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April 2009

FTA/CDOT Grant Instructions and Guidebook

GENERAL INSTRUCTIONS AND BACKGROUND

These are the instructions and guidelines for
completing a 2010-2011 grant application to
the Colorado Department of Transportation
(CDOT) for Federal Transit Administration
(FTA) funds. This application is the only op-
portunity to apply for funding from the FTA
Section 5310, 5311, 5316 (Job Access and
Reverse Commute (JARC)), and 5317 (New
Freedom) grant programs for 2010 and 2010.
There will be no other opportunities to apply
for funds for those years.

The complete application package includes
these instructions and guidelines and the
application forms. This year we've moved
much of the application into MSWord docu-
ments that you can fill out and email back to
CDOT. A portion of the application, the Agen-
cy Profile, will remain online.

To complete an application, you will be re-
quired to complete the Agency Profile, the
Capital Inventory, and any capital requests,
then “Section A, Application Section for All
Applicants,” and then one or more sub-
applications that are specific to the grant
you’re applying for. More on this later.

If you are a new applicant requesting funding
under JARC (5316) and/or New Freedom
(5317), call the Transit Unit before you get very
far into your application(s) to make sure your
project is eligible (Refer to the section “Eligible
Projects for FTA Grants in these application
instructions.). (See enclosed materials for staff
contacts for each of the FTA programs.)

Furthermore, if you are a new applicant, please
read the sections below for an overview of FTA,
the Transit Unit, and the grant structure.

Frequently Asked Questions

Can an Agency Apply Through Another
Agency’s Application?

Generally, yes. It is not uncommon for two
agencies that work together cooperatively in
the same basic geographical area to have the
“lead agency” apply for a vehicle(s) for the
other agency (the other agency will be consi-
dered a subcontractor or sub-applicant).

For example, if the request was for vehicles,
the lead agency can either own the vehicles
and lease them to the subcontractor, or the
lead agency can ask CDOT to contract directly
with the subcontractor. In the latter case, the
subcontractor becomes a grantee of CDOT,
entering into a contract with CDOT and agree-
ing to all the basic conditions under the lead
agency’s application.

Sometimes this arrangement is used to en-
hance the look of an agency’s transportation
coordination efforts, though doing so requires
evidence of actual service coordination, not
just an arrangement on paper.

All subrecipients must complete
the online Agency Profile and
Capital Inventory sections of the
database in order for an
application to be complete and to
be reviewed!

When Must a Project Start?

Projects that receive operating funds are typi-
cally expected to initiate service on or about
January 1st of the applicable calendar year.
However, work can’t be billed against a con-
tract until that contract is fully executed. In
recent years, there has been some delay hav-
ing executed contracts available by January 1.

Capital projects are similar: grantees cannot
procure capital equipment until a contract
between the State of Colorado and the
grantee is executed and procurement pro-
cedures are agreed upon.

Once the contract between CDOT and the
grantee are fully executed, the bidding process
begins. Six months can transpire from the
time the contract is executed, bid, and deli-
vered. If part of a project depends on delivery
of a vehicle, CDOT would not expect that por-
tion of the project to start in January.

Colorado Department of Transportation
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Can a Private, Commercial, For-Profit
Organization (e.g., a Taxi or Charter
Operator) Apply for These FTA Funds?

No—with one exception. Under Colorado’s
Rules for the FTA programs, commercial enti-
ties can apply for and receive Section 5311(f)
Intercity Bus program funds, but they cannot
apply for any of the other program funds.
Private, commercial, for-profit organizations
cannot be direct recipients of these funds, but
they can subcontract with eligible recipients
through service contracts.

x Save data as it’s entered.
x Answer the questions that are asked.

x Write clearly and plainly, be brief, objective,
and don’t embellish.

Can CDOT Give New Applicants More
Time to Complete the Application?

No. CDOT provides at least 45 days to com-
plete the application. Everyone plays by the
same rules with the same deadline. Applicants
should get started early in case they encoun-
ter any problems.

How Can We Avoid Some of the Most
Common Problems Applicants
Encounter?

x Allow enough time to work on the applica-
tion!

x Allow enough time to get board of director’s
approval to submit the application.

Grantees may not procure capital
equipment until a contract between the
State and the grantee is executed and

procurement procedures are agreed upon.

Grantees may also not bill against
operating expenses until a contract
between the State and the grantee is
fully executed!

