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Figure 1. TEAM Main Menu
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Figure 2, The Earmarks Tab of the Project Information Screens
*** Please check CONGRESSIONAL DISTRICTS for accuracy!
Figure 3. The earmark pick list for a grant

When you click on the magnifying glass on the Earmarks Tab of the Project Information Screen, you will be provided with the list of available earmarks appropriate for that grant (within the state, having a corresponding program, and having an available balance)

Figure 4. Data Query: Earmark Report 

This data query was developed to provide the user with a listing of all of the information tracked at the Earmark Level.

Use the “Additional Search Criteria” to filter the list to a particular year, program, or state.

The query returns an Excel-style file that can be used to report on Earmarks.
Figure 5. Dynamic Query: Earmark Grant Report

This data query was developed to provide the user with a listing of all of the information tracked at the Grant Earmark Level.

Use the “Additional Search Criteria” to filter the list to a particular program, all or part of an earmark ID, fiscal year, or state.

The query returns an Excel-style file that can be used to report on Earmarks and their associated grants.

Figure 6.  Earmark Administration Screen
This module was created for select users to have the ability to centrally manage the data relating to all program earmarks. This is the list that is used to select earmarks from in Figure 3. 

	Assess NEW Earmarks

	FREQUENCY
	Annually, begins with published earmarks from appropriations committees

	OWNER
	TPM

	DESCRIPTION
	Annually, the appropriations committees assemble a list of projects that are to be funded. The final list is published to http://thomas.loc.gov/. In TPM, these projects are reviewed by respective program manager: states identified, clarifications made, program takedowns calculated, etc., and the list is reassembled for import into TEAM, both for operating budgets as well as earmark tracking.

	DETAILS
	


	Load New Earmarks, Generate Federal Register Tables

	FREQUENCY
	Annually, after earmarks have been assessed from appropriations committees

	OWNER
	TPM

	DESCRIPTION
	TPM provides the NEW Earmarked Project List to the TEAM Help Desk for loading. Only NEW earmarks should be assigned a NEW ID. Continuing Project Earmarks can be edited in TEAM, Earmarks Administration.
Once all earmarks are loaded, the Federal Register can be published with Earmarks by FY, Program, State, and Unobligated Balance.

	DETAILS
	The following details are loaded for each annual earmark appropriation into the EARMARKS Table (* indicates a required field)

a. * Unique Earmark ID (format E-FFY-PROGRAM-SEQNO, example: E2006-BUSP-001)

b. * FY

c. * Lapse Year

d. * Program

e. Earmark Manager

f. State(s)

g. * Status (New)
h. * Earmarked Project Title

i. * Amount

j. Unobligated Balance (same as * Amount for New Earmarks)
k. Unobligated Balance Date

l. Recipient ID(s)

m. Notes

n. Date Last Updated

o. Updated By

The TEAM Earmark Report is run and the value of Unobligated Balance for each Earmark is used to identify Amount or carryover.

TPM staff can take this Earmark Report, and tally it by status, FY, program and state, in order to create the tables used to publish earmarks in the Federal Register. This can be accomplished using the Earmark report in TEAM, and aggregating them by FY, state, and program. 


	Verify/Set up Earmark Operating Budgets

	FREQUENCY
	Annually, after TEAM is closed for carryover, and once the new earmarks are loaded for new earmarks.

	OWNER
	TBP

	DESCRIPTION
	Provides the full list of Earmark Unobligated Balances for balance verifications and carryover setup.

	DETAILS
	The TEAM Earmark Report is run and the value of Unobligated Balance for each Earmark is used to identify carryover.

TBP staff can take this Earmark Report, and tally it by program and state, in order to determine the exact amount to load to each state’s program apportionment record. This can be accomplished using the Earmark report in TEAM, and aggregating them by FY, state, and program. 

To make the funds available, an authorized TEAM user would edit the apportionment records for each state and program, to add these funds.

