TR0-4 Order 1000.5
Volume 1 - Grant Application Practices

July 15, 2004

Change 3

Grant Application and Grant Management

Business Practices 

1) Applicability:  This order applies to all TRO-4 staff personnel (including the Regional Counsel and the Civil Rights Officer) engaged in the review and approval of grant applications and/or in the management of grants after award.

2) Purpose: These business practices provide a common set of guidelines to be used by all FTA staff (as described above) for the processing of grant applications. 

3) TERMS AND definitions: See Attachment 5.

4) General: 
a) The business guidelines and practices provided in this order are NOT all-inclusive.

i) Staff personnel should read this order thoroughly and in its entirety, as requirements relating to their grant processing duties might be located in an unexpected portion of the document.

ii) Staff personnel involved in processing grants and managing grants should use common sense and sound professional judgment, based on training, experience, individual needs of the grantee, and the circumstances of each individual grant application. 

iii) Grant processing times (days) provided in the following guidance is the maximum permissible.  While occasional extensions can be permitted for individuals on travel, annual leave, or sick leave, earlier processing is both encouraged and desirable.  

b) Administration – In the interest of economy and efficiency, electronic grant applications need not be physically printed and filed in the grantee’s paper file.  TEAM data is routinely duplicated (backed up) and this information is safely stored and available electronically.
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Attachment 1

Grant Application Practices

All grant applications will be entered in TEAM.

a. To expedite efficient grant processing, the Community Planner/Transportation Program Specialist (CP/TPS) should advise their grantees to inform them when a draft application has been submitted. 


I.  DRAFT APPLICATION PHASE

1. When notified by the grantee (via e-mail, telephone, or any other means), of the entry of a draft application into TEAM the CP/TPS will review the draft application for accuracy, completeness, and eligibility within 7 days (see Attachment 3).
2. If the grant is associated with a Full Funding Grant Agreement (FFGA), the CP/TPS will use the TEAM attachment feature to include the original FFGA attachments and any amended changes.
3. After the CP/TPS has completed reviewing the grant per ¶ 1, above, the grant may be subject to General Engineer/Transportation Program Specialist (GE/TPS) review as shown in paragraph 2.a. i-v below.

a. General Engineer/ Transportation Program Specialist (GE/TPS) review of grant applications is limited to: 

i. Review of only those all §5307 and §5309 grant applications containing the following project activities:

1) Engineering, design, and/or construction.

2) Acquisition (purchase/lease) of land and/or facilities.

3) Railcar acquisition or rebuild.

ii. On a case-by-case basis, review of grants that are of special interest, as determined jointly by senior managers (the Regional Administrator, the Deputy Regional Administrator, and the Office Directors).

4. If the grant application does not require GE/TPS review, the CP/TPS will manually enter an appropriate comment in TEAM FTA Internal Comments that says, “This grant application is exempt from, GE/TPS review. in accordance with TRO-4 Order 1000.5, Volume 1.”

5. If the grant application does require GE/TPS review, OOPM will manually enter appropriate review comments in TEAM FTA Internal Comments. After initial review by the CP/TPS is complete and comments entered in TEAM, advise (via e-mail) the GE/TPS (as required) and Regional Civil Rights Officer that the draft application requires review.  The GE/TPS will, within 7 days (including the 3 days allowed to the Director of Operations and Program Management, see para 7.b., below):

a. Review the draft application for accuracy and completeness from the project management perspective (See Attachment 3). 

i. The GE/TPS review is not intended to duplicate the work of the CP/TPS but to supplement that review with advice on budget, milestones, fleet status, and other areas of project management expertise. 

ii. The GE/TPS will provide feedback in the TEAm FTA Internal Comments, with a comment description of “GE/TPS Comments”, that either provides comments on specific areas of GE/TPS concern in the draft application or a simply “date stamp” approval of the grant application (see Attachment 2).

iii.  The GE/TPS will advise the Director, Office of Operations and Program Management that the grant has been reviewed and seek approval to return the grant (with any appropriate comments) to the CP/TPS for further processing. The grant will not be returned to the CP/TPS until the Director, Office of Operations and Program Management has determined all Operations and Management issues have been adequately addressed by the GE/TPS.  

b. The GE/TPS is allowed 7 business days for review and comment on the draft application.  

c. The Director, Office of Operations and Program Management is allowed 3 days to review the adequacy of the GE/TPS’ review of the grant.  Note: these 3 days are included in the 7 days in ¶ 7.b. above.

i. Should the Director of Operations and Program Management discover any deficiencies in the grant application, he/she will convey to the GE/TPS via e-mail the additional comments for the GE/TPS to include them in an internal comment, within 1 day, for the GE/TPS response to the CP/TPS.