Role of FTA, CDOT, and Grantees;
Procedure for Requesting JARC or New
Freedom Funds

The Federal Transit Administration provides
funding for transit services through various
grant programs. FTA funds public transporta-
tion services in Urbanized Areas (UZAs), areas
over 50,000 in population, by providing Sec-
tion 5307 funds directly to the “designated
recipients” of those funds (usually the sponsor
of the public transportation system).

FTA provides funding for rural public transpor-
tation (under 50,000 population) by providing
Section 5310 and 5311 formula funding to the
states (states are considered the “designated
recipients” for the program). States must con-
duct a statewide competitive application process
to determine where the funding will go and to
ensure that it and the local subrecipients (gran-
tees) follow federal laws and regulations. Once
the states select who will receive the funding,
the state contracts with the local grantees.

Under the JARC and New Freedom programs,
however, CDOT is the designated recipient
only for rural areas and small UZAs. Those
who propose a JARC or New Freedom project
in a rural area or small UZA will apply to
CDOT.

Colorado’s small UZAs are Boulder, Grand
Junction, Greeley, Longmont, Louis-
ville/Lafayette, and Pueblo.

If you are proposing a JARC or New Freedom
project in a large UZA, you cannot apply to
CDOT. You must apply to the designated reci-
pient for your area. Check with your Metropol-
itan Policy Organization (MPO) if you’re un-
sure who is the designated recipient.)

Colorado’s large UZA'’s are the Colorado
Springs, Denver-Aurora, and Fort Collins.

Page 4
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APPLICATION SUBMITTAL

Applications are due on or before Monday, May 18, 2009, by 5:00 p.M. NO EXCEPTIONS!
Supporting materials, such as signature pages, certificates, and assurances, which com-
plete the application, must be postmarked or delivered by the May 18tk deadline.

& You will submit most of the application electronically, some of it will be submitted
online through the Transit Unit database and some of it will be submitted via email (to
Sylvia.labrucherie@dot.state.co.us). However, a complete application includes attach-
ments—documents that must have original signatures—which you must mail or deliver to
CDOT. CDOT will not accept faxed or emailed copies of signature pages. You can find all
the certificates and assurances at the end of Section 6 of the Application Instruction and
Guidebook at www.dot.state.co.us/App_transit/.

For Postal Delivery: For Hand Delivery:

_?')‘/;\;]Isithg:‘tucherle, Grant Coordinator The easiest way to find the Shumate building is

to go to the east side of the CDOT headquarters

Division of Transportation Development building at 4201 E Arkansas. Enter the complex

Colorado Department of Transportation

SHUMATE BLDG on the south side of the big parking lot. The
4201 E ARKANSAS AVE Shumate Building is in the northeast corner of
DENVER CO 80222 the property, just north of the radio tower.

Important Notes!

You MUST complete or update your Agency Profile and Capital Inventory before
submitting the application. Applications will not be reviewed until the Agency
Profile has been updated! Access the Agency Profile and Capital Inventory online at
the Transit Unit website.

If you are making a capital request, it can only be done through the online data-
base under “Capital Equipment Requests.” This is true for all four grant programs.
All requests must be completed and saved by the May 18t deadline.

If you are a new applicant or are unsure if your proposed project is part of a region-
al transportation plan, contact John Valerio at 303-757-9769.

If you are a human-service transportation provider and are unsure if your proposed
Section 5310, JARC, or New Freedom project is part of a local, coordinated human
services-transportation plan, contact John Valerio at 303-757-9769.

If you are applying for funds for a construction project, you must have National
Environmental Policy Act (NEPA) documentation completed. Contact Ann Beauvais
at 303-757-9767 for information.

If you are an INTERCITY BUS APPLICANT, complete Section A of the application.
You must ALSO complete the document entitled “5311(f) Intercity Bus Application
for New Projects,” which is located on the Transit Unit’s home page.

Colorado Department of Transportation Page 5
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NEW FOR THE 2010-2011 GRANT APPLICATION!

Application Format

The application now exists on two platforms:
through the online database and as forms you
can fill in through Microsoft Word. The online
sections request information about your pro-
gram, while the fillable form application asks
information about the project you're seeking
funding for. Your specific funding request is a
project. You're requesting capital funding for a
bus, for example, or operating funds for a par-
ticular route. (We do recognize that in some
cases, an agency’s project is it’s program.)

however many sections you’re requesting FTA
funds for. For example, if you’re requesting
capital out of Section 5310 and operating from
5311, you’d fill out Sections A, B, and C. If
you're requesting funds from Sections 5311 and
5316, you'll fill out Sections A, B, C, and E.

