INTRODUCTION

The triennial review is one of the Federal Transit
Administration’'s (FTA) management tools for
examining grantee performance and adherence to
current FTA requirements and policies. Mandated by
Congress in 1982, the triennial review occurs once
every three years. It examines how recipients of
Urbanized Area Formula Program funds meet
statutory and administrative requirements, especially
those that are included in the Annual Certifications
and Assurances that grantees submit. Consistent
with SAFETEA-LU, at least once every 3 years, the
Secretary of Transportation shall review and evaluate
completely the performance of a recipient in carrying
out the recipient's program, specifically referring to
compliance with statutory and administrative
requirements and the extent to which actual program
activities are consistent with the activities proposed.
The review currently examines 23 areas. In addition
to helping evaluate grantees, the review gives FTA an
opportunity to provide technical assistance on the
latest FTA requirements and aids FTA in reporting to
the Secretary, Congress, other oversight agencies,
and the transit community on the Urbanized Area
Formula Program.

Since May 1990, FTA has used contractors to assist
its regional staff in conducting triennial reviews. FTA
Regional  Administrators are responsible for
organizing the triennial review process. Contractors
work closely with the Triennial Review Coordinators in
each region. The contractor conducts desk reviews,
which include interviewing FTA regional staff to gain
an understanding of the grantee, prepares an agenda
package and the transmittal letter, and is responsible
for contacting the grantee, making arrangements for
the site visit, conducting the site visit, and preparing
the draft and final reports.

FTA staff has the ultimate responsibility for the
triennial review. Monitoring, follow-up, and close-out
of open findings are the responsibility of the regional
office  staff, primarily the Triennial Review
Coordinators.

TRIENNIAL REVIEW WORKSHOPS WORKBOOK

This document is designed to serve as a guide for
recipients of Urbanized Area Formula Grant funds.
The workbook has three major sections:

e The introduction includes an overview of the
triennial review process. This introductory
section discusses the steps in conducting and
documenting the review.

e The review areas provide detailed guidance for
grantees. There is a section for each of the 23
triennial review areas. Each review area includes
a summary of the basic requirement and
identifies the major topics to be examined. The
triennial review questions then are listed. Each
guestion or group of questions is followed by an
explanation of FTA’s requirements; the reason for
the question, citing the statutory, regulatory, or
administrative source document; sources of
information the reviewers should access during
the desk review and site visit; the determination,
or what constitutes a deficiency; and suggested
corrective actions.

e The appendix includes exercises that are used
during the Triennial Review Workshops (Note:
these exercises are only distributed with the hard
copy Workbooks at the workshops).

The appendices include a sample site visit agenda
package and a final report.

This workbook provides an overview of FTA
requirements. For additional details, reviewers should
refer to the statutes, regulations, or FTA Circulars
cited in the “Reason for Question” sections. This
guide is not a substitute for these primary reference
documents, but is a portable summary for the
grantee’s use, particularly during a site visit.
Grantees should periodically consult FTA's homepage
on the Internet (http://www.fta.dot.gov) for FTA’'s most
recent policies and directives.

BACKGROUND ON THE TRIENNIAL REVIEW

In 1989, FTA issued Order 9010.1A to provide
guidance to FTA staff on conducting triennial reviews
as required by Section 5307 of the Federal Transit
Act. Regional office and headquarters staff
performed these original reviews. The following year,
FTA began using contractors to assist with triennial
reviews. By 1996, contractors participated in all
reviews. The Triennial Review Order was updated
and superceded by FTA Order 9010.1B, issued in
April 1993. Additionally, in November 1994, FTA
issued FTA Order 5400.1 "Oversight Reviews".

The triennial review program has been fine-tuned
continuously. FTA has added areas to be reviewed to
reflect new requirements (e.g., the ITS Architecture).
The format and delivery schedule for the draft and
final reports has been changed. The terms used
when making findings have been revised. In addition,
in 1993 FTA issued the first detailed Triennial Review
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Handbook, now known as the Contractors’ Guide,
which is updated annually.

From 1989-1999, FTA required reviewers to prepare
a comprehensive draft triennial review report that
addressed the grantee’s performance in each triennial
review area and specified corrective actions. These
reports, due within 30 days after the site visit,
documented the grantee’s activities and procedures
for each particular area, including actions that were
fully in compliance. During this decade, reviewers
made determinations that the grantee was in
compliance, in compliance with follow up, or not in
compliance in each review area.

In April 1999, FTA instituted major changes in the
Triennial Review process that revised the report
format and time frame as well as the nature of the
findings. With these changes, FTA instructed
reviewers to deliver draft reports on site at the exit
conference, with regional office concurrence. The
report format was streamlined considerably. The new
reports documented the findings only; narrative
information not pertinent to the findings was omitted.
The grantee was required to submit comments on the
draft report to FTA within seven days. The regional
office had another seven days to forward comments
to the lead reviewer, and the final report was due
30 days after the site visit. A standard 90-day time
frame for responding to the corrective actions was
established, except for Drug and Alcohol findings,
which usually required correction within 30 days.

Concurrent with these changes, findings were
categorized as in compliance, deficient, not
applicable, or not reviewed. Reviewers no longer
made findings of non-compliance, and the follow-up
category was eliminated. Similarly, though the final
report would acknowledge any actions taken by the
grantee and any findings that could be closed, the
discussion of the deficiencies and the deficiency
codes shown on the report's summary table remained
unchanged and were included in OTrak, FTA’s
automated oversight tracking system.

In May 2000, FTA instituted an additional change in
the triennial review finding codes. The finding of in
compliance was changed to not deficient. The other
finding codes remained as before.

Beginning with the reviews for FY2001, FTA also
added questions in the Safety and Security area for
which a finding of advisory comment is made.

