Charter Registration Tool Quick Reference Guide
Charter Bus Service Information
Charter Bus Service information can be obtained on the FTA Public Website (http://www.fta.dot.gov/laws/leg_reg_179.html).  
Registration Website
The Charter Registration Website can be accessed via the following link http://www.fta.dot.gov/CharterRegistration 
Registration Tool users are allowed to:
1. Search for registrations (Private, QHSO)
1. Generate a list of business email addresses for registered private charter operators
1. View accepted registrations (Private, QHSO)
1. Submit new registrations (Private, QHSO)
1. Receive email notifications

[bookmark: _Toc59507994]Legal Disclaimer
Legal Disclaimer screen provides the user with information about the FTA Charter Registration Website.  You must click I accept these terms to accept the terms of the Legal Disclaimer and access the FTA Charter Registration Website.  Click I do not accept these terms to leave the application and be taken to the Charter Bus Service webpage on the FTA Public Website (http://www.fta.dot.gov/).
[image: ]



Splash Screen
[image: ]
Main Menu (at the top of the screen) options include:
1. Private Charter Operator Registration Submit New
1. Private Charter Operator Registration Search Existing
1. Qualified Human Service Submit New
1. Qualified Human Service Search Existing
Functions available on the Splash Screen:
Private Charter Operator Registration options
1. Submit New Private Charter Operator Registration
Click this option for the New Private Charter Operator Registration screen
1. Search Existing Private Charter Operator Registrations
Click this option for the Private Charter Operator Registration Search screen.  You can search the registrations using criteria to narrow down your search results.  No fields are required when performing a search.  Searching without specifying any criteria will return all registrations.
Qualified Human Service Registration options
1. Submit New Qualified Human Service Organization Registration 
Click this option for the New Qualified Human Service Organization Registration screen.
1. Search Existing Qualified Human Service Organization  Registrations 
Click this option for the Qualified Human Service Organization Registration Search screen.  You can search the registrations using criteria to narrow down your search results.  No fields are required when performing a search.  Searching without specifying any criteria will return all registrations.  
1. Access Quarterly Reports through TEAM
Click this option to view reports through TEAM (Transportation Electronic Award and Management) system.
Help
Click Help on the Splash screen to view the Help information available.
Technical Services
If you experience a problem while accessing or using Charter Registration, or have a technical question, you can contact DOT IT Services for information or assistance by phone: call 5-HELP (202-385-4357) or 1-866-466-5221 to reach DOT IT Services
Contact FTA
Click Contact FTA on the Splash screen to view contact information.
Private Charter Operator Registrations
[bookmark: Search_Private]Search for a Registration
Click Private Charter Operator Search Existing to view the Private Charter Operator Registration Search screen: 

[image: ]
You can search the registrations using criteria to narrow down your search results.  No fields are required when performing a search.  Searching without specifying any criteria will return all registrations.
Click Search to view the Private Charter Operator Registration Search Results screen.  
[image: ]
· The search results are listed in pages so that the user does not have to scroll through a long list of registrations.
· Click Show All (if applicable) to view all the registrations available in the Charter Registration Tool on one page.
· Click a page number to view the search results by page.
· Click on a Company Name to view information for that particular company.
Note:	All registrations must be Accepted by FTA prior to being available for viewing in the Charter Registration Tool.  New (Pending) status registrations are not available for viewing in the Charter Registration Tool.

[bookmark: Generate_Email]Generate a List of Business Email Addresses
To export a list of email addresses from the Search Results screen you can click the Email Addresses icon ([image: ] ).  
You will either see a pop-up Microsoft Outlook email window with the email address pre-populated in the To field
[image: ]
OR 
You will see a pop-up message indicating the email addresses were copied to your Clipboard.
[image: ]
Click OK to copy the list to your Clipboard or click Cancel.  Cancel will prevent the email list from being copied to your Clipboard.  OK will copy the email list to your Clipboard.
If you click OK, the copy verification message will be displayed.
[image: ]
Click OK to close the copy verification message.
Note: The Generate List of Email Addresses icon ([image: ]) is only available for Private Charter Registration Search Results.

