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Introduction 
 
This collection of grantees’ Best Practices provides guidance to avoid and resolve 
deficiencies that are identified during a State Management Review (SMR).  The 
identification of best practices is an integral part of a SMR, because its goal is to provide 
technical assistance to grantees to improve compliance with Federal Transit 
Administration regulations. 
 
During SMRs, the review team often suggests best practices to grantees with the intention 
of providing them with another tool for program improvement.  In the past, SMRs have 
assisted grantees to eliminate a number of deficiencies by identifying practices, 
procedures, manuals, and State Management Plans that all meet FTA requirements.    
 
The following is the format in which best practices and technical assistance are 
presented in each SMR area.  
 

• Summary of each SMR area and its requirements 
 
• Explanation of deficiencies as noted on reviews conducted over the past 2 years 

 
• Recommended best practices that the state or subgrantee can implement to ensure 

compliance with FTA regulations 
 

• Best Practice examples by other grantees 
 

• Reference documents of best practices and state contact information. 
o Some documents are selective portions of large original documents. 
o Titles marked with * denote documents included in the Handbook. 

This Handbook is designed to provide
systems; FTA funded programs are no
exhaustive, and its implementation do
from liability for third party claims.  H
local transit systems to develop and im
that meet FTA requirements for the be
Any material used from the Handbook
the state or local transit systems. 

DOT-FTA Best Practices 
Disclaimer 
 

 assistance and advice to state and local transit 
t required to use it.  The Handbook is not 
es not shield the state and local transit systems 
owever, it provides a resource to assist state 
plement programs with procedures and processes
nefit of passengers, employees, and the public.  
 may be modified to accommodate the needs of 
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I. Program Management 
 

• The State Management Plan (SMP) is required in program management.  This 
document demonstrates how the grantee will administer each program, comply 
with FTA requirements, provide oversight, and monitor subgrantees’ compliance.   

 
• The SMP must address the areas listed in Chapter XI of FTA Circular 9040.1E or 

Chapter VII of Circular 9070.1E, depending on the program.  As a best practice, 
the state should verify that its plans address each required area by using the above 
chapters of the Circulars as a checklist for the required items. 

 
• Some states prepare one consolidated plan that addresses both Section 5310 and 

5311 and update it as conditions warrant.  As the SMP is updated, a copy should 
be sent to FTA, so that a current version is always on file. 

 
• A state needs to design its subgrantee application for assistance and subgrantee 

agreement for meeting all required conditions.   
o Some states have attempted to use the annual FTA certifications and 

assurances as the model for including FTA terms and conditions, but these 
documents fail to include all requirements.   

o The FTA master agreement lists all conditions for assistance.   
 

• A best practice is to create a checklist of all FTA requirements to ensure the 
state’s documents are complete.  The state needs to ensure all entities involved in 
Federal contracts also meet these Federal requirements.  

 
 
IA. Best Practice(s) 
 
IA1. Montana State Management Plan 
The SMP developed by the Montana Department of Transportation (MDT) is one of the 
most complete and detailed SMPs.  It addresses all required FTA elements and provides 
adequate levels of guidance to subgrantees for effective administration of both Section 
5310 and 5311 programs.  

 
 
I
T
a

D

Reference      Point of Contact 
*Montana State Management Plan   Tom Steyaert 
       406-444-4210 
     tsteuaert@state.mt.us  
A2. Missouri Application for Section 5310 and 5311 Assistance 
he application for assistance under Section 5310 or 5311 can be unclear to both current 
nd new subgrantees.  Missouri Department of Transportation has developed handbooks 
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with required Federal contract clauses and certifications that lead subgrantees through 
every step of the assistance process. 
 

 

Reference      Point of Contact 
*Handbooks on Application    Stevens A. Billings 
 for Assistance Under Sections 5311   573-751-2523 

    billis1@mail.modot.state.mo.us

 
IB. Reference Document(s) 
 
IB1. Montana State Management Plan 
 
 
 

INTRODUCTION 
 
The primary objective of the Transit Section, located within the Rail, Transit, & 
Planning Division of the Montana Department of Transportation, (MDT), is to 
assist the State in the establishment and maintenance of public, private and non-
profit passenger transportation systems.  This assistance is provided by the 
Transit Section through a working relationship with the Federal Transit 
Administration (FTA). 
 
