           APPLICATION INSTRUCTIONS


Intercity Bus Sec. 5311(f)

Funding for SFY 2012 and 2013 (7/1/11 – 6/30/13)
Administered by the North Dakota Department of Transportation

Transit Office
instructions

The NDDOT Transit Office is available to provide technical assistance in completing applications. 

The application is form-based using Microsoft Word and Excel Programs.  The purpose of the electronic format is to standardize the way information is presented and to enable statewide comparisons.  Instructions and application materials are available on the NDDOT Transit website at http://www.dot.nd.gov/divisions/localgov/transit.htm .   
Care must be taken to ensure that all information is complete and accurate.  Should your proposal(s) be chosen, the completed application becomes that Management Plan and is incorporated into the resulting contract 


Submit two unbound copies of the application on 8 ½” x 11” paper, including the Exhibits in alphabetical order following the corresponding pages.  The application must be received by 

May 16, 2011
3:00 pm CST

North Dakota Department of Transportation

Transit Office
608 E Blvd Ave
Bismarck ND, 58505-0700

CONTENTS OF THE APPLICATION

COVER LETTER

The letter must include the legal name of the applicant, address and telephone number, and the name of the contact person.  The person authorized to execute contracts and amendments with the State of North Dakota should sign the letter.  The cover letter should be addressed, NDDOT Transit Office at the address shown above.
APPLICATION CHECKLIST

A checklist will be available on the NDDOT Transit website on or before May 1, 2011.  Use of the checklist ensures all required elements are included and the funding request is complete.  Incomplete applications will not be accepted.  The checklist lists the required sheets and attachments for the application.  Complete, sign this page, and place directly behind the cover letter in your application. 
COMPLETING THE FORMS

The entire application is contained in two files: one for the vehicle capital application, and all other project types are contained as sheets in the other file.  

General rules that apply to some or all of the sheets:

· Check boxes:  Click into the box for checkmark to appear to make the appropriate selection.  This applies to all boxes available to answer Yes/No, multiple choice, and days of service questions.  
· Answer boxes:  All questions have a box that will hold 250 characters of text.  Attach additional sheets as necessary.
· Total Boxes:  Please verify all calculations to verify totals.
Form specific rules:

· Form A:  Make sure the legal name used here matches all legal name responses for all the forms in the application as well as the resolution.  Please verify all calculations to verify totals.
· Form B:  Please complete one page per route number.  If applying for more than one route number, insert a new sheet.  If adding a new sheet, label it “B2,” “B3,” etc.  If more lines are required for INBOUND and OUTBOUND rows, insert row and copy and paste the formatting from the previous row.  A scheduled time and time interval are military time.  The Route Subsidy Request section calculations should be verified.  
Form C:  Please complete one page per route number.  If applying for more than one route number, insert a new sheet into the application file and insert all of Form C into the new sheet.  If adding a new sheet, label it “C2,” “C3,” etc.  If more lines are required for INBOUND and OUTBOUND rows, insert row and copy and paste the formatting from the previous row.  Scheduled Time and Time Interval are military time.
· Form D:  Please complete one page per capital project.  If applying for more than one capital project, insert a new sheet into the application file and insert all of Form D into the new sheet. If adding a new sheet, label it “D2,” “D3,” etc.   If more lines are needed in the Timeline section of this form, click on Insert and then click on Row with the cursor one line below the formatted lines.
· Form D-1: Please complete all relevant sections if applying for vehicle capital.  Fleet inventory sections are to be completed as instructed to document the intercity fleet used to provide intercity bus service in North Dakota.  Add any additional information that may be useful to us in understanding the need.
· Form E:  Please complete one page per marketing project.  If applying for more than one marketing project, insert a new sheet into the application file and copy all of Form E into the new sheet. If adding a new sheet, label it “E2,” “E3,” etc.   If more lines are needed in the Timeline section of this form, click on Insert and then click on Row with the cursor one line below the formatted lines.
· Form F:  Please complete one page per planning study.  If applying for more than one planning study project, insert a new sheet into the application file and copy and paste all of Form F into the new sheet.  If adding a new sheet, label it “F2,” “F3,” etc.  If more lines are needed in the Timeline section of this form, click on Insert and then click on Row with the cursor is one line below the formatted lines.
Any questions for the completion of the forms contact Dawn Michel at dlmichel@nd.gov or 710-328-2191 for assistance.
Applicant Overview 

Complete Form A

Legal Name of Applicant

Provide the legal name of the applicant (be consistent with the legal name on each application page where legal name is requested), contact person, address, telephone number, e-mail address and fax number.  The person listed as the contact should be the primary contact for the organization regarding this application. 