Account Classification Codes designate the various accounts funds can be drawn from. In the case of EARMARKED projects, the funds are added to the accounts as follows:

Account Class Code

FFY.APPROP.SECTION.LIMITATION

Example:

2005.47.03.31 – this code represents the Capital Bus Program Operating Budget for 2005

The Operating Budget is further broken down into Apportionments by Urbanized Area Code (FTA uses this code to describe the area of the fund recipient, either a small or large Urbanized Area, or a Statewide code )

Examples:

State                            UZA Name                  UZA Code

CALIFORNIA
CALIFORNIA
60000*

CALIFORNIA
LOS ANGELES, CA
60020
CALIFORNIA
SANTA ROSA, CA
62250
* This state UZA is used to hold the funds for all earmarked projects in CA


	Manage Earmark List

	FREQUENCY
	Annually, begins with earmarks being made available in TEAM.

	OWNER
	Grantmaking Offices, TPM

	DESCRIPTION
	Update the following information in the Earmarks Table on a regular basis, as necessary.
Field

Description

Regional Responsibility

HQ Responsibility

*earmark id

The unique id for an earmark

X

*fy

The FY an earmark was designated by congress

X

*program

The FTA funding program of the earmark (BUSP, NWST, ALTA, JARC,CLNF)

X

state 

Two digit state code (if more than one, separate them with commas)

X

X

*Earmarked Project Title

The official name of the earmark in the congressional designation

X

*Amount

The official amount of the earmark in the congressional designation

X

earmark manager

The FTA staff person responsible for managing this earmark and grants

X

status

Choose one:

· New (New earmark)

· Recipient Identified (Recipient known, no applications in process)

· Application under Review (Application in process)

· Active (Active TEAM Projects, not fully obligated)

· Extended (lapse year extended

· Funds Expended (fully obligated)

· Lapsed (remaining available funds, past lapse year)

· Other (enter notes)

· Reprogrammed (congressionally reprogrammed – enter notes)

· Eliminated (congressionally reprogrammed – enter notes)

· Closed (all funds expended, all projects closed)

X

recipient id
If recipient is known, but no applications have been initiated enter ID(s) or name here.

X

parents

Enter a parent project (New Starts Fast Track Project ID)

X

X
notes

Enter any notes as necessary. 

X

X

unobligated balance

The official available balance after all obligations and deobligations have been recorded. HQ is responsible for updating these balances upon entry into the release process.
X

Date balance updated
The time stamp of the last update to the unobligated balance
X

lapse year

The year the funds will lapse

X

safetea-lu id

The ID from SAFETEA-LU legistation

X

last update date

The time stamp of the last update.

X

X

last updated by

The user name of the last update.

X

X

* These fields are fixed when earmarks are loaded, and can only be edited through the help desk.

	DETAILS
	ACCESS to the Earmark Administration Module is limited, and must be requested through TPM.

The Earmark record MUST contain a state code and a lapse year >= current fiscal year and an unobligated balance > $0 in order to be made available to the TEAM user to pick when making a grant.

The TEAM Earmark Report can be used to assist in identifying earmarks that are New, have remaining balances, are lapsing, etc.
The TEAM Earmark Grant Report can be used to assist in identifying grants associated with earmarks, and the amounts that been applied, reserved, obligated, deobligated, etc.


	Make Grants For Earmarked Projects

	FREQUENCY
	Throughout the year

	OWNER
	Grantmaking Offices

	DESCRIPTION
	Assuming that the earmarks have been loaded and funding accounts have been set up, a grantmaker can begin the regular process of entering an application for a grant in TEAM.

The grant application in TEAM consists of several screens which may require information. This guidance deals only with the changes in process relating to identifying an earmark. See the program circulars, Grantmaking SOPs, additional program guidance, or the TEAM User Guide for more information on other components of the grantmaking process.
To identify an earmarked project grant, use the Earmarks tab on the Project Information Screen to pick the earmarks, enter the talking points, and send the reserved grant off for release.



	DETAILS
	1. Complete the grant project application. (Consult program circulars or grantmaking SOPs for more information)

2. NEW! Enter or verify information on the Earmarks tab:

Select earmark(s) on the TEAM Project Information, Earmarks tab. Be sure to specify the amount from this earmark to be applied.
Talking Points Overview

Ten to twenty word summary of the project derived from the talking points.

