KANSAS DEPARTMENT OF TRANSPORTATION

INSTRUCTIONS FOR APPLICATION FOR

PUBLIC TRANSPORTATION ASSISTANCE

U.S.C. 49-5310 Funding
SFY 2015 (07/01/14 – 06/30/15)
                                                                        C.F.D.A. 20.513
Instructions:

· Please read the instructions before completing the application.  Make sure you read and answer every question completely.
· Every question must be answered.  Incomplete applications will not be accepted.
· Application must be typed.
· DUNS Number & SAM Registration Expiration date must be listed on page 1.

· Section C. – 1. – Page 5 – list type of vehicle (mini-van, ramp mini-van, or cutaway)

· Section F. – page 11. – Vehicle inventory – list vehicle as ramp or lift equipped (R/L)
· Section H. – 3. Page – page 13 - *NEW* Audit reports submission requirement
· Duplex copies (double sided pages) of the application & all attachments will be allowed
· All signature forms must contain original signatures.
· All attachments must be included at the back of the application; applications that have attachments located throughout the document will not be accepted.

· If you need additional room to answer any questions, please insert the additional sheets immediately behind the appropriate questions, and be sure to mark the inserted pages. (Example: continuation of answer for Page 5, #1a). 
· Submit one original application.  If you are requesting capital assistance you must attach only one additional copy no matter how many vehicles you are requesting; mark the original application with the label “original”.
· Applications MUST be received by 3:00 PM on Friday, November 22, 2013.  Applications postmarked on that day will not be accepted
TYPE OF APPLICATION
Replacement Capital:  A request to replace an existing KDOT vehicle that has high mileage or has had major and/or excessive maintenance problems.  Section C, Item 1 must be fully completed to indicate which vehicle will be replaced.  Documentation of the need to replace the vehicle (including mileage, age, and maintenance history information) must also be provided.  The policy for replacement is that vehicles being replaced must have a minimum of 100,000 miles at the time this application is submitted.  These mileage requirements may be waived if major and/or excessive maintenance problems are carefully documented and all documentation is attached at the back of the application.  KDOT reserves the right to determine the eligibility of a vehicle for replacement.  
KDOT Purchased: KDOT will replace vehicles originally purchased through the Public Transportation program that meet the 100,000 mile or excessive maintenance problem criteria.  Agency owned vehicles will not be replaced.
EXPANSIONS: Adding transportation service to areas not already receiving services.  Expansion can include, but is not limited to, such things as providing services to new locations or evening and weekend service.  
NEW STARTS:  Any proposed service previously not in existence.  This can be capital and/or State operating assistance.

GENERAL INFORMATION 
SAMPLE LEGAL PUBLICATIONS FOR GRANT APPLICATION – Available on KDOT website

· All U.S.C. 49-5310 grant applicants must publish a legal notice if they are requesting capitol funds. The KDOT website at www.ksdot.org has a sample ad that can be used by each agency. The legal notice should be published in the local newspaper & be published one time. When publishing the ad the agency should allow the public 14 days for written comments. (Example: if you post it December 1st you must give at least until December 15th for comments).   A copy of the ad, any written comments received & a copy of the proof of publication must be attached to the application. If an applicant is only requesting U.S.C. 49-5310 operating funds it is not necessary to publish a legal notice. 
1. APPLICANT NAME, CONTACT, CTD Number & FEDERAL IDENTIFICATION NUMBER INFORMATION:  Complete all requested items.  The "Contact Person" should be someone who has detailed knowledge of the transportation project and can answer questions regarding the project and this application.  The name of the organization indicated will be the name shown on all legal agreements and to whom all vehicles funded through this project will be filled.  If the person that has the authority to sign legal agreements is different from the Contact Person, indicate that name along with the Contact Person name.  Please include the Federal Identification Number, DUNS number & SAM registration expiration information for the agency, as this information is necessary in order for the State to make payments to any agency.

2. Insurance Information - completely answer every question regarding insurance coverage.  Include your agents name, address and telephone number.
3. TYPE OF AGENCY - Check the space of the type of agency submitting the application.