FRAUD DETECTION AND REPORTING

The Office of Inspector General (OIG) of the United
States Department of Transportation has established
a Contract/Grant Program to promote the prevention
and detection of fraud involving the expenditure of

funds under the Federal Transit Laws. The OIG has
four regional investigation offices, located in New
York, Atlanta, Chicago, and San Francisco. In each
OIG Regional Office, a senior special agent is
designated as the Regional Contract/Grant Fraud
Coordinator to handle all grant and contract fraud
matters involving appropriate FTA regions.

If a reviewer detects or becomes aware of fraudulent
activities involving FTA grant funds during a triennial
review, he or she should contact the regional Triennial
Review Coordinator as soon as possible. Be
prepared to provide available information. It will be
the responsibility of the regional coordinator to pursue
the matter further, including contacting the
appropriate Regional Contract/Grant Fraud
Coordinator.

SCHEDULING AND COORDINATION
OF TRIENNIAL REVIEWS

All FTA 5307 recipients are reviewed on a triennial
basis. The current practice is to include all direct FTA
grant-funded programs of these recipients during a
triennial review, to include sections 5307, 5309, 5310,
5311, 5316, and 5317 grant activities. The regional
staff determines each grantee’s review cycle. The
Contracting  Officer's Technical Representative
(COTR) assigns reviews to the contractors. The
contractor's Project Manager is responsible for
arranging a kick-off meeting with the regional staff
and coordinating the development of a work plan for
all activities assigned in that region. Specifically, the
work plan should include a preliminary schedule of
key milestones such as desk review and site visit
dates for each grantee.

The triennial review site visit schedule discussed
above should be coordinated with the other oversight
reviews and/or audits to be conducted during the
fiscal year. Once a preliminary triennial review
schedule is developed, it will be shared by the COTR
with the appropriate Program Offices. Each reviewer
will be responsible to ensure that site visit dates for
multiple reviews are coordinated through the regional
office staff as much as possible.

APPROACH TO THE TRIENNIAL REVIEW

The triennial review involves the following major
steps:

Conduct the desk review

Schedule the site visit

Prepare the agenda package

Contact the grantee

Review grantee input and prepare draft report
Finalize site visit schedule
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¢ Conduct the site visit

Prepare the final report

Input findings in OTrak

Finalize worksheets and source documents
Provide technical assistance

Close-out corrective actions.

Conduct the desk review. The desk review provides
an opportunity to review documentation on file in the
regional office and to discuss specific issues with the
regional staff. The reviewers begin to complete the
triennial review worksheets at this time. Information
available in the regional office varies with the size and
complexity of the grantee, but in general, the
reviewers can access:

e TEAM System data to obtain information on open
grants, including budgets, balances remaining,
disbursement activity, and financial status and
progress reports

e  Certifications and Assurances

e  Civil rights files

e Audit reports, if available, including any pertinent
General Accounting Office (GAO) or Office of
Inspector General (OIG) audits

e Planning files, including key documents and
results of the Planning Certification Review

o National Transit Database correspondence

e Any complaints on file regarding civil rights,
Americans  with  Disabilites  Act  (ADA)
compliance, charter bus service, school bus
service

e Project Management Oversight quarterly reports
for major capital projects

e  Buy America waiver requests

e  Prior triennial review reports, findings, and files

e  Other oversight reports and findings (Financial
Management Oversight reports, Procurement
System Reviews, etc.).

In addition, the contractors meet with regional staff to
discuss specific issues included in the triennial review
guestions. The staff can identify particular concerns
that should be highlighted in the agenda letter and
during the site visit.

Schedule the site visit. During the desk review, a
contractor or regional staff member contacts the
grantee to identify a convenient date for the site visit.
The site visit typically takes about one and one-half to
two days for a small to mid-sized grantee, and several
days for a larger, multi-modal grantee. The site visit
should be scheduled at a time when the appropriate
grantee officials will be available to meet with the
review team and discuss the issues that are identified.

Prepare the agenda package. The review team
prepares a package for the region to send to the
grantee giving detailed information about the site visit.
The agenda package includes a preliminary site visit
schedule, information regarding the grantee profile, a
list of documents required for the review, and the

guestions that remain to be answered. The site visit
schedule should address the order in which the
review areas will be covered and the time of day at
which the topics will be addressed.

The list of documents assigns each item to one of two
catagories: information that should be sent to the
review team leader in advance of the site visit and
documents that the grantee should have available on
site. The documents requested in advance are due
four to six weeks prior to the site visit.

The questions that remain to be answered during the
site visit also are included in the agenda package.
Grantees are requested to provide written answers to
the review questions four to six weeks prior to the site
visit.

The agenda package should be sent at least 8 to 10
weeks prior to the site visit to allow time for the
grantee to gather the requested documentation,
prepare written answers to the questions, and send
the materials to the review team. The cover letter is
prepared for signature by the Regional Administrator
or the Director of the Office of Operations and
Program Management and the regional office sends
the entire package (hard copy and electronic version)
to the grantee after receiving it from the contractor.

Contact the grantee. The reviewer should telephone
the grantee seven to 14 days after the regional office
sends the agenda package. This contact serves
several purposes. It is a courtesy for the reviewer to
introduce the team before arriving at the grantee’s
office. The reviewer can confirm that the agenda
package arrived and ask the grantee if there are any
guestions about the items to be reviewed. The
reviewers also can remind the grantee to send the
materials and written answers to the questions by the
due date. The reviewers can obtain directions to the
grantee’s office and get advice on other necessary
logistics, such as software compatability and printer
availability for printing the draft report.

Review grantee input and prepare draft report. The
reviewer examines the materials and written answers
to the questions that the grantee submits. After
completing this step, the reviewer needs to decide if
any items require follow-up with the grantee. This
may be necessary if the grantee did not submit all of
the requested information and/or did not provide
complete answers to the questions. The reviewer
should let the grantee know, by telephone, email, or
letter, if the missing information/answers to follow-up
questions need to be provided by a certain date
before the site visit or can be made available during
the site visit. After all the input provided by the
grantee is reviewed, the reviewer should complete as
much of the draft report as possible.

