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4 Application Development

Applications in TrAMS are requests for funding and all the details that accompany that request. This user

guide chapter describes the “how-to” steps to create applications and how to search for them. The basic
application workflow is described below.

Recipient organizations draft applications to kick off the application development phase. Transmitted
applications are routed to the recipient’s assigned FTA regional office for initial review for completeness
and accuracy. An additional review may be required based on the application (environmental, civil
rights, and technical). After all reviews are complete, FTA will either return the application to the
recipient to make changes or assign the application a Federal Awards Identification Number (FAIN).
After FAIN assignment, the recipient can formally submit the application for final review.

After the application is formally submitted, FTA will conduct final reviews and reserve funds for the
application. The application may be routed back to the recipient for additional changes if necessary.
Once all approvals are in place, FTA will approve the application and obligate the award funds. Recipient
users with the Official role will receive a task to execute the award. At this point, the award is executed
and moves into the post-award phase of the grant life cycle. A diagram of the application pre-award
phase is documented in Figure 1: Pre-Award Grant Process.
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Figure 1: Pre-Award Grant Process
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4.1 Application/Award Status

Application/Award statuses reflect the different phases of the grant lifecycle. Recipients and FTA users
may view an application at any time, however the actions that they may perform on an application will
depend on the application/award status. Only recipient users with the Submitter or Developer role will

be able to edit the application. All other user roles have read-only access.

The following table lists available statuses of applications prior to award. The right column within the
table labeled as ‘Assignee’ lists all the users who are currently assigned to the application at each status

and are required to take action to advance the application to the next status:
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Pre-Award
Status

In-Progress

Table 1: Application Pre-Award Statuses

Description

Application is in draft mode, either after the
recipient creates the initial application or after the
application is returned to recipient prior to FAIN
assighment.

Assignee

Recipient Developers,

Recipient Submitters

In-Progress /
Returned to
Grantee

(After FAIN)

Application is returned to the recipient from FTA
after FAIN assignment. Funding sources for existing
line items cannot be updated. New projects cannot
be added.

Recipient Developers,
Recipient Submitters,

FTA Pre-Award Managers

Transmitted /
Ready for FTA
Review

Application has been transmitted to FTA for review,
but initial reviews have not yet begun. First, the
Intake Manager assigns the Pre & Post-Award
Managers, who then selects the concurrences
required for the Application.

FTA Intake Managers,
FTA Pre-Award Managers

Initial Review /

FTA initial review is in progress. FTA inputs

FTA Intake Managers,

Ready for FAIN

Concurrence cong.resjslonal release details for discretionary FTA Pre-Award Managers
applications.

Review FTA has completed their initial review of the FTA Pre-Award Managers

Complete / application.

FAIN Assigned /

The FAIN number has been assigned and the

The Submitter may return

Concurrence /
Reservation

FTA completes reservation and sends application to
DOL if required for certification or review. FTA adds
discretionary talking points and allocations as
needed.

Ready for application has been sent to the recipient the to FTA for additional

Submission submitter for formal submission. editing.

Application Application has been submitted to the FTA by the FTA Pre-Award Managers

Submitted recipient. may edit the application,
except for ALI.

Final Application is undergoing final concurrence reviews. | FTA Reviewers and

FTA Pre-Award Managers
may edit the application,
except for ALI.

FTA cannot edit any
application element once
Legal has concurred.

Ready for RA
Concurrence /
Award

Final concurrences are complete and application is
awaiting Administrator concurrence and/or the
obligation/award of the application. Congressional
Release is complete forDiscretionary applications

Editing is not available for
any role groups.
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Pre-Award Description Assignee

Status

Obligated / Application has been sent to the recipient for Editing is not available for
Ready for execution of the award agreement. any role groups.
Execution

4.2 Working with Applications/Awards

‘Application/Award’ records open to a ‘Summary’ page as shown in the following image.

Records © Applications / Awards

FL-2018-001-00 | New Transit Line =

Points of Contact ~ Application Control Totals ~ Application Projects Mews Related Actions

-Progress nitial Review Final Concurrence Obligation Executed Active Closed

Recipient Details

The navigation bar at the top of the Summary page contains options to select and view additional
information. The following options, visible from left to right in the above image, are:

1) Summary

2) Points of Contact

3) Application Control Totals
4) Application Projects

5) News

6) Related Actions

The information available within some of these options will vary by user role and the current status of
the application or award. Each option is discussed below.

4.2,1 Summary

The application Summary dashboard, is the landing page when opening a specific application or award
record. It contains high level information about the application or award. The Summary page is not
editable for any user at any time. The Summary page contains five (5) sections (from top to bottom):

1) Progress Bar: At the top of the page is a progress bar showing the current phase of the
application/award. A dark blue line will shade the bar from left to right, stopping at the current
Application Phase. Application Phases are different from Application Statuses. Each phase of the
application can have one or more application statuses. For more information about each of the Pre-
Award Phases within the Progress Bar and the applicable statuses for each phase, refer to section
7.7.4 Application Phases vs Application Status. To view only the Pre-Award Statuses, refer to section
7.1 Application/Award Status.
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Records © Applications / Awards
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2) Recipient Details: Beneath the Status Bar, is the Recipient Details section. This section contains the
recipient organization ID and the legal business name. The ID is a hyperlink to the recipient record.

Recipient Details

Recipient ID Recipient Name
9300 Trams Transit Organization

3) Application Status Information: Beneath the Recipient Details section, is the Application Status
Information section. This section contains the application number, name, status, last modified date
and modifying individual, DOL submission type and status, and period of performance.

Application Status Information

Application Number

£1-2017-002-00 DOL Submission Type DOL Submission Status
Application Name Submitted for Certification

On Time Transportation Route

Status

Final Concurrence / Reservation

Last Modified On

Aug 11, 2017

Last Modified By

Jane Trams

Period of Performance Start Date Period of Performance End Date
The start date will be set to the date of the award 9/29/2017

4) Executive Summary: Beneath the Application Status Information section is the Executive Summary
section containing the executive summary text for the application or award.

Executive Summary

This is a sample application for the User Guide updates.

Application Details: At the bottom of the page is the Application Details section. This section contains
information such as the type of financial assistance, reporting frequencies,pre-award authority,
suballocation, funds and organizational debt, etc. For more information on the different displays of
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information for each detail, go to section 7.4.1 Create Application.

Application Details

Type of Financial Assistance
Grant

Frequency of Milestone Progress Report

Quarterly

Frequency of Financial Federal Reports

Quarterly

Does this application include funds for research and/or
development activities?

Mo, this application does not include funds for research and/or
development activities.

Requires E.O 12372 Review?
No

State Application ID

N/A

Date Submitted for State Review
N/A

Pre-Award Authority
Mo, this application is not using Pre-Award authority.

Does this application include suballocation funds?

Recipient organization is directly allocated these funds and is eligible to
apply for the funds directly.

Will this Grant be using Lapsing funds?

No

Will indirect costs be applied to this application?

No, indirect costs will not be applied to this application.
Indirect Cost Description

N/A

Delinquent Federal Debt

Mo, my organization does not have delinquent federal debt.

Delinquent Federal Debt Description
N/A

The information in the ‘Executive Summary’ and the ‘Application Details’ sections can be edited by using
the application related action and selecting the ‘Application Details’.

4.2.2

Points of Contact

The ‘Points of Contact’ page displays the recipient and FTA points of contacts for the application or
award. The recipient point of contact is set during the initial application development and may be
updated on the ‘Application Details’ screen. The FTA points of contacts (Pre-Award Manager and Post-
Award Manager) are set after the initial application transmission. The point of contact name, user role,
email, and phone number will display on the ‘Points of Contact’ page.

To view the ‘Points of Contact’ page for an application/award:

Search and open the desired application/award.

Click the ‘Points of Contact’ link from the navigation bar.

The application points of contact page will open. The page contains a ‘Points of Contact’ table
showing the recipient POC, assigned Pre-Award Manager, and assigned Post-Award Manager. If
there are no points of contact, the table will be empty.
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Records < Applications / Awards

FL-2017-002-00 | On Time Transportation Route =g

summary I Points of Contact Application Control Totals Application Projects Review / Approvals News Related Actions

Recipient Details

Recipient ID Recipient Name

9900 Trams Transit Organization

Application Status Information

FAIN Application Name
FL-2017-002-00 On Time Transportation Route
Temp App Number Application Status
9900-2017-1 Final Concurrence / Reservation

Point Of Contacts

Name Role Email Phone
jane.trams@yahoo.com Grantee fake123@fake.com 202-555-1234
regiond.preawardmanager Pre-Award Manager fake123@fake.com

regiond.postawardmanager Post-Award Manager fake123@fake.com

4) To navigate away from the ‘Points of Contact’ page, and stay on the application click on any
application tab (Summary, Application Control Totals, etc). To leave the application click on any tab
outside the page (e.g. Tasks, News, etc).

4.2.3 Application Control Totals

The ‘Application Control Totals’ page displays the total funding for each of the application’s funding
sources.

To view the ‘Application Control Totals’ page:
1) Search and open the desired application/award.

2) Click the ‘Application Control Totals’ link from the navigation bar.
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3) The application totals page will open with the funding totals listed in the ‘Application Control Totals
Summary’ table (funding source names and totals will show). If no funding sources have been
defined for an application, the table will not appear.

Records ~ Applications / Awards

FL-2017-002-00 | On Time Transportation Route ==
summary Points of Contact Application Projects Review / Approvals News Related Actions

Recipient Details

Recipient ID Recipient Name
9900 Trams Transit Organization

Application Status Information

FAIN Application Name
FL-2017-002-00 On Time Transportation Route
Temp App Number Application Status
9900-2017-1 Final Concurrence / Reservation

Application Control Totals Summary

Funding Source Name Amount
49 USC 5309 - Bus and Bus Facilities (FY2006 forward) $10,000
Local $0
Local/In-Kind $0
State 50

4) To move away from the ‘Application Control Totals’, and stay on the application click on the
summary or other navigation tab. To leave the application, click on any tab (e.g. records) outside the
application page.

4.2.4 Application Projects

The ‘Application Projects’ page displays the list of projects associated with an application. Projects divide
an application into smaller pieces. Each application must have at least one project. Projects contain the
following details:

e Scope of work

e Location/place of performance
e  Funding sources and amounts
e Project milestones

e Environmental Determinations
e Project-specific documentation

To view the projects associated within an application or award:
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1) Search and open the desired application/award.

2) Click the ‘Application Projects’ link from the navigation bar.

3) The ‘Application Projects’ page will open with a list of projects showing in the ‘Projects for
Application’ table. Within the table, are 5 columns that can be used to sort the content within the
‘Projects for Application’ table.

The Project Number is the first column. It consists of the FAIN, a dash, the letter ‘P’ and a unique
number (e.g. 9900-2018-9-P2 as shown in the screenshot below). Other columns include the Project
Name, Project Budget, Last Updated Date and Last Updated By.

Records -~ Applications / Awards

9900-2018-9 | New Transit Line =

Summary Points of Contact Application Control ‘ctal{ Application Projects News Related Actions

Recipient Details

Recipient ID Recipient Name

9500 Trams Transit Organization

Application Status Information

FAIN Application Name
9900-2018-9 New Transit Line
Temp App Number Application Status
9900-2018-9 In-Progress

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By
9200-2018-9-P2 Fleet Replacement $600,005 Feb 06, 2018 Jane Trams
9200-2018-9-P1 Project 30 Feb 05, 2018 Jane Trams
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4) Click on the ‘Project Number’ for the project information that you want to view. The project number
is a hyperlink to the project information.

Projects for Application

Project Number | Project Name Project Budget Last Updated Date Last Updated By
9200-2018-9-P2 Fleet Replacement $600,005 Feb 05, 2018 Jana Trams
9200-2018-9-P1 Project 30 Feb 05, 2018 Jana Trams

The project ‘Summary’ page will display.

5) To return to the application ‘Summary’ page click on the application ‘FAIN’ hyperlink. Under the
‘Application Details Section’.

News Tasks (2) Records Reports Actions

Records © Projects

9900-2018-9-P2 - Fleet Replacement =

Project Control Totals News Related Actions

Recipient Details

Recipient ID Recipient Name
9900 Trams Transit Organization

Application Details

FAIN Application Name
9900-2015-9 Mew Transit Line
Temp App Number Application Status
9900-2018-9 In-Progress

Project Information

Project Number

9900-2018-9-P2 Project Tasks for Completion Status

Project Title Marratives COMPLETED
L Fleet Replacement

6) Additional details about application projects are present in section 7.3 Working with Projects.

42,5 News

The application ‘News’ page will always show the message “No entries available.” Any news about an
application will post to the ‘News’ tab instead of the application ‘News’ page.
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News Tasks (1) Records Reports Actions

Records = Applications / Awards

FL-2017-002-00 | On Time Transportation Route =

summary Points of Contact Application Control Totals Application Projects Review / Approvals News Related Actions

No entries available

To search for news specific to an application:
1) Go to the News tab.

2) Type the application number (FAIN) or part of the application name into the search box (dashes are
required for FAIN). All news items specific to the application will appear.

News Tasks (24) Records Reports Actions

US. Department of Transportation
Federal Transit Administration

IFL-ZU‘l 7-002 showing search results for FL-2017-002
Al Jane Trams Application 9900-2017-1 - On Time Transportation Route has been created.
Updates Aug 11,2017 < Comment

Jane Trams Application 9900-2017-1 - On Time Transportation Route has been

) transmitted to FTA Pre-Award Manager for Initial Review and Initial Concurrence Review
Kudos ¥ Routing.

Participating

Starred ¥ Aug 11,2017

= Jane Trams Application FL-2017-002-00 - On Time Transportation Route has been
submitted to the Pre-Award Manager1 Region 4 for Final Concurrence review routing.

Aug 11, 2017

Add your comment here...

4.2.6 Related Actions

The ‘Related Actions’ page on an application record contains a menu of options that enable the user to
modify the application or see additional details about the application. The specific suite of options will
vary based on the user’s roles and the status of the application or award.

The following ‘Related Actions’ are always visible regardless of the user’s role or the application status:

=

Application Documents
Application Details

View-Print Application

View-Print Budget Change History
Application Review Comments

B W N
—_ = —= —

ul

Additional related actions will be discussed as part of the application development process.
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Records = Applications / Awards

FL-2017-002-00 | On Time Transportation Route

summary  Points of Contac Application Control Totals Application Projects MNews Related Actions

Application Documents
Manage Application Documents

n Details

Generate View/Print for Application

View-Print Budget Change History
Generate View-Print for Budget Revision

5
5
? View-Print Application
5
5

Application Review Comments
View and Manage Application / Award Review Comments

4.2.6.1 Related Action: Application Documents

The ‘Application Documents’ related action allows users to view, add, and delete application-specific

documents.

To view, add, or delete application documents:

1) Search and open the desired application/award

2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Application Documents’ related action from the menu options.

Records © Applications / Awards

FL-2017-002-00 | On Time Transportation Route
Summary Points of Contact Application Control Totals Application Projects News
[’ Application Documents
5

Wanage Application Documents

Application Details
Edit/View Application Details

0
[P
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4) The ‘Manage Application Documents’ form will open. All existing documents will be visible in the
‘Existing Documents’ table. Each document’s context, type, file name, description, uploaded date,
and individual who completed the upload will display.

summary Points of Contact Application Control Totals Application Projects News Related Actions

FL-2017-002-00 | Manage Application Documents

Recipient Details
Recipient ID 9900 Recipient Name Trams Transit Organization
Application Details
Application ID FL-2017-002-00 Application Name On Time Transportation Route

Existing Documents

Document Document File Document Date
Document Context Type Name Description Uploaded Uploaded By
BLIEEES General Sample Doc.docx Sample Document Sep 17,2017 jane.trams@yahoo.com
Information

ADD DOCUMENT CLOSE

5) View Document: To view a document, click the corresponding ‘Document File Name’ hyperlink. The
file will download to your local file system.

Existing Documents

Document Document File Document Date
Document Context Type Name Description Uploaded Uploaded By

Federal Financial

Report General Sample Doc.docx Sample Document Sep 17,2017 jane.trams@yahoo.com
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6) Add Document: Click the ‘Add Document’ button to upload a new document to the application. The
"Application | Add New Documents" form will open. Fill in all required information (noted with an
asterisk) as described below:

Summary Points of Contact Application Control Totals Application Projects News Related Actions

Application | Add New Documents

Recipient Profile Information

Recipient ID 9300 Recipient Name Trams Transit Organization

Application Details

Application Number On Time Transportation Route Application Name On Time Transportation Route

Upload New Document

*Document Context -

* Document Type A
*Document
Description

*Select Document  ;p gap

CANCEL SAVE

1) Document Context: Select a context type (“document category”) from the drop-down menu.
For more details on the available Document Context options, refer to section 7.7.1 Document
Contexts and Document Types7.7.1 Document Contexts and Document Types

2) Document Type: Select a document type from the drop-down menu. The available types
depend on the selected context. For more details on the available Document Context and
Document Type combinations, refer to section 7.7.1 Document Contexts and Document
Types?7.7.1 Document Contexts and Document Types

3) Document Description: Enter a description for the document. While this field has essentially no
character length limit, be clear and concise.

4) Select Document: Click the ‘Upload’ button and select a file from your local system. You may
only upload one file at a time. Hover over the ‘page’ icon next to the uploaded file and click the
‘X’ that appears to remove the file as needed.
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Upload New Document

* Document Context  Federal Financial Report
* Document Type

* Document
Description

« calect Document ® Pre-Award Process Chart

, DOCK - 47.18 KB
CANCEL

5) Once all details have been entered, click the ‘Save’ button to save the document. The previous
screen will open and you will see the uploaded file in the ‘Existing Documents’ grid.

CANCEL SAVE

7) Delete Document: To delete a document, select the checkbox next to the document in the ‘Existing
Documents’ table and click the ‘Remove Document’ button. The user can delete one or more

documents at a time.

summary Points of Contact Application Control Totals Application Projects News

9900-2018-13 | Manage Application Documents

Recipient Details

Recipient Name Trams Transit Organization

Recipient ID

Application Details

Application ID  9500-2018-13 Application Name 2377 FORMULA FFY17 & FFY13 FUNDS FOR MOB MGT & CAPITAL PROJECTS

Existing Documents

Document Context Document Type Document File Name Document Description Date Uploaded Uploaded By

Upon full execution of this Grant Agreement by

the Redipient, the Effective Date will be the date

FTA or the Federal Government awarded Federal  Apr 05, 2018 Jgne trams@yahoo.cam
assistance for this Grant Agreement. Long Range

Plans included in attachment document.

018-13-P1 - Program Plan - Long Range

0w
]

fr

Program Plan Long Range Flan

DOT signed the Fiscal Year 2019 Certifications
and Assurances on 6/27/2017. DOT is current
with all Civil Rights submissions. All prejects are
isted in the Fiscal Year 2017 element of the S TIP.
Program Plan STIPATIP 9500-2018-13-F1 - Program Plan - STIP_TIP All dministrative and statutory requirements Apr 04,2018 Jgne trams@yshoo.cam
have been met in accordance with the 85310
Enhanced Mobility of Seniors and Individuals
with Disabilities Program, as articulated in
Federal Transit Administration Circular 9070 1 G

ADD DOCUMENT REMOVE DOCUMENT CLOSE
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4.2.6.2 Related Action: Application Details

The ‘Application Details’ related action allows users with the roles of ‘Submitters’ or ‘Developers’ to edit
high-level application information. Information can only be modified during initial application creation
and during post-award modifications. This information will be read-only for all other users and during all
other phases of a grant’s life cycle.

To view or edit an application record:
1) Search and open the desired application/award.

2) Click the ‘Related Actions’ link from the navigation bar.
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3) Click the ‘Application Details’ related action from the menu.

Records = Applications / Awards

FL-2017-002-00 | On Time Transportation Route =

Summary Points of Contact ~ Application Control Totals  Application Projects Mews Related Actions

Application Documents
Manage Application Documents

I& Application Details I

Edit/view Application Details

4) The ‘Application Details’ form for the selected application will open. Submitters and Developers can
edit textual responses and change the selected values saved for all questions. For details about
each of the questions on the ‘Application Details’ section, see Section 7.4.1, Create Application.
Additional guidance is also provided on the FTA TrAMS website.
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News

Tasks (24)

Records Actions

Records

Reports ﬂ[][]iall

9900-2018-1

summary

Trams Transit Organization | Application Details

Recipient Details

Recipient ID
9900

Application Details

* Application Name

* Application Type

* Application Point of
Contact

* Application
Executive Summary

Applications / Awards

Points of Contact

| New Transportation Route

Related Al

Application Control Totals Application Projects News

Recipient Name
Trams Transit Organization

MNew Transportation Route

Create a name for this application. Note that this name will be used to reference the grant elsewhere, so create a name
as you would like this grant to be seen by the public. For Example, New York Wilson Bridge Construction Grant

Grant hd
Select the type of FTA financial assistance for which you are applying.

Jane Trams -
Select your organization's primary contact for this application.

This is a sample application. This application supports user guide development and recipient training.