Non-Profit Corporation – The organization is registered with the Secretary of State's office as a non-profit organization.  A copy of the incorporation papers OR a current letter of good standing by the Secretary of State must be submitted with this application.  
Local Unit of Government - The applicant is a department of a city or county government or is city or county operated transportation system. The U.S.C. 

49-5310 funding is limited to those local units of government approved by the State to coordinate services for the elderly and persons with disabilities, or those local governments which certify to the Governor that no nonprofit corporations or associations are readily available in an area to provide the service.  

Note:  A private for-profit agency is not eligible to receive U.S.C. 49- 5310 funds directly.  They must contract through another eligible agency.
SECTION A-Board of Directors
1. Governing board refers to how you operate. Do you operate under a board of directors, county commission, city commission, or an advisory board?
2. Attach a completed copy of your most recent governing board members. Include complete addresses and phone numbers.  Specify who the board chairman is.

SECTION B – IDENTIFICATION OF NEEDS
1. Self explanatory.  
2. Much of this data can be obtained from local planning officials or others at the county level.  If you have trouble obtaining portions of this data, you may contact Pat Weaver at the KU Transportation Center at 1-800-248-0350.

3. Self explanatory.
4. Self explanatory.

5. Self explanatory.
6. Self explanatory.
7. Self explanatory.

8. Self explanatory.

9. Self explanatory.

10. Self explanatory.
11. Self explanatory.

12. Describe your transportation services.  Items that must be included are a map(s) showing your service area, the routes and schedules, counties and cities served.  This information is to include where you pick them up (trip origin) not where you take them to.  

SECTION C– REPLACEMENT VEHICLES, EXPANSION, OR NEW STARTS
1. Self explanatory – (Vehicle type is mini-van, ramp mini-van or cutaway with lift van)
                                    KDOT does not replace agency owned vehicles.

2. Self explanatory

3. Self Explanatory
4. The continued maintenance of vehicles is a very important component of a transportation service.  Please outline the procedures that your agency has in place to insure that proper and timely maintenance is done to the vehicles in your fleet.  Include information regarding where the vehicles are housed and copies of any written agreements, to the back of the application. 
SECTION D – UTILIZATION OF SERVICES

1. A trip generator is a facility or location to and from which a lot of trips are made.  It can be an activity or a center that attracts people.  We want to know what activities or locations you will be providing service to that will create a great portion of the trips you provide.  (Example:  75% of the people you transport go shopping, personal errands, etc).
2. Service hours & maximum utilization of vehicles in your transportation service is very important.  List the hours and days of operation for your transportation service.  If it is different, list hours by individual vehicle.  Be specific.

3. List the trip purposes that the transportation service provides.  Be specific as to the trips that are provided. If you have a priority system established regarding what trips are provided, include the information and rationale for doing it that way.  When figuring your trip numbers, use a month that best represents a typical month of service.
4. Check the space that best fits the type of service you provide.  If you provide more than one type of service, include appropriate percentages.  

Demand response--a door-to-door service which includes services generally referred to as dial-a-ride or shared-ride taxi.  Such systems may require a 24 hour notice and others respond to telephone requests, often within thirty minutes.

Deviated fixed route--this service category provides for a route that is fixed, but with some route deviation permitted in order to provide greater flexibility.  That is, the vehicle may detour or deviate from the conventional route.

Fixed route—this type of transportation is very schedule oriented like most transportation services in urbanized areas.  This refers to those agencies that run a transit system on a prescribed route services.  (Example: at 9:15 the service stops at Wal-Mart, at 9:30 the service stops at Dillon’s).  
5. Fare structure - be specific about the procedures that your agency has regarding fares or suggested donations. If you charge fares mark an “X” by fares. If you accept donations mark an “X” by donations. Be specific about how much your fares or suggested donations are.  If you operate on a reduced fare schedule, outline what your fare schedule is. Attach a copy of the fare schedule.
SECTION E -- COORDINATION EFFORTS
1. EXISTING TRANSPORTATION SERVICES -- Complete the form as requested. If more space is needed for existing transportation services, attach a separate sheet.