6. Within 1 day of receiving the GE/TPS comment(s), the CP/TPS will refer all comments concerning identified deficiencies to the grantee for resolution.

i. The CP/TPS must continue a dialogue with the grantee and encourage an expedited response with corrective actions.  Advise the grantee of the need to correct any deficiencies (via e-mail, where available).

ii. The CP/TPS must follow-up with the grantee on a weekly basis until all identified deficiencies are corrected.  

iii. The CP/TPS must provide documentation to show each occurrence of follow-up actions made by the CP/TPS, in the “FTA Internal Comments” screen.

iv. Corrective actions by the grantee to the CP/TPS concerning deficiencies must be jointly reviewed by the GE/TPS and CP/TPS within 3 days following the grantee’s response. After all GE/TPS comments have been satisfactorily corrected, the GE/TPS will entered a statement in the appropriate internal comments screen concerning that specific area of concern that “This area of concern as been satisfactorily resolved by the grantee” or, alternatively, date stamp his/her approval.

v. After joint resolution of any deficiencies, the CP/TPS will notify the Director of Operations and Program Management that the grant is ready for final Office of Oversight and Program Management concurrence.  The Director will enter the internal comment “OOPM has reviewed this grant and concurs in its award”, or, alternatively, date stamp his/her approval.  Based on receiving the “OOPM Concurrence Comment”, the CP/TPS can enter a date in the “Operations” field of the Review/Concurrence Dates screen.

vi.  When the “OPM Concurrence Comment and date,” or date stamp has been entered, this will complete the review by the Office of Operations and Program Management and the draft application phase is complete and the complete and accurate phase can begin. 

vii. If the GE/TPS is unavailable or if the GE/TPS response is not made within seven days, the CP/TPS will advise the Director of the Office of Planning and Program Development who will in turn notify the Director of the Office of Operations and Program Management who will take appropriate action to ensure that the grant is reviewed within one day.

7.  For Civil Rights Review Procedures in both the draft application phase and the complete and accurate phase, see Attachment 8.

8.  Legal Counsel will only review the application in the complete and accurate phase, see Attachment 8.

9.  Within 3 days of receipt of all comments from the Regional Civil Rights officer and the Legal Counsel, the CP/TPS will:

10. Advise the Grants Coordinator that the draft application is complete (via e-mail) and submit the financial sheet.

11. Once availability of funds has been confirmed, the Grants Coordinator will assign a grant number, within 1 day.

II. COMPLETE and Accurate Application Phase

a. After the Grants Coordinator has confirmed the availability of funds and assigned a grant number, the CP/TPS will advise the grantee (via e-mail where available) that the grant can be submitted in final form.

1) After informing the grantee the grant can be submitted, the CP/TPS will check TEAM daily to determine if the grant has been submitted.

2) If the grantee hasn’t submitted the grant within one week, the CP/TPS will contact the grantee and request immediate submission action.
i. On an every-other-day basis the Grants Coordinator wil1:

1. Select "Applications" from the Main Menu; select "Ready for FTA Review" from the drop-down list, which appears under Project Status; select “Submit Query”. The resulting list of grants will be those where the application has been submitted, but is not yet ready for reservation. Note:  This is a screen view and the user will have to tab to each grant on the list to see the submission date on the bottom half of the screen.

2. Select "Dynamic Query" from the Main Menu; select "Regional Query"; select "Application Status Report;” the resulting list of grants will include a column titled "Submission Date". This output will be in the form of an Excel spreadsheet. Save this file to a location of choice; using the filter function, eliminate those that do not yet have a submission date.  Sort the data by submission date for follow-up with the respective grantees.

ii. The Grants Coordinator will then advise each CP/TPS of any grants which have been submitted.

iii. Continuation of the complete and accurate grant application can now be completed, to include final reviews by the Regional Legal Counsel, and Civil Rights Officer, see Attachment 7.

iv. Based on the assumption that all GE/TPS comments have been resolved in the draft stage, the application does not need further review by the GE/TPS.

3) If the grant has not been submitted by the grantee within one week, the grant number will be withdrawn (grant application unsubmitted) and the grantee informed he must notify the CP/TPS when the grant is again ready to submit.

