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Tompkins County, New York

Federal Transit Administration Grant Management Procedures

Revised 6/1/2009
Purpose: 

These procedures provide a check list of activities to complete to initiate, apply for, receive, expend and report on Federal Transit Administration (FTA) grants in Tompkins County. The County most commonly applies for Section 5307 Urban Formula, Section 5309 Discretionary Bus, Section 5311 Non-Urban Formula, Section 5316 Job Access & Reverse Commute and Section 5317 New Freedom programs. 

1. Grant Initiation 

a. Grants are used to request funding for projects or grant activities. As the Designated Recipient for Sec 5307 and 5309 programs by the Governor of New York State, the County solicits projects from public transportation operators and proposes FTA-funded projects to the Ithaca-Tompkins County Transportation Council (I-TCTC) for its consideration. The I-TCTC selects projects for inclusion in its Transportation Improvement Program (TIP). I-TCTC's TIP is incorporated into the New York State Transportation Improvement Program (STIP) on a periodic basis. All projects must be approved through the TIP/STIP planning process in order to be eligible for funding in a FTA grant. 
b. Capital and planning projects require 20% local matching funds. New York State DOT will provide a 10% match for capital and planning projects. The remaining 10% comes from local sources either through TCAT's capital budget, the County, another contract operator or fund source. 
c. The maximum level of federal operating assistance is 50% of the gross deficit (total costs less user revenue). 
d. All local funding commitments must be secured prior to applying for FTA grants.
2. Grant Application
a. General 
i. The grant application process includes securing authorization to apply, performing pre-application planning activities (as required), entering the grant application on-line using TEAM and executing contract awards.

b. Tompkins County Responsibilities
i. County as FTA Recipient and Grantee: New York State designates the County to be the FTA Recipient or Grantee for certain FTA programs (typically Sec 5307, 5309 and any 5311, 5316 or 5317 funds that are transferred to the 5307 program.) As a FTA Recipient, Tompkins County executes an annual certification of compliance with FTA requirements as published in the Master Agreement. The County is the grant applicant. The County receives and disperses FTA funds. The County is responsible for reporting on the use of federal funds. These requirements come into force under the County's responsibilities as the FTA Recipient. The cost to the County to perform these functions is a reimbursable expense under FTA grants.
ii. The County Legislature authorizes all FTA grants by resolution. Grant resolutions are written by the Chief Transportation Planner and submitted to the County Legislative Capital and Budget Committee for their recommendation to the full legislature.
· Resolutions for Sec 5307 and 5309 grants will authorize the County Contract Coordinator to execute the grant award and any other third party agreement.
· Resolutions for one-time program grants will authorize the County Administrator to execute the grant award and any other third party agreement.
iii. The Chief Transportation Planner will prepare, coordinate or manage pre-application planning work as required by FTA. This includes providing: 
· Documentation requested by the FTA Community Planner to make NEPA (environmental review) determinations.
· Project Memorandums of Understanding
· Job Access & Reverse Commute Plan
· Coordinated Public Transit - Human Service Transportation Plan 
· Making presentations to FTA staff, as requested. Pre-application planning may involve hiring and managing work by consultants as needed.
iv. The Chief Transportation Planner will publish a Program of Projects as a display advertisement, solicit public comment, and conduct public information meetings or hearings as necessary. The Chief Transportation Planner will use TEAM to:
· enter all the grant application data, budget, milestones and narratives, including all grant amendments
· update Tompkins County recipient information
· respond to FTA comments and requests.
v. The Chief Transportation Planner will:
· prepare new capital leases and service agreements for sub-recipients and other contractors who contract directly with the County to operate service.
· prepare all Subrecipient Agreements.

· coordinate with TCAT with capital planning as needed.
· provide project descriptions, budgets and milestones for non-TCAT projects in the County grant.
· be the primary grant management contact for FTA and be the National Transit Data Base contact.
a. The NTD contact may be assigned to TCAT. 
b. Other contractors shall report data required for NTD to TCAT on a timely basis.

vi. The County Administrator and the County Contracts Coordinator/Risk Manager are authorized by the County to execute grant awards and federal certifications on behalf of Tompkins County. 
c. TCAT Responsibilities
i. Plan and manage its capital budget to secure funding for grant projects.
ii. Commit local matching funds.
iii. Provide project descriptions, budgets and milestones for TCAT projects to the County. 
iv. Prepare Disadvantage Enterprise Plan, Annual Goal, reports and certifications. 

d. Other Sub-Recipient Responsibilities
i. The current I-TCTC TIP includes projects for operators other than TCAT.
ii. Commit local matching funds.
iii. Provide project descriptions, budgets and milestones for projects to the County.
e. NYSDOT Responsibilities
i. Provide local matching funds for capital and planning projects through the NYSDOT Supplemental Agreement process with the County.
ii. Transfer grant funds from the Sec 5311 to Sec 5307 programs as needed for operating assistance.
3. Grant Management
a. General
i. The management process begins in earnest after the grant award is made. Management processes include keeping accounts of grant project budgets and expenditures, amending grant budgets, project implementation, procurement activity, receiving FTA funds, filing quarterly reports, and closing out grants.
b. County Responsibilities
i. As the grant recipient of FTA funds, the County has the overall responsibility for grant management to be conducted in compliance with federal regulations. The County will delegate responsibility for management activity to capable sub-recipients, such as TCAT, to manage their project implementation. However, the County remains accountable to the FTA for compliance with all applicable federal rules.
ii. The County will prepare and execute a Sub-recipient Agreement with  TCAT for all grants, within 30 days of a grant award.