Provider Name--Enter the name of each organization or agency that is operating a transportation service within your proposed service area.  Include taxi and bus companies and social and human service agency vehicles.  Do not include school buses or chartered operations.


Clientele--Enter the type of clientele presently served by the transportation provider. Enter one or more of the following types: GP (General Public), E (Elderly), D (Disabled, NE (Non-ambulatory elderly), and/or ND (Non-ambulatory disabled). 


Service Area--Enter the general service area of the transit operator.  If service is provided within a city, list the city; if service is county-wide or multi-county, show the county or counties.  This means the area from which riders are picked up, not necessarily where they are taken.


Service Days and Hours--Enter times of the day and days per week the transit service is available.


Fares--Enter the base price or cost of transportation for each service.  If donations are requested or accepted, enter the donation amount.  The term “fare” does not apply to inter-city bus companies.


Contact Person & Telephone Number--Enter address, telephone number, and the name of the contact person from whom you obtained this information.

2. Self explanatory.
3. Self explanatory.
4. Coordination with Local Government

a.  (Urbanized areas: Wichita, Kansas City, Topeka, Lawrence, Leavenworth, Manhattan, & Wyandotte Counties only)  The applicant agency must contact their local Metropolitan Planning Organization (MPO) to make sure that their existing project (and any future intentions) are included in the MPO’s annual Transportation Improvement Program.  To meet this Federal requirement, your agency must submit a letter to your local MPO stating that you are applying to KDOT for funding for the public transportation project.  Attach a copy of that letter to this application.  

b. (Non-urbanized areas) the applicant agency must contact their local city or county governments (as appropriate) to make sure the local government is aware of their existing project and any future intentions.  To meet this requirement, your agency must submit a letter to your local city and/or county government stating that you are applying to KDOT for funding (give them details) for your public transportation project.  Attach a copy of that letter, and any comments received, to this application.     

5. Self explanatory.
SECTION F - Vehicle Inventory
Complete the Vehicle Inventory form included by listing all the vehicles used in your KDOT transportation project that are to be included in your U.S.C. 49-5310 project.  Be sure to fill out all sections of the form.  This would include vehicles purchased for your agency with KDOT funds. Be sure you include the seating capacity for each vehicle.   

· Please note accessible vehicles are listed as ramp or lift equipped (R/L)
You must utilize this form; we will not accept any agency created forms.  
SECTION G -- ACCESSIBILITY, SAFETY & TRAINING

1. Self explanatory
2. Self explanatory
3. Self explanatory
4. You must answer the question and then attach to the back of the application, driver’s certificates for their latest training.  You must have documentation for each of your drivers.
5. Self explanatory

6. Self explanatory
SECTION H – FINANCIAL MANAGEMENT/GRANT MANAGEMENT CAPABILITY

1. Self explanatory.

2. Self explanatory.

3. Self explanatory. *NEW* – KDOT now requires all providers that have an annual audit to submit a copy of the audit & a summary of any findings or corrective actions as soon the audit report has been issued.
SECTION I – KDOT COORDINATED TRANSIT DISTRICT ACTIVITIES

1. Self explanatory.
SECTIONS J– CAPITAL BUDGET
This section should be completed only if you are applying for capital assistance.  All item costs should reflect the total cost of vehicles and related equipment.  Use total costs, not the 80% federal share.  

1.
Estimated Vehicle Costs - Show the number of vehicles requested in each size category and multiply this figure for each category by the unit cost per vehicle to attain the total vehicle cost per category.  

2.
Estimated Costs for Modifications and Accessories - Show the quantity and total cost for each of the categories.  Refer to the associated sheet titled Cost Estimates for types of available equipment and estimated costs.
3.
Total Estimated Cost - Add and enter totals from lines 1 and 2.