A prerequisite for receiving FTA financial assistance requires each state to have 
an approved State Management Plan (SMP) on file with their FTA Regional 
Office. 
 
Montana’s SMP documents the State’s objectives, policies, procedures and 
administrative guidelines for the Sections 5303/5313, 5310, 5311 programs, 
including the Rural Transit Assistance Program (RTAP) and the state funded 
program TransADE (Transportation Assistance for the Disabled and Elderly). 
 
This SMP for Montana supersedes the 1998 State Management Plan.
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IV. TECHNICAL ASSISTANCE AND TRAINING  
A. Technical Assistance  

1. Planning and Project Development  
2. Vehicle and Equipment Procurement  
3. Project Management  
4. Compliance and Good Practices Reviews  

B. Training  
C. Montana Transit Association (MTA) Conference  

V. PROGRAM OF PROJECTS  
A. Section 5303/5313  
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B. Section 5310  
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5. Reporting  
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1. Application Process  
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3. Minimum Requirements  
4. Selection Criteria for Grant Application  
5. Reporting  
6. Monitoring  

VI. COMPLIANCES AND ASSURANCES 
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IB2. Missouri Application for Section 5310 and 5311 Assistance 
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II. Grants Administration 
 

• State program managers’ responsibilities in grants administration are 1) getting 
FTA grant approval, 2) awarding Federal assistance to subgrantees, 3) monitoring 
grant balances in TEAM, 4) reporting in TEAM as required, and 5) closing out 
grants.   

 
• As grant development begins, a state can present to grant managers an 

opportunity to commit funds to many eligible activities by including as many 
scopes and line item codes as possible in a grant.  By committing Federal 
assistance to activities beyond rolling stock procurement and operating expenses, 
grant managers can close out grants faster by expending Federal assistance in a 
multitude of small areas.                                                                                                   

 
• State program managers can track open grants by periodically checking TEAM, 

listed under “Program Management.”  “Project Status” indicates the balance 
available for disbursement.  State program managers can close out the oldest 
grant(s) by using those funds first.  This practice does not preclude the program 
manager from having other systems in place for monitoring grant activities, such 
as spreadsheets. 

 
• If possible, set a goal for grant close out, such as within three years of the grant 

award from FTA.  In many cases, grants remain open because of small balances 
of uncommitted funds, preventing the state from closing out those grants.  Some 
states use written grant close out procedures. 

 
• A best practice for reporting is matching the completion date with the mandatory 

reporting date.  Some states have assigned an individual to do milestone reporting 
on all grants. 

 
• With Category C, a state must use it as intended, reserving it for “unanticipated 

project and program needs.”   
 
 
IIA. Best Practice(s) 
 
IIA1. Washington Grants Management 
It is important to provide current and new subgrantees with the appropriate tool to 
manage FTA grants, so that the public receives the greatest benefit of the Federal money.  
Washington Department of Transportation has developed a grants management guide that 
provides technical assistance to FTA grant-funded organizations to comply with the FTA 
funding regulations. 
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Massachusetts program:     Washington Guide: 
Use of Category C funds    *Managing Grants 
Point of Contact     Point of Contact 
Joanne Champa     Patty Alvord 
617-973-7062      360-705-7979 
joanne.champa@state.ma.us    alvordp@wsdot.wa.gov
assachusetts Executive Office of Transportation has developed a program for the 
tilization of Category C funds for unidentified projects.  No documentation was 
rovided during the review. 

IA2. Missouri Application Checklist 
issouri Department of Transportation has developed Application Checklists to assist 

ubgrantees to prepare for their application each year and to ensure all FTA requirements 
re addressed in these applications.   

 

Reference     Point of Contact 
*Section 5311 Application Checklist  Stevens A. Billings 
*Certifications and    573-751-2523  
  Assurances Checklist  billis1@mail.modot.state.mo.us
IB. Reference Document(s) 
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IIB1. Washington Grants Management Guide 
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IIB2. Missouri Application Checklist (1) 
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IIB3. Missouri Application Checklist (2) 
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III. Selection and Eligibility of Sub-Recipients and Projects 
 

• Most SMPs establish a rating system for evaluating Section 5310 grants.   
 