[bookmark: View_Private]View an Existing Registration
Click the Company Name for the registration you wish to view.
 [image: ]

Available actions on the View Private Charter Operator Registration include the following:
1. Click Return to Search Results to return to the Private Charter Operator Registration Search Results screen.
1. Click the Primary Email Address to send an email.
1. Click Web Address to open the organization's web address in a new window.  An Exit Disclaimer link is displayed when the web address listed is outside of the Federal Transit Administration.
1. If applicable, click View the complete listing of cities to view the list of cities for a state that the Private Charter Operator registered with. For more information see the Geographic Service Area section. 
[bookmark: Submit_Private]Submit a New Private Charter Operator Registration 
Registered companies must resubmit their registration every two years. The primary contact will receive email notifications informing them of the registration expiration date.  The new registration must be accepted by FTA before it can be viewed.  Please see the Quick Reference Guide for Resubmitting Expired Registrations for more detailed information.

Click the Private Charter Operator Registration Submit New.
[image: ]

1. Enter Business Information.  Required fields are noted with an asterisk (*).  These fields require information in order for the registration to be saved.
1. Enter Geographic Service Area information.  At least one service area is required.
0. Select a State that the private charter operator provides service for
0. Click Provide service for entire state if the private charter operator provides service for the entire state and click Add.
OR
0. Select City that the private charter operator provides service for and click Add.  To select more than one city for a state, click on a city and hold CTRL then click on other cities in that state.
OR
0. Click Are you interested in originating service anywhere in the continental U.S.? if the private charter operator provides service for that area.
1. If applicable, click View the complete listing of cities to view the list of cities for a state that the Private Charter Operator registered with.  For more information see the Geographic Service Area section. 
1. Enter Contact Information as needed.  Required fields are noted with an asterisk (*).  These fields are required before the registration can be saved.  
1. Click Submit to save the changes to the registration.

Qualified Human Service Registrations 
[bookmark: Search_QHSO]Searching for a Registration
Click Qualified Human Service Registration Search Existing to view the Qualified Human Service Organization Registration Search screen: 
[image: ]
You can search the registrations using criteria to narrow down your search results.  No fields are required when performing a search.  Searching without specifying any criteria will return all registrations.
Click Search to view the Qualified Human Service Organization Registration Search Results screen.  
[image: ]

· The search results are listed in pages so that the user does not have to scroll through a long list of registrations.
· Click Show All to view all the registrations available in the Charter Registration Tool on one page.
· Click a page number to view the search results by page.
· Click on a Company Name to view information for that particular organization.

[bookmark: View_QHSO]View a Registration
Click the Organization Name for the registration you wish to view.  
[image: ]
Available functions on the View Qualified Human Service Organization Registration screen vary depending on:
1. Information supplied by the submitter.  Certain fields are not required fields when creating a new registration.  (e.g. Registrations may not have a Web Address listed in their Business Information).  
1. Click Return to Search Results to return to the Qualified Human Service Organization Registration Search Results screen.
1. If applicable, click View the complete listing of Grantees to view the list of Grantees for a state that the Qualified Human Service Organization registered with. For more information see the Geographic Service Area section.
1. Click Organization Details: Primary Email Address to open an email to the organization in a new window.
1. Click Organization Details: Web Address to open the organization's web address in a new window.  An Exit Disclaimer link is displayed when the web address listed is outside of the Federal Transit Administration.