4) Revert to ¶ II a.1.), above, and continue the same procedures until the grant is submitted.

5) If, for any reason, the grantee requests to make a change to the grant application after it has been submitted, the CP/TPS will take immediate action to “unsubmit” the grant and the grant application will revert to the Draft Grant application Phase and be reviewed using the internal review procedures for a draft grant application as outlined above. 

i. If the grant, in its original form, has already been submitted to DOL for labor certification, the CP/TPS will contact DOL and advise them the grant is being unsubmitted and withdrawn from DOL certification because the grantee wants to make a change.

ii. After resubmission of the grant, the grant will then be resubmitted to DOL for certification.

iii. Additional internal review may, or may not, be required from other than the Legal Counsel and the Civil Rights Officer. The CP/TPS must use good judgment on the need to re-review requirements, dependent upon the nature of the change made by the grantee.  Both Civil Rights and Legal Counsel must re-review the grant application.

b. Upon submission, or resubmission, of the grant, the “Clock” begins for completion and award of the grant application. (See Attachment 5).

c. Following the grant being submitted in complete and accurate form, no further review of the grant’s technical correctness is required (except for Legal Counsel and Civil Rights review) for correction of any deficiencies identified in the draft application phase, because corrections have already been made (or the grantee would not have been allowed to submit the grant in complete and accurate form).

d. Civil Rights review will consist of the following and be performed, as specified in Attachment 7:

a. A review of all grantee civil rights program documentation to determine if the grantee’s programs are current and meet FTA requirements.

b. A review of technical specifications of facilities to be constructed for compliance with the Americans with Disabilities Act (NOTE: technical specifications are NOT a requirement for inclusion in a grant application.  Therefore, the Civil Right Officer/Officers will be required to obtain these directly from the grantee (if available).

i. If all civil rights programs are current, the Regional Civil Rights Officer will enter a comment (with an appropriate comment subject, in Internal Comments) to document grantee compliance with civil rights requirements, or simply date stamp the application.

e. Regional Legal Counsel review will consist of the following:

a. Adequacy of the project description to justify the type of funding instrument to be used (grant, cooperative agreement, contract, or interagency agreement).

b. Adequacy of the project description to justify the type, percentage, and amount of funding proposed to finance the project.

c. Adequacy of the project description to determine whether a Section 13 (c) certification is required and has been received from the Department of Labor.

d. Adequacy of a sole source justification for an award to a private nonprofit organization or other entity to determine whether that sole source award is justified.

e. Any deviations from usual project practice or conflict of interest (to determine whether legal challenges may be imminent).

f. Adequacy of the opinion of counsel to justify the proposed award.

g. Adequacy of the authorizing resolution or applicant’s authority to apply for award.

h. Making the legal determination of eligibility of the recipient and eligibility of the project.

i. If all legal reviews determine the grant is legally sufficient, the Legal Counsel will enter a comment in Internal Comments to document that fact and date the Review and Approvals Dates screen, or simply date stamp the application.

f. If, for any reason, the grantee must modify the application after it has been "submitted", the CP/TPS will “unsubmit" the grant and return the application to "draft" status (see ¶ II. 5.), above).
a. Upon review of the changes made by the grantee, the CP/TPS will determine if routing through the GE/TPS and/or Civil Rights Officer for review of the changes is appropriate prior to placing the grant back into "submitted" status.
b. If rerouting for review of changes made is required, the CP/TPS will revert to ¶ I. above, and reaccomplish the review and approval steps, as needed.
c. Upon receipt of the complete and accurate grant application, the CP/TPS will (within 1 day)

d. Submit the grant to the Department of Labor (DOL) for 13 (C) certification (if required).

g. After Department of Labor certification is issued the CP/TPS will:

1. Route the application to the Legal Counsel and Civil Rights Officer for final review and concurrence.

2. The Legal Counsel and Civil Rights Officer will each have one business day to complete their reviews and enter their approval recommendations and dates in TEAM.

ii. After Legal/Civil Rights concurrence is received, the CP/TPS will add an approval recommendation paragraph in FTA Internal Comments, or date stamp the application.  

iii. If the grant-processing period will exceed 36 days, the exact reason for the delay must be included in the approval recommendation paragraph.
h. Advise (via e-mail) the Director of Planning and Program Development that the grant is ready for final Planning and Program Development review.
i. The Director of Planning and Program Development will, within 1 day:

i. Review the work of the CP/TPS. 