• The rating system should note the rating system/ point system may change 

annually.   
 

• It should include a grievance procedure for resolving protests.   
 

• As described by Federal law, a state needs to have a process to monitor and 
ensure the provisions of eligible services to the public. 
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IV. Financial Management 
 

• A best practice is for a state to have sufficient documentation to support Federal 
drawdowns in TEAM; such documentation includes subgrantee requests to the 
program manager for payment and invoices from vendors approved for payment. 

 
• A state should ensure subgrantees have the necessary local funds for match 

purposes.   
 

• If a state is unable to commit its funds first and requests reimbursement from the 
FTA, it must expend FTA funds within three working days of drawing down 
those funds, as directed by FTA procedures.  Documentation must be available to 
indicate compliance with the requirement. 

 
• A state must have processes in place to ensure charges are made to the proper 

grants. 
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V. Intercity Bus Program – Section 5311(f) 
 

• Intercity Bus Apportionment/ Governor’s Certification.  States receive a 5311(f) 
apportionment to meet the needs of intercity bus programs.  They must either 
spend the entire apportionment or provide a governor’s certification that indicates 
their intercity bus needs are met.  This certification is needed regardless of the 
amount of the apportionment used. 

 
• To determine if the intercity needs are met, the review team checks for either the 

requested apportionment or the governor’s certifications on file.   
 

• The governor’s signature on the certifications should have a verifiable basis.  If 
not, sufficient documentation, such as surveys, studies, or discussion with transit 
officials, can be used to indicate intercity needs are being met.   
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VI. Rural Transit Assistance Program (RTAP) 
 

• In the apportionment process, FTA provides funding to the state and subgrantee 
for training.  These RTAP funds should be obligated and expended within the 
fiscal year apportioned.  They can be used in several ways to improve the 
performance of states’ and subgrantees’ systems. 

 
• Some states found developing an integrated transit-training program difficult.  To 

solve this problem,  
o States have worked with educational institutions to develop and provide 

training to state and subgrantees.   
o Some states turn over their RTAP funding to a local university or 

community college for the development and holding of training courses. 
o One state has employed a full-time RTAP instructor. 

 
 
VIA. Best Practice(s) 
 
VIA1. Washington Driver Training 
In a transit system, drivers need to be trained in all aspects of their duties to ensure their 
professional service to customers.  Washington Department of Transportation has 
developed a training manual that outlines the best practices for volunteer drivers. 

 
V
T
k
p
t
 

 
V
 

D

Reference        Point of Contact 
*Volunteer Drivers,           Washington’s Volunteer Drivers Training 
 A Guide to Best Practices      Don Chartoiock 

                360-705-7928 
        chartod@wsdot.wa.gov
IA2. New Mexico Driver Evaluations 
he trained drivers need to have a periodic evaluation of their performance and 
nowledge to identify additionally required training courses and to ensure their service is 
rofessional.  New Mexico State Highway and Transportation Department has developed 
his evaluation tool for drivers. 

Reference         Point of Contact    
*Driver Evaluation &        New Mexico Driver Evaluations  
  Coaching Documentation       Linda J. Trujillo 
          505-827-1573 
                     linda.Trujillo@nmshtd.state.nm.us 

IB. Reference Document(s) 
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VIB1. Washington Volunteer Driver Training 
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VIB2. New Mexico Driver Evaluations 
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VII. Satisfactory Continuing Control 
 

• A state must have effective inventory controls over rolling stock, fixed facilities, 
and equipment funded with FTA assistance.   

o These controls include the establishment of vehicle useful life standards.   
o State guidance to subgrantees for disposition procedures should be clearly 

stated and compliance closely monitored.   
 

• The Federal interest in real property exists until the property is disposed, with the 
FTA receiving its share of the disposition. 

 
• Effective inventory controls assist the state to recognize any excess property and 

determine the number of vehicles and/or facilities needed. 
 

• Effective disposition procedures should provide guidelines for the state to 
authorize FTA funded items for proper disposition and the means to properly 
maintain property. 