The Online Database

You will access the online portion through the
Transit Unit website at www.dot.state.co.us/
App_Transit. From there, log in (if you are a
new applicant, contact Ann Beauvais at 303-
757-9767, for a user name and password).
Select the Agencies tab, then complete or up-
date the Agency Profile, Existing Capital Inven-
tory, and Capital Equipment Request sections.

You MUST complete these three sections if you
are asking for any type of capital equipment,
from any of the grant programs. CDOT won’t
accept your funding request without them.
Period. If you are NOT requesting capital
equipment, just complete the Agency Profile
and Existing Capital Inventory sections.

File Naming Standard

As the MSWord forms are opened they are
untitled documents. When you save the docu-
ment for your use, please following the follow-
ing naming convention:

2010AppSectA-All-XYZ, where 2010AppSectA-
All is the original document name and XYZ is
an abbreviation of your agency’s name (e.g.,
NECALG, NFRMPO, SCOG, SRC, etc.).

More examples:
2010AppSectC-5311-GLEN
2010AppSectE-JARC-MESA
2010AppSectG-MbMgt-SPEC

Fillable Forms

This distinction is important because the ap-
plication for project funding is now in Microsoft
Word documents you will fill in and email to
Sylvia.labrucherie@dot.state.co.us.

The application forms are on the Transit Unit
website. EVERYONE applying for funding
MUST complete Section A (2010AppSectA-
All.dot). Each of these sections will open as
untitled documents you can save, complete,
and email when finished.

The remaining sections are specific to the
grants you’re applying for (see page 7). Fill out

Capital Requests

New capital requests ARE NOT made in the
fillable form/MS Word version of the applica-
tion. Capital requests can ONLY be made un-
der the “Agencies” tab on the Transit Unit
website. (See the section in this guidebook
regarding capital for further instruction on
how to complete a new capital request. This
section starts on page 36.)

Also, please note that CDOT no longer pro-
cures what CDOT defines as a “Type III” large
body on chassis vehicle. CDOT still considers
funding requests for these types of vehicles,
but grantees must be able to procure them at
the individual agency level.

Capital Requests under the American
Recovery and Reinvestment Act (ARRA)

CDOT is conducting a call for projects for capi-
tal funded under Section 5311 ARRA funds.
See page 36 for more information and how to
complete all capital requests.

Page 6
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SUBMITTAL REQUIREMENTS

Applicants MUST update the Agency Profile
and Capital Inventory sections on the Transit
Unit website (www.dot.state.co.us/
App_transit) by May 18, 2009 at 5 p.M.

application AND send hard copy signatures of
these documents to CDOT by May 18th.

Read this Application Instructions and Gui-
debook for important information, including
New applicants must complete a new Agency Profileenifi €2etpit ainkh vestoanbeforexpldomaitiing, sstep-
grant application to CDOT. Contact Ann Beauvais dty3€¥8p7/ét916( doss etamppie rewsohctions tand

contracts, and much more!
Applicants must comply with

CDOT planning require- Send in all the required

ments, including the local NO APPLICATION WILL BE attachments! We've in-
long-range transportation PR%EFYII_EEW'&IDDUEX&J :LEIAI\;\?EEI\T'EO),RY cluded a checklist to help
plan and local human service ARE UPDATED OR CREATED! you make sure you include

coordinated transportation
plan (for 5310, 5316 (JARC),
and 5317 (New Freedom)
applicants). If you don’t know if your project
meets this requirement, contact Transit
Planner John Valerio at 303-757-9769.

everything that needs to be
sent in.

All applicants must complete Section A. The
application has several sections (see the table
below). Applicants for the individual grant pro-
grams must also fill out sections specific to the
All applicants for funds MUST complete the grant(s) for which they are applying.
Certificates and Assurances section of the

SECTION OF FTA NAME OF SECTION WITHIN FORMAT AND
APPLICATION | GRANT RS RIS APPLICATION LOCATION
Agency — — Agency Profile, Capital Online form through
Profile Inventory, Capital Request Transit Unit website
A — — Application Section for All Fillable forms, MS
Applicants Word documents.
2010AppSectA-All.doc Obtain online
through Transit Unit
B Section | Transportation for Elderly Per- Evaluation Narratives for Webs%[e Return via
5310, sons and Persons with Disabili- Sections 5310 and 5311 email to.'
Section | ties; the Rural and Small Urban 2010AppSectB-5310-11.doc o .
5311 Area Program PP Sylvia.labrucherie
@dot.state.co.us
C Section | Rural and Small Urban Area Proposed Scope of Work for
5311 Program Section 5311
2010AppSectC-5311.doc
D Section | Intercity Bus Information Required for
5311(f) 5311(f) Applicants
2010AppSectD-ICB.doc
E Section | Job Access and Reverse Information Required for
5316 Commute (JARC) 5316 Applicants
2010AppSectE-JARC.doc
F Section | New Freedom Information Required for
5317 5317 Applicants
2010AppSectF-NewF.doc
G Mobility Management under Sections 5310, | Mobility Management
5316, and 5317 2010AppSectG-MoMgt.doc

