
PURPOSE:  This report is designed to assist the Ohio Coordination Program (OCP) Projects, Ohio Specialized Transportation Program (STP) agencies, Job Access and Reverse Commute (JARC) Program subgrantees, and New Freedom (NF) Program subgrantees to identify compliance issues needing immediate attention and suggest recommendations based on best practices.  ODOT’s Office of Transit conducts the review and works with the subgrantee to develop an Action Plan.  The Action Plan is then used by the ODOT Program Coordinator during phone calls, emails, and site visits to monitor the completion of each requirement.   Areas identified as satisfactory (S) or needing improvement (NI) are noted in each section.  Notes, comments, strengths, and weaknesses are noted in each section.  Requirements and recommendations are provided in the Action Plan.  Requirements are compliance issues and are noted in bold print.  Requirements must be implemented as soon as possible.   
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GENERAL INFORMATION:

	Project Name:
	Xxxx Xxxxxx Project/Agency (Xxxx Xx) 

	Manager or Director:
	Xxxxx Xxxxxx, Transportation Coordinator

	ODOT Reviewer(s):
	Dave Seech, Special Projects Planner, Xxxxx Xxxxx, Program Coordinator

	Lead agency Contact:
	Xxxxx Xxxxxxx, Transportation Coordinator


Prepared by:

The Ohio Department of Transportation

Office of Transit 
Xxx X, 200X
Project Name Xxxx Xx____    Site Visit Date x/x/xx____________
	Management and Organizational Structure

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review Topic
	
	
	Sample Discussion Topics

	Lead Agency 
	
	
	· What are the responsibilities of the lead agency?

	Mobility Manager
	
	
	· Do you have a full-time Mobility Manager?  What are the responsibilities of the Mobility Manager?

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:  

	


	 Interagency Coordination

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review Topic
	
	
	Sample Discussion Topics

	Coordination Partners
	
	
	· How are the coordination partners involved in the project?  

	Memorandums of Understanding (MOUs)
	
	
	· As lead agency, do you have a MOU with the grantee?  Do you have MOUs or contracts with all coordination partners?  Are MOUs current?

	Project Goals
	
	
	· Are project goals clearly stated and reasonable?  Is goal achievement reviewed and reported to ODOT annually?  

	Transportation Service
	
	
	· How is transportation service being expanded or improved?  What new or innovative services will be implemented?

	Duplication of Service
	
	
	· What duplication of service is reduced?

	Project Performance 
	
	
	· How is performance measured?  Is the project cost effective?  What are the performance trends?

	Program Measures for Project
	
	
	· Are you submitting reports to ODOT semi-annually?

	Program Measures for Mobility Manager
	
	
	· Are you reporting the required data to ODOT on a monthly basis?

	Project Marketing
	
	
	· How have the Mobility Manager and other coordination partners demonstrated effective marketing strategies to gain new service contracts, increase the number of “self-pay” passengers, and add new agencies to the coordination group?

	Responsiveness and Communication
	
	
	· Does the Mobility Manager or other coordination partners attend ODOT roundtable sessions regularly?  Are project activities communicated to ODOT on a regular basis?

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:  

	


	 Grants Management

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review and Observation
	
	
	Sample Discussion Topics

	Grantee support/involvement
	
	
	· What support services are provided by the grantee?

	Local financial support provided
	
	
	· What is the source of the required local match?

	ODOT Invoices, Reports and Audits
	
	
	· Are invoices, reports and audits complete, accurate and submitted on time?  Did ODOT’s Coordination invoice reconcile with the project’s records?  Were expenses reported correctly on the invoice?

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:  

	


Project Name Xxxx Xx____    Site Visit Date x/x/xx____________

	Accounting and Finance

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review Topic
	
	
	Sample Discussion Topics

	Budget 
	
	
	· How is the budget prepared?  Are in-kind expenses included?  Does the budget narrative include documentation of how indirect costs are calculated?  

	Eligible Project Expenses
	
	
	· Are expenses separated by categories labeled Vehicle Operation, Vehicle Maintenance, Non-Vehicle Maintenance, and General Administration? Are capital expenses for purchase of equipment included?  

	Reconciliation of financial records
	
	
	· Does the project reconcile its financial records with the grantee’s financial records?

	New funding sources
	
	
	· What new funding sources has the lead agency pursued within the last year?

	Cash flow
	
	
	· Does the project have adequate cash flow?   Does the project have carry over funds available?

	Vehicle Replacement Account
	
	
	· Does the project have a vehicle replacement account?  How is the rate determined?

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:  

	


	Rates, Fares and Contracts

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review Topics
	
	
	Sample Discussion Topics

	Surcharge Rate 
	
	
	· Does the coordination lead agency charge a surcharge?  How was the surcharge rate established?

	Fare collection, handling, and reconciliation
	
	
	· How are fares collected, reconciled, counted, deposited? 
 