 
 
VIIA. Best Practice(s) 
 
VIIA1. New Mexico Accident Reporting 
The common rule permits all states to develop procedures to protect the Federal interest 
and to maintain the appropriate value of vehicles in the state records.  Because it is 
necessary to assess damage on Federally funded vehicles and report, New Mexico State 
Highway and Transportation Department has developed an accident reporting form for 
subgrantees to report any Federally funded vehicles in an accident.  This form provides a 
standardized approach to accident reporting and establishes the basis for valuing 
Federally funded vehicles in an accident. 
 

 

Reference     Point of Contact 
*Vehicle Accident Report Form  Linda J. Trujillo 
      505-827-1573 
      linda.Trujillo@nmshtd.state.nm.us 

 
VIIB. Reference Document(s) 
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VIIB1. New Mexico Vehicle Accident Report Form 
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VIII. Maintenance 
 

• State Management Plan.   The SMP needs to address the issue of maintenance for 
vehicles, facilities, and equipment purchased with FTA funds.  Although a 
formalized maintenance plan is not required, it is necessary to indicate how 
effectively preventive maintenance will protect the Federal interest in this 
property. 

 
• Preventive Maintenance Plan.  A preventive maintenance plan can be brief or 

extensive; the size and complexity of the preventative maintenance program 
usually depends on the number of vehicles in the inventory. 

 
• Monitoring.  The majority of deficiencies noted under this area are caused by the 

lack of state guidance to subgrantees in establishing a maintenance plan or the 
lack of state monitoring subgrantees’ preventive maintenance.   

o A state needs to monitor subgrantees for their level of compliance with the 
SMP.  The state’s monitoring checklist should provide a random sampling 
of vehicles maintenance records to determine the frequency of preventive 
maintenance performed.   

o When subgrantees perform their own maintenance, a scheduling tool 
should be used to ensure all vehicles have preventive maintenance 
performed as required.  These grantees usually have more complex 
systems to track the maintenance of their vehicles. 

o For smaller subgrantees, preventive maintenance is usually performed by a 
local garage or dealership.  These subgrantees must be instructed to keep 
receipts for all maintenance items, to maintain a scheduling system that 
tracks mileage, and to establish intervals for maintenance for vehicles, 
facilities, or equipment. 

 
• In all cases, it is the state’s responsibility to ensure the performance of preventive 

maintenance at regular intervals on vehicles, facilities, and equipment funded with 
FTA assistance to maintain the Federal interest. 

 
• The SMR team found that states or subgrantees that require a beginning-of-day 

and end-of-day checklist for their drivers had less deficiency in the preventive 
maintenance program than those states or subgrantees that only required a 
beginning-of-day checklist or none.  

 
 
VIIIA. Best Practice(s) 
 
VIIIA1. Virginia Facility Maintenance 
Although the majority of FTA funds are used to procure rolling stock, several states have 
obtained facilities using Section 5311 funds; these facilities must be maintained to ensure 
protection of the Federal interest.  Virginia Department of Rail and Public Transportation 
has developed a facility maintenance program document that describes various facility 
systems and equipment and specifies the frequency of maintenance performed on them. 

DOT-FTA Best Practices                                        32                                                      By AdSTM  



   
VIIIA2. New Mexico Pre-Trip Inspections 
New Mexico State Highway and Transportation Department has developed a checklist 
for a pre-trip inspection of vehicles for their subgrantees.  This checklist is designed for 
drivers to ensure the proper maintenance of vehicles and resolve deficiencies prior to 
vehicles going into service. 

 
V
A
t
T

 

 

 

s

 
N
s

 

s 

Reference     Point of Contact 
*Facility Maintenance Program  Darrel M. Feasel 
      804-786-8089 
      darrel.feasel@drpt.virginia.gov 

V
A
a
d
r
c
 

D

Reference           Point of Contact 
*Pre-Trip Inspection Sheet         Linda J. Trujillo 
            505-827-1573 
           linda.Trujillo@nmshtd.state.nm.u
IIIA3. North Carolina Vehicle Maintenance 
 detailed maintenance plan ensures Federally funded vehicles are maintained to prot

he Federal interest.  Several state agencies, including North Carolina Departm
ransportation, have developed maintenance plans or checklists 

ect 
ent of 

to assist their 
ubgrantees with the maintenance of Federally funded vehicles. 
Reference     Point of Contact 

      
mperr

*Preventive Maintenance Guidelines  Miram S. Perry 
919-733-4713 X243 

y@dot.state.nc.us
have 
imilar preventive maintenance programs that they can share with other states.   