Does this application
include funds for
research and/or
development
activities?

Period of
Performance Start
Date

Yes, this application includes funds for research and/or development activities.

© No. this application does not include funds for research and/or development activities.

The start date will be set to the date of the
award

Period of 07/31/2018
Performance End
Date >electthe date for which all award activities

will be completed
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Application Financial Information

* s this application Yes, this application is using Pre-Award authority.
using pre-award

hority? © No, this application is not using Pre-Award authority.
authority?

Does this application Yes, my organization is a Designated Recipient.
include

ballocation funds? Yes, my organization is the Direct Recipient of suballocated funds (from a Designated Recipient).
suballocation funds?

© No. my organization is a Direct Recipient; funds were directly allocated to my organization.

Will indirect costs be Yes, indirect costs WILL be applied to this application at our organization's approved rate.*
aPP"“_‘ to.l:hls © ves, the de minimus indirect cost rate of 10% WILL be applied to this application.®
application?
No, indirect costs WILL NOT be applied to this application.

#*Indirect documentation must be uploaded to your Redpient Organization Profile

Does your Yes, my organization has delinguent Federal debt.
organization have
delinquent Federal
debt?

© No, my organization does not have delinquent Federal debt.

Does your State Yes, our state requires E.O. 12372 review.
require E.O. 12372

- © No. our state does not require E.O. 12372 review.
review?

m’ CANCEL

5) Click the ‘Save’ button to save all changes and return to the ‘Related Actions’ menu.

6) You can verify changes by clicking the ‘Summary’ dashboard to view application details.

4.2.6.3 Related Action: View-Print Application

To view or print the application as a document, use the ‘View-Print Application’ related action. This will
generate a document in Rich Text format that may be viewed, saved, and/or printed. The document is
readable by Microsoft Word. Depending on which browser is used, the method for downloading and
saving the document may slightly differ, but the format of the document will remain the same. The
application document will contain all critical application information to include: the applying recipient
organization, the application details (as entered on the “Application Details” form), the application
status, budget totals, project details, FTA review comments, and the award agreement.

To generate the application view-print:
1) Search and open the desired application/award.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘View-Print Application’ related action from the menu.
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Records © Applications / Awards

FL-2017-002-00 | On Time Transportation Route =

summary Points of Contact ~ Application Control Totals  Application Projects MNews Related Actions

5 Application Documents
Manage Application Documents

Application Details
Edit"View Application Details

5 View-Print Application
Generate View/Print for Application

5 View-Print Budget Change History

o o Vlimuar Dheimt fme D rlemet Do isioe

4) The ‘View/Print Application’ form will display, containing a hyperlink to the application view-print.
Click on the provided ‘View Print Application” link to download the view-print file. The file is in Rich
Text format.

News Tasks (24) Records Reports Actions

Records = Applications / Awards

FL-2017-002-00 | On Time Transportation Route =

summary Points of Contact Application Control Totals Application Projects News Related Actions

View/Print Application

Printable Application

View Print Application - FL-2017-002-00 P
CLOSE

5) Click the ‘Close’ button to return to the ‘Related Actions’ menu.

6) Open the file to review the application details.
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DOT

FTA

U.5. Department of Transportation

Federal Transit Administration

Application

Federal Award Identification Number (FAIN)
Temporary Application Number
Application Name

Application Status

Application Budget Number

FL-2017-002-00

9900-2017-1

On Time Transportation Route
Final Concurrence / Reservation
0

Part 1: Recipient Information

|Name: Trams Transit Organization

Recipient ID Recipient Q5T Type

Recipient Alias

Recipient DUNS

9900 Transit Authority

TrAMS Transit 999999999
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4.2.6.4 Related Action: View-Print Budget Change History

The View Print Budget Change History will populate for the initial award and summarize each individual
change to the award. This action will generate a document in Rich Text Format (RTF) that shows changes
for a selected revision number. The document can be viewed, saved, and/or printed.

1) Search and open the desired application/award.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘View-Print Budget Change History’ related actions from the menu.

Records | Applications / Awards

FL-2017-002-00 | On Time Transportation Route =

Summary Points of Contact Application Control Totals Application Projects News Related Actions

5' Application Documents
Manage Application Documents

5' Application Details
EditView Application Details

5' View-Print Application
Generate View/Print for Application

5' View-Print Budget Change History
Generate View-Print for Budget Revision

4) The ‘View/Print Budget Change History’ form will display. The form contains a grid of the initial
application (new application) and budget revisions. Revision number 0 is the budget for the initial
award. Revision numbers are incremented by 1 for each subsequent budget revision in the
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amendment. The Revision Description column contains a brief description that the user provides
during the Budget Revision Process. The Revision Reason is also selected by the user.

Application | View/Print Budget Change History for FL-2018-002-00

Select a revision record from the grid and click the * View/Print  button to View/Print the Change History for that revision.

Note: These revisions apply to this amendment only. To see revisions to previous amendments, search for those amendments on the Records tab.
Revision Number 1 Revision Status Revision Description Revision Reason Date Created
Approved New Application New Application

Date Approved
)

10/26/2017 11:19 AM EDT 11/4/2017 7:59 AM EDT
1 Pending BR for User Guide Modify FTA Funding Across Existing Scopes

12/13/2017 1:24 AM EST

CLOSE

5) To view, select the checkbox next to a revision and then click the ‘View/Print’ button to download
the revision details.

Application | View/Print Budget Change History for FL-2018-002-00

Select a revision record from the grid and click the ' View/Print * button to View/Print the Change History for that revision.

Note: These revisions apply to this amendment only. To see revisions to previous amendments, search for those amendments on the Records tab.
Revision Number 1 Revision Status Revision Description Revision Reason

Date Created
Approved New Application New Application

Date Approved
0

1

Pending BR for User Guide Modify FTA Funding Across Existing Scopes

CLOSE

10/26/2017 11:19 AM EDT 11/4/2017 7:59 AM EDT

12/13/2017 1:24 AM EST

VIEW/PRINT

6) The ‘View/Print Budget Revision’ form will display. Click on the provided link to view or save budget

revision details.

View/Print Budget Revision

Printable Budget"u"ie-.w‘ Print Budget Revision - FL-2018-002-00 I
Revision

CLOSE

7)

Click the ‘Close’ button on the form to return to the ‘Related Actions’ menu.

8) The view-print can be opened using Microsoft Word. Due to the width of some of the view-print
tables, you may need to select the “Web Layout” view option from the “View” tab within Word.
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= (& View Print Budget Revision - FL-2018-002... - Saved Emanuel Walker

File Home Insert Design Layout References Mailings Review QUG Help Foxit PDF  Design  Layout ‘;/ Tell me |j [

EE = FlIF N e =

B8 B Arrange Al

Read Print | Web Learning L Zoom 100% FEN ) Switch  Macros Properties
Mode Layoutflayout Tools [] Navigation Pane [ split Windows ~ v
Views Immersive Show Zoom Window Macros | SharePoint ~
£

DOT FTA

U.S. Department of Transportation Federal Transit Administration

Award - Budget Change History

Federal Award Identification Number (FAIN) FL-2018-002-00

Temporary Application Number 9900-2018-3

Award Name Bus Transit Modernization

Award Status Active / Budget Revision Under Review
Budget Revision Number 1

4.2.6.5 Related Action: Application Review Comments

The ‘Application Review Comments’ related action allows recipients to both view FTA comments logged
for the application and to add comments to the application as it is going through development and
reviews. FTA personnel can add comments to an application up to award execution. Recipient users with
the ‘Submitters’ and ‘Developers’ roles can only add review comments while the application is in the ‘In-
Progress’, ‘In-Progress / Returned to Grantee’ or ‘FAIN Assigned / Ready for Submission’ statuses. All
recipient roles may view the review comments. .

To add or view a history of all review comments made on an application:
1) Search and open the desired application/award.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Application Review Comments’ related actions from the menu options.
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Records ' Applications / Awards

FL-2017-002-00 | On Time Transportation Route

Summary  Points of Contact  Application Control Totals ~ Application Projects ~ News [EEEIE W ailsi

Application Documents
Manage Application Documents

Application Details
Edit/View Application Details

View-Print Application
Generate View/Print for Application

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Review Comments
View and Manage Application / Award Review Comments

] T

4) The review comments form will display. Comments logged are shown in a grid format and include:
comment type, the username of the user who made the comment, and the date the comment was
made.

News  Tasks(24) Records  Reports  Actions ) Appian

FL-2017-002-00 | On Time Transportation Route

Recipient Details

Recipient ID Recipient Name
9900 Trams Transit Organization

Application Details

Application Number Application Name
FL-2017-002-00 On Time Transportation Route

Temp App Number
9900-2017-1

Application Review Comments

Select a comment to view the details

Comment Type T Comment By Comment Date
DOL Review for Certification regiond.preawardmanager Aug 11, 2017
DOL Review for Certification dol.reviewer1 Aug 11, 2017

5) Click on the hyperlink in the ‘Comment Type’ field to review the comment.

Version 1.4 Page 27



(‘ U.S. Department of Transportation

Federal Transit Administration

Federal Transit Administration
TrAMS User Guide — Vol 4, Application Development

Application Review Comments

Select a comment to view the details

Comment Type T Comment By Comment Date
DOL Review for Certification _ regiond.preawardmanager Aug 11, 2017
DOL Review for Certification dol.reviewer1 Aug 11,2017

6) A new section will open at the bottom of the form containing the comment details.

Review Comments Details

Comment Type
DOL Review for Certification

Comment By
regiond.preawardmanageri

Comment Text
This is a sample submission to highlight new options in the User Guide.

CANCEL

7) Click the ‘Cancel’ button to return to the ‘Related Action’ menu.

8) Add Comment: If you are a ‘Submitter’ or ‘Developer’, you may add comments for FTA to review
while the application is in the ‘In-Progress’, ‘In-Progress / Returned to Grantee’ or ‘FAIN Assigned /
Ready for Submission’ statuses. The ‘Add New Comment’ button will appear above the ‘Application
Review Comments’ grid. Click the ‘Add New Comment’ button

Application Review Comments

ADD NEW COMMENT

Select a comment to view the details

Comment Type T Comment By Comment Date
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9) .Acomment section will open at the bottom of the form.

10) Select a ‘Comment Type’ from the drop-down menu and provide your comments in the ‘Comment
Text’ box.

11) Click the ‘Save’ button to save your comments. The comment will appear in the comments grid.
12) Use the ‘Cancel’ button next to the ‘Save’ button to close the comment box without saving.

13) Use the ‘Cancel’ button on the bottom of the form to return to the ‘Related Actions’ menu without
saving the comment.

Add New Review Comment

AU CANCEL

Application Details -

Comment Type

Comment Text

This is a sample review comment for FTA.

Comment By

Jane Trams

Comment Date
Oct 22, 2017

CANCEL

Application Review Comments

‘ ADD NEW COMMENT ‘

Select a comment to view the details
Comment Type T Comment By Comment Date

Application Details Jane Trams Oct 22,2017
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4.3 Working with Projects

‘Project’ records open to a ‘Summary’ page that contains high-level information about a project within
the application.

News Tasks (24) Records Reports Actions

Records ' Projects

9900-2018-2-P1 - Maple Ave Station =

Project Control Totals News Related Actions

Recipient Details

Recipient ID Recipient Name

9900 Trams Transit Organization

Application Details

The navigation bar at the top of the Summary page contains options to select and view additional
project information. These options, as visible from left to right in the above image, are:

[E

Summary

Project Control Totals
News

Related Actions

B W N
_ = — —

The information available within each option will vary by user role and the current status of the
application or award. These options will be discussed in subsequent sections.

4.3.1 Summary

The project Summary page is the landing page when opening a specific project. It contains high level
information about the project. The Summary page is a view-only page that summarizes the information
regarding a particular project. To update information on the Summary dashboard, refer to the section
7.3.4 Related Actions. The Summary page contains five (5) sections (from top to bottom):

1) Recipient Details: Beneath the Status Bar, is the Recipient Details section. This section contains the
recipient organization ID and name. The ID is a hyperlink to the recipient record. Recipient
information is always pulled from the recipient information record.

News Tasks (24) Records Reports Actions 4“‘: J Appian

Records = Projects

9900-2018-2-P1 - Maple Ave Station =

Project Control Totals News Related Actions

Recipient Details

Recipient ID Recipient Name
9900 Trams Transit Organization
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2) Application Details: Beneath the Recipient Details section, is the Application Details section. This
section contains the temporary application number, and temporary FAIN, application name, and
status.

Application Details

FAIN Application Name
9900-2018-2 New Transit Line
Temp App Number Application Status
9900-2018-2 In-Progress

3) Project Information: Beneath the Application Details section is the Project Information section. This
section contains the project number, title, created date, last modified date, and last modified by, as
well as a summary of the major project tasks. The Project tasks summary indicates the task status of
information required to validate a project during create application phase.

Project Information
Project Number

Project Tasks for Completion Status
9900-2018-2-P1
Project Title Marratives COMPLETED
Maple Ave Station

Line Items/Milestones MISSING
Project Created Date
Oct 22, 2017 Environmental Findings MISSING
Last Modified Date
Oct 22, 2017
Last Modified By
jane.trams@yahoo.com

4) Capital Investment Project Information: Beneath the Project Information section specifies if the
Project is defined as as a major Capital Investment Project; and if applicable the type of activity
(New Starts, Small Start, or.....

Capital Investment Project Information
Major Capital Investment Project?
No, this is not a major capital investment project.
5) Program Plan Information: At the bottom of the page is the Program Plan Information section. This

section contains information about program plans for the project.

Program Plan Information

STIP/TIP Program Date Long-Range Plan Program Date
N/A Feb 23,2018
STIP/TIP Description Long-Range Plan Description

More details about the long-range plan

UPWP Program Date
N/A

UPWP Description
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The information within each of these 5 sections of the Project Summary dashboard can be edited from
the ‘Project Related Actions.’

4.3.2 Project Control Totals

The ‘Project Control Totals’ page displays the total funding for each of the project’s funding sources; the
system automatically pulls this information from the project budget.

To view the ‘Project Control Totals’ page:

1) Search and open the desired project, or from the application select the ‘Application projects’ tab of
the navigation bar, select the appropriate project.

2) Click the ‘Project Control Totals’ link from the navigation bar once on the project summary.

3) The project totals page will display the funding totals listed in the ‘Project Control Totals Summary’
table (funding source names and totals will show). If no funding sources have been defined for the
project, the ‘Project Controls Total’ table will not appear. See images below.
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News Tasks (3) Records Reports Actions

Records ' Projects

9900-2018-9-P2 - Fleet Replacement

SUNINERYAN  Project Control Totals  [EENEEN Related Actions

Project Information

Project Number

9900-2018-9-P2 Project Tasks for Completion Status

Project Title Narratives COMPLETED
Fleet Replacement
Line Items/Milestones COMPLETED

Project Created Date

Feb 06, 2018 Environmental Findings MISSING

Last Modified Date

Feb 06, 2018

Last Modified By

jane.trams@yahoo.com

Project Control Totals Summary
Funding Source Name Amount
5309 - New Starts $600,000
Local $5
Local/In-Kind $0
State $0
State/In-Kind $0
Other Federal $0
Transportation Development Credit $0
Adjustment Amount 50
Total Eligible Amount $600,005

1-90f9

*Local Amount may include State, Local + Other Federal Funds

The following image shows the Project Control Totals page when there are no defined funding sources.
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News Tasks (3) Records Reports Actions

Records ' Projects

9900-2018-9-P1 - Project
Summary News Related Actions

Project Information

Project Number

9900-2018-9-P1 Project Tasks for Completion Status

Project Title Narratives COMPLETED

Project
Line Items/Milestones MISSING
Project Created Date

Feb 05, 2018 Environmental Findings MISSING

Last Modified Date
Feb 05, 2018

Last Modified By

jane.trams@yahoo.com

There are no line items currently associated with this project.

*Local Amount may include State, Local + Other Federal Funds

4) To move away from the ‘Project Control Totals’, click on any application tab or navigation option
outside of the page.
4.3.3 News

The project ‘News’ page is not utilized and will always show the message “No entries available.”

4.3.4 Project Related Actions

The Project ‘Related Actions’ page contains a menu of options that enable the user to modify the
project or see additional details about the project. The specific suite of options will vary based on the
logged in user’s roles and the status of the application or award. Developers and Submitters can create
and edit projects while an application has a status of ‘In Progress’. With the exception of ‘Validate
Project’ these actions are also available to other user roles in a read-only format and available during
other project statuses in the read-only format.

The following ‘Related Actions’ are available for projects:
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1) Project Details and Narratives

2) Project Location

3) Project Plan Information

4) Budget Activity Line Iltems and Milestones
5) Environmental Determinations

6) Validate Project

7) View-Print Application

8) Project Documents

These related actions will be discussed as part of the application development process.

News Tasks (24) Records Reports Actions

Records ' Projects

9900-2018-2-P1 - Maple Ave Station =P

summary Project Control Totals News Related Actions

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

ark Project Complete

G r Application

Project Documents
Manage Project Documents

R . T T S M SR

4.4 Application Development

This section details the steps leading up to the submission of a formal application and subsequent
award. The process and information requested to be completed is designed to ensure that once an
application is transmitted, it can be processed by the FTA Regional Office in a timely manner.

To create and transmit an application to FTA, you must be a Submitter or Developer user. The basic
steps covered in the create application process includes:

1) Create the application, complete the application details
2) Add one of more projects to the application to include:
a) Add project details and narratives, project locations, and project plan information.
b) Add budget activity line items and milestones
c) Add environmental determinations
d) Validate the project
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3) Validate and transmit the application

After an application is transmitted, FTA can return the application to the recipient or assign the
application to internal reviewers FTA will only assign a FAIN if the application is considered complete.
The application will then be returned to the recipient for formal submission to FTA. After submission,
FTA will conduct any additional reviews, reserve funds for the application, and then award the grant.

If the application indicates pre-award authority, then the applicant must submit the initial Federal
Financial Report (FFR) before the Official will receive the task to execute.

Once a grant has been awarded (and the FFR has been submitted for the pre-authority application),
users with the Official role in the Recipient Organization will receive a task to execute the award. The
task must be completed within 90 days.

Figure 2, below, highlights this general application process from initial creation to award.

Figure 1: Application Work Flow

Recipient Creates Application and Transmits to FTA for Review

FTA Reviews Initial Application and Assigns FAIN

Recipient Submits Application for FTA Final review

FTA Provides Final Concurrences, Reserve Funds and Awards Grant

Recipient Executes the Award Agreement

The remainder of this section describe the specific actions a Recipient Organization must complete as
part of the application creation and submission process. The section is organized in the order in which
these steps are completed in the system.

4.4.1 Action: Create Application

The ‘Create Application’ action is the first step in the application development process. Only recipient
organization users with the Submitter or Developer roles can access this action.

The form collects high-level information about the application. Some fields are required to save the
form. All questions must be answered prior to application transmission. You can return to this form
using the ‘Application Details’ related action once the application is created.

For Guidance to better understand each question and level of information/details refer to resources
available on the TrAMS Guidance Page and your primary FTA Office.

To create a new application:

1) Click the ‘Actions’ tab to display a list of available user actions.
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2) Click the ‘Create Application’ action.

News Tasks (2) Records Reports  Actions 4\ Appian

U.S. Department of Transportation
Federal Transit Administration Create Application

Create New Application Record

All >

Search Applications / Awards
Starred

Search and View Existing Application / Awards

3) The ‘Application Details’ form will display. The form contains two sections: ‘Application Details’ and
‘Application Financial Information’.

4) Application Name (Required): Enter an application name. This name will be used for this award and
any future amendments. It cannot be modified after award. The name will be visible by the public in
USAspending.gov. A maximum of 510 characters are allowed.

Application Details

* Application Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

Create a name for this application. Note that this name will be used to reference the grant elsewhere, so create a name as you
would like this grant to be seen by the public. For Example, New York Wilson Bridge Construction Grant

5) Application Type (Required): Select the application type from the drop-down menu. Two options
are available: a) Grant, b) Cooperative Agreement. If Cooperative Agreement is chosen, the
Recipient will have the option to choose a particular region to complete the initial review of the
application during transmission of the application. Grants, are routed to their assigned region for
review and do not provide the option to assign the application to other regions for review.

* Application Type  Grant -

Select the type of FTA financial assistance for which you are applying.

6) Application Point of Contact (Required): Select a point of contact (POC) from the drop-down menu
provided. This individual will be the primary point of contact from the recipient organization
regarding this application. The person selected as the POC will be listed on the Points of Contact
page mentioned in section 7.4.2, Points of Contact. This also includes the View-Print Application and
any other documentation that provides a list of POCs.

* Application Point of  Jane Trams -

Contact
Select your organization's primary contact for this application.

7) Application Executive Summary (Required): Enter an executive summary describing the general
purpose of the award. Click the diagonal lines in the bottom right-hand corner and drag the lines
down to expand the text box. A maximum of 4000 characters are allowed.

* Application  This is a sample application.
Executive Summary

Describe the general purpose of the award

e ge
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8) Research and/or Development: Select the ‘Yes’ or ‘No’ option to respond to the question, ‘Does this
application include funds for research and/or development activities?’