Finalize site visit schedule. The reviewer should
finalize the site visit schedule and a list of

Introduction

11/01/08



grantee/contractor facilities to be visited after
reviewing the the grantee’s input. Any areas that do
not require follow-up need not be discussed further
during the site visit. The reviewer also may indicate
to the grantee which procurements and facilities have
been selected for examination during the site visit.
This final schedule should be forwarded to the
regional staff for approval, and then sent to the
grantee at least seven days before the site visit date.

Conduct the site visit. It is important that the site visit
be well planned and executed. All files, notes, and
other papers that the reviewers use should be
organized neatly. The reviewers should conduct
themselves with professionalism and courtesy at all
times. The atmosphere should not be adversarial.
While FTA wants the discussion to be friendly, the
time is limited and participants must stick to the
agenda. Reviewers should observe the following
procedures:

e Conduct entrance conference. The site visit
begins with an entrance conference with the
grantee’s management officials. The entrance
conference consists of a reiteration of the
purpose of the review, a discussion of the
findings of the desk review, and summarizes the
steps in the preparation of the draft and final
reports. The regional office staff participate in the
entrance conference either in person or by
telephone. The reviewer records the names and
titles of all participants at the entrance
conference. While the senior staff is assembed
at the entrance conference, it is a good idea to go
over the schedule for the site visit and confirm
the expected time for the exit conference.

e Review each area. Following the entrance
conference, the reviewer begins to discuss the
outstanding questions in each review area. For
reviews conducted by a team, only one team
member should ask questions in a particular
area. At the end of the questioning, the lead
reviewer may invite further questions from other
members of the team, but one person should
have primary responsibility for the area. When
the review of an area is complete, the reviewer
should state that it is time to move on to the next
area. It is important to stay focused on the area
under review. Do not ask questions from another
area. If necessary, make a note of the question
and raise it at a later time.

e Visit facilities and inspect records. The reviewer
should have selected the grantee/contractor
facilities to be visited in advance of the site visit.
The purpose of the visit is to verify that the facility
is in transit use; allow the reviewers to make a
general observation about the facility’s condition;
review preventive maintenance records for a
sample of FTA funded revenue vehicles and

facilities; and verify that the grantee has
equipment control procedures.

e Complete the draft report and transmittal letter.
At the end of the review but prior to the exit
conference, ask the grantee to get answers to
any remaining questions not yet resolved. For
consistency among all reviews, it is important to
use the language for corrective actions that
appears in the contractors’ guide.

e Receive input from regional staff. The review
team should confer separately with the regional
staff about the findings in each area. Follow the
preferences of the region in issuing the draft
report. Usually, the regional staff member on site
will review the draft report and may sign a
transmittal letter if one is to be issued. If no
regional staff members are present at the site
visit, the draft report or the Summary of Findings
table and the transmittal letter should be faxed or
e-mailed to the region for approval before the exit
conference is to begin.

o Conduct exit conference. The site visit concludes
with an exit conference. The regional office staff
participate in the exit conference either in person
or by telephone. The regional office staff thanks
the grantee’s staff for their cooperation. The
reviewer then presents the draft report.

The reviewer also discusses the timeframe for
review of the draft report and issuance of the final
report. The grantee has seven days to review
the draft report and provide comments to the
region. The regions have another seven days to
prepare comment for the review team. Within
14 days of the site visit, the regional office should
submit all comments on the draft report to the
reviewer.

Prepare the final report. The reviewers will receive
comments from the grantee and the region within
14 days and finalize the report within in 21 days after
the site visit. The reviewers will transmit the final
report file to the regions in MS Word format. The
regional office will issue the final report to the grantee
within 30 days after the site visit. The reviewer will
place the final report in the grantee’s folder on the
TEAM system.

Input findings in OTrak. OTrak is the electronic
oversight tracking system. The findings from each
triennial review should be input to OTrak by the
reviewer within 30 days of the submission of the final
report.

Finalize worksheets, sources of documents, and files.
Once the final report is issued, the reviewers finalize
their worksheets and sources of documents for the
review and submit the file electronically to the regional
office. The reviewers prepare file folders with hard
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copies of supporting documents and mail the files to
the regional office. The file structure is described in
the following section. The electronic and paper files
should be submitted no later than 30 days following
the submission of the final report. The reviewer also
will place the worksheets in the grantee’s folder on
the TEAM system.

Provide technical assistance. Reviewers may provide
technical assistance to the grantees to close out open
findings on an “as needed” basis for up to 90 days
after the site visit. The triennial review contractors’
Project Manager, with input from the reviewers, will
coordinate with the regional staff to identify follow-up
technical assistance needs and the time frame.

Close-out corrective actions. The regional office is
responsible for monitoring the implementation of and
closing out corrective actions that result from a
triennial review. After the 90-day period for technical
assistance noted above, the regional staff will provide
technical assistance to the grantee if, needed.

TRIENNIAL REVIEW WORKSHEETS, SOURCES
OF DOCUMENTS, AND FILES

The triennial review worksheets aid reviewers in the
organization and completion of the work assignment
and provide support for the findings made during the
review. Worksheets are completed by reviewers
electronically. The worksheets should include the
name of the reviewer, the dates that the desk review
and site visit were conducted, and the sources of the
information used to develop findings and conclusions.
The worksheets should include citations of documents
and note where the documents can be found in the
regional office and in the grantee’s files. A complete
set of worksheets should substantiate the fact that
sufficient, competent documentation was obtained
through inspection, observation, inquiries, and testing
to afford a reasonable conclusive basis regarding any
grantee finding.

Supporting documents that are provided by the
grantee in advance of the site visit or made available
on site should be organized in a set of files for each
review. The following table lists the contents of paper
and/or electronic files by topic area. Individual topic
area files need to be prepared for each review set and
should include the suggested contents. Each file
should be properly labeled. The actual file contents
will vary, depending on the size and complexity of
each grantee. Reviewers should use their
professional judgement in determining what
documents to retain on file and what documents
should be cross-referenced in the worksheets as
accessible in FTA's or the grantee’s files. Each
region will determine the extent to which it wants to
receive electronic files on a CD or a combination of
paper and electronic files.