       4.
Contingencies – Enter 2 ½ % of line 3.

       5.
Total Estimated Capital Cost - Add lines 3 and 4.

       6.
 U.S.C. 49-5310 Grant Request - Enter 80% of line 5.

7. Local Matching Share - Enter 20% of line 5.

8. Identify the source(s) and amount(s) of local matching share.  The local share for capital assistance represents 20% of the total project cost.  At least one-half of the local share must be comprised of funds from sources other than another type of Federal funds.  Attach to the back of the application, letters of commitment from each funding source.  This letter must include how much they are budgeting and when those funds will be available.
· KDOT is not responsible for sales tax that must be paid on new vehicles.

SECTION K-- OPERATING ASSISTANCE BUDGET

This section should be completed if you are applying for Capital Assistance for new vehicle purchase(s) or for State-funded Operating Assistance for your U.S.C. 49-5310 project (see below), and the costs shown should be for current operating level as well as any expansion services.

State-funded operating assistance for your U.S.C. 49- 5310 project is limited to 70% of your eligible operating expenses, with a maximum of $4,000 per agency per State fiscal year.  These eligible operating expenses may include costs directly related to the operation or the transportation system.  Eligible expense categories are listed on page 17 and 18 of the application form.
· Expenses associated with special transportation services for the elderly and disabled.

Items that are NOT eligible operating expenses include:

· Entertainment;

· Membership dues to organizations such as your Coordinated Transit District (CTD),  or Community Transportation Association of America (CTAA);

· Fines and penalties;

· Charitable donations;

· Interest expenses on loans and debt retirement incurred prior to this program; and

· Capital cost and expenses that are reimbursable under other federal programs are not eligible for reimbursement.

Revenue items that directly offset transit expenses (contra-expenses) are NOT eligible for reimbursement under State-funded 5310 operating funds.  Common types of contra-expenses include:

· Interest income earned on working capital;

· Proceeds from the sale of equipment in excess of the depreciation value;

· Cash discounts and refunds that directly offset accrued expenses;

· Insurance claims and reimbursements that directly offset accrued liabilities; and

· State fuel tax rebates.

Additionally, some transportation expenses associated with providing service to the elderly and disabled are NOT eligible for reimbursement under State-funded 5310 operating funds.  They are:

· Sightseeing services;

· Reimbursement for drug & alcohol testing of safety-sensitive personnel;

· School bus operations;

· Freight hauling; and

· Maintenance of non-transit vehicles.

Costs associated with administration of the proposed project are NOT eligible operating expenses.
1.
Operating Personnel Costs - Operating personnel costs include, but are not limited to: salaries and wages, unemployment insurance, social security; retirement or pension contributions and employee benefits, workers’ compensation insurance, and other benefits paid by the employer for employees who are directly involved in the operation of the project.

· Job Title - Enter the job titles for operating personnel employed on the project.  Include drivers, substitute drivers, maintenance and dispatchers only.  If the duties of any administrative personnel also involve the operation of the project, such as driving or dispatching, show only that portion of the salary and benefits charged to the operation of the project.  Administrative personnel costs such as Transit Manager/Director’s salaries are not eligible, only costs that directly relate to the provision of transportation service are allowable.
· Number of Employees--Enter the total number of persons working on the project employed in that position.

· Salary--Enter the yearly cost of salary for each job title.

· Fringe Benefits - Enter the approximate amount of fringe benefits that are paid in part or in full by the employer on the project salaries for each job classification during the course of the year. 

· Total Personnel Costs - Enter in this column the sum of each job title listed.

Total all of the Total Personnel Costs column and place the sum at the bottom of the column as Total Personnel Costs.

2.
Insurance - Show your annual vehicle insurance costs for all vehicles you intend to operate in this project.  If you currently provide service, show your present annual insurance premium for your fleet and include estimated premiums if expanding your fleet. If you are starting a new service, you will need to obtain annual insurance premium estimates from several companies.  List the lowest estimate or the premium from the company you anticipate using.

3.
Fuel Costs - includes, but is not limited to, expenses for diesel fuel, propane, and gasoline.

4.
Maintenance, Repair, Lube, Parts and Labor Costs (Paid) - includes, but is not limited to, expenses for labor for maintenance or repair, parts, electrical supplies, tires, batteries, antifreeze, windshield washer fluid, starting fluid, motor oil, grease, transmission fluids, hydraulic fluids, sign materials, and welding supplies.
5.
Storage (Paid) - includes the expense for a storage facility or a garage that is rented to park the project vehicles in.  