Does this application Yes, this application includes funds for research and/or development activities.
include funds for
research and/or
development
activities?

© no, this application does not include funds for research and/or development activities.

9) Period of Performance Start Date: The period of performane start date is a non-editable field. There
is placeholder text that will display until the time of award. The Period of Performance Start Date
will be the Original Award Date (i.e. the date the Regional Administrator enters the PIN to obligate
the award). Once the Award is obligated, the placeholder text will be removed and the field will be
auto-populated with the proper date.

10) Period of Performance End Date: Enter the period of performance end date. The system will not
allow past dates to be entered. The Period of Performance End Date field is not mandatory at the
time of application creation, but is required and must be populated before the application is
Transmitted. This field is only editable by the FTA Submitter or Developer while the application is In-
Progress status.

Period of The start date will be set to the date of the Period of  10/31/2018
Performance Start award Performance End
Date Date Select the date for which all award activities wi
be completed

11) Pre-Award Authority (Required): Select the Yes or No option to respond to the question ‘Is this
application using pre-award authority?’ Selecting ‘Yes, my application is subject to pre-award
authority’ will generate a task for an initial Federal Financial Report (FFR) after FTA makes the
award. The Initial FFR must be completed by your recipient organization’s FFR Reporter before the
Official can execute .

Application Financial Information
*Is this application Yes, this application is using Pre-Award authority.

using pre-aw.ard © No, this application is not using Pre-Award authority.
authority?

12) Suballocation Funds: Select the appropriate radio button response to the question: ‘Does this
application include suballocation funds?’ If your organization is a direct recipient of suballocated
funds from a designated recipient (option 2 in the screenshot below), additional documentation
must be uploaded (e.g. split letter). One or more documents can be added. If your selection
changes to a different option (e.g. option 1 or 2), then any uploaded documents are deleted and the
option to upload documents disappears from the page.
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Does this application ‘Yes, my organization is a Designated Recipient.
include

ball ion funds? © ves. my organization is the Direct Recipient of suballocated funds (from a Designated Recipient).
suballocation funds?

Mo, my organization is a Direct Recipient; funds were directly allocated to my organization.

Current [f applicable, upload a suballocation letter, split letter, or other documentation

Suballocation
Documents Name Description Delete

UPLOAD Eﬂ X

© Add Document
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13) Indirect Costs: Select the appropriate radio button response to the question: ‘Will indirect costs be
applied to this application?’ If the answer ‘Yes, indirect costs WILL be applied to this application at
our organization’s approved rate.’ is selected, an input box will appear, ‘Please Provide Details’. In
this case, additional details on the rate, applicable base, and amount of indirect costs must be
provided.

Will indirect costs be @ Yes, indirect costs WILL be applied to this application at our organization's approved rate.*
applied to this

e Yes, the de minimus indirect cost rate of 10% WILL be applied to this application.*
application?

No, indirect costs WILL NOT be applied to this application.

*Indirect documentation must be uploaded to your Recipient Organization Profile

* Please Provide
Details

Include the approved rate(s), applicable base, and amount of indirect costs

14) Federal Debt: Select either the Yes or No option to respond to the question, ‘Does your organization
have delinquent Federal debt?’ If you select, the ‘Yes’ option, an input box will appear, ‘Please
Provide Details’. Enter additional details into this box.

Does your © Yes. my organization has delinquent Federal debt.
organization have
delinquent Federal
debt?

No, my organization does not have delinquent Federal debt.

Please Provide
Details

P

15) E.O. Review: Select either the Yes or No option as applicable to respond to the question, ‘Does your
State require E.0.12372 review?’ If you select the Yes option, two additional fields will appear:

a) Enter the state application ID in the ‘Please Provide State Application ID’ field.

b) Enter the state review date in the ‘Please Provide Date Submitted for State Review’ field.

Does your State @ Yes, our state requires E.O. 12372 review.
require E.O. 1?372 No, our state does not require E.O. 12372 review.
review?
Please Provide State
Application ID

Please Provide Date
Submitted for State
Review
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16) Once all details have been entered for the new application, click the ‘Create Application’ button. If
you remain on the page, review the form for any error messages for missed information. Click the

‘Cancel’ button to discard the application and all information entered.

17) The new application record will be created and saved.

18) A confirmation message will display: ‘Click on the link below to view the new Application record,’
and the Summary Dashboard will be displayed. You may either click on the hyperlink to
automatically be redirected to the new application record and continue developing your application,
or return to the record later by clicking the ‘Close’ button to return to the ‘Actions’ tab. To access
the application at a later date, go to Records, Applications / Awards, and search for the application
record.

The temporary ‘Application Number’ is also generated after clicking the ‘Create Application’ button.
There are 3 components of the temporary application number, each separated by a dash. The first
part (from left to right) is the Recipient ID, followed by the fiscal year, which is the second part. The
last component of the temporary Application Number is a unique number that is incremented each
time a new application is created. This ‘Application Number’ is temporarily used to reference the
application until the FAIN is assigned by FTA.

News Tasks (2) Records Reports Actions

Application | Created

I 0 Success! I

Application Number 9900-2018-12

Click the link below to open the new Application record.
9900-2018-12 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

CLOSE

Once you access the application record, the Progress Bar will show that the application is in the ‘In-
Progress’ phase, as shown in the image below. This is the first phase within the Pre-Award grant life-
cycle.

Points of Contact  Application Control Totals  Application Projects Mews Related Actions
—
In-Progress Initial Review / Final Concurrence Obligation Executed Active Closed
Concurrence
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4.4.2 Related Action: Add Project to Application

Each application must include one or more projects. The application related action ‘Add Project to
Application’ will be visible to Developers and Submitters when an application or amendment is in the
status of ‘In-Progress’.

To add a new project to an application:

1) Use the Records tab to search and open the desired application/award, or proceed from the success
screen hyperlink.

2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Add Project to Application’ related action from the menu.

Summary Points of Contact ~ Application Control Totals ~ Application Projects News Related Actions

% Application Documents
Manage Application Documents

ﬁ Add Project to Application
Create Project and Associate to Application

% Application Details
Edit/View Application Details

4) An editable form, ‘Create Project | Step 1 of 3 - Add Project Details and Narratives’, will open.
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5) Complete the following fields in the “Project Overview” section:

Create Project | Step 1 of 3 - Add Project Details and Narratives

Project Overview

* Project Name  Proj 1 Statewide Rural Mob Mgt and Qper FFY2017 & FFY2018 Funding

* Project Description = Project 1 - Statewide Rural Mobility Management at 80% and Operating at 50%. The Project 1 amount is $299,390 Federa

* Project Benefits = Funding for this project will be used to support coordinated transportation service activities in the rural regions in cooperation

Pleaze create 3 project name. For examples, Wilson Eridge Construction. You may rename this project at 2 later time.

which includes 111,388 of 80% maohbility management and $34,102 of 50% operating funds.

The Project 1 request includes EFY 2017 Statewide (D35) lapsing funds in the amount of $145 600 (45% of EEY2017
apportionment) and FFY 2016 Statewide (D5) carryover funds in the amount of §153,790 (45% of FFY2018 apportionment) for
a total project 1 request of $244 350,

The renuested funds will be used for mahiline manasemens nraiects for five Berional Conrdinatine Cauncils ta include Beginn | 4

-

Pleasze describe the scope of this project and how it impacts the associated grant application.

with the State Coordinating Council for Community Transportation.

P

ur praject. Include who will benefit from this project and how they will benefit (i.e. whart iz expected

Pleaze describe the expected results 2]

ta be achieved as a result of this praject)

Additional = This region is divided into nine Community Transportation Regions and each region has an associated Regional Coordinating
Information = Council (RCC) which is composed of local transportation providers, human service agencies, funding agencies and
organizations, consumers, and regional planning commission staff. Section 2311 capital mobility management program
funds are allocated by region according to & formula based on regional populations of residents over 65 and those between
the ages of 5 to 64 with disabilities, using census data. Each region receives a proportional amount based on seniors and
individuals wirh dizabilities nnnularinn at the rate of £2 18 ner nerson for disahilite nonulation and €1 9% ner nersnn for &

If needed, please provide additional information about this project that hasn't been included above.

d)

Project Name (Required): Enter the project’s name into the ‘Project Name’ field. A maximum of
510 characters are allowed.

Project Description (Required): Enter a project description into the ‘Project Description’ field.
There is no character limit for the Project Description field.

Project Benefits (Required): Enter the project’s benefits into the ‘Project Benefits’ field. There is
no character limit for the Project Benefits field.

Additional Information (Optional): Enter any additional notes into the ‘Additional Information’
field. There is no character limit for the Additional Information field.
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6) Complete the following fields under the ‘Capital Investment Project Details’ section:

Capital Investment Project Details

=
about this program:

al Investment P’Cgl'iﬁ'

httpoffwenw.fra.dot.govi 1 2304 htm

tal Investment Grant p
nd cast categaries of F

Yes, thisisa
14 scope serig

TA's Activity Line ltem tree.
© No, this is not a Capital investment Grant project.
If yes, what type of major capital investment project?

New 5tarts

Small 5tarts

Core Capacity

Is this @ New 5tarts, Small Starts or Core Capacity project funded through the FTA Capital Investm

gject. If you select "yes", the project(s) included in y

ent Grant Program?

The Capital Investment Grant Program funds locally planned, implemented and operated transit capital projects, including
rapid rail, ight rail,streetcars, bus rapid transit, commuter rail, and ferries. Please see the following link for more information

our application will use the 13 or

MEXT STEP |metiiIs8

a) Select either the Yes or No option to respond to the question, ‘Is this a New Starts, Small Starts,
or Core Capacity project funded through the FTA Capital Investment Grant Program?’ A yes

selection, will limit your budget activity line items to what is referred to a

s the Standard Cost

Categories and specified scope codes (e.g. 140-00). A project cannot have both the Standard

Cost Categories and the traditional scope codes.

b) If you select Yes, select an option to identify the program and respond to

the question, ‘If yes,

what type of major capital investment project?’ The available types are: New Starts, Small

Starts, Core Capacity.

7) Once all required project details have been entered, click the ‘Next Step’ button.
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8) An editable form, ‘Create Project | Step 2 of 3 - Add Project Location’, will open.

News Tasks (2) Records Reports Actions

Create Project | Step 2 of 3 - Add Project Location

Place of Performance

UZAs, States and Territories associated with your organization's grantee profile:

Area Name 1 UZACode
Florida 120000
Orlando, FL 120690

Select the Congressional District(s) from your organization's grantee profile that apply to this project:
If the desired congressional district is not listed, go to your organization's grantee profile to modify the list of congressional districts for your

organization.
Congressional District State I Representative Name

5 Florida Corrine Brown

Visit the following site to View Congressional Districts by ZIP code:

House.gov Search

http://www.house.gov/representatives/find/

Narrative

* Location Narrative

BACK AR | CANCEL

9) Click the ‘Back’ button to return to the previous step. Any input entered or selections made by the
user before clicking this button are saved to the form. Click the ‘Cancel’ button to exit the project
creation. The user is taken back to the Project Related Actions when the ‘Cancel’ button is selected.

12 4Ryi | CANCEL

10) Complete the following fields on the ‘Create Project | Step 2 of 3 — Add Project Location’ form.

a) Place of Performance: Select one or more checkboxes from the grid for the Urbanized Areas
(UZA) associated with the project scope of work.

b) Congressional District: Select one or more Congressional Districts where the project will take
place.
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At least one UZA and one Congressional District must be selected for the project to be successfully
validated. Information may be modified during application development prior to transmission.

News Tasks (2) Records Reports Actions

Create Project | Step 2 of 3 - Add Project Location

Place of Performance

UZAs, States and Territories associated with your organization's grantee profile:

Area Name 1 UZA Code
[d Florida 120000
=

Orlande, FL 120630

Select the Congressional District(s) from your organization's grantee profile that apply to this project:

If the desired congressional district is not listed, go to your organization's grantee profile to modify the list of congressional districts for your
organization.

Congressional District State I Representative Name

5 Florida Corrine Brown

Visit the following site to View Congressional Districts by ZIP code:

House.gov Search

http:/fwww.house.gov/representatives/find/
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11) Narrative (Required): Enter a location narrative into the ‘Location Narrative’ field.

Narrative

* Location Narrative  Region 1 Grafton-Coos
Upper Valley Lake Sunapee Regional Planning Commission (UVLSRPC) will serve as the lead agency for Region 1

Grafton-Coos to provide accessible transportation services to seniors and individuals with disabilities in
cooperation with the Region 1, Regional Coordinating Council service area. -

Damian 2 Careall Canmta

12) When all information is entered, click the ‘Next Step’ button.

BACK

12 4R ) CANCEL

13) An editable form, ‘Create Project | Step 3 of 3’, will open. This form collects related program plan
information.
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News Task Records Reports Actions

Create Project | Step 3 of 3

Other Project Information
Projects that request FTA funding are required to be part of an approved program plan:

1) Transportation Improvement Flan (TIF)

2) statewideTransportation Improvement Flan (3TIF)
3) Unified Planning Work Program (UPWF)

4) Long-Range Plan

Use the fields in the section below to upload relevant program plan documentation

Program Plan Documentation

STIPMP
New Document DOT STIP-TIP
RTF- 3408 KB
Date 02/16/2018

Description | DOT signed the Fiscal Year 2019 Certifications and Assurances on 6/27/2017. DOT is current with al
Civil Rights submissions. All projects are listed in the Fiscal Year 2017 element of the 5 TIP. Al
administrative and statutory requirements have been met in accordance with the 85310 Enhanced
Mobility of Seniors and Individuals with Disabilities Program, as articulated in Federal Transit
Administration Circular 9070 1 G.

P
New Document o qan 1 Drop file here

Date

Description
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MNew Document o cap

I
Date

Description

CAMCEL || BACK m

14) Depending on the funding program(s) associated with the project, you can include your approved
STIP/TIP, Unified Work Program, or Long-Range Plan information. In each section, you may perform
the following:

a) New Document: Add a document by clicking the ‘Upload’ button under the respective program
and then selecting a document to upload from your computer.

b) Date: Click on the date field to either type in a date or display a date picker.
c) Description: Enter a document description.

15) Once all details have been entered for the new project, click the ‘Finish’ button to complete the
create project steps.

CANCEL || BACK ‘ FINISH

16) The new project record will be created and saved.

17) A confirmation message will display with a hyperlink to the project record. Click the hyperlink to go
directly to the new project record and continue developing your project, Click the ‘Close’ button to
return to the application ‘Related Actions’ tab.

On the ‘Success’ page, the Project Number is also generated. The format of the project number is
the Temporary Application Number, separated by a dash (-), the letter ‘P’ and a unique number that
is incremented each time a new project is created within the application. See the image below for
the Project Number generated for this project.
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MNews Tasks (2) Records Reports Actions

Records ' Applications / Awards

9900-2018-12 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR
MOB MGT & CAPITAL PROJECTS

Summary Paoints of Contact Application Control Totals Application Projects MNews Related Actions

Project | Created

[ @ Success! |

Project Number 5500-2018-12-P1 has been created.

Click the link below to view the new Project record.
95900-2018-12-P1 | Proj 1 Statewide Rural Mob Mgt and Oper FFY2017 & FFY2013 Funding

CLOSE

4.4.3 Projects

Once a project has been created, additional details are required before the application is ready for
transmission. Projects contain the following details:

e Scope of work

e Location where work will be performed

e Funding sources and amounts (budget activity line items)
e Project milestones

e Environmental determinations

e Project-specific documentation

Projects must be independently validated for completeness.
The following related actions are available from the project dashboard related actions and editable for
Developers and Submitters while an application has a status of ‘In Progress’.

4.4.3.1 Project Details and Narratives

The ‘Project Details and Narratives’ related action allows the user to update the information initially
entered during the first step of the ‘Add Project to Application’ process (see Related Action: Add Project

to Application section).
To update the project details:
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1) Use the Records tab to search and open the desired project (or access the project from the
application navigation bar). The steps for reaching the project via the application navigation bar are
as follows:

a) Select the ‘Records’ tab.
b) Click on ‘Applications / Awards’ and select the desired application.
c) Select ‘Application Projects’ from the application navigation bar.

d) Select the project hyperlink, as shown in the image below.

MNews Tasks (2) Records Reports Actions

Records / Applications / Awards

9900-2018-12 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR
MOB MGT & CAPITAL PROJECTS

Summary Points of Contact Application Control Totals Application Projects Mews Related Actions

Recipient Details

Recipient ID Recipient Name
3300 Trams Transit Organization

Application Status Information

FAIN Application Name
9500-2018-12 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT 8 CAPITAL
Temp App Number PROJECTS
9500-2018-12 Application 5tatus
In-Progress

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By

Proj 3 Small Urban Maobility Management

99002018123 o017 & FEV2018 funding

<0 Feb 15, 2018 Jane Trams

40-20'8-11-% Proj 2 State Capital for bus procurementat ¢, Feb 15,2018 Jane Trams
65% & capital equip at 45%

Proj 1 Statewide Rural Mob Mgt and Oper

9900-2018-12-P1
- FFY2017 & FEY2013 Funding

<0 Feb 15, 2018 Jane Trams

2) Click the ‘Related Actions’ link from the project navigation bar.

3) Click the ‘Project Details and Narratives’ related action from the menu.
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Summary Froject Control Totals News Related Actions

I ? Project Details and MNarratives I

Manage Project Details and Marrative

Project Location
Mansoe Denjert Blars of Berfrrmance Infarmatinn (Canoreesinnal Dictrice 2nd 1174 Cadac)

4) An editable form will open.

Records Reports Actions

Trams Transit Organization | Project Details and Narratives

Project Details

Project Number Project Title Date Created

Proj 3 Small Urban Mobility Management FFY2017 & FFYZ018
funding

5800-2018-12-F5 2/15/2018 5:29 PM EST

Project Overview

* Project Name | Proj 3 Small Urban Mobility Management FFY 2017 & FFY 2018 funding

Pleasze create a project name. For example, Wilson Bridge Construction. You may rename this project at a later time.

* Project Description | Project 3 - Small Urban Mobility Management at 30%. The Project 3 smaount is $711,440 for mobiliyy =
management activities for 5mall Urban Regional Coordinating Coundil areas to include Region 7
{Mashua), Region 8 (Greater Manchester), and Region 10 (5outheast Seacoast 'eg'anjj

The Project 3 request includes FFY 2017 Small Urban lapsing funds in the amount of $201,571 (35% of

& -

P

Pleasze describe the scope of this project and how itimpacts the associated grant application.

* Project Benefits = Funding for this project will be used to support coordinated transportation service activities in the Small
Urban regions in cooperation with the 3tate Coordinating Council for Community Transportation.

Please describe the expected results of your project. Include whe will benefit from this preject and how they will
benefit (i.e. what is expected to be achieved as a result of this project)
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Additional | Small Urban Mobility Management funds are requested to support coordinated transportation
Information | service activities in cooperation with the State Coordinating Council for Community Transportation.
NH is divided into nine Community Transportation Regions and each region has an associated
Regional Coordinating Council (RCC) which is composed of local transportation providers, human
service agencies, funding agencies and organizations, consumers, and regional planning commission
araff Availahle Sercrinn 8310 Fnhanrad Mahilite af Seninre and Individials wirh Nicahilities forrmnla 4

-

If needed, please provide additional information about this project that hasn't been incuded above.

Capital Investment Project Details
Is this @ New Starts, Small 5tarts or Core Capacity project funded through the FTA Capital Investment Grant
Program?

The Capital Investment Grant Program funds locally planned, implemented and operated transit capita
projects, including rapid rail, light rail, streetcars, bus rapid transit, commuter rail, and ferries. Please see the
following link far more information about this program:

Capital Investment Program
http:ffwww _fta dot gov/12304 himl

Yes, this is a Capital Investment Grant project. If you select "yes”, the project(s) included in your
application will use the 13 or 14 scope series and cost categories of FTA's Activity Line ltem tree.

@ Mo, this is not a Capital investment Grant project.
If yes, what type of major capital investment project?
MNew 5tarts
Small 5tarts

Core Capacity

m CANCEL

5) Edit the Project Name, Project Description, Project Benefits, Additional Information, or capital
investment project details as necessary. Project Name, Project Description, Project Benefits remain
required fields.

6) Click ‘Save’ to save all changes. After saving, the system takes the user back to the Project Related
Actions page. Click ‘Cancel’ to return to the Related Actions form without saving any changes.
4.4.3.2 Project Location

The ‘Project Location’ related action allows the user to update the information initially entered during
the second step of the ‘Add Project to Application’ process (see Section 7.7.2 Related Action: Add
Project to Application).

To update the project location information:
1) Search and open the desired project
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Project Location’ related action from the menu.
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summary Froject Control Totals Mews Related Actions

-" Project Details and Marratives
Manage Froject Detzils and MNarrative

Project Location

Manage Froject Place of Performance Information (Congressional District and UZA Codes)

Prnisrt Plan Infarmatinm

4) An editable form will open.