File Name

Applicable Contents

A. File Contents

Table of Contents indicating which
files are included in paper and/or
electronic format (see example at
the end of this section)

B. Final Report

Final Report
Transmittal Letter

C. Worksheets

Completed Worksheets

D. Administration

Agenda package
Final site visit schedule
Sign-in sheets

Letters and e-mail correspondence
with the region and grantee.

1. Legal

Authorizing Resolution
Delegation of Authority

2. Financial

Capital and Operating Budget

Financial Statements for the Past
Three Years

Three to Five Year Capital and
Operating Financial Plan

List of ECHO Drawdowns
examined

Audit reports with findings related to
the grantee

3. Technical

Organization Chart
Grant Management Procedures
Grant Close-Out Schedule

Cost-effectiveness Evaluation for
Capital Leases

4. Satisfactory
Continuing
Control

Sample of property leases

Excess Real Property
Inventory/Utilization Plan

Sample of property records of
federally funded equipment

Proof of inventory and inventory
reconciliation

5. Maintenance

Maintenance plans

Sample of maintenance
requirements for contracted
services (e.g., contracts and/or
RFPs)

List of buses and rail cars selected
in the PM inspection sample

6. Procurement

Procurement policies
List of procurements examined

7. DBE Proof of UCP Agreement
DBE complaints
Buy America Audit procedures, if applicable

Suspension/
Debarment

None

10. Lobbying

Standard form LLL updates
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example shows the naming convention that should be
used when organizing electronic responses:

Example: Folder/File Naming Convention

Review Area/ Folder/File Name

Document

File Name Applicable Contents

11. Planning/POP MPO Agreement
Public Participation Procedures
TIP/POP Public Notices
Planning process complaints

12. Title VI Service standards
Title VI complaints

13. Public Comment Procedures for Public Comment on

Process for Fare
Increases and
Service
Reductions

Fare Increases and Major Service
Reductions

2_Financial

2. Financial ,/-I

14.

Half Fare

Fare structure description
Half-Fare Program Description

a. Capital and
Operating
Budget for the o
Current Fiscal '
Year

2a_FY09 Budget.doc

15.

ADA

Public information materials
describing Complementary
Paratransit service, eligibility, and
appeals

Operating policiesregarding ADA
Paratransit tripreservations and
scheduling

Performance reports, including on-
time pickups, denial rate, no shows
etc.

Procedures describing accessibility
policies including stop
announcements,lift use, etc.

b. Financial ) l

2bl_FYO08 FinStmts.doc
Statements for —

the Past Three i l

vears 2b2_FYO07 FinStmts.doc

® ] 2b3_FYO06 FinStmts.doc

c. Three to Five
Year Capital and ] l
Operating -
Financial Plan

2c¢_Financial Plan.doc

16.

Charter Bus

Publication of Annual Notice
Charter Policy/Procedures

17.

School Bus

Bus schedules and/or system map

18.

National Transit
Database (NTD)

Exemption/Waiver Letters, if
applicable

19. Safety and Documentation supporting security
Security expenditures
20. Drug-Free Drug-Free Workplace Policy
Workplace Correspondence/natification to
employees
21. Drug and Drug and Alcohol Program

Alcohol Program

Evidence of monitoring program

22. Equal Organization chart
Employment :
Opportunity EEO Complaints
(EEO)
23. ITS Architecture Evidence of inclusion of projects in

Regional Architecure

Grantees who submit electronic files should be
instructed to organize the files according to review
area. That is, a folder should be created for each
review area and all files for that area should be placed
in the folder. Files should be named according to the
list of documents in the agenda package so that the
reviewer can easily determine what each file includes.
This ensures that consistency will be maintained
between reviews and between regions. The following

If a particular file is relevant to more than one area,
the grantee can create a shortcut to that file rather
than include a duplicate. However, the shortcut
should be given a name that corresponds to the list of
documents in the agenda package as shown in the
example above.

QUALITY CONTROL

Quality control checks are built in every step of the
triennial review program. This workbook establishes
common steps to be followed in conducting triennial
reviews in all FTA regions. This workbook also
presents a common interpretation of FTA
requirements and corrective actions to be
implemented when a grantee is deficient. Grantees
should contact their respective Project Managers with
questions and/or clarification; or when faced with an
unusual situation. The Project Manager may decide
to seek additional guidance from the COTR/Program
Offices so that findings are consistent with FTA's
interpretation of the requirement. The grantees
should not contact the COTR/Program Offices directly
about the information presented in this guidance
document.

FTA provides extensive training to the triennial review
contractors’ team members. New contractor team
members should receive classroom training on FTA
requirements and the contents of the contractors’
guide. They also receive practical training by
accompanying experienced reviewers on several
desk reviews and site visits. FTA updates the
contractors’ guide annually.
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Other quality control steps include regional staff
oversight. Reviewers work closely with the regional
staff during every step of a triennial review. After the
desk review, the regional staff reviews an agenda
package before it is forwarded to the grantee by the
region. Draft reports are expected to be reviewed by
an experienced member of the contractors’ team,
other than the one who is responsible for conducting
the site visit. The regional staff review and provide
comments on the draft report before it is transmitted
to the grantee during the exit conference. The final
report is reviewed and edited by an experienced
member of the contractors’ team before it is
forwarded to the regional staff. The regional staff
reviews the final report before it is forwarded to the
grantee.

PERFORMANCE REPORTING

The Monthly Triennial Review Performance Measures
Report prepared by FTA tracks the timely issuance of
the final reports to the grantees and the number of
findings closed. The timely issuance of the final
report is tracked based on the date that the final
report was sent to the grantee by the region. In order
to accurately track this date, the region will copy the
reviewer when they issue the final report to the
grantee.