Colorado Department of Transportation
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CAPITAL REQUESTS

New capital requests CAN ONLY be made
under the “Agencies” tab on the Transit Unit
website. Go under the “Agencies” tab to the
“Capital Equipment Requests” choice. In this
section, you will need to record any capital
requests to these screens. See the section in
this guidebook regarding capital for further
instruction on how to complete a new capital

request. This section starts on page 36.

Also, please note that any request for what

CDOT defines as a “III” (25-35 passenger Type)

large body on chassis vehicle is NO LONGER

procured by CDOT for the 2010-2011 grant
cycle. CDOT still considers funding requests for
these types of vehicles, but grantees must be

able to manage the procurement of this vehicle

request at an individual agency level.

INSTRUCTIONS AND TECHNICAL ASSISTANCE

CDOT’s Transit Unit staff designed the Appli-
cation Instructions and Grant Guidelines to
give you the information and resources you
need to complete the application (it’s availa-

ble online at www.dot.state.co.us/App_-

transit). The Instructions and Guidebook
contain complete instructions for all forms,
assurances, attachments, as well as other

reference information.

You may ask for individual assistance before

you submit the application. Contact one of the
Transit Unit Grant Managers at the numbers
listed below.

Technical assistance provided by the Depart-
ment does not guarantee the application will
meet the requirements necessary or that the
request will be funded.

Section 5310

Ann Beauvais
Transit Specialist

303-757-9767

ann.beauvais@dot.state.co.us

Section 5311

Matt Paswaters
Grants Coordinator

303-757-9771

mattew.paswaters@dot.state.co.us

Section 5311(f)

John Valerio
Transit Planner

303-757-9769

john.valerio@dot.state.co.us

Section 5316;
Section 5317

Sylvia Labrucherie
Grants Coordinator

303-512-4045

sylvia.labrucherie@dot.state.co.us

Eric Ellis, Transit Unit
Manager

303-757-9766

eric.t.ellis@dot.state.co.us

Page 8
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2009 GRANT TIMELINE

MAY 18, 2009 Application for 2010-2011 are due by 5:00 P.M. Submittals and

attachments must be postmarked or delivered on or before this date.
MAY 19- CDOT and the Interagency Review Committees review
SEPTEMBER applications.

CDOT announces awards at the CASTA/CDOT Fall Conference. Typ-
ically, agencies awarded funds for the following year are required to
attend a grantee workshop on the last day of the conference.

SEPTEMBER 8-11

SEPTEMBER- CDOT develops contracts and routes documents for approval.
DECEMBER
JANUARY 2010 Agencies begin projects after contracts are fully executed. The capi-

tal procurement process usually begins in January.

GRANT TYPE DETERMINATION

The table below summarizes how the Federal Transit Administration intends the JARC and
New Freedom programs be used. This table will help you determine what grant(s) to apply for.

WHO FUNDS ARE
WHAT FUNDS CAN BE USED FOR
TARGETED TO
CAPITAL CLIENT TYPE
; ADMINIS-
GRANT NAME ng:ﬁ:%s/ Other |OPERATING [ Tpative | PLANNING | General Elderly/ Low
Stock Capital Public Disabled Income
5310 Yes Yes No No No No Yes No
5311 Yes Yes Yes Yes No Yes No No
5316 (JARC) Yes Yes Yes Yes Yes Yes No Yes
5317 (New Yes Yes Yes No No No Yes No
Freedom)

FUNDING AVAILABILITY

Congress has not reauthorized transportation funding, so funding amounts are not yet availa-
ble. Funding levels from 2010 through 2015 are assumed to be at least as much as, if not more
than, previous years. The funding level for 2009 is listed in the tables below.