Records Reports Actions

Trams Transit Organization | Project Location

Project Details

Project Number Project Title Date Created

Proj 3 Small Urban Mobility Management FFY2017 & FFYZ013
funding

9900-2018-12-P3 2/15/2018 5:29 PM EST

Place of Performance

UZAs, States and Territories associated with your organization's grantee profile:

Area Mame T UZA Code
Florida 120000
Crlando, FL 120650

Select the Congressional District(s) from your organization's grantee profile that apply to this project:

If the desired congressional district is not listed, go to your crganization’s grantee profile to modify the list of congreszional districts for your
organization.
Congressional District State T Representative Name
5 Horida Corrine Brown
Wisit the following site to View Congressional Districts by ZIP code:

House.gov Search

http:/fwww . house gov/representatives/find/
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Narrative

* Location Narrative Region 7 - Nashua
Mashua Regianal Planning Cammissian will serve as the lead agency for the Region 7 (Nashua) service
ares to provide accessible transportation services o seniors and individuals with disabilities in
cooperation with the Region ¥ Regional Coordinating Council.

m CAMCEL

5) Update the places of performance or location narrative as necessary. The Location Narrative
remains a required field to save the form.

6) Click ‘Save’ to save all changes. After Saving, the system redirects to the project related actions
page. Click ‘Cancel’ to return to the related actions form without saving any changes.
4.4.3.3 Project Plan Information

The ‘Program Plan Information’ related action allows the user to update the STIP/TIP, UPWP or Long-
Range Plan information initially entered during the second step of the ‘Add Project to Application’
process (see Section 7.4.2 Related Action: Add Project to Application).

To update the project plan information:
1) Search and openthe desired project.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Project Location’ related action from the menu.

Summary Project Control Totals News [EEEERFNal1H

ﬁ Project Details and Narratives
Manage Project Details and Narrative

ﬁ Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

* Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

4) An editable form will open.
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Trams Transit Organization | Program Plan Information

Project Details

Project Number Project Title Date Created

Proj 3 Small Urban Mobility Management FFY2017 & FFY2018
funding

9900-2018-12-P3 2/15/2018 5:29 PM E5ST

Program Plan Documentation

STIP/TIP

New Document 5 qan 1 Drop file A

Existing Documents 9%00-2018-12-F3 - Program Plan - STIP_TIF

Date 02/21/2018

Description | This grant does not include: new construction; construction that invelves alterations; or rebuild or
remanufacture of stations, stops, or vehicles. As a result, the Civil Rights Officer will not review this
grant and does not need to provide & Civil Rights Concurrence. Additionally, the recipient’s Civil
Rights programs are in fundable status

H

New Document 5 qap :‘i Drop file b

Date

Description

Long Range Plan

H

New Document = p gap "* Drop fiie here

Existing Documents 9900-2018-12-F3 - Program Plan - Long Range Plan

Date 03/03/2018

Description = Upon full execution of this Grant Agreement by the Recipient, the Effective Date will be the date FTA
or the Federal Government awarded Federal assistance for this Grant Agreement. Long Range Flans
included in attachment document.
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5) Update the STIP/TIP, UPWP, or Long-Range Plan documents, dates, and descriptions as necessary.

6) Click ‘Save’ to save all changes. After clicking save, the user is directed to the project related actions.
Click ‘Cancel’ to return to the related actions form without saving any changes.

CAMNCEL SAVE

e

4.4.3.4 Budget Activity Line Items and Milestones

The Application and Project Budgets are formulated by adding project scopes and budget activity line
items (ALIs) to a project. ALls describe the type of work that the grant will support.

To add or update AlLls for a project:

1) Use the Records tab to search and open the desired project.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click on ‘Budget Activity Line Items and Milestone’ related action from the menu.

Summary Project Control Totals News [EEEERFNal1H

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

Validate Project
Validate and Mark Project Complete

View-Print Application
Generate View/Print for Application

Project Documents
Manage Project Documents

-~ ¥+ ¥ ¥ T T
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4) The ‘Manage Budget Activity Line Items and Milestones’ form will open. Any existing ALls for the
project will display in the ‘Existing Line Item’ section. If there are no ALls associated, the grid will be

empty.

2wis Tasks (2) Records Reports Actions

Recipient Details

Recipient ID
9900

Project Details

Project Number
9900-2018-12-P3

Application Details

FAIN
9900-2018-12

Temp App Number
9900-2018-12

Existing Line Items

Mo Activity Line Items have been added to this project.

Project | Manage Budget Activity Line Items and Milestones

Recipient Name

Trams Transit Organization

Project Name
Proj 3 Small Urban Mobility Management FFY2017 & FFY2018 funding

Application Name

2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL
PROJECTS

Application Status

In-Progress

ADD LINE ITEM CLOSE

5) Atany time, click the ‘Close’ button to leave the form without saving any changes and return to the

project related actions page.

6) AddBudget Activity Line Items (ALI): Click on the ‘Add Line Item’ button to add one or more AlLls to

the project.

ADD LINE ITEM CLOSE
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7) The ‘Add New Budget Activity Line Items (ALIs)’ form will open. Click ‘Cancel’ to exit without saving
the changes and return to ALI summary page. Otherwise, click the ‘Add Item’ link.

Project | Add New Budget Activity Line Items (ALIs)

You can add up to ten (10) line items at a time. Click "Save” to save your current line items and add more. Click "Finish" to save your current line
itemns and return to previous form.

New Budget Activity Line Items (ALIs)

Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

Mo items available

+Add Itemn o ——

FINISH CANCEL

8) A new row will appear in the ALl table. Select values from the drop-down menus for: Scope
Code/Scope Name, Activity Type, and Line Iltem Number/Line Item Name. These values are
dependent on each other. The value for Scope Code/Scope Name must be selected first. The values
for Activity Type will not populate until Scope Code/Scope Name is selected. Similarly, the values for
Line Item Number/Line Item Name will not populate until an Activity Type is selected. The
relationships are based on the Activity Line Item Tree.

Also notice that each added line item has a link that says ‘DEL’ to the right of the ‘Line Item
Number/Line Item Name’ column. Clicking this link allows the user to delete the activity line item.

Project | Add New Budget Activity Line Items (ALIs)

You can add up to ten (10) line items at a time. Click "Save" to save your current line items and add more. Click "Finish" to save your current line
items and return to previous form.

ANew Budget Activity Line Items (ALIs)

Line Item Number / Line Item

Status  Scope Code / Scope Name Activity Type Name

- - - DEL

You must select a scope, activity type and item name for each line item in the grid before saving

+Add Itemn

SAVE FINISH CANCEL
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9) The scopes available depend on whether the project is a Major Capital Investment project (as
selected on the “Project Details and Narratives” form):

a)

If Yes (‘Yes, this is a Capital Investment Grant project’), the 13/14 series scopes will be available.
Applicants should only use the 140-00 related scope codes in new applications.

Records ' Prog

9900-

summary

You can ad|
items and

Status

ANewl]

Select Scope

131-00 NEW START - ROLLING STOCK
132-00 TRANSITWAY LINES - NEW START
133-00 STATION/TERMINALS - NEW START
134-00 SUPPORT EQUIP/FACIL - NEW START

Pr0jﬂ 135-00 ELECTRIFICATION/POWER DISTRIB - NEW START

136-00 SIGNALS/COMMUNICATION - NEW START
137-00 OTHER CAPITAL ITEMS - NEW START

139-00 New Start Associated Transit Improvements
140-00 NEW START

140-10 GUIDEWAY & TRACK ELEMENTS

140-20 STATIONS. STOPS. TEFRMINAIS. INTFRMODALI M

-

Ly Line Items (ALIs)

Line Item Number / Line Item
Name

-

+Add ltem

You must select a scope, activity type and item name for each line item in the grid before saving

nt line items and add more. Click "Finish” to save your current line

DEL

b)

If No (‘No, this is not a Capital Investment Grant project’ on the Project Details form), the user

will see the standard capital, planning, operating, etc. scopes and ALls from the FTA Scope/ALI
tree when adding new line items.

+Add Iter

Select Scope
11100 BUS - ROLLING STOCK
11200 BUS TRANSITWAYS/LINES

113-00 BUS - STATION/STOPS/TERMIMALS

11400 BUS: SUPPORT EQUIF AND FACILITIES

115-00 ELECTRIFICATION/POWER DIST (BUS)
116-00 SIGNAL & COMM EQUIPMENT (EUS)

11700 OTHER CAPITAL ITEMS (BUS)

Line Items (ALls

) 11900 Bus Assoclated Transit Improvements

aANev
12100 RAIL - ROLLING STOCK
12200 RAIL TRANSITWAY LINES Line ltem Number £ Line ltem

Status
! Name
12500 AN STATIONSTOPSTERRIE
- -
You must select & scope, activity type and item name for each ling item in the grid beforé saving

| @]
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10) Once all ALI’s have been added, click ‘Save’.

Project | Add New Budget Activity Line Items (ALIs)

You can add up to ten (10) line items at a time. Click "Save" to save your current line items and add more. Click "Finish" to save your current line items and
return to previous form.

New Budget Activity Line Items (ALIs)

Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name
(/) 117-00 OTHER CAPITAL ITEMS (BUS) v OTHER CAPITAL ITEMS (BUS) * 11.7L.00 MOBILITY MANAGEMENT (53... =+ DE
(/) 112-00 BUS TRANSITWAYS/LINES v ACQUIRE BUS TRANSITWAYS/LINES + | 11.22.01 ACQUIRE - BUSWAY v | DE
»
+Add ltem

SAVE FINISH CANCEL

11) After saving, the ALl is added to the ‘Existing Budget Activity Line Items’ grid with a status of ‘In
Progress” and you may continue to add ALl’s by clicking ‘Add Item’ to the ‘New budget Activity Line
Iltems’ grid; and continue to save new AlLIs.

Project | Add New Budget Activity Line Items (ALIs)

You can add up to ten (10) line items at a time. Click "Save" to save your current line items and add more. Click "Finish" to save your current line items and
return to previous form.

v Existing Budget Activity Line Items (ALIs)

Status Scope Code / Scope Name Activity Type Line Item NMumber / Line Item Name 1

In-Progress  117-00 OTHER CAPITAL ITEMS (BUS)  OTHER CAPITAL ITEMS (BUS) [l UGB MANACEMER(53C2A)

(THL)
In-Progress 112-00 BUS TRANSITWAYS/LINES ACQUIRE BUS TRANSITWAYS/LINES 11.22.01 ACQUIRE - BUSWAY
New Budget Activity Line Items (ALIs)
Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

No items available

+Add Item _

FINISH CANCEL

12) Click ‘Finish’ to exit once all ALIs have been entered and return to the ALl summary page and begin
to complete the required information for each added ALI.
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13) The new ALls will appear on the ‘Manage Budget Activity Line Items and Milestones’ form in the
‘Existing Line Items’ table. Each new ALl will have a status of ‘In-Progress’ and summary level
information related to quantity and budget. This information will auto populate and the status will
move from ‘In-Progress’ to ‘Completed’ as you complete the ALl information.

Existing Line Items

Status Scope Name / Code
In- 112-00 BUS

Progress ~ TRANSITWAYS/LINES
In- 117-00 OTHER CAPITAL
Progress  ITEMS (BUS)

Line Item Number / Name

11.22.01 ACQUIRE - BUSWAY

11.7L.00 MOBILITY
MANAGEMENT (5302(A)(1)(L))

To edit a line item, click on the checkbox for the line item and a new section will appear below with line item and milestone details

N . FTA
1 Activity Type Quantity - uint
Acqu|lre Bus . 0 $0
Transitways/lines
Other Capital Items 0 $0

(bus)

ADD LINE ITEM

Total
Eligible
Cost

s0

50

CLOSE

14) Input ALI Details: Each ALl requires additional details to be added. For a line item to have a status of
‘Complete’, it must have: a quantity, an extended budget description, an FTA funding source
selected, at least 2 milestones, and all milestone estimated completion dates filled out. To add ALI
details, select the check box against the desired ALl from the ‘Existing Line Items’ table. The form
will expand to show the selected ALI.

Existing Line Items

Status Scope Name / Code

In- 112-00 BUS

Progress = TRANSITWAYS/LINES
q In- 117-00 OTHER CAPITAL

Progress  ITEMS (BUS)

Line Item #

EEl

Line Item Number / Name

11.22.01 ACQUIRE - BUSWAY

11.7L.00 MOBILITY
MANAGEMENT (5302(A)(1)(L))

To edit a line item, click on the checkbox for the line item and a new section will appear below with line item and milestone details

.. . FTA
T Activity Type Quantity Amount
Acquire Bus
0 0
Transitways/lines 2
Other Capital Items 0 50

(bus)

Total
Eligible
Cost

30

30

SAVE LINE ITEM ‘ DELETE LINE ITEM H CANCEL ‘

Line Item Scope: 117-00 OTHER CAPITAL ITEMS (BUS)
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6) Line Item Scope: You may provide a customized name for the line item in the ‘Line Item Scope’
details section by updating the ‘Custom Line Items Name’ field or you may choose to keep the
standard line item name. Only the first 510 characters for custom line item name will save.

Line Item Scope: 117-00 OTHER CAPITAL ITEMS (BUS)

Line Item #
11.7L.00

Standard Line Item Name
Mability Management (5302(a)(1)(1))

Custom Line Item Name

Mobility Management (5302(a)(1)(1))

Activity Type
Other Capital Items (bus)

7) Line Item Details: Update the line item details section

a) Quantity: Provide the Quantity of items that this ALI will cover in the ‘Quantity’ field. This field
must be a whole number.

b) Extended Budget Description (Required): Provide description of the ALl in the ‘Extended Budget
Description’.

c) 3" Party Contractors: Update the 3" party contractor question with the correct answer. Click on
the radio button next to the ‘Yes, 3rd Party Contractors will be used for this line item.” or ‘No,
3rd Party Contractors will not be used for this line item’.

Line Item Details
Quantity

0

Extended Budget Description

Support coordinated transportation service activities in the Small Urban regions in cooperation with the State Coordinating Council for
Community Transportation.

Funding will be used for mobility management projects for three Small Urban Regienal Coordinating Councils to include Region 7
(Nashua), Region 8 (Greater Manchester), and Region 10 (Southeast Seacoast).

Will 3rd Party contractors be used to fulfill this activity line item?

Yes, 3rd Party Contractors will be used for this line item.

© No, 3rd Party Contractors will not be used for this line item.

8) FTA Funding Information: Update the FTA Funding Information Section with the requested amount
to be provided by the grant or cooperative agreement.

a) FTA Funding Source: Select a value from the drop-down menu provided under the ‘FTA Funding
Source’ field. The Funding Source selected determines whether the application is a discretionary
or a formula application. If a discretionary funding source (e.g. 5309 — New Starts) is selected for
one or more Budget Activity Line Items, then the application will undergo the Congressional
Release process before Obligation and Award Execution take place. If a non-discretionary
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b)

funding source (e.g. 5311 — Rural Area Formula) is selected, the Congressional Release process is
not required.

FTA Funding Amount: Update the FTA Funding Amount field with the desired amount of
funding. (Note: The dollar sign and commas will auto populate once you click outside of the
field.)

FTA Funding Information
FTA Funding Source

5309 - New Starts v
FTA Funding Amount

$405,440

9) Non-FTA Funding Information Section: Provide information concerning additional local, state or
other federal funding that will be provided for this ALl as applicable. All amounts should be entered
as whole numbers.

a)

b)

c)

d)

e)

f)

Local Share Amount: Update the ‘Local Share Amount’ field with the amount the local
government will be contributing, if applicable.

Local/In-Kind Share Amount: Update the ‘Local/In-Kind Share Amount’ with the value of any
local in-kind funding, if applicable.

State Share Amount: Update the ‘State Share Amount’ field with the amount the state will be
contributing, if applicable.

State/In-Kind Share Amount: Update the ‘State/In-Kind Share Amount’ field with the desired
amount, if applicable. (Note: you will be requested to upload a document to support these
funds when validating the project.)

Other Federal Share Amount: Update the ‘Other Federal Share Amount’ field with the desired
amount, if applicable.

Adjustment Amount: Update the ‘Adjustment Amount’ field with the desired amount, if
applicable. Note: This information will not be additive to the ‘Total Eligble Cost’ of the activity
budget or award budget.

Transportation Development Credit: Update the ‘Transportation Development Credit’ field with
the desired amount, if applicable. (Note: This information will not be additive to the ‘Total
Eligble Cost’ of the activity budget or award budget. You will be requested to upload a
document to support these funds when validating the project.)

The ‘Total Eligible Cost’ will be update after saving. This is the sum of the FTA Funding and Non-FTA
Funding (excluding the Transportation Development Credit and Adjustment Amount).
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Non-FTA Funding Information
Local Share Amount
$101,360
Local/In-Kind Share Amount
$12,424
State Share Amount
$27,686
State/In-Kind Share Amount
$1,043
Other Federal Share Amount
$19,285
Adjustment Amount
$7,202
Transportation Development Credit
$1,112

Total Eligible Cost
$567,238

The Non-FTA Funding Information section appears differently in TrAMS applications in comparison to
Transportation Electronic Award Management (TEAM) applications. TEAM is the legacy system used
process and review applications. An application created by the legacy system is usually referred to as a
TEAM grant. There are several differences between applications created by the TrAMS system versus
the TEAM system, but the one difference applicable to this section can be seen in the image below.

Funding Information: TEAM Application

Funding Information

FTA Funding Source FTA Funding Source

49 UsC 5311 - (MAP 21) Formula Grants for Rural Areas (FY2013 49 USC 5311 - (MAP 21) Fermula Grants for Rural Areas (FY2013 ;
and forward)

Award FTA Funding Amount Revised FTA Funding Amount

$43,181.00 $43,181.00

Award Non-FTA Amount Revised Non-FTA Amount

$0.00 $0.00

Award Total Eligible Cost Revised Total Eligible Cost

$43,181.00 $43,181.00

Unlike TrAMS, a TEAM application has a simpler layout when it comes to the Budget ALl page. A TEAM
application only has one section for Funding Information, while the TrAMS applications divide the
section into two: 1) FTA Funding information and 2) Non-FTA Funding information. Notice the difference
in the TEAM Funding information shown above versus the TrAMS Funding Information displayed below.

Funding Information: TrAMS Application
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FTA Funding Information

FTA Funding Source
49 USC 5307 - Urbanized Area Formula (FY2006 forward)

Award FTA Funding Amount
380

Non-FTA Funding Information
Award Local Share Amount

30

Award Local/In-Kind Share Amount

30

Award State Share Amount

30

Award State/In-Kind Share Amount

30

Award Other Federal Share Amount

30

Award Adjustment Amount

$0

Award Transportation Development Credit
$0

Award Total Eligible Cost
$80

FTA Funding Source

49 UsC

L

307 - Urbanized Area Formula (FY2006 forward)

Revised FTA Funding Amount
$80

Revised Local Share Amount

30

Revised Local/In-Kind Share Amount
$0

Revised State Share Amount

$0

Revised State/In-Kind Share Amount
$0

Revised Other Federal Share Amount
$0

Revised Adjustment Amount

$0

Revised Transportation Development Credit
$0

Revised Total Eligible Cost

$80

10) Rolling Stock Information: When the scope code ‘Rolling Stock’ is selected, the Rolling Stock
Information Section will display. Completing the Rolling Stock Information section is optional, based

on your selection of scope code.

a) Vehicle Condition: Select a value from the drop down ‘Vehicle Condition’ field indicating

whether the vehicles are new or used.

b) Fuel: Select a value from the drop down ‘Fuel’ field indicating the type of fuel that the vehicles

will use.

c) Vehicle Size: Provide a short text describing of the size of the vehicle in the ‘Vehicle Size’ field.

Rolling Stock Information

Vehicle Condition Fuel
Used Biodiesel -
Vehicle Size
40 feet
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11) Milestones: Update the Milestone section. A table will display with the minimum two milestones;
auto populated to ‘Start Date’ and ‘End Date.” Two milestones are required to pass project
validation. A ‘Rolling Stock’ line item will have five standard milestones (RFP/IFB Issue Date, Contract
Award Date, Initial Delivery Date, Final Delivery Date, and Contract Completion Date). The Estimated
Completion Date for each milestone must be populated.

Milestones

‘ ADD NEW MILESTONE ‘

Name Estimated Completion Date 1 Description

Requested funds will be used to support mobility management
activities for the following five (5) Regional Coordinating Councils

Start Date 2/28/2018 !ocated in rural areas: Region 1 - (lSrafton-Coqs RCC (Legd ‘Agency
is Upper Valley Lake Sunapee Regional Planning Commission,
Lebanon) Region 2 - Carroll County RCC (Lead Agency is Mount
Washingtan Valley Economic Council, Conway)

End Date

12) You can update, delete, or add milestones to the default list. Details for each milestone in the grid
must be provided for the ALl to be marked as complete.
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13) Update Milestone: To update a default milestone, click the checkbox next to the milestone name.
The ‘Milestone Details’ section will open. Update the milestone name as desired. Add an estimated
completion date and input a description. A name and completion date are required for each
milestone. When done, click the ‘Save Milestone’ button.