e 

tenance 
sched e vehi les for maintenance to minimize impact to 

ustomer services.      

ote: Nebraska Department of Roads and Florida Department of Transportation 

Point of Contact         Point of Contact 
Nebraska De r       Florida Departmentpa tment of Roads  of Transportation 

ok Jerry Wray          Robert Westbro
402-479-4694                     850-414-4500 
jwray@dor.state.ne.us                               robert.westbrook@dot.state.fl.us 

IIIA4. New Mexico Daily Preventive Maintenance 
 best practice is to require drivers to complete a daily preventive maintenance schedul

t the end of the day.  New Mexico State Highway and Transportation Department has 
eveloped a daily preventive maintenance schedule.  Drivers can review the main
equirements daily and ul c
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Reference         Point of Contact 
*Daily Preventive Maintenance Schedule     Linda J. Trujillo 
                     505-827-1573 
          linda.Trujillo@nmshtd.state.nm.us 

 
VIIIB. Reference Document(s) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DOT-FTA Best Practices                                        34                                                      By AdSTM  

mailto:linda.Trujillo@nmshtd.state.nm.us


VIIIB1. Virginia Facility Maintenance 
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VIIIB2. New Mexico Pre-Trip Inspections 
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VIIIB3. North Carolina Vehicle Maintenance 
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VIIIB4. New Mexico Daily Preventive Maintenance 

\ 
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IX. Competitive Procurement 
 

• Specific rules follow when Federal funds are used to purchase services, fixed 
facilities, rolling stock, and other items through the third-party contracts.  The 
rules ensure that Federal funds are spent as Congress intended (obtaining the 
maximum value for the funds expended) and protect the Federal government from 
third parties’ legal actions.   

 
• Procurement Processes.  Based on the observation of the SMR team, any rolling 

stock procurement is accomplished by one of the following methods.  
o The state, through a state procurement agency, handles 1) developing the 

specifications and request for proposal, 2) evaluating the proposals, 3) 
awarding the contract, and 4) inspecting and accepting the vehicles. 

o Additionally, the subgrantee submits a purchase order and inspects and 
accepts vehicles. 

o The state provides the funding to the subgrantee, and the subgrantee 
develops specifications and a request for proposal, evaluates the proposals, 
awards the contract, and inspects and accepts vehicles.  

o A state or subgrantee can piggyback off an existing FTA funded 
procurement contract from another state or subgrantee.  

 
• Regardless of the entity that awards a contract, the state, as the FTA grantee, will 

be held responsible for meeting all FTA procurement requirements. 
 

• Monitoring of Procurement Development.  In any of the above processes, the state 
must monitor closely each step to ensure procurements are accomplished per FTA 
regulations.   

 
• Where a state handles all aspects of procurement, it must have controls to ensure 

the procurement document is unchanged once it leaves the state’s public transit 
office.   

o For example, one state completes a procurement package and forwards it 
to the state’s central procurement office.  At some point in that agency’s 
process, the document is altered; some Federally required clauses are 
removed.  The contract is awarded without the transit office’s final 
approval, and no copies of the executed procurement are provided to the 
transit office.   

o Where a state transit office provides procurement document(s) to another 
state agency, a procedure needs to be in place to ensure the state transit 
office has final approval prior to awarding and signing the contract. 

 
• Where a state allows the subgrantee to award the contract, the state must have a 

monitoring process in place to ensure that the contract awarded by the subgrantee 
complies with all FTA requirements.  This monitoring can parallel the process 
used during an SMR.  The state should review all contracts to ensure compliance 
with FTA requirements.   
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• Where a state or subgrantee is piggybacking off an existing contract, the state 
must treat this procurement action as if the state initiated the development of 
specification and request for proposal, evaluation of bids, and awarding of 
contract.  The state buying from an existing contract developed by different 
grantee or subgrantee must have in its possession all required documentation that 
supports any FTA assisted procurement. 