Name/Title of Persons Authorized to Enter into Contract 

This form contains all the legal identity information needed to complete a grant contract with the State of North Dakota.  The State of North Dakota will issue the grant contract to the legally named entity deemed to be an “eligible recipient.”  

applicant Status 

Check appropriate box to indicate applicant’s legal status:
· Private Intercity Bus Provider

· Private Non-Profit Organization
Check this box, if applicant is defined as a private non-profit agency: a corporation or association determined by the Secretary of State to be an organization described by 26 U.S.C. Section 501(c), which is exempt from taxation under 26 U.S.C. Section 501(c), or one which has been determined under state law to be non-profit and for which the designated state agency has received documentation certifying the status of the non-profit organization.

A non-profit organization is not required to be registered as a North Dakota non-profit corporation; it may be registered as a non-profit corporation under the laws of another state. North Dakota describes a non-profit corporation as:

“ . . . A corporation formed for a purpose not involving pecuniary gain to its shareholders or members and paying no dividends or other pecuniary remuneration, directly or indirectly to shareholders or members as such . . . “

A private non-profit applicant must have the approval of its executive board.  A resolution by the governing board must be submitted with the application, authorizing the request for funds and the resolution by title to execute the contract.  The resolution is to be certified as a true and correct copy by the Secretary or an Officer of the Board.  A private or public local transit provider is defined as general or specific transportation service provided to the general public on a regular and continuing basis and includes paratransit and regular route transit.
· Local Public Transit Provider

Check this box, if a public local transit provider. A local public transit provider is defined as general or specific transportation service provided to the general public on a regular and continuing basis and includes paratransit and regular route transit.
· Public Body

Check this box, if applicant is defined as a public body.  Public bodies applying for grant funds are required to submit (with their application) a certified resolution, passed by their governing body containing the following: 

· Authorization to submit the application; and 

· Designation by title to execute the contract and amendments.

Civil Rights

Check the box that applies to the legal applicant.  If the applicant has any outstanding civil rights complaints, legal applicant must provide a detailed explanation of the specifics of the complaint(s) on organization letterhead, if available and explain actions taken to resolve the complaint(s).
DEBARMENT AND SUSPENSION

Check the box that applies to the legal applicant.  If the applicant answers yes, contact the Transit Office for more information.

FUNDING CATEGORIES









The following funding categories have been established for the North Dakota Intercity Bus Program and conform to the National Program Objectives as described on page 1 of the Introduction.  NDDOT will fund projects that support the national objectives and most appropriately provide a meaningful connection with the national intercity bus network, address connectivity between rural areas, and regional trades centers.  Application may be made for any or all categories by completing the appropriate sheets.  NDDOT may grant funds to the applicant for all or part of the proposed projects.

OPERATING ASSISTANCE—EXISTING SERVICE

Complete Form B

· Funding is available for existing routes (including routes that are currently funded) that without federal subsidy are at risk of abandonment.   A table of existing services is provided below. 
	Existing 5311(f) Services in North Dakota

	Route
	Table Number
	Schedule Numbers
	Service Description

	RR
	
	
	East/West across ND on I-94 both am and pm

	JL
	
	
	Fargo to/from MSP

	JL
	
	
	Grand Forks to/from MSP

	JL
	
	
	North/South across ND on I-29 both am and pm

	NTBL
	
	
	Grand Forks to/from Minot

	NTBL
	
	
	Bismarck to/from Minot

	SRT
	
	
	Bismarck to/from SD 

	New 5311(f) Services listed in order of preference

	
	
	
	Minot to/from Williston

	
	
	
	Dickinson to/from Williston


· Projects in this category require a 50 percent local cash match on the deficit. Deficits will be calculated by using all passenger revenues (i.e. fare box revenues).  
· Include the farebox recovery ratio and subsidy per trip measures for the most recent year of operation of existing services.  Proposed projects will be evaluated in part based on farebox recovery levels.  No projects with a current (most recent year) farebox recovery below 10 percent will be funded, and projects may be prioritized to favor projects in order of the ranking of their fare box recovery levels.  Exceptions may be granted on a case by case basis.
· Indicate how many days a week the service is operated and list which days of the week (i.e. Monday - Sunday) the service is or will be operated.

· Coordination and partnerships with public transit providers (if proposing a feeder service) strongly are encouraged.   

· Projects should include a meaningful connection with the national intercity bus network.  A meaningful connection includes service to a common stop or facility, at schedule times that permit a convenient connection for passengers (within two hours before or after the connecting service).

· Applicants are encouraged to submit a complementary route-specific marketing application.

· Black and white maps of the proposed service area must be submitted on 8 ½” x 11” paper.