Milestones

Name Estimated Completion Date T Description
Requested funds will be used to support mobility management
activities for the following five (5) Regional Coordinating

o= Councils located in rural areas: Region 1 - Grafton-Coos RCC
Start Date 212812018 (Lead Agency is Upper Valley Lake Sunapee Regional Planning

Commission, Lebanon) Region 2 - Carroll County RCC (Lead
Agency is Mount Washington Valley Economic Council, Conway)

End Date

Milestone Details

Milestone Name SAVE MILESTONE I DELETE MILESTONE H CANCEL ‘

Start Date

Estimated Completion Date

02/28/2018

Milestone Description

Requested funds will be used to support mobility management activities for the following five (5) Regional Coordinating Councils located
in rural areas: Region 1 - Grafton-Coos RCC (Lead Agency is Upper Valley Lake Sunapee Regional Planning Commission, Lebanon)
Region 2 - Carroll County RCC (Lead Agency is Mount Washington Valley Economic Council, Conway)
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14) Add Milestone: To add new milestones click the ‘Add New Milestone’ button and the form will
expand to allow for the input of the milestone details. Add the milestone name, an estimated
completion date and input a description. A name and completion date are required for each
milestone. When done, click the ‘Save Milestone’ button.

Milestones
MName Estimated Completion Date T Description
- - . : . )
Start Date 233030118 Operat ng Asss_tance for Region 3 - Mld-StIate RCC LLea_:i Agency is
Community Action Program Belknap-Merrimack Counties, Concord )
End Date 3/9/2018 Operating Assistance for Region 3 - Mid-5tate RCC (Lead Agency is

Community Action Program Belknap-Merrimack Counties, Concord )

Milestone Details

e | SAVE MILESTONE  [feAa(a=
I RFP/IFE Issue Date I
Estimated Completion Date

I 03/03/2018 I

Milestone Description

An RFP was will be released 03/03/18 for the 3 year Bus procurement contract. A contract was awarded to Shepard Brothers, Inc. on 1/20/2018.

State Contract #224%968 The contract is effective 1/22/2018 through 123172019 The maximum term of the contract (including all extensions)
cannot exceed five [5) years.

15) Delete Milestone: Click the checkbox next to the milestone name. The ‘Milestone Details’ section
will open. Click on the ‘Delete Milestone’ button and a confirmation prompt is displayed. Click ‘Yes’
to delete the milestone, and collapse the form. Selecting the ‘No’ button will prevent any changes
from occurring.
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Are you sure you want to delete the milestone?

16) Save Line Item: Once all details for the selected line item have been added, click the ‘Save Line Item’
button. The button can be found below the ‘Existing Line Items’ grid and beneath the ‘Milestones’
section.

SAVE LINE ITEM DELETE LINE ITEM H CANCEL ‘
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17) The ‘Click Close Button to Save’ form will appear. Warning: You must click the ‘Close’ button on this
screen to complete saving. Failure to select the ‘Close’ button will result in incorrect Control
Totals.

Line Item | Click Close Button to Save

| e Success! |

Click Close button to save line item and return to budget activity line items form.

CLOSE

18) Once saving is complete, the ‘Budget Activity Line Items’ form will reopen. The status for the saved
line item will change from ‘In-progress’ to ‘Completed’ after all required information has been
provided.

Existing Line Items

To edit a line item, click on the checkbox for the line item and a new section will appear below with line item and milestone details

. Total
Line Item Number / - . FTA -
Status Scope Name / Code Name T Activity Type Quantity Amount Eligible
Cost
In- 112-00 BUS 11.22.01 ACQUIRE - Acquire Bus o 0 $0
Progress TRANSITWAYS/LINES BUSWAY Transitways/lines
11.7L.00 MOBILITY .
117-00 OTHER CAPITAL Other Capital Items
Completed -\ (BUS) MANAGEMENT (5302(A)(1) (bus) 0  $405440 $567,238

/ (L

ADD LINE ITEM CLOSE

Notice there are two fields above populated with dollar amounts based on recent updates to the
Activity Line Items: FTA Amount and Total Eligible Cost. The FTA Amount is derived from the dollar
amount entered into the ‘FTA Funding Amount’ field within the ‘Manage Budget Activity Line Items
and Milestones’ form. The Total Eligible Cost includes the FTA Amount, plus some of the Non-FTA
Funding.

The Non-FTA Funding that is included in the Total Eligible Cost includes all of the values entered into
the ‘Local Share Amount’, ‘Local/In-Kind Share Amount’, ‘State Share Amount’, ‘State/In-Kind Share
Amount’, and ‘Other Federal Share Amount’ fields. The ‘Adjustment Amount’ and ‘Transportation
Development Credit’ fields are not included in the ‘Total Eligible Cost’
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Non-FTA Funding Information

Local Share Amount
$101,360

Local/In-Kind Share Amount
$12,424

State Share Amount
$27,686

State/In-Kind Share Amount
$1,043

Other Federal Share Amount

$19,285

Adjustment Amount
$7,202

Transportation Development Credit
$1,112

Total Eligible Cost
$567,238

19) Select all remaining ALI’s and repeat the process of updating their information. All line items must
have a ‘Complete’ status in order to successfully validate the project.
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20) To delete an AL, select the checkbox next to the ALl and then click the ‘Delete Line Item’ button that
appears. A prompt will display confirming that you wish to delete.

Existing Line Items

To edit a line item, click on the checkbox for the line item and a new section will appear below with line item and milestone details

; Total
|| status Scope Name / Code Hg;gem Number / T Activity Type Quantity Amoﬁm Eligible
Cost
] completed L:Lzéo ngm?‘( ;i;?vil gohukEr Construction 1 $10,000  $20.000
In 140-20 STATIONS, 14.02.20 STATIONS, Stations, Stops,
Progress STOPS, TERMINALS, STOPS, TERMINALS, Terminals, 0 $0 $0
a 8 INTERMODAL INTERMODAL Intermodal

SAVE LINE ITEM I DELETE LINE ITEM CANCEL

21) Once a line item is deleted the existing line items grid will no longer display the deleted line item.

22) Click the ‘Cancel’ button to exit out of the form without saving changes for the selected line item
and collapse the form to exclude the line item sections.

You will lose all changes if you cancel. Are you sure you want to
cancel?

23) Click the ‘Close’ button to return to the Projects Related Actions menu.

ADD LINEITEM |EeEskis

Version 1.4 Page 75



Federal Transit Administration

(‘ U.S. Department of Transportation

Federal Transit Administration
TrAMS User Guide — Vol 4, Application Development

4.4.3.5 Environmental Determination

Environmental determinations must be provided to pass project validation. You may select to have one
environmental determination apply to the project as a whole (and all ALIs within the project) or select
individual environmental determination for each ALI.

To update Environmental Determination, complete the following:
1) Use the Records tab to search and open the desired project.
2) Click the ‘Related Actions’ link from the navigation bar. .

3) Click on the link ‘Environmental Determination’ related action from the menu to update
environmental determination details.

Summary Project Control Totals News [EEEERFNal1H

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone

% Project Plan Information
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

Validate and Mark Project Complete

View-Print Application
Generate View/Print for Application

*
% Validate Project
*
*

Project Documents
Manage Project Documents

4) The Project Environmental Review Summary form will open. The top of the form contains
information about environmental reviews.
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9900-2018-12-P3 | Project Environmental Review Summary

Recipient Details

Recipient ID Recipient Name

5300 Trams Transit Organization

Application Details

FAIN Application Name
9900-2013-12 25311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL
Temp App Number PROJECTS
9900-2018-12 Application 5tatus
In-Progress

Project Details

Project Number Project Name
9900-2018-12-P3 Proj 3 5mall Urban Mobility Management FFY2Z017 & FFY2018 funding

FTA Environmental Review

Prior to approving a grantin TrAMS, FTA must find that the action complies with the Mational Environmental Policy Act (NEPA) and any other
spplicable environmental laws and regulations including, but not limited to, Section 106 of the National Historic Preservation Act, Section 4{f), and
the Endangered Species Act. TrAMS requires vou to enter WEPA classes of action {whether the project qualifies as a c-list or d-list categorical
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5) At the bottom of the form, review the text in the ‘Step 1: Independent Utility and Permissible
Segmentation’ section. Select whether this project is covered by one or multiple NEPA findings.

a) Multiple: ‘This Project and each ALI activity have a separate, individual NEPA finding’ — select
this option when each ALI within the project has its own environmental determination, or

b) One: ‘This Project and ALL ALIs activities are covered by one NEPA determination’ — select this
option when one environmental determination applies to the project as a whole.

Step 1: Independent Utility and Permissible Segmentation

For most entries in TrAMS, there will be one NEPA finding per "Project” in TrAMS. In some cases, it may be desirable for one "Project” to
have multiple NEPA findings, and in that instance, there would be one NEPA finding identified per ALl (e.g., large formula grants covering
multiple independent activities or Projects that involve permissible early acquisition of real property where the early property acquisition
has not been set up as its own "Project”) rather than at the Project level. Whether a NEPA finding is made at the Project level or for
individual ALls, every NEPA finding must comply with the scope requirements of 23 CFR 771.111(f) (independent utility. logical termini for
linear projects, not restrict consideration of alternatives for reasonably foreseeable transportation projects).

If your Project includes permissible early acquisition of real property, that early acquisition of property must have its own NEPA finding if
Federal funds may be used for the acquisition. That can be done through either including a separate "Project” for early property
acquisition or by entering NEPA findings at the ALl level.

Identify if your Project involves one or more than one environmental finding (e.g.. multiple NEPA findings at the ALI level). *
© This Project and each ALl activity have a separate, individual NEPA finding.

This Project and ALL ALls activities are covered by one NEPA finding.

oo [

6) Click on the ‘Next’ button to move the next form. Click the ‘Close’ button on this, or any subsequent
forms, to close the form without saving changes and return to the project ‘Related Actions’ menu.

Identify if your Project involves one or more than one environmental finding (e.g.. multiple NEPA findings at the ALI level). *
© This Project and each ALl activity have & separate, individual NEPA finding.

This Project and ALL ALIs activities are covered by one NEPA finding.

NIy CLOSE
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7) The ‘Step 2: Project Environmental Finding Summary’ section will appear.

a) If the answer to Step 1 was ‘This Project and each ALl activity have a separate, individual NEPA
determination,” the form will display each ALl in the project. A ‘NEPA Class of Action’ and its
corresponding ‘Category Exclusion’ will need to be chosen for each ALI.

9900-2018-12-P3 | Project Environmental Review Summary

Recipient Details

Recipient ID Recipient Name

G300 Trams Transit Organization

Application Details

FAIN Application Mame
9900-2018-12 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL
Temp App Number PROJECTS
§900-2018-12 Application Status
In-Frogress

Project Details

Project Number Project Name
8900-2018-12-P3 Proj 3 Small Urban Mobility Management FFY2017 & FFY2013 funding

Step 2: Project Environmental Finding Summary

Select NEPA Class of Action

Scope Code Scope Name Line ltem Number MEPA Class of Action Category Exclusion
= OTHER CAFITAL ITEMS = -

11700 (BUS) 11.7L.00 = : NA

11200 BUS TRANSI TWAYS/LIMES 11.22.01 ele : *| NA

BACK CLOSE

b) If the value ‘This Project and ALL ALIs activities are covered by one NEPA finding’ was selected,
the form will display a single row for the entire project. Only one ‘NEPA Class of Action’ and its
corresponding ‘Category Exclusion’ may be selected.
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9900-2018-12-P3 | Project Environmental Review Summary

Recipient Details

Recipient ID Recipient Name

2900 Trams Transit Organization

Application Details

FAIN Application Mame

2900-2018-12 2311 FORMULA FFY17 & FFY13 FUNDS FOR MOB MGT & CAPITAL
PROJECTS

Temp App Number JECTS

9900-2018-12 Application Status
In-Progress

Project Details

Project Number Project Name

9900-2018-12-P3 Proj 3 3mall Urban Mobility Management FFY2017 & FFY2018 funding

Step 2: Project Environmental Finding Summary

Select NEPA Class of Action

Project Name NEPA Class of Action Category Exclusion

Proj 3 Small Urban Mobility Management |
FFY2017 & FFY2018 funding

BACK m CLOSE

| NA

Select a value from the drop-down menu provided under the ‘NEPA Class of Action’ field. Once you
select a class of action from the drop-down, the ‘Category Exclusion’ field will populate with
appropriate values.

a) If ‘Class ll(c) — Categorical Exclusion (C-List)’ or ‘Class Il(d) — Categorical Exclusion (D-List)’ is
selected, a new dropdown menu will appear displaying the possible categorical exclusion values.

b) Otherwise, the value of ‘NA’ will populate.

To change your Step 1 answer, click the ‘Back’ button and adjust your selection. The following
validation message will display to confirm your change. You will need to repeat steps 5 —7.

Previously saved data will be deleted, are you sure you want to
continue?

YES NO

10) When the NEPA classes and categorical exclusions have been selected, click the ‘Next’ button to

move to the next page to provide detail information on the Environmental Findings.
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11) The ‘Step 3: Budget Activity Line Items Associated to NEPA Class of Action’ section will display:

Step 3: Budget Activity Line Items Associated to NEPA Class of Action
Line Total .
5 FTA Cat I
cope Scope Mame ltem Line ltem Name Eligible MEPA Class 2 eggnca
Code Amount Exclusion
Number Cost
Class ll{c) - .
- - - MOBILITY - - Type 10: Joint
117- | OTHER CAPITAL 117000 MANAGEMENT $405440.00 s$567,.238.00 Coresorical Development of
00 ITEMS (BUS) . O Exclusions {C- A
(E302(A)( 1LY List) Facilities
Class 11{d) - Tyoe 01:
112- BUS - Categarica A
v 1.22. AC - BUSWA 23,100. 25,591, 2
g TRANSITWAYS/LNEs 12301 ACQURE-BUSWAY 52370000 s25391.00 O e T Highway
List) Modernization
Class |I{d) - Categorical Exclusions (D-List) - Type 01: Modernization of & highway by resurfacing, restoring, rehabilitating, or reconstructing shoulders
or auxiliary lanes (e.g., lanes for parking, weaving, turning, climbing).

12) When multiple findings have been selected you will be presented with a grid to select the ALl to be
updated. Select an ALl by checking the box associated with the ALl and the form will expand to
allow the entry of the details. If only one finding was selected for the project, selecting an ALl will
not be required and the expanded form will automatically be displayed.

Description Details

Environmental Finding Dates

Finding Date Type Date

Class llc CE Approved

Documentation for NEPA Class of Action

Document Name Date Uploaded Uploaded By

No items available

UPLOAD

BACK SAVE CLOSE

13) For each NEPA Class of Action selected the user will be able to:
a) Provide a description of the findings in the ‘Description Details’ field.

b) Click on each finding date type ‘Date’ field to either type in a date or select a date from the date
picker. Date fields listed will depend on the NEPA Class of Action selected.
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c) Click on the ‘Browse’ button to upload a document that is associated with the NEPA Class of
Action.

Description Details

Class llic) consists of praojects called categorical exclusions (CEz) which are known not to have, either individually or cumulatively, & significant environmenta
impact on the human or natural environment and are therefore categorically excluded from the requirement to prepare an environmental assessment or
an environmental impact statement. Class ll(c) does not require documentation.

Environmental Finding Dates

Finding Date Type Date

Class llc CE Approved 02/22/2018

Documentation for NEPA Class of Action

Document Name Date Uploaded Uploaded By

Mo items available

@ Class lic CE Apprvd NEPA
RTF-34.03 KB

14) Click on ‘Save’ to save all information for the selected NEPA Class of Action. Then click ‘Close’ to
close the form and return to the project ‘Related Actions’ menu.

BACK SAVE CLOSE

15) Click on ‘Back’ to return to the previous form and modify the NEPA Class of Action or Categorical
Exclusions selected.
4.4.3.6 Validate Project
All projects must be validated before transmitting an application to FTA for review.
To validate a project, complete the following:
1) Search and open the desired project
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click on the ‘Validate Project’ related action from the menu.
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Summary Project Control Totals News [EEREENFNaiH

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

Validate Project
Validate and Mark Project Complete

View-Print Application
Generate View/Print for Application

Project Documents
Manage Project Documents

x [ *+ * =+ <+ =

4) The system will validate the project to ensure all required elements for the project are present and

will provide a summary of critical issues and warnings.

Version 1.4

Page 83




(‘ U.S. Department of Transportation

Federal Transit Administration

Federal Transit Administration
TrAMS User Guide — Vol 4, Application Development

5) If the validation results in critical issues, you will need to address them individually before the
project will pass validation. Critical issues will result in a red box ‘Validation Error’ and the list of
errors to be corrected. Potential critical errors include missing ALls, incomplete ALls, missing
location details, and missing environmental determinations. The following screenshot shows two
critical errors that must be addressed: an incomplete ALI and a missing congressional district. For
instructions on how to resolve critical errors, refer to the Appendix, section 7.7.2 Project Validation
Critical Errors.

Project | Project Validation Results

Project Number Project Name Date Created

9900-2018-9-P1 Maple Ave Station 2/5/2018 8:31 PM EST

Critical Issues

| o Validation Error

This project cannot pass Project Validation until these errors are corrected:

- The following line items in the project have a status of 'In-Progress'. Please ensure each line item has a status of 'Completed’
before continuing (Budget Activity Line Items Related Action):

Scope Line ltem : FTA Funding Line ltem

Number Scope Name Number Line Item Name Amount Status
BUS CONSTRUCT - TRANSIT

112-00 TRANSITWAYS/LINES 11.23.02 MALL $0 In-Progress

- Each line item must have a NEPA Class of Action/Environmental Determination selected (Environmental Determinations Related
Action).

Close

6) Click the ‘Close’ button to return back to the available related actions for the project and update the
project as necessary.

7) Once the project passes initial validation, you will be presented with a series of questions based on
the ALls in your project. The forms will only appear if the criteria apply to your project. The three
potential forms are:

a) Section 5307 Funding Security Question
b) Transportation Development Credit or In-Kind Funding Document Upload

c) Fleet Status Update for Rolling Stock ALls
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8) Section 5307 Funding Security Question: This question will only appear if you have selected 5307
funding for this application. The questions asks if at least 1% of the 5307 funds will be expended for

security purposes.

Summary Project Control Totals News Related Actions

Project | Section 5307 Funding Security Question

Project Details

Project Number 2800-2018-12-F2 Project Name Proj 3 Small Urban Mobility Management FFY2017 &
FFY2018 funding

This project includes Section 5307 funds. Answer the following question:

Will 1% or more of the 5307 funds in this application be expended for security purposes?

! a5 — our organization will expend at least 1% of the 5307 funds in this application for security-related projects
Mo -- our organization will MOT expend at least 1% of the 5307 funds in this application for security-related projects

9) If you select ‘Yes, our organization will expend at least 1% of the 5307 funds in this application for
security related projects’ and then click the ‘Continue’ button, you will be presented with a
confirmation screen.

10) If you select ‘No, our organization will NOT expend at least 1% of the 5307 funds in this application
for security related projects,” then you will need to explain why on the next form.

a) Click on desired reason. This is a multi-select choices
b) Update the ‘Explanation’ field with the desired text. This is a long paragraph text field.

c) Click on ‘Continue’ to save the information.
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Project | Security Question Details
Project Details

Project Number 8800-2018-12-FP2 Project Name Proj 2 Small Urban Mobility Management FFY2017 &
FFY201% funding

Your organization will not expend at least 1% of the Section 5307 funds for security purposes

Select one or more of the following reasons and provide a detailed explanation below:

‘We have conducted a threat and vulnerability assessment and found that there are no deficiencies that require additional investment in
security projects at this finme.

All FTATSA Security Action Items® have been met We can answer each action item affirmatively, and no additional investment in
security projects is required at this time.
Other. Detailed explanation is provided in comments below.

Explanation

Comments are required to exp ain your selection.

TSA/FTA Security and Emergency Management Action Items for Transit Agencies

Guidance Link http:iitransit-safety.volpe.dot. gov/Security/ SecurityInitiatives/Actionltems/actionlist.asp
http: Mransit-safiety. wolpe.dot. gow Security' Security Initi atives/Action| tems/actionlist asp
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11) In-Kind Funding: When one or more of the ALl has an In-Kind funding source, documentation will be
required. The ‘Upload In-Kind Funding Document’ page will display when a budget ALI contains In-
Kind funding.

a) Click on the ‘Upload’ button and select a document to upload.
b) Click on the ‘Save’ button to continue.

If In-Kind documentation has already been uploaded during previous validations of a project, you can
skip uploading a document by clicking on the ‘Skip’ button.

Project Validation | Upload In-Kind Funding Document

Project Details

Project Mumber T Project Title Date Created Status

Proj 3 Small Urban Mobility Management FFY2017 &

FFY2018 funding

2/15/2018 5:29 PM EST Ready for FTA Review

9900-2018-12-P3

Document Details
This project includes & budget activity line item that uses an In-Kind Funding source. Upload documentation for this additional funding.
Upload Document  jp; qap &

Jpload Documentation

Current In-Kind Funding Document

SKIP

12) Transportation Credit: When one or more of the ALI’s contain Transportation Development Credits
as a Non-FTA funding source, you will be required to upload documentation. The ‘Upload
Transportation Credit Document’ page will display.

a) Click on the ‘Upload’ button and select a document to upload.
b) Click on the ‘Save’ button to continue.