 
• Federally Required Clauses.  In general, most deficiencies in this area relate to 

missing Federal clauses and certifications; it is facile to correct these issues. 
o During every calendar year or state fiscal year, the state can visit the FTA 

procurement best practices website and print a current copy of the required 
Federal clauses and certifications for FTA contracts.   

o Several states have created a checklist of Federally required clauses and 
certifications for reviewing procurement documents for completeness 
prior to sending them to vendors.   

 
• Bus Testing Report/ FMVSS.  Prior to the disbursement of Federal funds, the state 

or subgrantee must have 1) the bus testing, 2) FMVSS certifications, and 3) a copy 
of the bus testing report for the vehicles procured.  When the makes and models 
of vehicles to be procured during the year are known, the appropriate bus testing 
reports should be in the state’s possession prior to disbursing funds. 
 

 
IXA. Best Practice(s)  
 
IXA1. Illinois Federal Required Clauses 
Most deficiencies in this area relate to the lack of some or all of the Federally required 
clauses in FTA funded procurements.  A checklist or a review of the Federally required 
clauses in the FTA Procurement Best Practices Manual should allow state’s Federally 
funded procurement to contain all of the required clauses.  Illinois Department of 
Transportation has developed a comprehensive checklist for required Federal clauses.  

 
I
A
e
a

D

Reference     Point of Contact 
*Third Party Contract Clauses  David Spacek 
      312-793-2154 
      spacekdt@nt.dot.state.il.us 
 
*Federal Transit Administration, Best Practices Procurement Manual, Appendix A.1 
  www.fta.dot.gov/library/admin/BPPM/appA1.html 
XA2. FTA Piggyback Procurements 
 state that piggybacks off another state must obtain a copy of the original contract and 

nsure all Federal requirements have been met prior to procuring vehicles.  To assist such 
 state, FTA has developed a worksheet to ensure all Federal requirements are met. 
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Reference 
*Piggybacking Worksheet, Appendix B. 16 
www.fta.dot.gov/library/admin/BPPM/appB16.html 

 
IXB. Reference Document(s) 
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IXB1. Illinois Third Party Contract Clauses 
 

TYPE OF CONTRACT  
 
Clause Professional 

Services/A&E 

Operating/ 
Admin. 
(Section 5311) 

Rolling 
Stock 
(CVP) 

Rolling 
Stock  
(CMS) 

Construction/ Materials  
and Supplies  
(5309 capital) 

No Federal government 
Obligations to third-parties 
by use of disclaimer 

     

Program fraud and false or 
fraudulent statements and 
related acts 

     

Access to records      
Federal Changes      
Civil Rights (EEO, Title VI, 
ADA) 

     

Termination Provisions      
Disadvantaged Business Ent. 
(DBE) 

     

Incorporation of FTA terms      
Debarment and Suspension      
Buy America      
Provision for resolution of 
disputes, breaches, or other 
litigation 

     

Lobbing       
Clean Air      
Clean Water      
Cargo Preference      
Fly America      
Contract Work Hours & 
Safety Standards Act 

     

Copeland Anti-Kickback Act      
Bonding      
Seismic Safety      
Transit Employees 
Protective Arrangements 

     

Charter Bus Operations      
School Bus Operations      
Alcohol Misuse and Testing      
Patent Right      
Rights in Data and 
Copyrights Requirements 

     

Energy Conservation      
Recycled Products      
Conformance with ITS 
National Architecture 

     

ADA Access      
Notification of Federal 
Participation 
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IXB2. FTA Best Practices Procurement Manual 
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IXB3. FTA Piggybacking Worksheet 
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X. Buy America 
 

• Per Buy America Law of 1933, as amended, Federal funds can only obligate to 
FTA funded projects that use steel, iron, and manufactured products from the 
United States, unless subject to a general waiver.  Rolling stock that has 60% or 
more domestic content and final assembly in the United States satisfies this 
requirement. 