ii. Enter review dates in the “Review and Approval” Screen, (See Attachment 2)

iii. Enter a comment in FTA Internal Comments that the grant is “complete, accurate, and recommended for award.”

iv. Note: the two sub-paragraph actions described immediately above (ii and iii) are not necessary if the Director of Planning and Program Development chooses to use the date stamp approval feature in TEAM. 

v. Check the “application complete” box.

vi. If the grant application requires release by Headquarters, the Director of Planning and Program Development will enter a date in the Date Talking Points Submitted field (located in the Review/DOL Dates Screen of TEAM) to document the date that the required Talking points and funds reservation were submitted to Headquarters. 

vii. Advise the Grants Coordinator (via e-mail) that the grant (if it does not require headquarters release) is ready for award.

j. The Grants Coordinator will, within 1 day:

i. Reserve the necessary funds for the grant.

ii. Notify the Grants Approval Authority that the grant is ready for award (via e-mail).

k. The Grants Approval Authority will within 1 day (subject to the grant being complete and accurate):  

i. Review the application in TEAM.

ii. Enter the date in the Regional Administrator field of the “Review and Approval” Screen or, alternatively, date stamp his/her approval of the grant application.

iii. Obligate or “pin” the grant (unless headquarters review is required).

1. Grants requiring headquarters review must be “released” before being “pinned.”

1) New Start original grants require release by the FTA Administrator.

2) New Start change of scope amendments require release by the FTA Administrator.

3) Grants of Over $1,000,000 require release by the Office of the Secretary of Transportation.

iv. Advise the two Office Directors, Grants Coordinator, GE/TPS, and CP/TPS the grant has been awarded (via e-mail) or that the grant has been approved to send to headquarters for review and release.

l. The CP/TPS will then, within 1 day:

i. Advise the grantee of grant award (via e-mail where available) and request immediate execution of the grant, or

ii. In case of discretionary funds (except fixed guideway), send talking points to headquarters to notify them the grant is ready for review /approval.

1. For any grant that has exceeded 20 days since submission, requests by the CP/TPS will not be made for headquarters to expedite processing of the grant to achieve award within the allowable number of days.

m. After headquarters has released the grant, the Grants Coordinator will, within one day, notify the Grants Approval Authority the grant is ready for award.

n. The Grants Approval Authority will then “pin” the grant and make the appropriate notifications (see ¶ 2. g. iv. above).

o. The CP/TPS will monitor TEAM to ensure the grantee executes the grant within the allowable period (the time period specified in the Offer of Contractual Assistance, which is 90 days).

p. If the grantee fails to execute the grant within the allowable time period, the CP/TPS will advise them (via e-mail) that they only have the time period specified in the Offer of Contractual Assistance in which to execute the grants or the offer may be withdrawn.

q. If the grantee fails to execute the grant within the allowable period (90 days), the CP/TPS and Grants Coordinator will follow-up with the grantee to determine why the grant execution has been delayed. Lacking a justifiable reason for delay, the grant will be withdrawn, but only after the concurrence of the Grants Approval Authority.
k. Following award of the grant application, the GE/TPS will manage the grant, using procedures outlined in Volume 2.

Attachment 2

TEAM Comments/Review and Approval Date Field Practices
A. TEAM contains both a FTA Internal Comments Screen and a Review and Concurrence Dates Screen where comments and dates must be entered to reflect the grant has been reviewed and the reviewer concurs with the award of the grant.
B. Upon selecting the appropriate concurrence and applying the Approval Stamp (date stamp), the entry of dates in the Summary tab of the Comments/Concurrence section and the entry of a concurrence comment in the FTA Internal Comments Screen by the person reviewing the grant is accomplished automatically by TEAM.

C. The Comment/Date fields of the Comments Screen and the Review and Approval Dates Screen are outlined below.

a. Entry of comments/dates by designated officials indicates they have reviewed the grant for their requirements and recommend its approval and award.

b. No one except the indicated responsible officials indicated below will enter a comment in the FTA Internal Comments Screen (and therefore a date in the Review and Concurrence Date Field).

D. A grant recommended for award to the Grants Approval Authority must have a date in every required date field. 
E. Absence of required dates will result in the grant application being returned to the CP/TPS as incomplete and may delay obligation of the grant application beyond the 36-day requirement.

Comments/Date Field - Responsible Officials

1. Planning – the Grant Representative will enter the comment/date, or approval date stamp.

2. Operations – the Director, Operations and Program Management will enter the comment/date or approval date stamp, (does not apply to planning grants or certain other grants as stipulated on page 3, ¶ I.2).
3. Development – the Director, Planning and Program Development will enter the comment/date, or approval date stamp.