If Transportation Credit Documentation has already been uploaded during previous validations of a
project, you may skip uploading a document by clicking on the ‘Skip’ button.
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Project Validation | Upload Transportation Credit Document

Project Details

Project Mumber T Project Title Date Created Status
j 3 Small Urban Mobility Management FFY2017 & FFY2013 ]
9900-2018-12-P3 :i-ﬁ‘cm‘uum': L ey T S e A 7 Gl R AL 2/15/2018 5:29 BM EST In-Progress
g

Document Details
This project includes a budget activity line itemn that uses a Transportation Credit source. Upload documentation for this additional funding.
Upload Document ;) qap k

Upload Documentaticn

SKIP

13) When one or more of the ALI’s contain rolling stock, the current fleet status associated to the
recipient organization is shown. You may add new fleet types, update the current fleet items, delete
fleet items, or bypass making any changes to the rolling stock by clicking the ‘Close’ button. Refer to
the Recipient Profile Management page of the TrAMS Guidance & Training website for additional
information regarding updates to fleet status. The fleet status associated with the application will be
the fleet status listed on the recipient organization profile at the time of application award. Fleet
information will display in the application view print once the award is made. Use the Recipient
Profile at any time to view or update fleet information.

Project Validation | Update Grantee Fleet Status

Recipient Information

. Notification
Project Number 9900-2018-9-P1 includes a Ralling Stock line item. Please update your organization's fleet status before continuing with the project
validation

Recipient Profile Information

Recipient ID 9900 Recipient Name Trams Transit Organization

Existing Fleet

Fleet Type Peak Requirement Spares Spare Ratio Contingency Pending Disposal Total
Fixed Route 5 2 40% 1 1 9
Heavy Rail 1 0 0% 0 0 1

14) Once all validations have passed, the confirmation screen ‘Project Validated’ will display with the
following message: ‘Project Number [project #] has been successfully validated’. Click the Close
button to return to the ‘Related Actions’ menu.
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Project | Validated

| o Success! |

Project Number 9300-2018-9-P1 has been successfully validated.

CLOSE

4.4.3.7 View-Print Application

Users may access the View-Print Application functionality from either the application record or the
project record. Refer to Section 2.5.6.3 View-Print Application for information regarding this action.

4.4.3.8 Project Documents

Documents that are added to the project will display in the Project Documents related action. This also
includes the documents that are added as part of Project Validation. The documents that are added to
the project will also display at the Application level as well, within the ‘Application Documents’ Related
Action. The Project Documents related action allows users to upload new documents, remove or view

documents.

To add, view, or delete documents associated with the project:
1) Use the Records tab to search and open the desired project
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click on the ‘Project Documents’ related action from the menu.

Summary Project Control Totals News Related Actions

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project’s Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line ltem and Milestone

Environmental Determinations
Manage Project Environmental Determinations

Validate Project
Validate and Mark Project Complete

View-Print Application
Generate View/Print for Application

Project Documents
Manage Project Documents

Nl T e e e e W

4) The ‘Manage Documents’ form will open. Documents previously uploaded and associated with the
project will display in a grid.
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Project Number

2900-2018-12-P3

Document
Context

Program Plan

Project Details

Current Documents

Document Type

Long Range Plan

Document File Name

9900-2018-12-F3 -
Program Plan - Long
Range Plan

Project Name

Trams Transit Organization | Manage Documents

Proj 3 small Urban Mobility Management FFY2017 & FFY2018 funding

Document Description

Upon full execution of
this Grant Agreement by
the Recipient, the
Effective Date will be the
date FTA ar the Federal
Government awarded
Federal assistance for
this Grant Agreement.
Long Range Plans
included in attachment
document.

Date

Program Plan

Environmental
Finding

Project Budget

Project Budget

STIRTIR

Class li(c) - Categorical
Exclusions (C-List)

In-Kind Funding

In-Kind Funding

Class lic CE Apprvd
MEPA

n-KindPrjFunding

In-KindPrjFunding

remanufacture of
stations, stops, or
vehicles. As a result, the
Civil Rights Officer will
not review this grant
and does not need to
provide & Civil Rights
Concurrence.
Additionally, the
recipient’s Civil Rights
programs are in
fundable status

Uploaded B
Uploaded P y
Mar 02, FETanT @vah
s jane rams@yahoo.com
Feb 20, jane.trams@yahoo.com
2018 T e
Feb 16, jane.trams@yahoo.com
2018 o e
Feb 16, jane.rrams@yahoo.com
2018 T e
Feb 16, jane.rams@yahoo.com
2018 T e

1-50f5

ADD DOCUMENT CLOSE

5) View Document: To view a document, click the corresponding ‘Document File Name’ hyperlink. The
file will download to your local file system.
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Q

Current Documents
Eg.:lemnem Document Type Document File Name Document Description B;Tzaded Uploaded By
‘ Upon full execution of
this Grant Agreement by
the Recipient, the
Effective Date will be the
9600-2018-12-P3 - date FTA or the Federal Mar 02
Program Plan Long Range Plan Program Plan - Long Government awarded e jane.trams@yahoo.com
Range Plan Federal assistance far -
this Grant Agreement.
6) Add Document: Click the ‘Add Document’ button to upload a new document to the application. The
"Add New Document" form will open. Fill in all required information as described below:
Trams Transit Organization | Add New Document

Project Details

Project Number Project Mame

9900-2018-12-P3 Proj 3 5mall Urban Mobility Management FFY2017 & FFY2018 funding

Upload New Document

* Document Context ‘ -

* Document Type -
* Document
Description
* Select Document ;0 qap '.'_
o

1) Document Context: Select a context type (“document category”) from the drop-down menu.”)
from the drop-down menu.

2) Document Type: Select a document type from the drop-down menu. The available types
depend on the selected context.

3) Document Description: Enter a description for the document.

4) Select Document: Click the ‘Upload’ button and select a file from your local system. You may
only upload one file at a time. After uploading a file, hover over the ‘page’ icon next to the
uploaded file and click the ‘X’ that appears to remove the file as needed.

* Select Document BdgtScopeDetails
RTF - 34038 KB

5) Once all details have been entered, click the ‘Save’ button to save the document.
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CANCEL

SAVE

6) The previous screen will open and you will see the uploaded file in the ‘Existing Documents’ grid.

Environmental
Finding

Project Budget

Project Budget

Project Budget

Class li{g) -
Categorical
Exclusions (C-List)

n-Kind Funding n-KindPrjFunding

In-Kind Funding

n-KindPrjFunding

Scope Details BdgtScopeDetails.rof

Class lic CE Apprvd NEPA

Feb 16,

2013

Feb 15,

20138

Feb 16,

2013

7-00 {117} Enh Mol
Seniors/Disabl - state

ADD DOCUMENT

jane.trams@yahoo.com

jane.rams@yahoo.com

jane.trams@yahoo.com

jane rams@yahoo.com

1-60ofb

CLOSE

8) Delete Document: To delete a document, select the checkbox next to the document in the ‘Existing
Documents’ table and click the ‘Remove Document’ button. More than one document can be
deleted at a time.

Ll

7

Project Budget

Project Budget

Project Budget

n-Kind Funding n-KindPrjFunding

In-Kind Funding

n-KindPrjFunding

Scope Details BdgtscopeDetails. ref

Feb
2018
Feb 16,
2018
117-00 (117} Enh Mob Feb 186,
Seniors/Disabl - state 2018

jene.rams@yshoo.com

jane.wrams@yahoo.com

jane.trams@yahoo.com

1-60of6

LAl i lelolVINIS 100 REMOVE DOCUMENT I CLOSE ‘

4.4.3.9 Related Action: Delete Project

Projects can be deleted from an application by users with a submitter or developer role while the
application is in ‘In-Progress’ status.

To delete one or more projects from an application:

1) Search and open the desired application/award.

2) Click the ‘Related Actions’ link from the navigation bar.
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3) Click the ‘Delete Project’ related action.

Summary Points of Contact Application Control Totals Application Projects News Related Actions

Application Documents
Manage Application Documents

Add Project to Application
Create Project and Associate to Application

Application Details
Edit/View Application Details

View-Print Application
Generate View/Print for Application

Validate and Transmit Application
Validate and Transmit Application to FTA for Review

View-Print Budget Change History
Generate View-Print for Budget Revisicn

Application Review Comments
View and Manage Appliciation / Award Review Comments

T T T T >

Delete Project
Delete Associated Application Project

Award Funds Status
View Award Funds Staniis - Ohligatinong Denhlieatinng Refunds and Dishiireements

~n

4) The ‘Application | Select Project to Delete’ form will display.

Application | Select Project to Delete

Recipient Details

Recipient ID Recipient Name

9200 Trams Transit Arganization

Application Details

Projects for Application

Project Number Project Name Project Budget Last Updated Date

Proj 3 Small Urban Mobility Managemeant

9900701 B.13.P3 = -

9900-2018-12-P3 FEY2017 & FFY2018 funding $593,229 Feb 15, 2018
o e P Proj 2 State Capital for bus procuremnent at .
o00- _12-p2 1

900-2078-12-F2 65% & capital equip at 45% 0 Feh 15, 2018

9900-2018-12-F1 Proj 1 Statewide Rural Mob Mgt and Oper 50 Feb 15, 2018

FFY2017 & FFY2018 Funding

CAMNCEL

FAIN Application Name
9900-2018-12 2371 FORMULA FFY17Y & FFY13 FUNDS FOR MOB MGT & CAPITAL
Temp App Number PROJECTS
S000-2018-12 Application Status
In-Progress

Last Updated By

Jane Trams

Jane Trams

Jane Trams
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5) Select the check box for a project you wish to delete from the application and then click the ‘Delete
button which appears. You may only select one project at a time.

’

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By

Proj 3 Small Urban Mobility Management

9500-2018-12-P3 FEY2017 & FRY2018 funding $593,229 Feb 15, 2018 Jane Trams
LU =
BEAALAn B 1 a Proj 2 State Capital for bus procuremnent at 1o - .
9900-2018-12-P2 65% & capital equip at 45% $18,489 Fen 15,2018 Jane Trams

A000201 8.1 7P Proj 1 Statewide Rural Mob Mgt and Oper o Foh 15 7073
’ 9500-2018-12-P1 FFY2017 & FFY2018 Funding %0 eb 15, 2013 Jane Trams

CAMCEL DELETE

6) The ‘[Application ID] | Confirm Delete Project’ form will display. Click the ‘Delete’ button to confirm
project deletion or click ‘Cancel’ to return to the application ‘Related Actions” menu without deleting
the project.

9900-2018-12-P2 | Confirm Delete Project

Project Details

Project Number Project Title Date Created

8900-2013-12-P2 Proj 2 State Capital for bus procurement at 65% & capital equip at 43%  2/15/2018 5:21 PM E5T

CANCEL DELETE

7) Click the ‘Yes’ button on the additional prompt message, ‘Are you sure you want to delete this
project?’ to confirm the deletion. WARNING: Deleted projects are not recoverable.

Are you sure you want to delete this project?

YES NO
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8) The ‘Project | Deleted’ success message will display with the following confirmation message:
‘[Project ID] has been successfully deleted’. Click the ‘Close’ button to return to the ‘Related Actions’
menu.

Project | Deleted

[ s |

Project 9900-2018-12-P2 has been succesfully deleted

CLOSE

4.4.4 Related Action: Validate and Transmit Application

Once all projects for an application have been completed and have been successfully validated you will
be ready to send the application to the FTA for their initial review to take place. You will need to return
to the ‘Related Actions’ associated with the application. Both users with the Submitter and Developer
roles can transmit an application to FTA.

To validate and transmit an application:
1) Search and open the desired application/award.

2) Click the ‘Related Actions’ link from the navigation bar. A list of available related actions will show. If
in a project, go to the ‘Summary’ page and click on the FAIN hyperlink to return to the Application
‘Summary’.

Records | Projects

9900-2018-12-P3 - Proj 3 Small Urban Mobility Management
FFY2017 & FFY2018 funding

Summary Project Control Totals Mews Related Actions

Recipient Details

Recipient ID Recipient Name

5900 Trams Transit Organization

Application Details

FAIN Application Name
5900-2018-12 ’ 2311 FORMULA FFY17 & EFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

Temp App Number Application Status
L S000-2018-12 In-Progress

3) Click the ‘Validate and Transmit Application to FTA’ related action.
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Summary Paints of Contact Application Control Totals Application Projects MNews Related Actions

Application Decuments
IManage Application Documents

Add Project to Application
Create Project and Associate to Application

Application Details
EditView Application Details

View-Print Application
Generate View/Print for Application

;
’
y
y
’

Validate and Transmit Application
Walidate and Transmit Application to FTA for Review

4) The system will display a form with validation results. The results may contain Critical Issues and

Warning Issues. You must resolve any critical issues to proceed with validation and transmit.
Potential critical errors include, but are not limited to, missing application details and missing
projects. Potential warnings include, but are not limited to, expired Civil Rights programs.

Application | Application Validation Results

Application Details

Application Number Application Mame
9900-2018-12 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL
PROJECTS

Temp App Number
9900-2015-12

Critical Issues

@ Validation Error

This application cannot pass Application Validation and be transmitted to FTA for review until these errors are corrected

- The following projects in this application have not passed Project Validation:
- 9900-2018-12-P1

Warning Issues

-t

This application can pass Application Validation with the following issues, but they must be corrected prior to Award

- Your organization has expired or incomplete civil rights program compliances. Please update your civil rights programs (Recipient Qrganization
Record, Civil Rights Information Related Action)

- Your organization has not approved C&A's for Fiscal Year 2018 (Recipient Organization Record, Certifications & Assurances Related Action).

CLOSE

Warnings only are displayed, they can be disregarded by clicking the ‘Continue with Warnings’
button.
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(1. Warning

This application can pass Application Validation with the following issues, but they must be corrected prior to Award

- Your organization has expired or incomplete civil rights program compliances. Please update your civil rights programs (Recipient
Organization Record, Civil Rights Information Related Action)

- Your organization has not approved C&A's for Fiscal Year 2018 (Recipient Organization Record, Certifications & Assurances Related

Action).
CONTINUE WITH WARNINGS

6) Once all critical errors have been corrected, revalidate the application. The ‘Application | Validated’
screen will display. To proceed with submission, click the ‘Continue with Transmission’ button. If you
are not ready to transmit to FTA for initial review, click the ‘Close’ button to return to the ‘Related
Actions’ menu without transmitting.

Application | Validated

[@ e |

Application Number $900-2018-12 has been successfully validated.

| CONTINUE WITH TRANSMISSION  EalRel3

7) The ‘Application | Transmitted’ success screen will display. Click the ‘Close’ button to return to the
‘Related Actions’ menu.

Application | Transmitted

Application Number 9900-2018-12 transmission completed.

CLOSE
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8) The ‘Summary’ page will update to show the new application status. The status bar will be set to
‘Initial Review / Concurrence’ and the application’s status field will have changed from ‘In-Progress’
to ‘Transmitted/Ready for FTA Review’.

Records  Applications / Awards

9900-2018-12 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB =
MGT & CAPITAL PROJECTS

Summary Points of Contact Application Control Totals Application Projects MNews Related Actions

v
n-Frogress Initial Review / Final Concurrence Obligation Executed Active Closed
Concurrence
Recipient Details
Recipient 1D Recipient Name
5500 Trams Transit Qrganization

Application Status Information

Application Number

9900-2018-12

Application Name

2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

Status
Transmitted / Ready for FTA Review

4.4.5 Validate and Retransmit Application to FTA

If deficiencies are identified in the application by any FTA reviewers, the application will be returned to
the recipient for updates. An email will be sent to the recipient’s Point of Contact indicating that the
application has been returned. The status of the application will return to the ‘In-Progress’ status or to
‘In-Progress / Returned to the Grantee’ when returned following FAIN assignment.

The recipient may then:

e View and respond to FTA comments from the Application Related Actions menu ‘Application
Review Comments’. See application related action Application Review Comments.
e Have users with the Submitter or Developers roles edit the application.
o All actions available and editable during drafting of the application will be available.
o Changes made to projects will require project validation prior to resubmission.
o After correcting the application deficiencies, retransmit the application using the
‘Validate and Transmit Application to FTA’ related action.
e  WARNING: Changes to existing ALI(s) will not be permitted once the FAIN has been generated.
Projects within the application can no longer be deleted once the FAIN is assigned (In-
Progress/Returned to Grantee).

4.4.6 Submit Application to FTA

After the FTA has completed their initial review of the application and has assigned a FAIN to the
application, FTA will return the application to the recipient for formal submission. A ‘Task’ will be
assigned to users in the recipient organization with the Submitter role group. All Submitters will receive
an email notice indicating that a task has been assigned.
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To complete the submit task:

1) Click the ‘Tasks’ tab to view a list of tasks for the logged-in user.

2) Select the ‘Review & Submit’ task for the application.

News Tasks (3) Records Reports Actions

U.S. Department of Transportation
Federal Transit Administration

NEWEST ~

Assigned to Me > # TrAMS G9900 Submitter

cent by M J Review & Submit | FL-2018-007-00 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT &
ent by Ve CAPITAL PROJECTS

Starred A moment ago

3) The system will prompt you to accept the task. Click ‘Yes’ to accept the task within the ‘Do you want
to accept the task?’ prompt. Clicking the ‘No’ button will return the task to the group and make the
task available to any other users in your recipient organization with the Submitter role. Selecting
‘No’ will not reissue a notification email to the group.

Accept Task
Do you want to accept the task?

Mo Yes

4) The ‘Application | Submit Application to FTA’ form will open.

Application | Submit Application to FTA
Recipient Profile Information

Recipient ID 3 9900 Recipient Name Trams Transit Organization
X https://facestest1.fta.dot.gov/suite/tempo/recordsii...

Application Details

Application , | FL-2018-007-00 Application Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB
Number (FAIN) S https://facestest1 fta.dot gov/suite/tempo/recordsii... MGT & CAPITAL PROJECTS
Temp Application 9900-2018-12 Application Status FAIN Assigned / Ready for Submission
Number

Last Modified Date 2/22/2018 5:09 PM EST
Last Modified By region4.preawardmanager1

Submit to FTA View/Print Retumn with Comment to FTA Cancel

From this screen, the Submitter can:

e Cancel to return the task for later action.

e Submit the application to FTA

e Review the application prior to submission

e Provide comments to FTA without submitting the task
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5) Cancel: Click the ‘Cancel’ button to return the task to the group and make the task available to any
other users in your recipient organization with the Submitter role. A notification email is also sent
out to the group when selecting the ‘Cancel’ button.

Submit to FTA View/Print Return with Comment to FTA I Cancel I

6) View/Print: To review the Application prior to submission, click the ‘View/Print’ button.

Submit to FTA Return with Comment to FTA Cancel

7) The ‘View/Print’ Application’ form will display. Click on the ‘View Print Application — [Application
Number]’ to view the application. The application will display when the ‘View Print Application’ link
is clicked. WARNING: You must click ‘Close’ on the View Print screen to return to the submission
task. If you fail to click ‘Close’, you will have to wait 1 hour for the View-Print form to time-out and
for the Submit task to be returned

View/Print Application

Printable Application
View Print Application - FL-2018-007-00

CLOSE

8) Return with Comment to FTA: This option should be used if the application wants to make
additional changes; FTA must return the application. Select the optiopn ‘Return with Comment to
FTA'.

Submit to FTA View/Print [ Return with Comment to FTA I Cancel

9) The ‘Return Application to FTA Pre-Award Manager | Recipient Comment Entry’ form will display.
Enter your comment in the ‘Comment’ field and click ‘Return to FTA for Comment Review’.

10) Click the Cancel Button to return to the prior screen.
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Return Application to FTA Pre-Award Manager | Recipient Comment
Entry

Recipient Profile Information

RecipientlD ;| 9900 Recipient Name Trams Transit Organization
. https://facestest1 fta.dot gov/suite/tempo/records/i...

Application Details

Application 3 FL-2018-007-00 Application Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB
Number (FAIN) ™ | https://facestest1.fta.dot.gov/suite/tempo/records/i... MGT & CAPITAL PROJECTS
Temp Application 9900-2018-12 Application Status FAIN Assigned / Ready for Submission
Number

Last Modified Date 2/22/2018 5:09 PM EST
Last Modified By region4.preawardmanager1

Comment

Itis agreed the grant recipient shall not draw down any funds awarded until the U.S. Department of Labor has issued a certification on
this application in accordance with 49 U.S.C. §5333(b). Upon certification of the grant by the U.S. Department of Labor, this award of
Federal financial assistance will be subject to the terms and conditions set forth in the U.S. Department of Labor’s certification letter to

the Federal Transit Administration for this application], including any attachments to the certification letter, which are fully incorporated
herein by reference.

Please enter your comments for review by the FTA Pre-Award Manager.