· Approved carriers must submit Quarterly reports documenting expenses by cost category, revenues by source, passenger trips, and days of operation and total miles, and the calculated performance measures of farebox recovery and subsidy per passenger for each route or service separately unless an exception is granted.
OPERATING ASSISTANCE—NEW SERVICE

Complete Form C

· NDDOT priorities for projects to provide new service include service to link the following locations to the statewide intercity bus network 
Williston

Dickinson

The state is encouraging applicants wishing to provide service to these areas to develop creative and cost effective service designs that link these places to existing intercity bus services.   Proposals for services to/from other locations will be considered, but must be accompanied by additional data supporting the need for service and the lack of alternatives.

· Service design strategies could include smaller vehicles, feeder service to existing routes, less than daily service, etc. though it should be noted that services should be fixed-route, fixed-schedule service with accessible vehicles that are capable of carrying baggage.  

· Indicate how many days a week the service is operated and list which days of the week (i.e. Monday - Sunday) the service is or will be operated.

· Projects in this category require a 50 percent local cash match on the deficit. Deficits will be calculated by using all passenger revenues (i.e. fare box revenues).  

· Include the projected farebox recovery ratio and subsidy per trip measures based on the forecast ridership and fare levels.  Indicate the basis for the projection (previous service experience, surveys, etc.)  Proposed projects may be evaluated in part based on projected farebox recovery levels.  
· NDDOT will periodically evaluate the route effectiveness, and make decisions on the continued funding eligibility based on operational performance trends and continued funding availability.
· Projects may serve as a rural feeder to existing intercity service or a longer distance route to meet a gap in existing intercity service.  
· Coordination and partnerships with public transit providers is strongly encouraged.  

· Black and white maps of the proposed service area must be submitted on 8 ½” x 11” paper.

· Applicants are encouraged to submit a complementary route-specific marketing application to promote the new service. 

· Approved carriers must submit quarterly reports documenting expenses by cost category, revenues by source, passenger trips, and days of operation and total miles, and the calculated performance measures of farebox recovery and subsidy per passenger for each new route or service separately.
CAPITAL—STATION OR TERMINAL IMPROVEMENTS, VEHICLE RETROFIT, SHELTERS, ADVANCED TECHNOLOGY, OTHER

Complete Form D
· Projects in this category require a 20 percent local match.

· Eligible projects include: station or terminal construction for rehabilitation, ADA accessibility improvements; intercity facility planning studies, feasibility studies and architectural engineering; retrofit of existing rural intercity vehicles for ADA accessibility; capitalized vehicle maintenance; passenger shelters; signage; technology for ticketing, vehicle monitoring/communication, or passenger information; or other related capital needs .  

· Priority will be given to stations in non-urbanized areas.  

· Only carrier-owned and controlled stations, or owned and controlled by a local public entity or public transportation provider are eligible.  Unless NDDOT approves a plan for ongoing control, publicly owned stations must be made available to all current or potential carriers on an equal basis. 

· Partnerships and/or coordination with local transit agencies, intercity bus carriers, and other modes of travel are strongly encouraged.

· If no applications for station projects are proposed in a non-urbanized area, funding will be considered for similar projects in urbanized areas, but only in proportion to the amount of service or usage provided for services connecting to non-urbanized areas.  

· Appraised land values may be applied toward the local match if the land is owned by entity submitting the application and if all environmental clearances have been completed prior to submittal.
· Applications will be accepted to retrofit vehicles to meet ADA standards, however all vehicles must be included in the vehicle capital inventory and vehicle capital plan. Only vehicles with a future life of six years in rural intercity service will be considered for accessibility retrofits unless an exception is granted. 
CAPITAL—VEHICLES
Complete File D-1

· Projects in this category require a 20 percent local match.

· Eligible projects include the purchase of new rural intercity vehicles for use on routes or services receiving Section 5311(f) operating assistance in North Dakota, both on existing routes and new services.  List vehicles whether carrier-owned or leased, or funded by NDDOT or other agencies. 
· Carriers should list the fleet that is used predominantly for providing intercity bus services in North Dakota, not including vehicles used for charter, tour, or commuter operations.  

· Vehicles provided under this program are intended to improve the quality of service for North Dakota passengers and to reduce the operating and maintenance costs of funded service.  Accordingly, these vehicles cannot be taken out of the state for periods of over 24 hours unless advance permission is received from NDDOT, or in the event of emergency (must be documented).

· Applicants should use this information to develop a capital plan for their North Dakota rural intercity fleet.   Prices may need to be adjusted to include provisions for baggage, signage for route service, or intercity seating options.  

· All vehicles should be equipped to meet ADA accessibility requirements, and to carry baggage.   

· The carrier is responsible for obtaining the appropriate vehicle safety inspections, licensing, use taxes, liability and collision insurance, and vehicle maintenance. 

