Costs		Unit Cost



		Miles				256,241				$   146,100		28%		$   0.570

		Hours				12,540				$   190,900		37%		$   15.22

		Vehicles				10				$   185,300		35%		$   18,530

												 



		Expense Account				Hours				Miles		Administration		Annual Cost



		LABOR

		Drivers				$   105,000								$   105,000

		Dispatcher				$   28,000								$   28,000

		Mechanic				$   32,000								$   32,000

		Others				 						$   95,000		$   95,000

		FRINGE BENEFITS

		Drivers				$   10,000								$   10,000

		Dispatcher				$   1,500								$   1,500

		Mechanic				$   3,000								$   3,000

		Others										$   15,000		$   15,000

		SERVICES

		Vehicle Maint & Repair								$   15,000				$   15,000

		Training & Travel										$   500		$   500

		Office Rent										$   6,000		$   6,000

		Shop Rent				$   4,800								$   4,800

		Utilities										$   3,600		$   3,600

		Legal, Accounting, Audit										$   8,000		$   8,000

		Drug Testing & Physicals				$   1,000								$   1,000

		Dues, Fees & Registrations				$   600								$   600

		Telephone				$   2,000						$   2,000		$   4,000

		Communication System								$   4,000				$   4,000

		Janitorial										$   1,200		$   1,200

		Parking								$   3,600				$   3,600

		LIABILITY

		Vehicle Insurance								$   52,000				$   52,000

		Bldg. & Contents										$   1,000		$   1,000

		MATERIALS & SUPPLIES

		Fuel, Oil								$   65,000				$   65,000

		Tires								$   4,000				$   4,000

		Tags, Titles, Licenses								$   600				$   600

		Printing & Advertising								$   500				$   500

		Postage								$   400				$   400

		Office Supplies								$   1,000		$   1,000		$   2,000

		Office Equipment										$   2,000		$   2,000

		Uniforms				$   3,000								$   3,000

		DEPRECIATION ON VEHICLES										$   50,000		$   50,000

														 

		TOTALS				$   190,900				$   146,100		$   185,300		$   522,300
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