4. Date Talking Points Submitted Date (located on the Review and Approval Dates main screen – the Director, Planning and Program Development will enter the date.

5. Grant Release Date (located on the Review and Approval Dates main screen – this date will be left blank.
6. Review Comments to Recipient - TEAM enters the date when the CP/TPS issues the initial comment on the grant application to the grantee, via "General Comments" in the Comments/Concurrence section.

7. Transportation Grant Specialist - TEAM enters the date and concurrence when the CP/TPS selects "Application Complete" in the Comments/Concurrence section.
8. FTA Civil Rights Concurrence – TEAM enters the date automatically when the Civil Rights Officer date stamps his/her approval in the Comments/Concurrence section.

9.  FTA Engineering Concurrence – TEAM enters the date automatically when the GE/TPS date stamps his/her approval Comments/Concurrence.
10. FTA Environ Concurrence - TEAM enters the date automatically when the CP/TPS date stamps his/her approval in Comments/Concurrence section.
11. FTA Legal Concurrence – TEAM enters the date automatically when the Legal Counsel date stamps his/her approval in Comments/Concurrence section.
12. FTA STIP Approval - TEAM enters the date automatically when the CP/TPS date stamps his/her approval in Comments/Concurrence section.
13. FTA UPWP Approval - TEAM enters the date automatically when CP/TPS date stamps his/her approval in Comments/Concurrence section.
14. FTA Headquarters Review – the date will be left blank.

15.  Regional Admin Approval – TEAM enters the date automatically when the Grants Approval Authority date stamps his/her approval in the Comments/Concurrence section.
16.  FTA Administrator Approval - the date will be left blank.
* Note:  Responsibility for comments and review and approval fields date entry is assigned based on the function of the individual/office assigned the responsibility to enter a date, not on OMB classifications (i.e., transportation program specialist, community planner, or general engineer).

Attachment 3

Procedures for Grant Application Review
1. OPPD review of grant applications focus on all aspects of the grant application. The CP/TPS and GE/TPS must ensure the following elements of the grant contain complete and accurate information:

a) Is recipient information complete and accurate? 

b) Has the recipient entered the correct Data Universal Numbering System (DUNS) number in the grantee profile?

c) Has the correct cost center number (78400) been entered in the Assign Project Number Screen?

d) Are the grantee Civil Rights requirements current? 

e) Has a designated recipient concurrence been received (if required)? 

f) Is the project eligible? 

g) Has the project period (start/end dates) been specified? 

h) Have flex funds been identified by source and amount? 

i) Has a legally sufficient local share been identified? 

j) Has deferred local share documentation been provided (if required)? 

k) Do Federal funds agree with split letters, apportionment letters, apportionments, and/or earmarks? 

l) Have hearing requirements been met? 

m) Has the use of pre-award authority (Yes or No) been identified in TEAM? 

n) Are Certifications and Assurances pinned? 

o) Do the Project Details provide a brief, informative, description of the project and subsequent amendments (as applicable)? 

p) Is the project budget estimate for each line item (construction cost, vehicle acquisition cost, etc.) consistent with costs incurred in other approved projects?  

q) Are budget line item (BLI) codes correct? 

r) Is there a description/explanation of BLI activities in the Extended Budget Descriptions? 

s) Do quantities agree with BLI descriptions? 

t) Is the Federal/local funding ratio correct? 

u) Are sales proceeds in the adjustment amount (if required)? 

v) Is the 1% transit enhancement included for areas > 200,000? 

w) Is there a milestone for each BLI and is it consistent with schedules experienced with other similar approved projects? 

x) Are environmental findings appropriate for each scope/line item? 

y) Is the spares ratio in accordance with FTA circular guidance? 

z) Has the TEAM fleet status chart been provided (if required)? 

 aa)  Does the Fleet Status Chart(s) accurately reflect the vehicles included in the budget?

bb)  Are expansion vehicles reported in the “change column” of the active fleet?

cc)  Are replaced vehicles explained in a footnote under active fleet? 

     dd)  Are replaced vehicles reported in the “change column” under inactive             fleet for disposition?