	Contracts
	
	
	· Are all contracts written and reviewed annually?  Has the lead agency had requests for contract service that can not be filled?  Are contract rates based on fully allocated costs?  

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:  

	


Project Name Xxxx Xx____    Site Visit Date x/x/xx____________
	STP Vehicle Utilization, Inspections, and Maintenance

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review Topic
	
	
	Sample Discussion Topics

	Vehicle Utilization
	X
	
	· Are the STP vehicles being used according to the ODOT STP application?

	ODOT Reporting
	X
	
	· Does the agency accurately report data to ODOT?

	Vehicle Inspections
	
	X
	· Are the STP vehicles being maintained properly?  Do the vehicles have the required equipment?  Has the agency modified the vehicle?

	Vehicle Disposition
	X
	
	· Have you received ODOT concurrence on all vehicle disposition requests?

	Routine Maintenance
	X
	
	· Does the agency follow a formal schedule for routine servicing and maintenance?    

· Are daily pre-trip inspections performed and documented?  

· Does the agency maintain an adequate record keeping system with a clear chain of command?  

· Does the agency keep documentation that repairs on each vehicle include the date of service or repair, a description of the service or repair performed, and the name of the person who performed the service or repair?

	Preventive Maintenance
	
	X
	· Does the agency follow the manufacturer’s recommended preventive maintenance schedule?  Does the agency follow a vehicle maintenance plan?  

	Lift maintenance/ADA equipment
	
	X
	· What does the agency do if a lift is not operational?  Is lift maintenance performed by a Braun or Ricon trained mechanic?  Does the agency have documentation of ADA related maintenance work?  Does the agency follow the manufacturer’s preventive maintenance schedule for ADA equipment?

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:    

	

	

	


	Safety and Insurance 

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review Topics
	
	
	Sample Discussion Topics

	Two-way Communications and Back-up
	X
	
	· Is the agency capable of two-way communication with all vehicles either via radio and/or cellular telephones?  Do the communication devices have a 110 volt or 12 volt power source backup?

	Insurance Requirements
	X
	
	· Does your insurance policy meet the minimum insurance requirements of the STP ($500,000 per occurrence/$300,000 bodily injury/$50,000 property damage.)  

	Fire extinguisher
	
	X
	· Are the vehicles equipped with fire extinguishers and are the drivers trained to use them?  Are the fire extinguishers inspected annually by a qualified individual?

	Seatbelt usage policy
	X
	
	· Is there a formal seatbelt usage policy for drivers and passengers?

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:   

	

	


Project Name Xxxx Xx____    Site Visit Date x/x/xx____________
	Driver and Training Requirements

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review and Verification
	
	
	Sample Discussion Topics

	Driver Requirements
	X
	
	Does the agency have documentation that: 
· drivers are 18 years or older; 
· drivers have valid driver’s licenses; 
· drivers are not residents of another state;
· the agency has a recent certified abstract of all applicants’ record of conviction for violations of motor vehicle laws by the registrar of motor vehicles and that they do not exceed 6 points;
· the agency has criminal background checks through the Bureau of Criminal Identification and Investigation for all applicants; 
· the agency has a policy as to how they will handle the outcome of criminal background checks; 
· the agency has a signed statement from a licensed physician acting within the scope of the physician’s practice declaring that the applicant is physically capable of safely transporting customers?  

	Driver Training Requirements (within 6 months of hire)
	
	X
	Does the agency have documentation that drivers have completed the following training? 
· DRIVE or ODOT-approved Passenger Assistance Course 
· Compliance with FMCSA D & A training requirements (if CDL)
· Certificate of completion of CPR training
· Certificate of completion of First Aid training
· Defensive Driving Course (ODOT encouraged)

· Wheelchair Securement

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:   

	

	


	JARC Program Questions 

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review and Verification
	
	
	Sample Discussion Topics

	Transportation Service
	X
	
	· How is transportation service being expanded or improved?  What new or innovative services will be implemented?

	Project Performance
	X
	
	· How is performance measured?  Is the project cost effective?  What are the performance trends?

	Program Measures 
	X
	
	· What are the total one-way passenger trips?  What is the total of one-way trips for target (low-income individuals seeking jobs) populations?  

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:   

	

	


	NF Program Questions 

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review and Verification
	
	
	Sample Discussion Topics

	Transportation Service
	X
	
	· How is transportation service being expanded or improved?  What new or innovative services will be implemented?

	Project Performance
	X
	
	· How is performance measured?  Is the project cost effective?  What are the performance trends?

	Program Measures 
	X
	
	· Are Program Measures reported to ODOT monthly?  What are the total one-way trips for target populations (individuals with disabilities)?  Is there an increase in geographic coverage, service quality, and/or service times?