[bookmark: Submit_QHSO]Submit a New QHSO Registration 

Click the Qualified Human Service Registration Submit New.
 [image: ]
1. Enter Organization Information.  Required fields are noted with an asterisk (*).  These fields require information for the registration to be saved.
1. Enter Geographic Service Area information as needed.  Select all the grant recipients you may request service from.  At least one grant recipient is required.
3. Select a State that applies to the grant recipient(s) you may request service from.
0. Click Register with all grantees in the selected state if you want to request service for all the grantees for an entire state and click Add.
OR
0. Select Grant Recipient that you may request service from and click Add.  To select more than one grant recipient for a state, click on a grant recipient and hold CTRL then click on other grant recipients in that state.
1. If applicable, click View the complete listing of Grantees to view the list of Grantees for a state that the Qualified Human Service Organization registered with. For more information see the Geographic Service Area section.
1. Enter Contact Information.  Required fields are noted with an asterisk (*).  These fields are required before the registration can be saved.  
1. Click Submit to save the changes to the registration.
View Geographic Service Area list for Cities or Grantee Recipients
[bookmark: GSA_PRIVATE]Geographic Service Area List for Cities
If the list of cities registered for a state is too long to be displayed, a link is displayed in the Geographic Service Area table on the New or View screens for a Private Charter Registration.
Click View the complete listing of cities link to open a new window with the list of cities.
[image: ]
[bookmark: GSA_QHSO]Geographic Service Area List for Grantee Recipients
If the list of grantees registered for a state is too long to be displayed, a link is displayed in the Geographic Service Area table on the New or View screen for a Qualified Human Service Organization Registration.

[image: ]
Click View the complete listing of Grantees link to open a new window with the list of organizations.
[image: ]
[bookmark: Email]Email Notifications
The Charter Registration Tool sends automated email notifications alerting a user to activities concerning a submission.  You should not reply to these emails since this is an automated email account that is not monitored.  You will receive an automated email notification when
1. Confirmation of registration being submitted
1. Your registration is accepted by FTA
1. Registration rejected by FTA
1. Registration removed by FTA
1. Access link generated upon request to Charter Ombudsman
1. Two weeks prior to your registration expiration date (Expiration Date is two years after the registration was accepted by FTA)
1. One week prior to your registration expiration date
To ensure prompt delivery of these emails, verify that your junk email and email rules are not set to remove these notifications.
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Welcome to FTA's Charter Registration website!

This website is designed to provide the public and public transportation agencies with information regarding private charter operators serving
their areas and was designed in consultation with public transportation agencies and private charter operators

Legal Disclaimer

Information presented on this website is considered public information (unless otherwise noted) and may be distributed or copied. FTA makes
0 effort to veriy the accuracy or completeness of the information provided on this website, thus, various data such as names, telephone
numbers, etc.. may change without notice to FTA, and, therefore, FTA provides no warranty, expressed or implied, as to the accuracy,
reliabilty, or completeness of fumished data on this website

This site is maintained by the U.S. Government and is protected by various provisions of Title 18 of the U.S. Code. Violations of Title 18 are
subject to criminal prosecution in a federal court. For site security purposes, as well as to ensure that this senvice remains available to all
users, we use software programs to monitor traffic and to identify unauthorized attermpts to upload or change information or otherwise cause

damage. In the event of authorized law enforcement investigations and pursuant to any required legal process, information from these sources
may be used to help identify an indhidual
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Welcome to FTA's Charter Registration Website!

This website s designed to provide the public and public transportation agencies with information regarding private charter operators
serving their areas and was designed in consultation with public transportation agencies and private charter operators.

‘This website will allow you to:
‘Submit New Private Charter Operator Registration

‘Submit New Qualified Human Senvice Organization Registration

‘Search Existing Private Charter Operator Registrations

‘Search Existing Qualiied Human Service Organization Registrations
Access Quarterly Reports through TEAM

While FTA accepts submissions from private charter operators and qualified human service organizations, FTA does not verify the
accuracy of the information submitted_ Members of the public using this site should contact the private charter operators directly for
‘more information regarding their services.

More information can be obtained in the Help and Contact FTA sections.
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Private Charter Operator Registration Search

This search will return all private charter operators who have registered
with the starting and ending locations that you select.

starting Location Ending Location
‘Same as Starting Location? [
Zip Code: Zip Code:
-OR- -OR-
city city
State: _al- - State: _al- -

‘Search only for private charter operators willing to provide free or reduced rates? [
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Private Charter Operator Registration Search Results

None specified

There are 971 results.