6.
Contract Services - Cost incurred when a portion of the transportation service is contracted to another provider.   A copy of the contract for these services must be attached to the back of this application before these expenses will be reimbursed.  
7.
Communications/Phone Costs - You can claim land line phone, radio, and cell phone expenses that are directly linked to your transportation service, such as those used exclusively for dispatching.  Other communications costs not directly related to transportation are considered administrative costs and cannot be claimed.  

8.
Other Costs and Services - Costs that are directly related to the operation of the transportation system that are not listed above.  List the specific items.
9.
Licenses and Tags - Costs incurred for licenses, tags and renewals. 

10.
KPTA Membership Dues- You can claim reimbursement for your agency’s membership dues.

11.
KPTA Annual Meeting – Cost incurred for attendance, by up to two agency employees, of the KPTA annual meeting.  Registration, hotel accommodations, mileage and meal reimbursement are paid at the state rate. 

12.
RTAP Driver Training- Registration fee for RTAP driver training and mileage reimbursement at the state rate.  (This training is mandatory for all drivers, including volunteer drivers, of all KDOT vehicles every other year).
13.
RTAP Manager Training- Registration fee and mileage for RTAP managers training; meals and hotel accommodations are reimbursable expenses if an overnight stay is required.
14.
KCC Registration Fee- One time application fee.
15.
Driver’s Physicals- If required by agency - medical card expense reimbursement for current drivers of KDOT vehicles
16.
Total Operating Expenses - Total lines 1 through 15.

17.
Self explanatory.

18.
Project Income - Enter any revenue that will be generated from the operation of your transportation system.  Project revenues include fares from passengers, funds from contracts or agreements, or excess Federal matching funds.  (Your KDOT grant is not project income, and should not be listed here.)  Any donations that are directly attributable to rides furnished by the project must be considered as project income and subsequently used to reduce the operating deficit.    
19.
Net Operating Cost - Subtract line 16 from line 18.  Project operating costs must exceed project revenues to be eligible for State-funded 5310 operating funds.
SECTION L-SUSTAINABILITY

Sustainability is defined as the ability to maintain services with the resources available.  This section refers to what would happen if state or U.S.C. 49-5310 federal funds were reduced and how you would sustain your programs.

1. Self explanatory

SECTION M – CERTIFICATIONS, ASSURANCES, AND VERIFICATION 
Authorized officials must have a letter approving their ability to sign on behalf of their agency.  The authorization letter must be signed by an agency CEO, president, or director and attached to the back of this application.

Important:  
These Certifications, Assurances, and Application Verification statements must be completed and signed before the application for funding can be accepted.

PRIVATIZATION PROCEDURES

In October 1984, the Federal Transit Administration (FTA) announced a new policy regarding private enterprise participation in the development of transportation plans and programs.  The policy statement came in response to a federal call for a greater private sector role in addressing community needs.  FTA grantees are requested to give timely and fair consideration to the comments and proposals of interested private enterprise entities when developing federally assisted mass transportation plans and programs. FTA seeks to ensure that local decision-makers fully and fairly consider the private sector's capacity to provide needed transportation services.  Program Development places responsibilities on the local applicant to insure early notification of and consultation with private-for-profit providers in the development of public transportation programs.  Under the Federal Private Enterprise Participation regulations, the applicant is required to solicit and consider private sector service providers for provisions of that service.

KDOT will provide technical assistance in response to requests from any local applicants wishing to develop a service plan which includes private-for-profit operators and support the goal of the private sector involvement in transportation program development.

1.
Applicants are required to provide notice to all known private-for profit operators in the area regarding proposed service and opportunities, and encourage them to participate in the proposed plan.  This notice may be provided through a legal publication or a letter to each known service provider in the area.  Service providers should be given at least 10 working days to provide initial indication of interest.