RURAL, NON-URBANIZED AREAS SMALL URBANIZED AREAS RURAL AREAS
GRANT 2009 GRANT 2009 GRANT 2009
5310 $ 1,680,952 5316 (JARC) $ 551,795 5316 (JARC) $ 311,454
32 1 5317 (New 5317 (New
5311 $ 8,329,96 Frecdon) $ 328,201 Freedom) $ 210,023

Colorado Department of Transportation
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GRANT APPLICATION CHECKLIST

Check the boxes below after you've completed the items. Submit the applicable attachments
with this Checklist to: Sylvia Labrucherie, Transit Unit/Division of Transportation Develop-
ment, CDOT, SHUMATE BLDG, 4201 E ARKANSAS AVE, DENVER CO 80222.

Submittals and attachments that are hard-copy, paper documents must be postmarked
NO later than May 18, 2009. Attachments may also be hand delivered to Sylvia’s attention
at the same address no later than 5:00 p.M. on May 18, 2009.

ALL APPLICANTS
] 1 | Agency Profile, Capital Inventory, and Capital Request.

] 2 | Correct, verified application and attachment information.

] 3 | All federal certifications and assurances signed by the proper legal authority. Follow the checklist for
mandatory and program-specific assurances

H 4 Current IRS Form W-9: for applicants who have never received FTA funding from CDOT (see Transit
Unit website for link.) New applicants only.

5310 APPLICANTS

] 1 | Copies of Purchase of Service/Interagency Coordination Agreements. Submit any formal copies of
agreements that document coordination.

] 2 | Confirmation of IRS 501(c)(3) status—if nonprofit agency new applicant to CDOT.

o 3 Three copies of letter submitted to organizations in TPR, if applying as the local public body, no non-
profit available.

H 4 Three copies of legal notice printed in newspaper, if applying as the local public body, no nonprofit
available.

5311 APPLICANTS
] 1 | Project Budget

] 2 | In-Kind Match Report (See section on federal and local match requirements)

] 3 | Current bus schedule and fare information (for public transit operations)

5311(f) APPLICANTS
] 1 | Service Schedule

] 2 | Financial statement that supports the budget for the project.

] 4 | Current bus schedule and fare information (for public transit operations)

5316 (JARC) and | 5317 (New Freedom) APPLICANTS
] 1 | Project Budget

] 2 | In-Kind Match Report (See section on federal and local match requirements)

o 3 Current Copies of Purchase of Service/Interagency Coordination Agreements. Submit any formal copies
of agreements that document coordination

] 4 | Letters of Support for the Project (Optional, from organizations directly related to project purpose)

Page 10 Colorado Department of Transportation



April 2009

FTA/CDOT Grant Instructions and Guidebook

GRANT PROGRAM GOALS

Passage of the most recent transportation
reauthorization bill made a number of
changes that affect transit providers. That
authorizing legislation, the Safe, Accounta-
ble, Flexible, Efficient, Transportation Equi-
ty Act: A Legacy for Users (SAFETEA-LU,
Pub. L. 109-059), was enacted on August
10, 2005. The legislation provides “guaran-
teed funding” for federal transportation
programs over six years through Federal
Fiscal Year 2009.

Under SAFETEA-LU (49 CFR, Subtitle III,
Chapter 53, Public Transportation), the fed-
eral government states that “it is in the

interest of the United States...to foster the
development and revitalization of public
transportation systems that—

e maximize the safe, secure, and efficient
mobility of individuals;

¢ minimize environmental impacts; and

e minimize transportation-related fuel
consumption and reliance on foreign oil.”

CDOT encourages grant applicants to con-
sider and to articulate how their proposed
project or request meets the goals stated
above and of the grant program(s) for which
they are applying.

Section 5316 JARC

Section 5316, Job Access and Reverse
Commute program, is intended to improve
access to transportation services to em-
ployment and employment related activities
for welfare recipients and eligible low-
income individuals.

Funds may be for capital, planning, and
operating expenses that support the devel-
opment and maintenance of transportation
services to transport low-income individuals
to and from jobs and job-related activities.

The program requires participation in a
human service transportation coordination
plan.

Section 5317 New Freedom

Section 5317, New Freedom program, seeks
to expand the transportation mobility options
available to persons with disabilities beyond
the requirements of the Americans with Dis-
abilities Act of 1990.

New Freedom is a new federal program au-
thorized in SAFETEA-LU to provide addition-
al tools to overcome existing barriers facing
Americans with disabilities. It is intended to
fill the gaps between human service and
public transportation services and to facili-
tate the integration of individuals with dis-
abilities into the workforce and full partici-
pation in the community.

New Freedom funds are available for capital
and operating expenses that support new
(not existing before August 10, 2005) public
transportation services and/or public
transportation alternatives beyond those
required by the ADA. Proposed projects
must be both new and beyond the require-
ments of the ADA.

Colorado Department of Transportation
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