RELATIONSHIP OF THE TRIENNIAL REVIEW TO
OTHER OVERSIGHT REVIEWS

The triennial review is only one of FTA’'s oversight
tools. Other reviews may result from the findings of
the triennial review.

The reviewers should ascertain from the regional
office the status of any special purpose reviews.
When FTA has scheduled other oversight activities
with a grantee, the reviewers should coordinate the
triennial review site visit schedule through the regional
office.

In some cases, if a special purpose review or an audit
has been conducted in the past two fiscal years, or if
one is scheduled for the current fiscal year (FYs 2007,
2008, and 2009), a review of that area is not
necessary and a finding of “Not Reviewed” (NR)
should be made. A special purpose review or an
audit is considered to be conducted if a site visit was,
or is scheduled to be, completed during the three year
period mentioned above, even if the final report has
not been issued. In other cases, the reviewer should
ask some or all of the triennial review questions on
the worksheets. Specific guidance for each type of
special purpose review or audit follows.

Full Scope Financial Management Oversight
Review (FMO)

Description — The FMO was established to assess a
grantee’s financial management systems in order to
determine whether they meet the standards of the
Common Rule (49 CFR 18.20). The contractors
conduct an initial desk review in the regional office,
followed by an on-site assessment phase that lasts
approximately one week, followed by an on-site final
testing phase that lasts from one to three weeks. The
contractors generate a draft and a final report in which
they express an objective, external, independent
professional opinion to FTA in accordance with
established public accounting standards on the
effectiveness of the grantee’s internal control
environment. The seven standards for financial
management systems stated in the Common Rule
are: Financial Reporting, Accounting Records,
Internal Control, Budget Control, Allowable Costs,
Source Documentation, and Cash Management. The
findings in an FMO report may impact other areas of a
triennial review beyond Financial (e.g., Satisfactory
Continuing Control, Maintenance, etc.).

Guidance — If an FMO review has been conducted in
the past two fiscal years, or if one is scheduled for the
current fiscal year (FYs 2007, 2008, and 2009),
triennial reviewers should eliminate the questions in
the Financial area under Part B: Funds Management
and Part C: Audits in the Financial area.

Follow-Up Financial Management Oversight
Review (FMO)

Description — These reviews are performed primarily
to ensure that recommendations resulting from full
scope reviews were implemented and working
properly. If this type of review is performed, it will
occur between 12-18 months after the full scope
review. Contractors conduct a regional office desk
review to gather data on the initial review, followed by
an on-site assessment and testing phase. The on-
site phase lasts generally one to two weeks. A draft
and final report is generated as a result of this review.

Guidance — If a Follow-up FMO review has been
conducted in the past two fiscal years, or if one is
scheduled for the current fiscal year (FYs 2007, 2008,
and 2009), triennial reviewers should note it on the
worksheets. All questions in the Financial area of the
triennial review guidance should be asked.

Financial Capacity Assessments (FCA)

Description — These assessments are conducted for
selected grantees involved in major capital investment
projects to assess their financial capability to meet
Full Funding Grant Agreement (FFGA) obligations.
Consideration is given not only to the ability of the
grantee to fulfill the requirements of the FFGA, but
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also to the financial capacity of the grantee in general.
The FCA process varies from grantee to grantee, but
generally involves an initial assessment and report,
followed by periodic monitoring of the grantee for a
certain period of time.

Guidance — If an FCA has been conducted in the past
two fiscal years, or if one is scheduled for the current
fiscal year (FYs 2007, 2008, and 2009), the questions
in Part A — Financial Capacity in the Financial area of
the triennial review can be eliminated.

Procurement System Review

Description — Depending on the results of the annual
risk assessment, FTA may schedule a Procurement
System Review (PSR) of particular grantees. In
addition to assessing the grantee’'s compliance with
the requirements of FTA C 4220.1F, the PSR
encourages improved operations and fosters best
practices in the procurement area. There are three
phases to the PSR.

* Assessment Phase — This phase examines the
grantee’s organizational structure, management
direction, and policies and procedures. The
assessment includes a review of documentation
and interviews with staff at the regional office
(i.e., desk review), a review of documents
provided by the grantee, and an initial site visit to
conduct interviews with grantee staff. The result
of these activities is an assessment of the
grantee’s procurement system as a whole
through an overall risk rating of low, medium, or
high.

* Contract Review Phase — In this phase, a sample
of contracts is reviewed for compliance with FTA
requirements. The sample typically includes
contracts for each method of procurement (i.e.,
micro-purchase, small purchase, RFP, IFB, and
sole source). The number of contracts selected
for each method is dependent on the grantee’s
size, number of modes operated, and overall risk
rating. As many as 34 individual procurements
(possibly more in some cases) may be selected
for review. The sample contracts are reviewed
during a second site visit in which preliminary
findings are established and an exit conference is
conducted with the grantee.

* Reporting Phase — Within 30 days of the second
site visit, a draft report summarizing the findings
from the Assessment and Contract Review
phases is prepared and submitted to FTA for
review and comment. The report then is issued
to the grantee. Grantees are asked to develop
corrective action plans and schedules based on
the findings and submit them and any comments
to the regional office and/or reviewer within
30 days. The reviewer prepares the final report

incorporating the grantee’s action plan and
comments, submitting it to FTA within 14 days.
All work papers supporting the final report are
filed with the FTA regional office.

Guidance — If a PSR has been conducted in the past
two fiscal years or if one is scheduled for the current
fiscal year (FYs 2007, 2008, and 2009), a review of
the procurement area is not necessary and a finding
of “Not Reviewed” (NR) should be made.