Company Name State City Phone Number
Bailey Leasing, Inc. PA  York david.destefano@dot.gov 717-718-0490
Rockford Charter Coach, LLC IL  Rockford david.destefano@dot.gov 815-387-9122
Trailways R Johnston . destefano@dot.gov 401-046-6705
gton Shuttle Service Inc. IN  Bloomington . destefano@dot.gov §12-332-6004
Kincaid Coach Lines, Inc. NE  Lincoln david.destefano@dot.gov 402-467-2000
CCS Trans, Inc. OH Youngstown david.destefano@dot.gov 330-747-1311
Motorcoach Class A transportation FL  Oriando david.destefano@dot.gov 407-226-2256
Mid America Charter Lines IL  EKGrove Vilage david.destefano@dot.gov 847-437-3779
Village Charters Inc. DBA Village Tours & Travel KS  Wichita david.destefano@dot.gov 316-721-4455
Colorado Charter Lines CO  Commerce City  david.destefano@dot.gov 303-267-0239
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View Private Charter Operator Registration

Return to Search Results

Business Information

Company Name: Bailey Leasing, Inc
Address: 123 E Market Street, York PA 17401
Phone: 717-718-0490
Fax: 717-718-4069

Primary Email Address: david.destefano@dot.gov
An email address with maltpl recipients is preferred

Web Address: hitp:/iwww.baileycoach.com
Federal or State Motor Carrier Identifying Number: 414997
Number of Vehicles Owned: Buses 10 - Vans 1

I hereby certify that my business has valid insurance coverage for areas that | Yes
provide charter service to and for those areas that | intend to provide charter
service to.

Willing to provide free or reduced rates for Qualified Human Service Organizations? No

Geographic Service Area

state[City|
BEA
MDAl
A
Ny A
PA Al

Last Updated: 11/18/2000 11:45 AM
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New Private Charter Operator Registration

= Required

Business Information

Street city:

State: ~Select— + Zip Code:

- - Fax: * - -

Web Address:

Include hip:l or itps:i
3t beginning of URL.

Primary Email Address:
An email address with maltpl recipients is profrred

Federal or State Motor Carrier Identifying Number:
The data feidis not your ax ID

Number of Vehicles Owned: * Buses: Vans:

I hereby certify that my business has valid insurance coverage for areas that | provide charter service to and for those |
areas that | intend to provide charter service to. *

Willing to provide free or reduced rates to Qualified Human Service Organizations? []

Geographic Service Area (select your service areas; at least one area is required)

List of States and Cities previously added
‘Specify one state at a time with the applicable cities: None

Select State: ~Select- ~
Provide service for entire state?

ey [AARONSBURG
e siecions D0V ELE
| ABBOTSFORD
|ABBOTT
ABBOTTSTOWN
ABBYVILLE
(ABELL
| ABERCROMBIE
| ABERDEEN ad

~OR-
Are you interested in originating service anywhere in the continental U.s.? []

This information will be automatically mapped to the appropriate zip codes.

‘Contact Information (For internal use by administrators of the website. This information will not be provided to the public )
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Qualified Human Service Organization Search Results

Criteria: None specified.

There are 71 results.

She

All

Organization Name State|City Email Address Phone
Oahe, Inc. SD | Pierre david.destefano@dot.gov | 605-224-4501
Roberta Webb Child Care Center VA | Harrisonburg| david.destefano@dot.gov | 540-434-8699
‘Community & Youth Involved Center - Quinton Sutley Senior Center|SD | Fort Pierre | david.destefano@dot.gov | 605-223-2701
Boys & Girls Club of Pierre SD |Pierre david.destefano@dot.gov | 605-224-8690
Monroe County Commission on Aging M |Monroe |david.destefano@dot.gov| 734-240-7358
City of Cupertino Senior Center CA |Cupertino | david.destefano@dot.gov|408-777-3198
South Dakota Discovery Center SD |Pierre david.destefano@dot.gov | 605-224-8205
valley county council on aging MT |glasgow |david.destefano@dot.gov| 406-228-9500
Corpus Christi State School x| Somus david.destefano@dot.gov | 361-888-5301
The Arc of Ottawa County OH_|Port Ciinton | david.destefano@dot.gov| 419-882-0941
123456785
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Organization Details

Organization Name: “*A Benjamin QHSO™*
Address: street city, VA 0000
Phone: 000-000-0000
Fax: 000-000-0000

Primary Email Address: david.destefano@dot.gov
An email address with multpl recipients is proferred

Web Address: hitp:/iwww.google.com
Exempt from Taxation? No

Do you receive funds directly or indirectly No
from a state or local program?