2) Completeness Use these guidelines to determine if a grant is complete (disregard those not applicable):

a) Is the project contained in an approved STIP or UPWP? 

b) Have all environmental findings been approved by FTA? 

c) Is there an adequate project description? 
d) Has union information been provided in TEAM (if required)? 
3) In addition to the elements mentioned in 1) above, for all grants not being reviewed by the GE/TPS, the CP/TPS must ensure that the grant contain complete and accurate information for the elements as outlined in 4) and 5) below related to the budget and milestones.  For those grants that are reviewed by OOPM, the GE/TPS will ensure that these elements contain complete and accurate information. 

4) PART 3. BUDGET/EXTENDED BUDGET DESCRIPTION: Because the TEAM prescribed Activity Line Item (ALI) budget elements are not always as informative as needed, each budget ALI should be adequately described in the extended budget description.  For the following ALI’s, specific details are needed to ensure that the grant budget descriptions are considered to be complete, informative and meaningful:

· Purchase/Lease of Vehicles – Expansion/Replacement

a. Are replacement vehicles identified along with service data (age/miles)?

b. For installment purchases and leases, are the payment methodology including the basis of reimbursement and the number of payments, and the number of payments budgeted in the grant described?  

· Capital Cost of Contracting:  Type of contract and percent of contract eligible?

· Vehicle Rehab/Rebuild: Is work described (contractor or force account)?  

· Facility Purchase/Lease:
a. If purchase, has basis for fair market value been provided?

b. If facility lease, are lease arrangements described including number of payments and the number of payments budgeted in the grant?

· Facility Design/Construction/Rehab/Renovate: Are major elements described?  

· Purchase of Real Estate: Has basis for fair market value estimate been provided?

· Transit Enhancements: Are major elements described?

· Operating Assistance:  Is period of performance (MM/DD/YY – MM/DD/YY) provided?  FTA C. 9030.1C provides for one local fiscal year.  I don’t see this one-year reference in the circular.  But, if this is a concern, we can enter each fiscal year separately.  Will that suffice?

· Project Administration/State Administration

a. Are major elements and basis for costs (direct/indirect) identified?

b. Are indirect costs covered by an approved Cost Allocation Plan (CAP)?

5) PART 4.  MILESTONES:

· Do all grant budget ALI’s have milestones?

· Do milestones for purchases of rolling stock have five (5) standard milestones?

· Do milestones for procurements/contracts have three (3) standard milestones?

· Do milestones take into account whether pre-award authority is being exercised?

Attachment 4

The “Clock”

1. With FY 2004, FTA established a performance deliverable goal of processing and approving all capital, planning and operating grants in an average of 36 days, including:

2) § 5307 Urbanized Area Formula Program

3) § 5309 Fixed Guideway Modernization Program

4) New Starts and Bus Programs

5) § 5310 Elderly and Persons with Disabilities Program 

6) § 5311 Nonurbanized Area Formula Program

7) Jobs Access and Reverse Commute Program

8) Over The Road Bus Accessibility program

9) § 5303 Metropolitan Planning Program

10) §5313(b) State Planning and Research Program

2. The “Clock” for this 36-day processing and approval period begins when the CP/TPS determines: 

a. The grant is “complete and accurate” 

b. The Grants Coordinator assigns a grant number in TEAM

c. The grant is submitted by the grantee.

3. If proper review and corrective actions have been completed in the “draft” application review process, approval and award of the “final” grant application should be accomplished in this amount of time.

Attachment 5

Terms and Definitions
1) Transportation Electronic Award and Management (TEAM) – The automated system used for grant application, award, and management.

2) Approve – The act of reviewing a grant application for accuracy and completeness and rendering a documented judgment that is satisfactory for obligation (award) via a manually entered comment or an approval (date) stamp.

3) Approval (Date) Stamp – an automated feature of TEAM which permits those reviewing the grant to indicate it is satisfactory and which automatically populates a date in the in the Summary tab of the Comments/Concurrence section (see Attachment 2).
4) Day – a business day, exclusive of weekends and Federal holidays.  If an employee is on approved absence from the office, the appropriate supervisor will exercise good judgment on either waiting until the employee returns or on assigning the work to another staff member.

5) Draft Grant Application – a grant application (in TEAM) that has not been reviewed for completeness and accuracy and for which a grant number has not been assigned.

6) Data Universal Numbering System (DUNS) Number - an OMB required number that must be provided in all applications for Federal grants.
7) Electronic Clearing House Operation System (ECHO) -  ECHO is an web-based automated system, available on the Internet, used for disbursement of Federal funds from an obligated grant awarded to the grantee with a separate application and password process to FTA Headquarters.
8) Eligible – A grant application (draft or final), which meets FTA criteria and legal/regulatory requirements for federal funding with funds provided to FTA by Congress in the President’s budget.