 
• Required Documentation.  The most common deficiency noted in previous 

reviews has been the lack of required Buy America documentation.  Whether a 
state or subgrantee is directly procuring or piggybacking off an exiting contract, 
the state must obtain the following documentation and assurance. 

 
o Buy America Certification.  As part of the request for proposal process, a 

state or subgrantee must request a Buy America Certification from the 
vendor.  If the state or subgrantee receives a vendor bid package without 
the required certification, they should take immediate steps to obtain the 
certification or eliminate it from the bid process and notify the vendor. 

 
o Pre Award.  In order to ensure that the Buy America provisions are 

sufficient, a vendor must provide a list of components with their origins to 
the state or subgrantee that procures the materials.  This list of material 
needs to demonstrate that the domestic components equal 60% or greater 
of the total.   
� The state or subgrantee, at minimum, should attempt to verify the 

major components listed by the vendor by using the Internet, 
interviewing on-site inspector, or contacting the manufacturers.  
The state or subgrantee should have a process that allows them to 
verify the components’ origins. 

� If a state or a subgrantee is procuring more than 10 units of rolling 
stock in a single procurement, the state or subgrantee must have an 
in-plant inspector present during the manufacturing. 

  
o Post Delivery Inspection of Final Assembly.  Upon delivery of each rolling 

stock unit, the state or subgrantee must check both the vehicle 
identification number (VIN), displayed on the driver’s side of the 
dashboard close to the windshield, and the manufacturers sticker, located 
on the driver’s door.  The code for US assembly must appear in both 
locations.  If not, the units should not be accepted.   
� In a recent SMR, a state accepted all units in the delivery after 

checking one VIN on a single vehicle.  Not all units were 
assembled in the US.  Therefore, the process for verifying the final 
assembly point should be documented as a checklist or procedures 
to be retained in the procurement folder. 
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XI. Debarment and Suspension 
 

• Any vendor who has been debarred or suspended from participating in Federal 
procurements cannot participate in any FTA contracts, including using the Federal 
funds to procure facilities, equipment, or services.   

 
• Whether a state or subgrantee is directly procuring or piggybacking off an existing 

contract, the state must obtain and retain the proper documentation. 
 

• The most common deficiency noted in previous reviews has been the lack of the 
Debarment and Suspension Certification. 

 
• Debarment and Suspension Certification.  As part of the request for proposal 

process, a state or subgrantee must request a Debarment and Suspension 
Certification from the vendor.  If the state or subgrantee receives a vendor bid 
package without the required certification, they should take immediate steps to 
obtain the certification or eliminate it from the bid process and notify the vendor. 
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XII. Restrictions on Lobbying 
 

• If a grantee expends more than $100,000 of non-Federal funds, the grantee must 
complete an LLL form, submit it to the FTA, and retain a copy on file. 

 
• The most common deficiency noted in previous reviews has been the lack of the 

Lobbying Certification. 
 

• Lobbying Certification.  As part of the request for proposal process, a state or 
subgrantee must request a Lobbying Certification from the vendor.  If the state or 
subgrantee receives a vendor bid package without the required certification, they 
should take immediate steps to obtain the certification or eliminate it from the bid 
process and notify the vendor. 
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XIII. Planning and Coordination 
 

• The state is responsible for developing the Statewide Transportation Improvement 
Program (STIP).   

 
• A STIP must list the amount of Section 5310 and 5311 assistance that the state is 

planning to request from FTA. 
 

• The state must ensure its Section 5310 projects, recommended for funding, are 
listed in the respective Metropolitan Planning Organization Transportation 
Improvement Program.   

 
• The state must ensure that public meetings regarding a STIP are held in ADA 

accessible locations. 
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XIV. Transportation Services for Individuals with Disabilities  
             

• The state needs to ensure its subgrantees providing fixed route service comply 
with complimentary paratransit service requirements.   

 
• The state needs to monitor its subgrantees for their written policies that address 

the requirements for transporting personal care attendants, portable oxygen tanks, 
and service animals.   

 
• Facilities funded with FTA assistance and constructed or renovated since August 

1999 must meet ADA design standards. 
 
 
XIVA. Best Practice(s) 
 
XIVA1. Utah Compliance with the Americans with Disabilities Act 
Although all transit systems strive to ensure their equal treatment to all employees and 
customers, the best practice is to have a written policy that addresses the Compliance 
with the Americans with Disabilities Act.  Park City, Utah, a Section 5311 funded 
subgrantee has developed such a written policy.  
 