2.
When private-for-profit service providers indicate an interest in providing service in the local area, local applicants should establish further contact either by letter or in a meeting.

3.
When it is determined that one or more providers are qualified to provide service, the local applicant will provide a request for proposal with information outlining specifically the proposed service, including type of service required, expected ridership, service characteristics, etc.  The local applicant will discuss potential options for cooperation/coordination and evaluate the ability of the provider(s) or potential provider to provide service within the stated guidelines.  

4.
Local applicants must have written procedures for reviewing existing services, and locally established criteria for making public/private service decisions, including procedures for true cost comparisons among service providers when there are two or more operators interested in providing service.  Local applicants may establish their own criteria for inclusion in the total cost comparison for evaluation of proposals for service as long as established criteria are consistent for both private-for-profit and other potential service providers.


While no regulations exist related to which costs are included in the proposal for service, all costs must be fully allocated.  In other words, any service provider using federal subsidy to provide the transportation service (capital equipment, operations expense, administration, or use of public facilities), must allocate those costs in the proposal for evaluation.  Therefore, a proposal from a private-for-profit agency using no federal subsidy and proposing $3.00 per rider is equal in cost to a proposal from a public agency proposing $2.00 per ride, but using other federal subsidy to pay an addition $1.00 per ride.  When a private-for-profit agency receives federal subsidy, its cost proposal must include that information.

5.
U.S.C. 49-5310 applications must include documents as evidence in their applications of a good faith effort at early consultation with private-for-profit operators in developing a transportation service plan.  Documented evidence includes letters sent to private operators, minutes of meetings, with a participant's list, in which the transportation plan was discussed, and letters of response from private operators when available.

6.
The developed plan submitted for application must respond in writing to all reasonable issues or concerns raised by the private provider based on locally developed procedures for resolving complaints.

7.
The completed application should include the following information:


a.
A description of current participation by private providers in U.S.C. 49-5310 services.


b.
A description of how the private sector was involved in the planning stage.


c.
A copy of the notification of acceptance or rejection of the service proposal, if appropriate; if no service proposals were received, attach a letter stating no proposals were received.


d.
A copy of the accepted proposal, if appropriate.


e.
A copy of written protests and the outcome of the protest when any are received.
8.
Negative comments and appeals.


a.
Prior to approval of a U.S.C. 49- 5310 application for capitol funds, an opportunity for public hearing is published in the applicant's service area.  Public hearings requested by a private operator are held in the local service area.


b.
Application protests must be submitted in writing to the local applicant within ten working days from the date of the published notice of the application submission.  KDOT's procedures require the non-profit grant applicant to meet with the party that filed the complaint.  The two parties are to either:



(1)
Coordinate their services through a contract-for-service or fare subsidy arrangement; or



(2)
Agree to a memorandum of understanding stating how specialized transportation services in the area will be divided.



(3)
If no agreement is reached, the grant applicant must document efforts to reach agreement with the party that filed the complaint.  The grant applicant must also document to the Kansas Department of Transportation that the service provided or proposed by the party that complained "is insufficient or inappropriate in terms of type of service, quantity or quality of service, or cost of service."




The party that filed the complaint is then given an opportunity to respond.
SECTION N – APPLICATION VERIFICATION
Authorized officials must have a letter approving their ability to sign on behalf of their agency.  The authorization letter must be signed by an agency CEO, president, or director and attached to the back of this application. 
The application verification now references the KDOT policies & the provider agency complying with the policie
SECTION O —CHECK OFF SHEET
Self explanatory

SECTION P — EQUIVALENT SERVICE CERTIFICATION – Self Explanatory
· MUST answer all questions & sign the certificate

SECTION Q —CERTIFICATE OF AUTHORITY

Self explanatory

SECTION Q (2) — KCTDC CERTIFICATE OF AUTHORITY

Self explanatory
SECTION R—SERVICE PROFILE
Self explanatory
SECTION S—EMERGENCY PLANNING AFTER HOURS CONTACT AND VEHICLE INVENTORY

Completely fill out the entire form.  Listing afterhours contacts with their after hour contact information.  The document is self explanatory.
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