Talking Points

Plain English description of what the project will buy and where it will be implemented. Include any Earmark IDs and earmark project titles used to fund the project.

A Good Example:

The funds in this grant will be used to purchase two replacement, forty-foot, low-floor accessible, hybrid electric-gasoline powered buses with on-board automatic vehicle locator systems to replace older buses that have reached the end of their useful life.

The new buses will be deployed on service routes within the Long Beach Transit’s service area, which comprises of 96 square miles and includes the cities of Long Beach, Artesia, Compton, Lakewood, Signal Hill, Carson, Hawaiian Gardens, Paramount, Bellflower, Seal Beach, and Cerritos, all within Los Angeles County, California.

All administrative and statutory requirements have been met.

FUNDING INFORMATION:


E2004-BUSP-042: FY04 Section 5309 Bus and Bus-related Facility Alloction - CA – Long Beach Transit buses and bus facilities, California - $970,874

Place of Performance

List cities, counties where the project is based. Can list “statewide”.

Congressional Interest Expressed by

ONLY list Congressional Staff that have expressed interest DIRECTLY in the project via mail, email, or telephone. Include Name, State and District. OTHERWISE LEAVE BLANK.
3. Send grant project through the release process: 

Once funds for the project are reserved, you can check the box on the TEAM Project Information, Earmarks tab “Send through Release Process”. This will send the talking points and other information to the HQ Grants Notification System, GNS, for processing. It will also stamp the “Date Sent for Release” in TEAM, Review/DOL Dates.

4. Release Grant

Once you receive notification that the grant has been released, enter the “Date Released” in TEAM, Review/DOL Dates.

5. Obligate Grant as you would normally


	Release Grants For Earmarked Projects

	FREQUENCY
	Throughout the year

	OWNER
	HQ Program Offices (TPM, TRI, etc)

	DESCRIPTION
	Once grants are set to the Release Process in TEAM by grantmaking offices, they are loaded automatically into the GNS system. 

In GNS, HQ offices will review the Talking Points and grant details, and in TEAM, verify the funding source, and update the earmark unobligated balance. This will immediately make only the remaining amount available, if any, to grantmakers.

NOTE: In the case of any deobligations to earmarked projects, HQ program managers will also need to update the earmark unobligated balance using the TEAM Administration, Earmark Administration module.

Once released, notification will be sent to FTA grantmaking staff to enter the release date for the project grant into TEAM, and complete the project grant award process.

	DETAILS
	1. Grantmaking offices send TEAM grant “To Release Process”

2. All grants are loaded into the GNS System Queue “New Grants Records (FTA)”.
3. TPM Administration staff will review the GNS queues regularly and move grants to the “Program Manager Queue” for processing.

4. HQ (TPM/TRI) Program Managers will:

4.1. In GNS, review the Talking Points and grant details, and forward to Program Director/Release Staff

4.2. In TEAM, verify the funding source, using the TEAM, Review and Approval, Reservations module. 

4.3. In TEAM, update the earmark unobligated balance using the TEAM Administration, Earmark Administration module. This will immediately make only the remaining amount available, if any, to grantmakers in TEAM.

5. To review all grant/earmark activity, use the TEAM, Dynamic Query, Data Query, Earmark Grant Report. This report shows all grants made against earmarks with key information that can be used to verify obligations.

6. To review all earmark information, use the TEAM, Dynamic Query, Data Query, Earmark Report. This report shows all earmark data in use.

7. For more details on Release Processing, see the GNS System and “Procedures for the Release Process of Grants against Congressional Earmarks” located on FTANet, Applications, located alongside the link to the GNS system.


Several updates were made to TEAM to accommodate the new functions:














A new tab was added to the Project Information Screen, entitled “Earmarks”. Use this tab to associate your grant with one or more earmarks, specify talking points, and send through the release process.





























A new administration module was built for select staff to manage earmark details, including state, lapse year, status, balance, etc.












































Two new data queries were provided to enable a user to report on earmarked grants. 





Use checkbox to send the reserved grant through the release process





Information is displayed regarding original amount and last update





Use this area to edit the Earmark information to reflect new status, state, Manager, or notes.





Use this area to select the earmark(s) to list. 
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