 
 
X
 
 
 
 
 
 
 
 
 
 
 
 
 

D

Reference      Point of Contact 
*Policies & Procedures to Ensure    Leone Harwood 
 Compliance with the Americans   801-964-4508 
 with Disabilities Act     lhardwood@utah.gov 
   

IVB. Reference Document(s) 
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XIVB1. Utah Policies and Procedures for  
  Compliance with the Americans with Disabilities Act  
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XV. Civil Rights 
 

• The State Department of Transportation needs to submit their DBE goals, Title VI, 
and EEO plans and reporting to the USDOT for a review on time, so that grants 
are not held up for approval. 

 
• The state is required to list minority organizations for Title VI/Section 5310 

purposes. 
 

DOT-FTA Best Practices                                        67                                                      By AdSTM  



XVI. FTA Drug and Alcohol Program/ Drug-Free Workplace  
 

• FTA Drug and Alcohol Program.  Some states are direct providers of service.  
Therefore, they are responsible for having a drug and alcohol program that 
complies with Federal requirements.  A state usually has an assigned division that 
is responsible for ensuring compliance. 

o Through proper monitoring, a state should ensure its subgrantees are also 
complying with this requirement.  This monitoring requirement applies to 
any third party contractors with safety sensitive employees, such as 
operators providing drivers, mechanics, etc. 

o The state needs to ensure that 1) testing results match the required 
percentage, 2) testing facilities are currently certified, 3) MIS reports are 
available upon request, and 4) testing reports are kept in secure areas. 

 
• Drug-Free Workplace.  A state must ensure the drug-free workplace policy is 

current and available to employees.  Some states provide it to new employees in an 
employee manual or bulletin boards where other similar policy statements are also 
available. 
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XVII. Charter Bus Protections 
 

• FTA prohibits the use of Federally funded equipment or facilities for supporting 
charter bus operations, unless covered by at least 1 of 7 specific exceptions. 

 
1. No willing and able private operations 
2. Provision of FTA-funded vehicles or services to private operators to 

satisfy a capacity need or a need for assessable equipment 
3. In a non-urbanized area, a hardship experienced by willing and able 

operators due to minimum duration or distance requirements between 
charter origin and operator location 

4. Special events where private operators are incapable of providing the 
service 

5. Contract with a private, non-profit organization, or governmental entity 
- Where in the trip, a majority is disabled persons, the organization is a 
social service agency in receipt of funds (primarily HHS) as noted in 49 
CFR Part 604, Appendix A, or an organization is eligible to receive 
public welfare assistance funds 

6. In a non-urbanized area, contract with a government entity or private, 
non-profit organization that certifies that more than 50 percent of 
passenger is elderly 

7. Formal agreement with all willing and able private charter operators 
 

• Monitoring.  A state must monitor its subgrantees to ensure that no subgrantees 
support charter bus operations unless covered by at least 1 of the 7 exceptions.  
The state should obtain schedules periodically or conduct a random review of 
subgrantees’ operations to identify vehicles or route markings that could indicate 
violations of the rules.   
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XVIII. School Bus 
 

• FTA prohibits grantees and subgrantees from providing exclusive school bus 
service and using Federally funded equipment or facilities for supporting school 
bus operations.  However, school bus tripper service is an exception; to qualify as 
a tripper service, the transportation must fit 3 criteria. 

 
1. Service, although designed to accommodate school children and 

personnel, must be open to the public and advertised as such. 
2. Service must establish regular routes and regular stops.  
3. School signs cannot be displayed. 

 
• Monitoring.  A state must monitor its subgrantees to ensure that no FTA funded 

equipment or facilities are used for school bus operations. 
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Conclusion 

 
The SMR team has developed this Handbook based on their experiences of observing 

over 30 state agencies, interviewing state-agency staff, and reviewing state documents, 

processes, and procedures required for meeting FTA regulations.  As a result, the team 

has provided corrective actions and technical assistance, and identified best practices to 

assist many state agencies to reduce and resolve deficiencies in their programs.  The 

SMR team encourages state agencies to reach beyond the FTA minimum requirements 

and adapt and utilize the best practices to acquire an effective and standardized approach 

for state management.  This Handbook is subject to change and will be updated 

periodically through future SMRs. 
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