9) Deficient – Fails to meet FTA, legal, and/or regulatory requirements.

10) Grant Management Requirements - Responses by the grantee to Triennial Review (or other oversight review) findings, the timely submission of quarterly reports, or the number of open grants maintained by the grantee.

11) Complete – contains all required legal and regulatory information (except for the DOL certification).

12) Incomplete – does not contain all required legal and regulatory information.

13) Final Grant Application - a grant application (in TEAM) that has been reviewed is complete and accurate, and to which a grant number has been assigned.

14) Open Grant Application – a final grant application, which is in the process of review and approval.

15)  Grant Number – a unique number assigned to a complete and accurate grant by the Grants Coordinator.

16)  Clock – The baseline time or event from which the grant must be awarded.

17) Community Planner/Transportation Program Specialist (CP/TPS) – the Community Planner or Transportation Management Specialist, assigned to the Office of Planning and Program Development, responsible for receiving grant applications (draft or final) and coordinating them through the review and approval process and for making eligibility determinations in coordination with Office Director and Regional Counsel, as appropriate.

18)  Grants Coordinator - the Transportation Program Specialist, assigned to the Office of Planning and Program Development, responsible for assigning grant numbers and reservation of funds for grant applications.

19)  General Engineer/Transportation Program Specialist (GE/TPS) - the Engineer or Transportation Program Specialist, assigned to the Office of Operations and Program Management, responsible for management of the grant from the time of award to closeout.

20)  Oversight Review Coordinator – the Transportation Program Specialist, assigned to the Office of Operations and Program Management, responsible for receipt, distribution, and processing of oversight reviews
21)  ECHO Systems manager - the Transportation Program Specialist, assigned to the Office of Operations and Program Management, responsible for administering the ECHO system.

22)  Electronic Clearing House Operation (ECHO) System:  an automated system used for disbursement of Federal funds from an awarded grant to the grantee.

23)  Legal Counsel – the individual assigned to the regional office responsible for reviewing grants for legal sufficiency.

24)  Civil Rights Officer - the individual assigned to the regional office responsible for reviewing grants for compliance with civil rights requirements.

25)  Director Office of Planning and Program Development - the individual assigned to the regional office responsible for supervision and management of Grant Representatives and the performance of their duties.

26)  Director Office of Operations and Program Management - the individual assigned to the regional office responsible for supervision and management of Grant Managers and the performance of their duties.

27)  Grants Approval Authority – the Regional Administrator or Deputy Regional Administrator authorized to obligate (pin) a grant contract.
28) Problematic Grantee - A grantee that is not currently in full compliance with FTA requirements, thus demonstrating they may not have the technical and/or financial capacity to receive and manage FTA funds, as verified by their failure to satisfactorily develop and implement corrective actions to deficiencies identified in their most recent triennial review
Attachment 6

TEAM Comments Practices

A.  Comments in TEAM are a method for communicating:

a) Accuracy (or deficiencies).

b) Completeness (or incompleteness).

c) Correction of identified problems. 

d) Concurrences that the application is complete and accurate.

e) Concurrences that best business practices are being followed.

f) Recommendations for grant approval and award.

B. Comments also document for review and audit purposes the accuracy and completeness of the grant application.

C. TEAM has been automated to ease the process of reviewing and approving the completeness and accuracy of grant applications (see Attachment 2).
1. TEAM contains both a FTA Internal Comments Screen and a Review and Concurrence Dates Screen where comments and dates must be entered to reflect the grant has been reviewed and the reviewer concurs with the award of the grant.

2. Upon selecting the appropriate concurrence and applying the Approval 

(Date) Stamp, the entry of dates in the Summary tab of the Comments/Concurrence section and the entry of a concurrence comment in the FTA Internal Comments Screen by the person reviewing the grant is accomplished automatically by TEAM.

D. Use the following guidelines for manually entering comments in either “General Review Comments” or “FTA Internal Comments”:

1) Change “New Comment” to a descriptive comment title addressing the nature of the comment.  Examples (illustrative only) include:

a) Management Review Comment

b) Project Description Comment

c) Milestones Comment

d) Budget Comment

e) Certification and Assurances Comment

f) Legal Review Comment

g) Legal Concurrence

h) Civil Rights Programs Comment

i) Civil Rights Concurrence

j) GE/TPS Concurrence 

k) CP/TPS Concurrence

l) Operations and Program Management Concurrence

m) Planning and Program Development Recommendation

2) Comment descriptions are at the discretion of the entering official, but should clearly indicate the comment’s nature.