Retum to FTA for Comment Review Cancel

11) Click the ‘Close’ button to return the application to the ‘Tasks’ tab, and submit the application at a
later time. The system will display a confirmation message that the task has been returned. If the
task does not immediately reappear in the ‘Task’ tab, click the tab again to refresh the list.

Application | Cancel Submission of Application FL-2018-007-00

Confirmation

The submission of Application FL-2018-007-00 to the FTA Pre-Award Manager has been cancelled.

Return to the Task list to submit Application FL-2018-007-00 to the FTA Pre-Award Manager at a later time.

Version 1.4 Page 102




(‘ U.S. Department of Transportation

Federal Transit Administration

Federal Transit Administration
TrAMS User Guide — Vol 4, Application Development

12) Submit to FTA: To submit the application, click the ‘Submit to FTA’ button.

Submit to FTA View/Print Return with Comment to FTA Cancel

13) The ‘Application Validation | Submit Application for FTA Review’ Screen will be shown. Enter your
4-digit PIN in the ‘User PIN’ field and click the ‘Confirm’ button. Refer to the ‘Required PIN Resets’
page if you do not know your PIN number. ‘Cancel’ to return the submission task to the ‘Task’ tab.

Application Validation | Submit Application for FTA Review

Please review the content below to confirm submission

To the best of my knowledge and belief, all data entered are true and correct. Submission of this application is duly authorized by the
appropriate governing officials of the applicant and the applicant will comply with the certifications and assurances if the federal assistance is
awarded.

If you agree, click on the Confirm button to complete submission of this application to the Federal Transit Administration (FTA).

Enter User PIN

Please note that this verification is being recorded under the name of:

Name Jane Trams Date Feb 23,2018

Title Sr. Financial Analyst User PIN

| [oelVIZ 1IN CANCEL

14) Once the application is submitted, the following message will display: ‘Federal Award Number has
been successfully submitted to the FTA for Final Concurrence review’.

Application Review | Submitted

l o Success! I

Federal Award ID Number FL-2018-007-00 has been successfully submitted to FTA for Final Concurrence review.

CLOSE

15) Click the ‘Close’ button. The system returns you to the ‘Tasks’ tab and the review link will now be
removed from the task list.

4.4.7 Obligation

The application reaches the Obligation phase once the Legal Concurrence is logged. The Progress Bar
will reflect the image shown below. To access the Progress Bar, navigate to the Summary Dashboard on
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the Records tab.

Points of Contact  Application Control Totals  Application Projects Review / Approvals MNews Related Actions

v
Final Concurrence Obligation Executed Active Closed

m
i
1

4.4.8 Execute the Award

Once the application is obligated / awarded, the progress bar is updated on the summary dashboard to
reflect that it is in the ‘Executed’ phase, as shown in the image below.

Points of Contact  Application Control Totals  Application Projects  Review / Approvals  News  Related Actions

n-Progress nitial Review Final Concurrence Obligation Executed Active Closed

When the application is created, the recipient has the option to identify whether the application uses
Pre-award Authority or not. If the recipient chooses the ‘Yes’ option, this indicates that the application
uses Pre-award Authority and the next step after obligating / awarding the application will be for the
Recipient’s FFR reporter to complete the initial FFR. For steps on completing the initial FFR, see the
Initial FFR section of the appendix. Once the initial FFR is completed, the Recipient’s Official user can
execute the award.

After FTA has completed their reviews of the application, the Initial FFR is completed (if applicable), and
the funds have been obligated, a ‘Task’ will be assigned to users with the Official role to execute the
award. All users with the Official role in the recipient organization will receive an email notice indicating
that a task has been assigned.

To complete the execute award task:
1) Click the ‘Tasks’ tab to view a list of tasks for the logged-in user.

2) Select the ‘Execute Award for Federal ID Number [FAIN] task.

News Tasks (1) Records Reports Actions U Appian

U.S. Department of Transportation
Federal Transit Administration

NEWEST ~

Assigned to Me > * TrAMS G9900 Official

< by M J Execute Award | FL-2018-007-00 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT &
ent by Me CAPITAL PROJECTS

Starred & 1 minute ago

3) The system will prompt you to accept the task at the top of the Award Execution Summary form.
Click ‘Accept’ to accept the task within the ‘You must accept this task before completing it’ prompt.
Clicking the ‘No’ button will return the task to the group and make the task available to any other
users in your recipient organization with the Official role.
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You must accept this task before completing it EWNad:48 O GO BACK

4) After accepting the ‘Execute Award’ task you will be able to:
1) View the Award Letter prior to executing
2) Execute the Award

3) Close the task to return it to the queue

Tasks (1) Records Reports Actions

Application | Award Execution Summary

Recipient Details

Recipient ID Recipient Name
9800 Trams Transit Organization

Application Details

Application Number FL-2018-007-00 Application Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB

. . MGT & CAPITAL PROJECTS
Obligation Fiscal 2018 .

Year Application Type Grant
Award and Execution Details
Award Status Obligated / Ready for Execution Award Execution Obligated / Ready for Execution

] - Status
Awarded By regiond.administrator?

o Award Execution By
Administrator
User Title

Awarded Date 2/26/2018 User Title

Award Execution
Date

CONTINUE TO EXECUTION | VIEW AWARD AGREEMENT H CLOSE |

5) To View the Award Agreement select the ‘View Award Agreement’ button. The ‘Award | View
Award Letter for [FAIN]’ screen will display. Click on the ‘Award_Letter_FAIN’ hyperlink to open and
view the award information. WARNING: Be sure to click the ‘Close’ button on the View-Print form
to be returned to the Execute Award task. Otherwise, you will have to wait 1 hour for the View-Print
form to time-out and for the Execute Award task to be returned to you.
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Award | View Award Letter for FL-2018-007-00

Award Letter i AwardLetter_FL-2018-007-00
105 KB

6) Click the ‘Continue to Execute’ button to execute the award. The ‘Application | Execute Contract
Award’ screen will display. Provide your PIN number in the ‘User PIN’ field and click the ‘Execute
Award’ button to complete the award execution. The award status will change to ‘Active
(Executed)’ once this step has been successfully completed.

Application | Execute Contract Award

Recipient Details

Recipient ID Recipient Name

9900 Trams Transit Organization

Application Details

Application Number Application Name
FL-2018-007-00 2311 FORMULA FFY17 & FFY13 FUNDS FOR MOB MGT & CAPITAL
PROJECTS

Obligation Fiscal Year
2018 Application Status

Obligated / Ready for Execution

Award Execution Details
This contract award execution sign off is being recorded under the name of:
Executed By Officiall TRAMS

Executed Date Feb 28 2018

Enter User PIN

Please note that this verification is being recorded under the name

of:
Date Feb 28,2018

Name Officiall TRAMS

User PIN
Title Official

EXECUTE AWARD CANCEL

Once the proper PIN is entered and the ‘Execute Award’ button is clicked, the following success screen
will display.
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Application Review | Executed

Federal Award ID Number FL-2018-007-00 has been successfully executed.

CLOSE

Now that the award was successfully executed, the Progress Bar is updated to reflect that the
application is now in the ‘Active’ phase. To access the Progress Bar, navigate to the Summary
Dashboard within the application record.

Points of Contact  Application Control Totals  Application Projects News Related Actions

n-Progress nitial Review Final Concurrence Obligation Executed Active Closed

7) Click the ‘Close’ button on the ‘Application | Award Execution Summary’ screen or the ‘Cancel’
button from the ‘Application | Execute Contract Award’ page to return the task and execute at a
later date.

: CONTINUE TO EXECUTION ‘ VIEW AWARD AGREEMENT I CLOSE
I

4.5 Search for Applications/Awards
Users can seach two (2) ways for an application or award in TrAMS:

1) Use the ‘Records’ tab
2) Use the ‘Actions’ tab.

You can use the ‘Projects’ link on the ‘Records’ tab to search for application projects independent of the
application record. This primarily applies to new TrAMS applications. See Section 7.6 Searching for
Projects for more details.

4.5.1 Record Tab: Applications/Awards
To search for an application or award from the Records tab:

1) Go tothe ‘Records’ tab and click ‘Applications/Awards’.
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Reports  Actions (s rI Appian

Applications / Awards

Q U5, Deportment of Transporiation
List of All Applications / Awards for Your Qrganization

p—
=n
Transit A | =

All+

2) Alist of applications and awards will appear. FTA users can see all TrAMS applications and awards.
Grantee users can only see the applications and awards for their organizations.

Version 1.4 Page 108



(‘ U.S. Department of Transportation

Federal Transit Administration

Federal Transit Administration
TrAMS User Guide — Vol 4, Application Development

3) Each application record name is a hyperlink to the application record. As shown in the sample
application record link below, application record links have a standard format: “application/award
ID” | “the application/award title.”

Applications / Awards Clear Fiters

Q New Transit © SEARCH PRE-AWARD STATUS | Final Concurren... © = POST-AWARD STATUS | A1 -

': FL-2018-001-00 | New Transit Line
@ Grantee Name: Trams Transit Grganization
Current Status: Final Concurrence / Reservation

Last Updated Date: Mov 02, 2017

Beneath the application link are three additional pieces of information: the grantee name, the
current application status, and date the application was last updated.

The ‘Last Updated Date’ is changed to the current date anytime a user saves, updates, deletes or
completes an action that changes the status of the application.

4) Search criteria can be used to filter or narrow down the list of applications (at top of the page).
Filters include pre-award status and post-award status. These filters are drop-down boxes. You can
also enter text into the ‘SEARCH’ box to filter the list to applications that match all or part of the text
in the application name hyperlink. The search ignores capitalization (“bus” will return anything with
“BUS”, “Bus”, or “bus” in the title). If you use the application FAIN, you must include the dashes.

Applications / Awards

I Q SEARCH PRE-AWARD STATUS T r POST-AWARD STATUS T - I

9900-2018-9 | New Transit Line

-
@ Grantee Name: Trams Transit Organization
Current Status: In-Progress

Last Updated Date: Feb 05, 2018

5) To view a specific application, click the application hyperlink to go directly to the application record.

Applications / Awards

Q SEARCH PRE-AWARD STATUS [ - POST-AWARD STATUS T -

S [[8900-2018.9 | New Transit Line e
@ arantee Name: [rams [ransl rganization
Current Status: In-Progress

Last Updated Date: Feb 05, 2018

)
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6) The ‘Applications/Awards Summary page will display. To return to the application list, click the
‘Application /Award’ hyperlink on the top of the page.

Records Quis
9900-2071& \New Transit Line =

Points of Contact  Application Control Totals Application Projects News Related Actions
—

In-Progress Initial Review /  Final Concurrence Obligation Executed Active Closed
Concurrence

Recipient Details

Recipient ID Recipient Name

4,5.2 Action Tab: Search Application/Awards
To search from the ‘Actions’ tab:

1) Go tothe ‘Actions’ tab and click the ‘Search Applications / Awards’ action link.

News Tasks (2) Records Reports Actions

US. Department of Transporation
Federal Transit Admini Create Application
ﬁ Create New Application Record
All > 1 h Applicati I A d
. earc| ications / Awards
Starred & PP ) o o
Search and View Existing Application / Awards
APPLICATIONS

TeARAC 4 A &8

Search DBE Report

2) The ‘Application | Search Applications’ form will display. The first view is of a user associated with
one recipient organization, the second view is for a user associated with multiple recipient
orgnaizations. The latter has the opportunity to further filter information by a specific recipient
organization name or ID number.
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U.S. Department of Transportation
V Federal Transit Administration

Application | Search Applications

Enter one or mare of the following search criteria to find an existing application

Application Search Criteria
Fiscal Year 2018 -
Select obligation fiscal year for application

Federal Award ID

Number (FAIN)

Enter federal award ID numbe

Section Code

Application Name

Enter all or part of an

application name

Application State

Enter state abbreviation for application

Application Status A4

- B

3)

Version 1.4

Enter any (or no) combination of search criteria in the provided fields and click the ‘SEARCH’ button.
Search results are restricted to applications and awards for the user’s recipient organizations. Search
criteria is not required. If no search criteria is entered, all applications and awards for the recipient
organization(s) will be returned.

4) The search criteria options are:

a)

b)

d)
e)
f)
8)

Recipient ID/Name: This is applicable only for users with more than one organization. Recipient
ID is the 4 digit number. Recipient Name is a text field that allows the user to enter all or part of
a recipient organizations name. The user must already belong to the organization that is entered
in the text field.

Fiscal Year: A drop-down menu containing fiscal years.

Federal Award ID Number (FAIN): Enter a complete or partial application number. Enter the
first part of an application number to return all applications beginning with the number. Dashes
are required.

Section Code: Enter a two-digit section code for the application or award’s funding source.
Application Name: Enter the full or partial name of the application.
Application State: Enter the state abbreviation for the application.

Application Status: Select an application status from the drop-down menu.

When the search is complete, the ‘Application Search Results’ form will open, containing a table of
awards and applications that meet the search criteria. Each FAIN is a hyperlink to the returned
application record. Click on a FAIN to go to the selected application record. Click the ‘SEARCH
AGAIN’ button to return to the previous screen and enter new search criteria.
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Trams Transit Organization | Application Search Results

Applications

FAIN Application Name Last Updated By Last Updated Date Status

FL-2017-004-00  Sample Application for DOL Review  jane.trams@yahoo.com 8/16/2017 11:02 PM EDT Ready for RA Concurrence / Award
FL-2018-006-00  New Transportation Route jane.trams@yahoo.com 12/26/2017 2:17 AM EST Active (Executed)

FL-2018-001-00  New Transit Line jane.trams@yahoo.com 11/2/2017 ©.08 AM EDT Final Concurrence / Reservation
FL-2018-002-00  Bus Transit Modernization jane.trams@yahoo.com 12/12/2017 11:23 PM EST  Active / Budget Revision Under Review
9900-2018-4 Sample App regiond.preawardmanager!  10/26/2017 2:21 PM EDT In-Progress

FL-2018-003-00  Test Application for User Guide jane.trams@yahoo.com 11/2/2017 1:26 PM EDT Final Concurrence / Reservation
FL-2018-004-00  User Guide Test App jane.trams@yahoo.com 11/3/2017 12:43 PM EDT Final Concurrence / Reservation
9900-2018-8 ample jane.trams@yahoo.com 12/26/2017 2:05 AM EST In-Progress

9900-2018-9 ew Transit Line janetrams@yshoo.com 2/5/2018 12:33 PM EST In-Progress

9 items

I Hyperlink to application record '
SEARCH AGAIN

4.6 Searching for Projects

Projects divide an application into smaller pieces. Each application must have at least one project.
Sound project naming conventions will help with seach functions later.

Application and award project records can be found from an application record (see Section 7.2.4
Application Projects) or searched for directly from the ‘Records’ tab.

To search for a project from the ‘Records’ tab:

1) Go to the ‘Records’ tab and click ‘Projects’.

News Tasks (6) Records Reports Actions

U.S. Depariment of Transportation Applications / Awards

=
Federal Transit Administration &2 Listof All Applications / Awards for Your Organization
All» —
Projects
= List of All Projects for Your Organization

2) Alist of projects will appear. Grantee users can only see the projects for their organizations. (FTA
users can see all TrAMS projects.)

3) Each project record name is a hyperlink to the project record. As shown in the sample project record
link below, project record links have a standard format: “application ID - project ID - project title.”

Version 1.4 Page 112



(‘ U.S. Department of Transportation

Federal Transit Administration

Federal Transit Administration
TrAMS User Guide — Vol 4, Application Development

Projects

Q SEARCH

99 9900-2018-9-P1 - Project
Grantee Name: Trams Transit Organization
Last Update Date: Feb 05, 2018

F L FL-2018-006-01-00 - Route A
Grantee Name: Trams Transit Organization
Last Update Date: Dec 03, 2017

Beneath the project link are two additional pieces of information: the grantee name and the date
the project was last updated.

4) A search box for filtering the list of projects is available at the top of the page. Enter text into the
‘SEARCH’ box to filter the list to projects that match all or part of the text in the project hyperlink.
The search ignores capitalization (“bus” will return anything with “BUS”, “Bus”, or “bus” in the title);
the project number must include the dashes.

Projects
}Q BUS [x) ‘ SEARCH

F L FL-2018-002-01-009rmina| Upgrade
Grantee Name: Trams Transit Organization
Last Update Date: Oct 26, 2017

5) Once you have identified the desired project, click on the project link to go directly to the project
record.

Projects

‘ Q BUS* © | SEARCH Hyperlink to project record

Last Update Date: Oct 26, 2017

6) The project Summary page will display. To navigate back to the project list, click the ‘Projects’
hyperlink on the top of the page.
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Records #l Hyperlink back to-project record list I
FL-2018-002-01-00 - Bus Terminal Upgrade

Project Control Totals ~ News Related Actions

Recipient Details

Recipient ID Recipient Name

9900 Trams Transit Organization
4.7 Appendix
4.7.1 Document Contexts and Document Types

Further details on this topic are discussed in section 7.2.6.1 Related Action: Application Documents. This
section displays all the available combinations of Document Contexts and their corresponding Document
types as well as a brief description of each. For example, if you access the Application Document related
action and select a Document Context of ‘Federal Financial Report,” then the Document Types that will
be available for selection are General and Recipient Remarks. See the table below for other context and
document type combinations:

Table 2: Document Contexts and Document Types

Context ‘ Document Type ‘ Description
FTA Comments Document that contains FTA Comments
General Comments For generic comments
Comments FTA Internal Comments Used for Internal FTA Comments

Conditions of Awards

For specifying award conditions

DOL

Documents with DOL Comments

Federal Financial
Report

General

For Generic Federal Financial Report
documents

Recipient Remarks

Recipient Remarks pertaining to the Federal
Financial Report

Proposal Documents

FTA Comments

Proposal document with FTA Comments

General Proposal document with General info
L For documents with general Application
Application .
) General Information
Information

Debt Delinquency

Application info docs pertaining to debt

Budget Revision

Approver Notes

Budget Revision documents containing
approver notes

Fleet

Fleet Status

Documents pertaining to Fleet Status

Fixed Route Fleet Details

Documents pertaining to Fixed Route Fleet
Details
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For documents pertaining to Paratransit Fleet

Paratransit Fleet Details Details

Light Rail Fleet Details For Light Rail Fleet Details

Commuter Rail Fleet Use when uploaded doc contains commuter
Details rail fleet details

Heavy Rail Fleet Details For Heavy Rail Fleet Detail documents

Use when document contains Waterbourne
Waterboarne Fleet Details | Fleet Details

Other Fleet Details For miscellaneous fleet details
. DOL Certification For DOL Certification Documents
DOL Documentation - -
No Material Change Use for No Material Change Documents

4.7.2 Project Validation Critical Errors

During project validation, there are several errors that can occur, preventing a user from advancing
through the validation process. As mentioned in section 7.4.3.6 Validate Project, these critical errors
must be resolved before the user can complete project validation. The following items define each of
the critical errors and how to resolve each of them.

4.7.2.1 Missing AlLls
The ‘Missing ALIs’ critical error will display with the following text:

e The project must have at least one item. Please add line items to the project before continuing
(Budget Activity Line Items Related Action)

Save

Project | Project Validation Results

Project Number Project Name Date Created

2900-2018-11-P4 Project 4 Fleet Deprecation 2/712018 3:42 PM EST

Critical Issues

m validation Error

- The project must have at least one line item. Please add line items to the project before continuing (Budget Activity Line ltems Related Action)

- The project must have a NEPA Class of Acbon/Environmental Determination selected (Enviranmental Determinations Related Action).

To resolve these issues, refer to section 7.4.3.4 Budget Activity Line Items and Milestones.

4.7.2.2 Incomplete ALls

The ‘Incomplete ALI’ critical error will display with the following text:
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e The following line items in the project have a status of ‘In-Progress’. Please ensure each line
items has a status of ‘Completed’ before continuing (Budget Activity Line Items Related Action)

B save

Project | Project Validation Results

Project Number Project Name Date Created

0o00-2018-11-P4 Project 4 Fleet Deprecation 2/7/12018 3:42 PM EST

Critical Issues

|_Q Validation Error

This project cannot pass Project Validation until these errors are cormacted:

- The following line items in the project have a status of 'In-Frogress'. Please ensure each line item has a status of 'Completed’ before contfinuing (Budget
Activity Line tems Related Action):

Scope Number Scope Mame Line ltem Number Line Item Name FTA Funding Amount Line ltem Status

112-00 BUS TRANSITWAYS/LINES 11.23.02 CONSTRUCT - TRANSIT MALL 50 In-Progress

- The project must hawve a NEPA Class of Action/Environmental Determination selected (Environmental Determinations Related Action).

To resolve these issues, refer to section 7.4.3.4 Budget Activity Line Items and Milestones.

4.7.2.3 Missing Location Details
The ‘Missing Location Details’ critical errors include the following:

e The project must have at least one congressional district selected (Project Location Related
Action.)
e The project must have at least one UZA code / state selected (Proejct Location Related Action)

B save

Project | Project Validation Results

Project Number Project Name Date Created

8900-2018-11-P2 Project 2 Decumentation 21712018 8:24 AM EST

Critical Issues

@ Validation Error

This project cannot pass Project Validation until these errors are cormected:

- The project must have at least one congressional district selected (Project Location Related Action).