Please describe how the requested charter service is consistent with the mission test 3/3/10
of your organization: test 12/6/10

Publicly Available Financial Statement: testing upload

Registered with the following Grant Recipients

State|Grant Recipient]
oc [an
va_lan

Last Updated: 2/26/2010 2:10 PM
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New Qualified Human Service Organization Registration

In order to receive charter service from a public transit agency in your geographic service area,
you must be registered at least 60 days before the date of the requested charter service.

** Please note that Qualified Human Service Organizations are only organizations that serve the disabled, low income, or the elderly. ***

* = Required

Organization Information

Organization Name: *

Address: * Street city:
State’ _Select- ~ Zip Code:
Phone: * ~ ~ Fax: ~ ~
Primary Email Address: * Web Address: inciude o/
An email address with maltpl recipients is profrred or hitps3 3t beginning of URL.

Exempt From Taxation? * _Select— +

Do you receive funds directly or indirectly from a state or local program? *

Publicly Available Financial Statement: *
Uplosd a il (Refer to IRS Form 550)or enter ext

R ——
File Description: * Upload

Uploaded File:

Please describe how the requested charter service is consistent with the * =
‘mission of your organization:

Geographic Service Area (Select all the grant recipients you may request service from; at least one is required)
List of States and Grant Recipients previously added:

‘Specify one state at a time with the applicable grant recipients None
State: _select- ~

Register with all grantees in the selected state? []

Grant Recipient B
i soatonsy | BELLINGHAM MUNICIPAL TRANSIT
NATIONAL ASSOCIATION OF REGIONAL COUNCILS
PERMIAN BASIN REGIONAL PLANNING COMMISSION
RIMROCK STAGES INC
|SOUTHWESTERN REGIONAL PLANNING COMMISSION
2010 SPECIAL OLYMPICS USA NATIONAL GAVES
3D COMMUNICATIONS LLC
A HARRY MOORE TENANT MANAGEMENT CORPORATION
A T. KEARNEY, INC. ~

Contact Information (For internal use by administrators of the website. This information will not be provided to the public.)
Contact Name: * First Name: Last Name:
Alternative POC Email Address:

Business Phone: * - -
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Display Grant Recipients: CA

Grant Recipients

|ACCESS SERVICES, INC

|AEGIR SYSTEMS

|AEROSPACE CORPORATION, THE

|ALAMEDA, CITY OF OFFIC

|ALAMEDA-CONTRA COSTA TRANSIT DISTRICT
|ALLEN TRANSPORTATION CO. dha SIERRA TRAI
|ALLEN TRANSPORTATION COMPANY, INC dba 51
|AMERICAN STAR TOURS

|AMEX ELECTRONIC SYSTEMS, INC

|AMF ADVANCED SYSTEMS LABORATORY
|ANTELOPE VALLEY TRANSIT AUTHORITY
|ARCATA, CITY OF - ARCATA & MAD RIVER
|ASSOCIATION OF BAY AREA GOVERNMENTS
|ASSOCIATION OF MONTEREY BAY AREA GOVERNM
|AVALON, CITY OF

|AVIW AUDIO VISUAL (A FREEMAN COMPANY)
BENICIA, CITY OF

BOOLE AND BABEAGE, INC

BUTTE COUNTY ASSOCIATION OF GOVERNMENTS
BUTTE COUNTY DEPARTMENT OF PUBLIC WORKS
CAL POLY KELLOGG UNIT FOUND, INC (FISC A
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