· Please submit a description of the carrier’s preventive maintenance policies, driver pre-trip and defect reporting procedures, and maintenance of accessibility equipment.
· FTA retains vested interest in all vehicles purchased through the 5311(f) program throughout its lifecycle. For example, if it is determined that a vehicle’s life cycle is 12 years, FTA retains 80% of the vested interest in the vehicle until it reaches 12 years.
MARKETING

Complete Form E
· Projects in this category require a 20 percent local match. 
· Types of eligible projects include: television, radio, and print media advertising, telephone information systems, internet information systems, billboards, signs, market research, route maps, route schedules, information kiosks, promotions, etc.  
· Proposals should clearly outline the goals, timeline, audience (existing and new) and the projected success after implementation.
· Complementary route-specific proposals to market intercity service are encouraged.
· Approved carriers must submit copies of all marketing materials and information packets; transcripts and other printed material as well as quarterly status reports documenting on-going activities.

PLANNING STUDY

Complete Form F
· Projects in this category require a 20 percent local match.
· Types of eligible projects include route feasibility and route realignment studies.
· Projects must address connectivity with other modes of travel and/or connectivity between regional trade centers.

· Black and white maps of the proposed planning study area service area must be submitted on 8 ½” x 11” paper.

· Approved carriers must submit quarterly status reports documenting on-going activities. 

resolution 

A resolution by the governing body/board of directors of the applicant must accompany the application.  A sample resolution is included in the application packet.   
Local Support: 

Attach letters of local support for the proposed project. Local agencies may include Metropolitan Planning Organizations (MPO), counties, cities or existing transportation providers.  Letters of support are optional.
REPORTING REQUIREMENTS











Grant recipients are required to report progress each quarter.  The Request for Reimbursement is the invoice to the State for reimbursement of expenses incurred the previous quarter.  The quarterly spreadsheet displays cumulative expenditures for each of the projects.  NDDOT may require additional progress reporting depending on the nature of the project.


If you would like to request changes to the request for reimbursement for your agency, please submit the request in writing to the same address is shown on page one of this document.
REQUEST FOR FUNDS (RFF)

Reimbursement requests must be submitted in a timely manner in order for payments to be issued.  No reimbursements will be issued without the proper forms and attachments.  The quarterly RFF must be submitted within thirty days of the end of the previous quarter.  For example, the RFF for April must be submitted by May 30.  The only exception is the final June 2013 report which must be submitted by September 30.  Note that operating assistance for new or existing routes is reimbursed at the rate of fifty percent of the operating deficit while capital, marketing or planning study projects are reimbursed at the rate of eighty percent of the allowable expenses.  These amounts must be recorded in the appropriate sections.  One check will be issued for the combined amount.  
QUARTERLY REPORT SPREADSHEET

The quarterly report accounts for expenditures over the life of the project.  Operating assistance extends over the two years of the grant cycle while capital, marketing and planning studies may take place over a shorter time than the grant period.  

· Operating Assistance—Existing or New Routes

Expense and Revenue categories are self explanatory and correspond to those in the application forms.  The number of passenger trips, the number of days operated and the number of miles traveled must be entered.  The form will record the farebox recovery and subsidy per passenger performance measures.
· Capital, Marketing and Planning Study Projects

Project milestones in the left most column should correspond to the milestones listed in application forms D, E and F.  Make sure the milestone numbers match.

A sample report form is attached.  For all reports, enter the information pertaining to the quarter being reported on the appropriate line in the appropriate column.  Lines and columns can be used for comparison to budget.

NDDOT, Transit Office, intercity bus grant program

* Request For REIMBURSEMENT *
INTERCITY RECIPIENT COMPLETE THE FOLLOWING

	Legal Name:
	Contract Number:

	Address:
	For the Quarter of:

	Recipient Phone:
	E-mail Address:


TYPE OF REQUEST:  Please choose operating, capital, marketing or planning studies.

Complete one form for each funding assistance requested. 
	OPERATING
	CAPITAL
	Marketing or Planning Studies

	(  Quarterly       (  Final
	(  Quarterly       (  Final
	(  Quarterly       (  Final

	Expenses:
	Expenses:
	Expenses:

	Revenues:
	Local Share:
	Local Share:

	Balance (Deficit):
	State Share:
	State Share:

	
	Federal Share:
	Federal Share:


	
	OPERATING 
	CAPITAL 
	Marketing or Planning Studies 

	Award =
	
	
	

	Q1 request (July 1 – Sept 1)
	
	
	

	Q2 request (Oct 1 – Dec 31)
	
	
	

	Q3 request (Jan 1 – March 31)
	
	
	

	Q4 request (April 1 – June 30)
	
	
	

	Funds remaining
	
	
	


(Signature of Authorized Recipient Individual)





(Date)

(Signature Noting approval for Payment)






(Date)
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