Disadvantaged Business Enterprise (DBE)
Compliance Review

Description — DBE Compliance Reviews assess
grantee compliance with the DBE regulations. The
review covers each agency’s policies, procedures,
and record keeping. DBE compliance reviews last
two to three days and assess implementation of the
DBE program in 12 areas: Policy Statement, DBE
Liaison Officer, Financial Institution, DBE Directory,
Over-Concentration, Business Development
Programs, Determining/Meeting Goals, Required
Contract  Provisions,  Certification  Standards,
Certification Procedures, Record Keeping and
Enforcements, and Public Participation and Outreach.

After the review is complete, the review team
conducts an exit interview presenting the findings, if
any, to the grantee. A draft report documenting the
deficiencies and necessary corrective actions is
provided to the grantee within 30 days of the site visit.
A letter and final report is issued to the grantee within
60 days of the site visit. The grantee then has
90 days to take corrective actions and provide
appropriate documentation to the Civil Rights Officer
(CRO). The CRO issues a closeout letter once the
grantee is fully in compliance.

Guidance — If a DBE Compliance Review site visit has
been conducted within the past two fiscal years, or if
one is scheduled for the current fiscal year (FYs 2007,
2008, and 2009), triennial reviewers should note on
the worksheets when the compliance review was
performed. If findings from the DBE Compliance
Review are still being monitored, or if the review is
pending, the triennial review will not include this area
and a finding of “Not Reviewed” (NR) should be
made. If the DBE Compliance Review is closed, the
reviewer should seek guidance from the Regional
Civil Rights Officer and the Office of Civil Rights on
whether or not to include the DBE area in the review.

Planning Certification Review

Description — The Planning Certification Review
(PCR) is statutorily required once every three to four
years in all Transportation Management Areas, those
metropolitan areas having a population of 200,000 or
more. Conducted jointly by FTA and the Federal
Highway Administration (FHWA), the PCR is one of
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the tools used to enhance the effectiveness of federal
oversight of the Metropolitan Planning Process. The
PCR is the basis for the federal certification that
planning processes are being carried out in
accordance with the joint planning requirements of
23 USC 134 and 49 USC 5303.

The PCR process includes a desk review, on-site
interviews with all participants in the planning
process, such as the Metropolitan Planning
Organization, state and local government officials,
public transportation providers, and input from the
public, and concludes with a final report of findings
and recommendations.

Guidance — The reviewer should determine when the
last PCR was conducted and should review the PCR
report during the desk review. The report typically
includes a number of findings and recommendations,
but only those issues that affect the grantee’s
participation in the metropolitan planning process are
relevant to the triennial review. The reviewer should
verify the status of those findings and determine if
corrective actions have been implemented on
schedule. Reviewers should ask all of the questions
in the planning area.

Title VI Compliance Review

Description — The Title VI Compliance Review
assesses grantee compliance with the Title VI
regulations.  The review covers each agency's
policies, procedures, and record keeping. Title VI
Compliance Reviews last two to three days and
assess implementation of the Title VI program. After
the review is complete, the review team conducts an
exit interview presenting the findings, if any, to the
grantee. A draft report documenting the deficiencies
and necessary corrective actions is provided to the
grantee within 30 days of the site visit. A letter and
final report is issued within 60 days of the site visit.
The grantee then has 90 days to take corrective
actions and provide appropriate documentation to the
CRO.

Guidance — If a Title VI Compliance Review has been
conducted in the past two fiscal years or if one is
scheduled for the current fiscal year (FYs 2007, 2008,
and 2009), triennial reviewers should note on the
worksheets when the compliance review was
performed. If findings from the Title VI review are still
being monitored, or if the Title VI review is pending,
the triennial review will not include this area and a
finding of “Not Reviewed” (NR) should be made. If
the Title VI review is closed, the reviewer should seek
guidance on whether or not to conduct the review
from the Regional Civil Rights Officer and the Office
of Civil Rights.

Americans with Disabilities Act Compliance
Reviews

Description — Consistent with FTA’'s oversight
responsibilities, FTA has initiated a program of on-site
assessments of grantee compliance with ADA
requirements. The assessments target a particular
area of the ADA and the implementing regulations,
such as ADA complementary paratransit, key
stations, fixed route stop announcements, and fixed
route bus lift and maintenance reliability. The
assessment process includes collection of data prior
to the site visit, an opening conference, observation
and data collection on site, and an exit conference.
The FTA staff provides the grantee a written report
documenting the findings and necessary corrective
actions. The grantee then is responsible for
correcting deficiencies and providing appropriate
documentation to the CRO.

Guidance - If the ADA Compliance Review of the
grantee has been conducted in the past two fiscal
years or if one is scheduled for the current fiscal year
(FYs 2007, 2008, and 2009), the reviewer should note
on the worksheet when the compliance review
occurred. If findings from the ADA Compliance
Review are still being monitored, or if the review is
pending, the triennial review will not include those
questions covered by the compliance review. If the
ADA Compliance Review is closed, the reviewer
should seek guidance from the Regional Civil Rights
Officer and the Office of Civil Rights on whether or not
to include those questions in the triennial review. The
triennial review will include the other ADA questions
not addressed in the ADA Compliance review.

Drug and Alcohol Program Audit

Description — Drug and Alcohol Program Audits
assess grantee compliance with the drug and alcohol
regulations. The audit is comprehensive in nature,
including a review of each agency's policies,
procedures, and recordkeeping. The vendors,
including collection sites, Medical Review Officers,
and Substance Abuse Professionals also are
interviewed and a mock collection is performed.

After the audit is complete, the audit team conducts
an exit interview presenting the findings, if any, to the
grantee. A letter and final report documenting the
deficiencies and necessary corrective actions is
provided to the grantee during the exit interview. The
grantee then has 90 days to take corrective actions
and provide appropriate documentation to the audit
team. The Office of Safety and Security issues a
closeout letter once the grantee is fully in compliance.