3) For any comment entered in the FTA Internal Comments screen documenting a deficiency or lack of completeness the person entering the comment will edit the comment when the identified problem has been resolved with a supplemental comment documenting problem resolution. 

a) Failure to provide a resolution comment will result in the grant application being returned by the Grants Approval Authority to the CP/TPS and the originator of the comment as incomplete.
4) A CP/TPS’s comment indicating the grant is “complete and accurate” and recommending approval or a GE/TPS’s comment to the same effect will be considered to have met this requirement for all comments previously entered by that individual.  

5) Likewise, use of the TEAM date stamp feature will be considered to have met this requirement.

Note:  Legal and Civil Rights comments, or date stamps, are mandatory.  GE/TPS comments are advisory.

Attachment 7

Civil Right Review Procedures

1. Civil Rights review of the grant application will occur in both the draft phase and the final phase.

a.  Draft phase review will be accomplished by the Region 4 Civil Rights Officer.  In the event that the Region 4 Civil Rights Officer is absent, the Point of Contact will be the External Compliance Manager, HQ/TCR, or other official as specified by the Regional Civil Right Officer prior to his/her absence.

i. To communicate his/her approval that the grant is “complete and accurate” as it relates to civil rights requirements, he/she will provide an e-mail to the CP/TPS and HQ/TCR (see ¶1.c., below) that the grantee meets all civil rights requirements and the application is approved for assignment of a grant number and entry into final phase. (However, see ¶ 1.a.iv. through ¶ 1/a.vi., below).  This statement will also be entered into FTA Internal Comments, with an appropriate comment subject (see ¶1.a.iii, below). 

ii. The Region 4 Civil Rights Officer will include a warning of any grantee civil rights programs that will expire within the next 36 days as a separate and clearly identified (by comment subject) entry.

iii. All Internal Comments statements will be entered with an appropriate comment subject. 

iv. Internal Civil Rights comments entered by the Region 4 Civil Rights Officer will include a warning of any grantee civil rights programs that will expire within the next 36 days.

v. If the grant is for §5309 New Starts funding, the Region 4 Civil Rights Officer will submit the draft phase grant to the Director of the Office of Civil Rights (TCR), or his/her designated representative, for review and approval.

vi. The Director of the Office of Civil Rights (TCR), or his/her designated representative, will have 2 business days (48 hours) to review and approve the draft phase grant and enter appropriate comments in the FTA Internal Comments screen or return comments back to the Region 4 Civil Right Officer, via e-mail.

vii. Only after the Director of the Office of Civil Rights (TCR), or his/her designated representative, has approved the grant will the Region 4 Civil Rights Officer transmit an e-mail to the CP/TPS the Region 7 Civil Right Officer, and the External Compliance Manager, HQ/TCR, that all Civil Rights requirements have been met by the grantee and the grant is ready for entry into the Complete and Accurate phase.

b. Complete and Accurate phase review, comment, and approval date entry will be accomplished by the Region 4 Civil Rights Officer, External Compliance Manager, HQ/TCR, or another official designated by the Region 4 Civil Rights Officer. 

i. Comment entry, or date stamp approval, in Internal Comments and date entry in the Review and Approval Dates will be accomplished within one business day and an e-mail of completion of this action will be transmitted to the CP/TPS (this should be easily accomplished because the Region 4 Civil Rights Officer and the Director of the Office of Civil Rights (TCR), or his/her designated representative have previously reviewed and approved the grant in the draft application phase).
ii. Should the final complete and accurate review by the Civil Rights Officer reveal any incompleteness, the CP/TPS will immediately unsubmit the grant and it will only be resubmitted after the problem is satisfactorily resolved.
Attachment 8

Dispute Resolution

In the event of a difference of opinion concerning any element of a grant application, the Directors of Planning and Program Development and Operations and Program Management will confer and decide how the difference should be resolved.  If agreement cannot be reached, the Regional Administrator or Deputy Regional Administrator, as determined by the Regional Administrator, will resolve the issue.  

1. All decisions by the Regional Administrator or Deputy Regional Administrator are final1.

2. The grant application will be either corrected, or awarded without correction, based on the decision1.

1Does not apply to legal or civil rights elements of a grant application 
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