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:   

	

	


Project Name Xxxx Xx____    Site Visit Date x/x/xx____________
	JARC/NF Financial Management 

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review and Verification
	
	
	Sample Discussion Topics

	Budget
	X
	
	· How is the budget prepared?  Are in-kind expenses included?  Does the budget narrative include documentation of how indirect costs are calculated?

	Fare collection, handling, and reconciliation
	X
	
	· How are fares collected, reconciled, counted, and deposited?

	Contracts 
	X
	
	· Are all contracts written and reviewed annually?  Has the lead agency had requests for contract service that cannot be filled?  Are contract rates based on fully allocated costs?  

	State Reporting Requirements
	X
	
	· Have you reported financial and operating data to ODOT quarterly based upon the National Transit Database Chart of Accounts?

	Audits
	X
	
	· Do you have an annual audit that follows the Single Audit Act of 1984 and OMB Circular A-133?  Have you sent your most recent audit to ODOT?

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:   

	

	


	OCP/STP/JARC/NF Regulatory Compliance

	
	S
	NI
	Areas are identified as satisfactory (S), needing improvement (NI), or not applicable (NA).

	Review Topic
	
	
	Sample Discussion Topics

	Federal Transit Administration - Procurement
	X
	
	· Do you have a procurement policy with a protest procedure?   Have you submitted procurement documentation to ODOT for purchases greater than $5,000?   Is the agency following FTA procurement requirements for non-vehicle items?

	Facility Maintenance and Construction 
	X
	
	· Have all federally and state-funded construction projects been approved through the ODOT Project Scoping Process?  Do you have a Facility Maintenance Plan?

	Public Notice
	X
	
	· Was a public notice published as part of the grant application process for capital projects in the newspaper of the widest circulation prior to the application deadline?  Did you conduct a public hearing and include a summary of the public hearing in the grant application?

	Section 5333(b) (JARC only)
	X
	
	· Has the JARC subgrantee executed the 5333(b) labor warranty and posted the Section 5333(b) notice?  

	Exclusive School Transportation
	X
	
	· Does the service include exclusive school transportation? (prohibited for STP and JARC, allowed for NF) 

	Buy America
	X
	
	· Do you comply with Buy America (49 USC 5323(j) 49 CFR Part 661)?  

	Pre-Award and Post-Delivery Audits
	X
	
	· Does the subgrantee monitor procurements for vehicles in accordance with the FTA “Pre-Award and Post-Delivery Audits of Rolling Stock Purchases” and subsequent guidance as issued by FTA?  

	Bus Testing
	X
	
	· Has the subgrantee certified  its compliance  with 49 CFR, Part 665, for all applicable vehicles?  

	Restrictions on Lobbying
	X
	
	· Has the subgrantee submitted certifications and assurances in its grant application that it restricts lobbying?  

	Locally Developed Coordinated Public Transit Human Services Transportation Plan (Coordinated Plan)
	X
	
	· Does the agency currently participate in a Coordinated Plan?  How is the agency involved in the development of the plan?  Does the agency plan to apply for additional STP vehicles and how will the vehicles be used to implement the plan?  What priority has been assigned to the STP vehicle acquisition in the plan?    

	Americans with Disabilities Act Compliance
	
	X
	Does the agency have the following written policies and procedures in place?  

· ADA Compliance Policy

· Job Descriptions

· Service Area

· Service Hours

· Access to Information

· Seatbelt Policy

· Wheelchair Securement

· Passengers with Portable Oxygen Breathing Aids

· Lift Procedures

· Personal Care Attendants

· Service Animals

· Trip Denials

· Preventive Maintenance

· Daily Pretrip Inspections



	OSHA Requirements
	X
	
	· Does the agency have an exposure control plan that is reviewed annually or whenever necessary?  
· Have drivers received annual bloodborne pathogens refresher training?  Is the training conducted by a qualified professional?  
· Does the agency document all training and persons attending?  Do all vehicles include an isolation and biohazard disposal kit that is permanently installed or secured on the vehicle?  
· Have the drivers been offered the hepatitis B vaccine and has it been documented? 
· Does the agency maintain the proper equipment at the facility to handle a biohazard emergency?  
· Are employees familiar with biohazard emergency procedures?

	Title VI of the Civil Right Act…Limited English Proficiency
	
	X
	· Has the agency done an assessment of the Limited English Proficiency population in its service area?  Does the agency have a Limited English Proficiency Plan?

	Substance Abuse Policy/ FMCSA Drug and Alcohol requirements if agency employees CDL drivers 
	
	X
	· Does the agency conduct pre-employment drug and alcohol testing?  Does the agency conduct alcohol testing under its own authority? (ODOT requirement)

	Federal Motor Carrier Safety Administration
	X
	
	· Does the agency operate across state lines? 

· Is the agency registered in each state?  

· What are the insurance requirements of each state?  Can the agency provide proof of insurance levels? 

	
	
	
	

	Notes/Comments/Strengths/Weaknesses:  
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