Guidance - If a Drug and Alcohol Program
compliance audit has been conducted in the past two
fiscal years or if one is scheduled for the current fiscal
year (FYs 2007, 2008, and 2009), a review of the

Introduction

11/01/08


http://frwebgate.access.gpo.gov/cgi-bin/getdoc.cgi?dbname=browse_usc&docid=Cite:+49USC5303

Drug and Alcohol Program area is not necessary and
a finding of “Not Reviewed” (NR) should be made.

Equal Employment
Compliance Review

Opportunity (EEO)

Description — FTA has initiated a program to assess
grantee compliance with the EEO regulations. The
review addresses the grantee’s policies, procedures,
and record keeping. The EEO compliance review
assesses the implementation of the EEO program in
seven areas: policy statement, dissemination of the
policy, designation of personnel responsibility,
utilization analysis to identify any underutilization
and/or an overconcentration of minorities and women,
goals and timetables to correct underutilization or
over concentration, and a monitoring and reporting
system to assess EEO accomplishments.

After the review is complete, the review team
conducts an exit interview presenting the findings, if
any, to the grantee. A draft report documenting the
deficiencies and necessary corrective actions is
provided to the grantee within 30 days of the site visit.
A letter and final report is issued within 60 days of the
site visit. The grantee has 90 days to take corrective
actions and provide appropriate documentation to the
CRO. The CRO issues a closeout letter once the
grantee is fully in compliance.

Guidance — If an EEO Compliance Review has been
conducted in the past two fiscal years or if one is
scheduled for the current fiscal year (FYs 2007, 2008,
and 2009), triennial reviewers should note on the
worksheets when the compliance review was
performed. If findings from the EEO review are still
being monitored, or if the EEO review is pending, the
triennial review will not include this area and a finding
of “Not Reviewed” should be made. If the EEO
review is closed, the reviewer should seek guidance

on whether or not to conduct the review from the
Regional Civil Rights Officer and the Office of Civil
Rights.

TRIENNIAL REVIEW WORKSHOPS WORKBOOK
UPDATES

The Workshops Workbook is updated annually, to
coincide with the beginning of the triennial review
cycle at the start of the federal fiscal year. The
information in the Workbook is kept up to date during
the fiscal year by issuing program advisories as
needed. If changes to an area are extensive, the
guidance for that area may be revised completely and
shared with the recipients of the Workbook.

PROGRAM ADVISORIES

Program advisories are issued by the COTR
periodically to clarify and/or correct guidance and
procedures in triennial review areas. Program
advisories include an expiration date for the end of
the program year and any permanent changes
necessitated by an advisory are incorporated into the
Workshops Workbook update for the following fiscal
year.

FTA AND CONTRACTOR CONTACTS

A list of contacts for the triennial review program is
included at the end of this section. The list includes
contacts for FTA headquarters, regional offices and
metropolitan offices as well as the names of key
personnel for the triennial review contractors.
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A. File Contents

FY2008 Triennial Review Files

<grantee name>

Area

Paper Files (a)

Electronic Files on CD (a)

File Contents

Final Report

Worksheets

Administration

Legal

Financial

Technical

Satisfactory Continuing Control

Maintenance

Procurement

Disadvantage Business Enterprise

Buy America

A
B
C
D
1.
2.
3
4
5
6
7
8
9

Suspension/Debarment

10.

Lobbying

11.

Planning/Program of Projects

12.

Title VI

13.

Public Comment Process for Fare and Service
Changes

14.

Half-Fare

15.

ADA

16.

Charter Bus

17.

School Bus

18.

National Transit Database

19.

Safety and Security

20.

Drug-Free Workplace

21.

Drug and Alcohol Program

22.

Equal Employment Opportunity

23.

ITS Architecture

(a) Indicate if files are included: Yes or No
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FY2009 Triennial Review Program
List of Contacts

FTA Office/
Organization First Name | Last Name Title/Area Street Address City State | Zip Code Phone E-mail
FTA Headquarters Khuong Luu COTR 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-1898 |Khuong.Luu@dot.gov
4th Floor East Building
FTA Headquarters Jayme Blakesley |Buy America 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-0304 |Jayme.Blakesley@dot.gov
4th Floor East Building
FTA Headquarters Elizabeth Martineau |Charter Bus 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-1936 |Elizabeth.Martineau@dot.gov
4th Floor East Building
FTA Headquarters Amber Ontiveros | Civil Rights 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-5130 |Amber.Ontiveros@dot.gov
4th Floor East Building
FTA Headquarters Gerald Powers Drug & Alcohol Program 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-2395 |Gerald.Powers@dot.gov
4th Floor East Building
FTA Headquarters Linda Barnes Financial Management 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-1632 |Linda.Barnes@dot.gov
4th Floor East Building
FTA Headquarters Mary Martha |Churchman |Grants 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-6693 |MaryMartha.Churchman@dot.q|
4th Floor East Building ov
FTA Headquarters Nydia Picayo Guidance 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-1631 |Nydia.Picayo@dot.gov
4th Floor East Building
FTA Headquarters John Bell Maintenance 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-4977 |John.Bell@dot.gov
4th Floor East Building
FTA Headquarters Gary Delorme NTD 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-1652 |Gary.Delorme@dot.gov
4th Floor East Building
FTA Headquarters Candace Noonan Planning 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-1648 |Candace.Noonan@dot.qov
4th Floor East Building
FTA Headquarters Jim Muir Procurement Management 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-2507 |Jim.Muir@dot.qov
4th Floor East Building
FTA Headquarters Bruce Robinson Research/Innovation 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-4209 |Bruce.Robinson@dot.gov
4th Floor East Building
FTA Headquarters Mike Flanigon Safety & Security 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-0235 |Mike.Flanigon@dot.gov
4th Floor East Building
FTA Headquarters Levern McElveen |Safety Team Leader 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-1651 |Levern.McElveen@dot.gov
4th Floor East Building
FTA Headquarters Richard Gerhart Security Team Leader 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-8970 |Richard.Gerhart@dot.gov
4th Floor East Building
FTA Headquarters Timothy Braxton Security Data 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-1646 |Timothy.Braxton@dot.gov
4th Floor East Building
FTA Headquarters Michael Baltes ITS Architecture 1200 New Jesey Ave., S.E. Washington |DC 20590 202-366-2182 |Michael.Baltes@dot.gov
4th Floor East Building
Region 1 Matthew Keamy Director, Transportation Systems Center Cambridge MA 02142-1093 |617-494-2055 |Matthew.Keamy@dot.qov
Office of Program Management |Kendall Square
& Oversight 55 Broadway, Suite 920
Region 1 Buck Marks Triennial Review Coordinator Transportation Systems Center Cambridge MA 02142-1093 |617-494-2396 |Buck.Marks@dot.gov
Kendall Square
55 Broadway, Suite 920
Region 2 Larry Penner Director, One Bowling Green New York NY 10004-1415 |212-668-2176 |Larry.Penner@dot.qov
Office of Program Management |Room 429
& Oversight
Region 3 Mike McCollum |Director, 1760 Market Street Philadelphia  |PA 19103-4124 |215-656-7100 |Mike.McCollum@dot.gov