- The project must have at least one UZA code / state selected (Froject Location Related Action).

el

To resolve these issues, refer to section 7.4.3.2 Project Location.
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4.7.2.4 Missing Environmental Determinations

The ‘Missing Environmental Determinations critical errors include the following:

e The project must have NEPA Class of Action/Environmental Determination selected
(Environmental Determinations Related Action).

B Save
Project | Project Validation Results

Project Number Project Name Date Created

ga00-2018-11-P2 Project 2 Documentation 217/2018 8:24 AM EST

Critical Issues

|_Q Validation Error

This project cannot pass Project Validation until these errors are corrected:

- The project must have a MEFA Class of Action/Envirenmental Determination selected (Environmental Determinations Related Action).

- g=n

To resolve this issue, refer to section 7.4.3.5 Environmental Determination.

4.7.3 NEPA Class Actions & Category Exclusions

Within section 7.4.3.5 Environmental Determinations, a submitter or developer must select the
necessary ‘NEPA Class Actions’ and ‘Category Exclusions in order to complete project validation. The
NEPA Class action column shows all of the options available for selection in the ‘NEPA Class Action’ drop
down menu. After selecting the Class Action, the corresponding Category Exclusions become available
for selection in the ‘Category Exclusions’ drop down menu.

Step 2: Project Environmental Finding Summary
Select NEPA Class of Action

Project Name MEPA Class of Action Category Exclusion

Project t v NA

BACK m CLOSE

The table below displays the Category Exclusion options that are available for each of the corresponding
NEPA Class Actions.

Table 3: NEPA Class Actions & Category Exclusions

NEPA Class Action ‘ Category Exclusions

Class | - Environmental Impact Statement (EIS) | NA

Type 01: Utility and Similar Appurtenance Action
Class ll(c) - Categorical Exclusions (C-List) Type 02: Pedestrian or Bicycle Action
Type 03: Environmental Mitigation or Stewardship Activity
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Type 04:
Type 05:
Type 06:
Type 07:
Type 08:
Type 09:
Type 10:
Type 11:
Type 12:
Type 13:
Type 14:
Type 15:
Type 16:

Planning and Administrative Activity

Action Promoting Safety, Security, Accessibility
Acquisition, Transfer of Real Property Interest
Acquisition, Maintenance of Vehicles / Equipment
Maintenance, Rehab, Reconstruction of Facilities
Assembly or Construction of Facilities

Joint Development of Facilities

Emergency Recovery Actions

Action Within Existing Operational Right-of-Way
Action With Limited Federal Financial Assistance
Bridge Removal and Related Activities
Preventative Maintenance of Culverts/Channels
Geotechnical and Other Similar Investigations

Type 01:
Type 02:
Type 03:
Type 04:
Type 05:
Type 06:
Type 07:

Type 08:
ROW

Type 09:

Class ll(d) - Categorical Exclusions (D-List)

Highway Modernization

Bridge Replacement or Rail Grade Separation
Hardship or Protective Property Acquisition
Acquisition of Right-of-Way

Bicycle Facility Construction

Facility Modernization

Minor Facility Realignment for Rail Safety Purposes
Facility Modernization/Expansion Outside Existing

Other

Class Il - Environmental Assessment (EA) NA

4.7.4 Application Phases & Application Status

As the title suggests, this section explains the difference between the Application Phases and the
Application Statuses as well as how they relate to one another. The Application Phases are tracked in
TrAMS by a visual called the Progress Bar, as mentioned in the Summary section. Here is an example of a
Progress Bar, below.

Records © Applications / Awards

FL-2018-001-00 | New Transit Line

Points of Contact  Application Control Totals ~ Application Projects Mews Related Actions

Final Concurrence Obligation Executed Active

Closed |

The Application/Award Status is visible in multiple places within TrAMS, but a common location to view
the application Status is on the ‘Summary’ Dashboard, as shown in the following image.
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Final Concurrence

Recipient Details

Recipient ID

9900

Application Status Information

Application Number
FL-2018-001-00
Application Name

New Transit Line

Status

Final Concurrence / Reservation

Points of Contact ~ Application Control Totals Application Projects News Related Actions

Obligation Executed Active
Recipient Name
Trams Transit Organization
DOL Submission Type DOL Submission Status

Submitted for Certification Certified by DOL

Closed

Each phase within a TrAMS application has one or more statuses. For example, an application within the
‘In-Progress’ phase can have a status of ‘In-Progress’ or ‘In-Progress / Returned to Grantee.’ The table
below shows the relationship between the Progress Bar (Application Phases) and the Application

Statuses.
Table 4: Application Phases and Statuses

In-Progress In-Progress
In-Progress / Returned to Grantee
Transmitted / Ready for FTA Review

. . Initial Review / Concurrence

Initial Review / .

Concurrence Review Complete / Ready for FAIN
FAIN Assigned / Ready for Submission
Application Submitted

Final Concurrence Final Concurrence / Reservation
Obligation Ready for RA Concurrence / Award
Execution Obligated / Ready for Execution
Active (Executed)
Deobligation Required
Active / Budget Revision in Progress
Active / Budget Revision under
Active Review
In-Progress / Admin Amendment
Active Award / Inactive Amendment
Active Award / Ready for Closeout
Active Award / Closeout Requested
Closed Closed
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4,7.5 Initial FFR

When the application is created, the recipient has the option to identify whether the application uses
Pre-award Authority or not. If the recipient chooses the ‘Yes’ option, this indicates that the application
uses Pre-award Authority and the next step after obligating / awarding the application will be for the
Recipient’s FFR reporter to complete the initial FFR.

To complete the Initial FFR task:
1) Click the ‘Tasks’ tab to view a list of tasks for the logged-in user.

2) Select the ‘Complete Initial Federal Financial Report for Feceral Award ID No. [FAIN]’ task.

News Tasks (2) Records Reports Actions O ﬂppian

US. Departmant of Transporation
Federal Transit Administration

Assigned to Me > * TrAMS Q9900 FFR Reporter
Sent by Me J Complete Initial Federal Financial Report for Federal Award ID No. FL-2018-007-00
Starred - MRS A2

Search My TrAMS Tasks

NEWEST -

3) The ‘Federal Financial Report | Input FFR Values’ Click ‘Accept’ button to accept the task within the
‘You must accept this task before completing it’ prompt. Clicking the ‘Go Back’ button will return the
task to the group and make the task available to any other users in your recipient organization with
the FFR Reporter role.

You must accept this task before completing it EY¥.laa-ul O GO BACK

The Recipient Summary, Award Summary and FFR Summary sections are read-only. It displays
information about the application in each of the appropriate sections.
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Recipient Summary
Recipient ID 9500

Recipient Name Trams Transit Organization

vAward Summary

Federal Award ID FL-2018-007-00
Number (FAIN)

FFR Reporting [nitial

Frequency Required
Preaward Authority Yes, Preaward Authority utilized

No, Preaward Authority not utilized

vFederal Financial Report Summary
Report Type [nitial
Report Period FY 20183

Report Period Begin 2/21/2018
Date

Report Period End 2/26/2018

Date
Final Report? Yes, Final Report

Mo, Mot Final Report

Recipient DUNS

EIN Number

Award Name

Award Status

Obligated Date

FFR Report Status
Report Due Date
Last Update By

Last Update Date

Federal Financial Report (FFR) | Input FFR Values

955999999

999999999

2311 FORMULA FFY17 & FFY18 FUNDS FOR
MOB MGT & CAPITAL PROJECTS

Obligated / Ready for Execution
2/26/2018

Wark in Progress
2/26/2018

N/A

The ‘Status Log’ section keeps track of the Status, Update Date and the user who last modified the FFR.

4) The Indirect Expense section consists of the ‘Type’ field that allows the user to select the expense
type (Fixed, Final, Predetermined, Provisional, N/A), a percentage rate, base amount, the expense
period, charge amount and the Federal Share amount. Populate each field with the appropriate

values.

Indirect Expense

Type

Rate

Base

Fixed

15%

545,892

Period From

Period To

Amount Charged

Federal Share

02/27/2012

03/27/201%

$32,821

%2311

5) There are multiple editable and non-edible sections within the ‘Federal Financial Report (FFR) |
Input FFR Values’ form. Populate each field with appropriate data. Read-only fields fields that are
automatically calculated by the system will retain a value of ‘0’ until the ‘Calculate Totals’ button is
clicked at the bottom of the form. The remaining sections of the ‘Federal Financial Report (FFR) |

Input FFR Values’ form include:

A) Federal Cash on Hand at Beginning of Period: Consists of the Previous, Cumulative and This
Period fields. The ‘Previous’ field is a read-only field that is automatically populated based
on the applications federal cash on hand from the previous period. The ‘Cumalitive’ field is a
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read-only field that automatically calculates the sum of the ‘Previous’ and ‘This Period’
fields. Enter the federal cash on hand amount into the ‘This Period’ field.

A. Federal Cash on Hand at Beginning of Period
Previous 30 Cumulative $25,347

Calculated by System

This Period = $25347

B) Federal Cash Receipts: Includes the Previous, Cumulative and This Period fields. The
‘Previous’ field is a read-only field that is automatically populated based on the applications
federal cash on hand from the previous period. The ‘Cumalitive’ field is a read-only field that
automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields. Enter the federal
cash receipts amount into the ‘This Period’ field, if applicable.

B. Federal Cash Receipts
Previous 30 Cumulative 3564

Calculated by System

This Period 3584

C) Federal Cash Disbursements: The Previous, Cumulative and This Period fields are included
in this section. The ‘Previous’ field is a read-only field that is automatically populated based
on the applications federal cash on hand from the previous period. The ‘Cumalitive’ field is a
read-only field that automatically calculates the sum of the ‘Previous’ and ‘This Period’
fields. Enter the federal cash disbursements amount into the ‘This Period’ field, if applicable.

C. Federal Cash Disbursements
Previous 30 Cumulative %1,776

Calculated by System

This Period 31,775

D) Federal Cash on Hand at End of Period (A + B - C): Consists of the Previous, Cumulative and
This Period fields. The ‘Previous’ field is a read-only field that is automatically populated
based on the applications federal cash on hand from the previous period. The ‘This Period’ is
a read-only, system calculated field that sums the cumulative amount of sections A and B,
minus the cumulative amount in C. The ‘Cumalitive’ field is a read-only field that
automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields.

D. Federal Cash on Hand at End of Period (A + B - C)

Previous 30 Cumulative $24,135

ated by System Calculated by System

Calcu
This Period $24,135

Calculated by System

E) Total Federal Funds Authorized: Contains the read-only, Cumulative field that is populated
based on the application’s total authorized federal funds.

E. Total Federal Funds Authorized

Cumulative 3471,553
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F) Federal Share of Expenditures: Includes the Previous, Cumulative and This Period fields. The
‘Previous’ field is a read-only field that is automatically populated based on the applications
federal cash on hand from the previous period. The ‘Cumalitive’ field is a read-only field that
automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields. Enter the federal
share of expenditures amount into the ‘This Period’ field.

F. Federal Share of Expenditures

Previous %0 Cumulative 35,047

. . e Ao Calculated by System
This Period 36,047 Y =

G) Recipient Share of Expenditures: Consists of the Previous, Cumulative and This Period
fields. The ‘Previous’ field is a read-only field that is automatically populated based on the
applications federal cash on hand from the previous period. The ‘Cumalitive’ field is a read-
only field that automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields.
Enter the recipient share of expenditures amount into the ‘This Period’ field.

G. Recipient Share of Expenditures

Previous 30 Cumulative 310,433

Calculated by System

This Period 310453

H) Total Expenditures (F + G): Sums up the cumulative amounts in sections F and G and
displays the total within section H. Both the ‘This Period’ and ‘Cumulative’ fields in this
section are read-only, system calculated fields.

H. Total Expenditures (F + G)
This Period %16,530 Curmulative %16,530

Calculated by System Calculated by System

I) Federal Share of Unliquidated Obligations: Enter the application’s federal share of
unliguidated obligations amount into the ‘Amount’ field

I. Federal Share of Unliquidated Obligations

Amount = 3456

J) Recipient Share of Unliquidated Obligations: Enter the application’s recipient share of
unliquidated obligations amount into the ‘Amount’ field.

J. Recipient Share of Unliquidated Obligations

Amount 3903

K) Total Unliquidated Obligations (I + J): The amount field in section K is a read-only field that
is system calculated by summing up the amounts in section | and J.

K. Total Unliquidated Obligations (I + ))

Amount 31,359
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L) Total Federal Share (F + 1): Displays the Total Federal Share amount, which is system
calculated by summing up sections F and I.

L. Total Federal Share (F + 1)
Amount 35,503

Calculated by System

M) Unobligated Balance of Federal Funds (E — L): Displays the Unobligated Balance of Federal
Funds amount, which is system calculated by subtracting section L from section E.

M. Unobligated Balance of Federal Funds (E- L)
Amount 3%465,060

Calculated by System

N) Total Recipient Share Required: Displays the application’s total recipient share required in
the amount field.

N. Total Recipient Share Required

Amount 3178,765

0O) Remaining Recipient Share to be Provided [N — (G + J)]: Contains the remaining recipient
share to be provided, which is system calculated amount based on the formula, section N
minus the sum of section G and J.

0. Remaining Recipient Share to be Provided [N - (G +]) ]

Amount 3168,330

Calculated by System

P) Federal Program Income on Hand at Beginning of Period: Enter the application’s Federal
program income on hand at the beginning of the period.

P. Federal Program Income on Hand at Beginning of Period

Amount 32,756

Q) Total Federal Program Income Earned: Enter the application’s Total Federal Program
Income Earned amount.

Q. Total Federal Program Income Earned

Amount 35417

R) Federal Program Income Expended in accordance with the deduction alternative: Enter
the amount for the Federal Program Income Expended in accordance with the deduction
alternative. The system will not allow you to enter values in both the R and T fields. Enter a
value in one or the other. If a value is entered in both, a validation will display, preventing
the user from advancing in the Pre-award application process.

R. Federal Program Income Expended in accordance with the deduction alternative

Amount = %0
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S) Federal Program Income Expended in accordance with the addition alternative: This
section contains a read-only field that is automatically populated based on the application’s
Federal Program Income Expended in accordance with the deductive alternative.

S. Federal Program Income Expended in accordance with the addition alternative

Amount 30

T) Federal Program Income Expended on allowable Transit Capital and Operating expsnes:
Cannot enter values in both R and T fields. Enter a value in one or the other. If a value is
entered in both, a validation will display, preventing the user from advancing.

T. Federal Program Income Expended on allowable Transit Capital and Operating
expense

Amount 3463

U) Federal Unexpended Program Income [(P + Q- R) or (P + Q- S) or (P + Q- T)]: System
calculated section that is based on the the formula [[P+ Q-R)or(P+Q-S)or (P+Q-T)].
The calculated amount depends on the fields populated by the user.

U. Federal Unexpended Program Income [[P+ Q-R)or(P+Q-S)or (P+Q-T)]

Amount 33,534

Calculated by System

CALCULATE TOTALS || CLOSE TASK

6)

Click the ‘Calculate Totals’ button once all input values are entered. The ‘Confirm FFR Data’ form is
displayed.
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Federal Financial Report (FFR) | Confirm FFR Data

Recipient Summary

Recipient ID

9900
A

Recipient Name Trams Transit Organization

Award Summary

Federal Award 1D
Number {FAIN)

FFR Reporting
Frequency

Preaward
Authority

FL-2013-007-00

>

Initial

Yes, Preaward Authority ulilized
Mo, Preaward Authority not utilized

Federal Financial Report Summary

Report Type
Report Period
Report Due Date
Final Report?

Status Log

Status

Work in Progress

Initial
FY 2018
212612018

Yes, Final Report
Mo, Mot Final Report

Updated Date

212612018

hitps-/ifacestest]_fia dot gov/suite/tempo/recordsiit. ..

hitps-/facestest_fta dot gov/suite/tempo/recordsiit. ..

Recipient DUNS
EIN Number

Award Name

Award Status

Obligation Date

Report Period
Begin Date

Report Period End
Date

090999999
090999999

2311 FORMULA FFY17 & FFY18 FUNDS FOR MOE
MGT & CAPITAL PROJECTS

(Chbligated / Ready for Execution
20262018

202172018

22672018

Updated By

appian.administrator

Indirect Expense

Type | Fixed

Rate 15%

Base 545892

Period From
Period To
Amount Charged

Federal Share

202712018
32712018
£32.821
82,311
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Financial Status

Transactions Previous Current Cumulative
A. Federal Cash on Hand at Beginning of Period 50 525,347 525347
B. Federal Cash Recsipts 1] $564 5564

C. Federal Cash Disbursements 50 $1.776 51,776
D. Federal Cash on Hand at End of Period (A + B - C) 50 324 135 524135
E. Total Federal Funds Authorized $471,563
F. Federal Share of Expenditures 50 56,047 56,047
G. Recipient Share of Expenditures 50 10,433 510,483
H. Total Expenditures (F + G) 50 $16,530 $16,530
|. Federal Share of Unliguidated Obligations 5456

J. Recipient Share of Unliguidated Obligations 5903

K. Total Unliguidated Obligations (I + J) 51,359
L. Total Federal Share (F +1) $6,503
M. Unobligated Balance of Federal Funds (E - L) $465,060
M. Total Recipient Share Reguired 5179, 786
0. Remaining Recipient Share to be Provided [N - (G + J)] $168,380
F. Federal Program Income on Hand at Beginning of Period $2,756
(). Total Federal Program Income Eamed 5841

F. Federal Program Income Expended in accordance with the deduction aliernative 50

S. Federal Program Income Expended in accordance with the addition altemative 50

T. Federal Program Income Expended on allowable Transit Capital and Operating expenses 5463

. Federal Unexpended Program Income [[F+Q-R)jor (P+Q-Sjor(P+Q-T)] $3.134
4 4 121021 » ¥

7) Click the ‘Continue to Submission’ button and the ‘Federal Financial Report | Save’ success form is
displayed. Clicking the ‘Close Task’ button on the ‘Confirm FFR Data’ form will lead back to the Task
tab without submitting to FTA. Clicking the ‘Modify FFR Values’ button will lead back to the ‘Input
FFR Values’ form with updated system calculated values.

Maodify FFR Values Close Task

The Submit FFR screen is displayed after clicking the ‘Continue to Submission’ button.
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Federal Financial Report (FFR) | Submit FFR

Recipient Summary
Recipient ID 9900 Recipient DUNS 999992509

Recipient Name Trams Transit Organization EIN Number 299993599

vAward Summary

Federal Award ID FL-2018-007-00 Award Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR
Number (FAIN) MOB MGT & CAPITAL PROJECTS
FFR Reporting [nitial Award Status Obligated / Ready for Execution

Frequency Required
. yRed Obligated Date 2/26/2013
Preaward Authority Yes, Preaward Authority utilized

Mo, Preaward Authority not utilized

vFederal Financial Report Summary

Report Type |nitial FFR Report Status Work in Progress
Report Period FY 2018 Report Due Date 2/26/2018
Report Period Begin 2/21/2018 Last Update By FFR Reporter! TRAMS
Date

Last Update Date
Report Period End 2/26/2018
Date

Final Report? Yes, Final Report
Mo, Not Final Report

Status Log
Status Updated Date Updated By
Work in Progress 2/26/2018 appian.administrator

8) Enter Submission Remarks into the Recipient Remarks section. Recipient Remarks are required. If
there aren’t any remarks entered, a validation error will display, preventing the application from
advancing .

Recipient Remarks
Submission Remarks

Per the SMR report, we must submit FFRs for all active grants for FY2018 on a annual basis.

i

When this report is submitted to FTA, the submitter and the individuals providing the information submitted to FTA, if any, certify that itis true,
complete, and accurate to the best of their knowledge. They are aware that any false, fictitious, or fraudulent information may subject them to
criminal, civil, or administrative penalties. (U.S. Code, Title 18, Section 1001).

Submitted By FFR Reporter1 TRAMS
Submitted Date 2/28/2018

9) Click the ‘Save’ button and the ‘Federal Financial Report | Saved’ form is displayed. Clicking the Back
button will return to the ‘Confirm FFR Data’ page. The ‘Close Task’ button will return the task to the
Tasks tab without saving any changes to the application.
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SUBMIT TO FTA

BACK

SAVE

CLOSE TASK

10) Click the ‘Close’ button to return to the ‘Submit FFR’ screen.

Federal Financial Report | Saved

Federal sAward ID Number FL-2018-007-00 FFR has been saved for Initial. Return to the Task list to Complete and submit the FFR to FTA.

11) Click the ‘Submit to FTA’ button on the ‘Submit FFR’ screen to continue with submission of the FFR
task to FTA. The ‘Federal Financial Report | Submitted’ page is displayed. The Recipient Official is

then assigned a task to execute the award.

Federal Financial Report | Submitted

l @ Success! ) I

Federal Award ID Number FL-2018-007-00FFR for Initial has been submitted to FTA.

CLOSE
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