· The Sub-recipient Agreement will set forth funding limits and grant management authority for each project. 

· The format may be a memorandum of understanding.   

iii. The County will conduct grant management activities, including project accounting and procurement, for County projects funded under FTA grants.
iv. The Finance Director will execute draw downs of Federal funds, using the ECHO system, after a documented request is made by a sub-recipient (see Section 5). 
v. The Chief Transportation Planner will provide budget adjustments, financial status and milestone revisions and project histories for County projects in TEAM.
vi. The Chief Transportation Planner will coordinate quarterly report submittals with TCAT staff for Financial Status Reports and Milestone Reports in TEAM.
c. TCAT Responsibilities
i. In general, TCAT, as the prime sub-recipient of FTA funds through the County, will conduct grant and project management activities in accordance with applicable federal requirements, subject to County oversight.
ii. TCAT will document its requests to the County to drawdown FTA funds.
iii. TCAT will carry out all procurement activities for TCAT-managed projects.
iv. TCAT will provide budget adjustments, financial status and milestone revisions and project histories for TCAT projects in TEAM.
v. The TCAT Controller will prepare quarterly FTA report submittals (financial status and milestones) in TEAM for TCAT Projects. 

vi. Joint TCAT-County Projects.

· There may be projects that are jointly managed by TCAT and the County. Typically, joint projects will be operating assistance projects with a portion of funds managed by TCAT and Section 5316 (JARC) or Sec 5317 (New Freedom) funds managed by the County.

· The TCAT Controller will coordinate with the Chief Transportation Planner to report on and account for FTA funds in Joint County-TCAT managed projects.
· Both the County and TCAT will limit their use of FTA funds to their respective shares as designated in the Sub-recipient Agreement for each grant.

d. Other Contractor Responsibilities
i. For the purpose of grant management activities, projects for other contractors will be County-managed projects. 

4. Satisfactory Continuing Control of Leased Equipment

a. General

The County owns Federal and State-funded buses and other equipment for TCAT (and other contractors) to use in the delivery of public transportation services. The County leases equipment to TCAT through the Third Party Lease and Service Agreement, dated January 1, 2005. The County shall lease equipment to other (third-party) contractors as needed. 
b. County responsibilities

i. County will notify FTA and NYSDOT, in writing within 30 days, when buses or other leased equipment are prematurely withdrawn from service, prepare an analysis of residual Federal and State values, and request permission to re-use capital funds.
ii. County and TCAT will review and revise the list of leased property referenced in the Third Party Lease and Service Agreement and review the disposition of equipment in the prior year by the 15th of January of each year.

iii. County and other contractors will amend the list of leased property referenced in their respective Third Party Lease and Service Agreement by the 30th of January of each year.

iv. The County must give its prior approve for other contractors to retire leased equipment for any reason.  
c. TCAT responsibilities
i. TCAT shall inform the County and FTA, in writing within 5 days, of its intent and justification to prematurely remove a bus or other leased equipment from active service, prior to completing its service life. The County and FTA must give their permission for this action.
ii. TCAT shall provide the County with property records of leased equipment and reconciliation reports for all physical inventories upon request.
iii. TCAT and County will review and revise the list of leased property referenced in the Third Party Lease and Service Agreement and review the disposition of equipment from the prior year by the 15th of January of each year.

d. Other Contractor responsibilities
i. Other contractors shall inform the County immediately, in writing, of their desire to prematurely remove a bus or other leased equipment from active service, prior to completing its service life. The County will notify FTA in writing with 30 days of the County‘s approval of the other contractor’s request.
ii. Other contractors shall inform the County immediately when any leased equipment is removed from active service for any purpose.
iii. Other contractors shall provide the County with property records of leased equipment and reconciliation reports for all physical inventories when so requested.
iv. Other contractors shall turn over surplus leased equipment to the County for disposal.
v. Other contractors and County will amend the list of leased property referenced in their respective Third Party Lease and Service Agreement by the 30th of January of each year.

5. ECHO Draw Down Procedures

a. General

The County and TCAT must comply with the FTA requirement to disperse Federal funds within three days of receipt by the County.

b. County & TCAT Responsibilities
i. The County requires TCAT to provide a list of paid invoices to support each draw down request. 
ii. Where it is necessary for TCAT to receive reimbursement concurrent with disbursement to vendors, TCAT is required to submit evidence that disbursement has been processed prior to release of funds to TCAT. 
iii. TCAT has amended its policy to insure compliance.
Contact Information: Dwight Mengel, Chief Transportation Planner, Tompkins County Department of Social Services, 320 W. State St., Ithaca, NY 14850 607-274-5605

dwight.mengel@dfa.state.ny.us
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