Office of Program Management
& Oversight

Suite 500
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FY2009 Triennial Review Program
List of Contacts, continued

FTA Office/
Organization First Name | Last Name Title/Area Street Address City State | Zip Code Phone E-mail
Region 4 Dudley Whyte Director, 230 Peachtree, NW Atlanta GA 30303 404-562-3526 |Dudley.Whyte@dot.gov
Office of Program Management |Suite 800
& Oversight
Region 4 Derethia Johnson Triennial Review Coordinator 230 Peachtree, NW Atlanta GA 30303 404-562-3527 |Derethia.Johnson@dot.gov
Suite 800
Region 5 Dominick Gatto Director, 200 W. Adams Street Chicago IL 60606 312-353-1653 | Dominick.Gatto@dot.gov
Office of Program Management |Suite 320
& Oversight
Region 5 Duana Love Triennial Review Coordinator 200 W. Adams Street Chicago IL 60606 312-353-3882 | Duana.Love@dot.gov
Suite 320
Region 6 Gail Lyssy Director, 819 Taylor Street Fort Worth X 76102 817-978-0550 |Gail.Lyssy@dot.gov
Office of Program Management |Room 8A36
& Oversight
Region 6 Linda Kemp Triennial Review Coordinator 819 Taylor Street Fort Worth X 76102 817-978-0563 |Linda.Kemp@dot.gov
Room 8A36
Region 7 William Kalt Regional Engineer 901 Locust Street Kansas City MO 64106 816-329-3920 |William.Kalt@dot.gov
Suite 404
Region 8 Charmaine |Knighton Deputy Regional Administrator {12300 W. Dakota Avenue Lakewood Cco 80228-2583 |720-963-3300 |Charmaine.Knighton@dot.gov
Suite 310
Region 8 Debi Duggan Triennial Review Coordinator 12300 W. Dakota Avenue Lakewood CcoO 80228-2583 |720-963-3300 |Debi.Duggan@dot.gov
Suite 310
Region 9 Nadeem Tahir Director, 201 Mission Street San Francisco |CA 94105-1839 (415-744-3133 |Nadeem.Tahir@dot.gov
Office of Program Management |Room 1650
& Oversight
Region 9 Philoki Barros Triennial Review Coordinator 201 Mission Street San Francisco |[CA 94105-1839 |415-744-2740 |Philoki.Barros@dot.gov
Room 1650
Region 10 Kenneth Feldman Director, Jackson Federal Building Seattle WA 98174-1002 |206-220-7521 |Kenneth.Feldman@dot.gov
Office of Program Management |915 Second Avenue, Suite 3142
& Oversight
Washington, DC Metro Brian Glenn Director, 1990 K Street, NW Washington DC 20006 202-219-3562 |Brian.Glenn@dot.gov
Washington, DC Metro Office Suite 510
Chicago Metro Melody Hopson General Engineer 200 W. Adams Street Chicago IL 60606 312-886-1611 |Melody.Hopson@dot.gov
Suite 320
Los Angeles Metro Ray Tellis General Engineer 888 S. Figueroa Street Los Angeles |CA 90017 213-202-3956 |Ray.Tellis@dot.qov
Suite 1850
Philadelphia Metro Bob Kanzler General Engineer 1760 Market Street Philadelphia  [PA 19103-4124 |215-656-7100 |Robert.Kanzler@dot.gov
Suite 500
AdSTM/Mundle Spiro Colivas Deputy Project Manager 1600 Tysons Boulevard McLean VA 22102 305-788-6967 |spiro_colivas@astminc.com
8th Floor
AdSTM/Mundle Bing Ran Vice President 8300 Old Courthouse Road Vienna VA 22182 703-821-2600 |ran@astminc.com
Suite 210
AdSTM/Mundle Subhash Mundle Project Manager 1520 Locust Street Philadelphia  [PA 19102 215-731-9350 |mundle@aol.com
Suite 801
CDI/DCI David Norstrom Project Manager 787 Oxford Street Worthington  |OH 43085 614-846-0492 |dnorstrom@ee.net
Interactive Elements, Inc. [Susan Gilbert President 60 East 42nd Street New York NY 10165 212-490-9090 |sbhg@ieitransit.com
Interactive Elements, Inc. [Laurie Heinze Project Manager 1875 Holly Cove Rd. Cumming GA 30040 770-843-6006 |Imh@ieitransit.com
Reid/Milligan Dan Wagner Principal 5528 24th Street, North Arlington VA 22205 703-532-7629 |wagner@reidconsult.com
Reid/Milligan Sharon Ahmad Manager 2111 Wilson Boulevard Arlington VA 22201 703-351-5056 |ahmad@reidconsult.com
Suite 600
Reid/Milligan Denise Bailey Principal 105 North 22nd Street Philadelphia  [PA 19103 215-496-9100 |dbailey@milligancpa.com
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