TEAM Training Outline: From Application to Obligation
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Application for Funds

Locate Recipient ID 

1. Be sure to query using Status=ALL 

2. If the recipient is brand new, TBP must be notified to add the recipient to TEAM. (Use TEAM Vendor Number Request Form, found on FTANet/Electronic Forms/TEAM Forms)

Create New Application/Copy Existing Application/Amend Existing Project

1. Copy existing Application if there a project that is very similar.

2. Amend a project if there is a change to funds or duration, but no significant change in scope

3. Electronic vs. Paper in TEAM

a. Paper = FTA person fills out application in TEAM and gets signatures from Recipient on paper. Unless the grantee has a PIN, the application must be paper in order to submit.

b. Electronic=Recipient fills out application in TEAM and gets signatures from Recipient using PIN numbers obtained from TBP. 

Modify Application

Project Information

1. General Tab

a. Project type

b. New/Continuing/Amendment

c. Amendment Reason

d. FTA Project Manager

2. Paper application

a. Control Totals Tab

b. FTA amount in amendment column

c. Local amounts (if any)

Budget Information

1. The Activity Line Item (ALI) Tree

a. From the TEAM Home Page – Excel Spreadsheet with a pictorial code structure

b. A Scope represents a category of activities (1st 4 digits of ALI Code)

c. An Activity Line Item (ALI) is a 6 digit code that describes the project activities in detail.

d. Break your entire budget down into a series of ALI Codes. 

2. Selecting Your Scope and ALI Codes from TEAM

a. For amendments or new projects click on <new ali> on left column and hit "ADD" button at top of screen.

b. Click on Magnifying Glass at top of screen to access budget detail.

c. Select scope from the top of the window (at least one is required)

d. Select Activity Line Item text you want to use.

e. Move to right of screen using right arrow key in middle of the screen.

f. Click "OK" to move selected line items to previous screen.

g. Use navigational table on left to bring up selected line items.

h. Enter $ amount in both budget fields on the right.

i. Difference totals at top will decrease as you use up the budget amount. This difference is the remainder between what you have put into your ALI code amounts and the Total Project Amount you specified earlier. You need to account for all Project Dollars in the ALI Code amounts.

Milestones


1. Edit milestone data by selecting the row on the left of the window

2. To add a new milestone: Click ADD, and select the appropriate item to attach a milestone to (Project, Scope or Individual Line Item)

3. Overwrite the words "new milestone" with accurate milestone and date.

4. At least one entry with estimated completion date is required.

Environmental Findings

1. Select the line item you want to use and click on "ADD" then OK.

2. Use the drop down screen and select OTHER

3. At least one entry is required.

4. NOTE: Classification II(c) Represents a “Categorical Exclusion” and is often used for research projects, procurements, and other HQ projects. If you are unsure of your Environmental Classification there is a document available to help you on the TEAM Home Page/Team Guidance-HQ/ TEAM-Web Environmental Selections.doc

Application Reviewer 

1. Run at any time to check your application for missing items or other errors.

Assign FTA (Official) Project Number

1. Click on "Assign Project Number" Button

2. NOTE:  If this is an amendment, you do not have to go through this step -- TEAM has already issued a project number.

3. Check cost center code. (Ex: TRI is 67000). If you are unsure of your Cost Center Code there is a document available to help you on the TEAM Home Page/Team Guidance-HQ/TEAM GUIDANCE.doc

4. Verify state code and section code are correct.  Activity code is the 3rd digit of your cost center – (ex: TRI  is "7").  If you are unsure of your Section Code there is a document available to help you on the TEAM Home Page/Team Guidance-HQ/TEAM GUIDANCE.doc

5. Mark  “Override with Next Available” on lower left of window

Review And Approval

Review Concurrence Dates

1. Enter date for "Application Submitted"  

2. Respond "YES" to message "You are about to place the amendment in a submitted status".

FTA Comments

1. Click on FTA COMMENTS button.

2. Select "Application Complete" in lower left hand corner.

3. Click on "OK" to save changes.

4. NOTE:  Status on lower left corner should change to "Reservation Required". 

Attach Documents

1. Approval Documents (SOW, GCE, Approval Memo, etc)

Applications/Submit application

Notify Reviewers

1. For Cooperative Agreements: FTA Comments Module. Highlight the “Conditions Of Award” Comments section from the list to the left.

2. EMAIL Linda Wolfe telling her project is ready to be reserved. 

3. EMAIL TCR and TCC individuals advising the project is ready for their review in team.

4. TCR and TCC will enter their comments/signoffs under FTA comments and review and approval screens. They should send you an e-mail when they have entered their comments.

5. You can also use the FTA comments (FTA internal comments on the screen) for comments on the project.

Funds Reserved

Review and Approval/Reservations

1. (contract number or TBD must go on this reservation screen)

a. Click <New UZA>, then ADD to add a new reservation

b. Select the money from the appropriate operating budget for your project (how do you know?), and enter the amount in the last column

c. Click OK when finished reserving funds

Project Awarded (Obligated)

1. EMT Members are delegated authority to obligate Grants, Cooperative Agreements, Intra-agency Agreements.  (Procurements and Interagency Agreements are obligated by Procurement – GWA’s with VOLPE are obligated by TOA-1).

a. Under Review/Approval select “Obligation/Award”.  Select the TAB marked “Award”. 

b. Prepare Talking Points for earmarked program funds

2. Funding Adjustments

a. Level 1 – same day undo of obligation

b. Level 2 – within 3 day undo of obligation 

c. More than 3 days – call help desk

Award Executed

3. Electronic Application: Recipient can execute funds. 

a. Execution/Execute Award

4. Paper Application: Recipient sends back the legal documents (if you sent out paper legal documents), you must then go in and execute the project.

a. Executed Date: From “Review and Concurrence", enter the date the agreement was executed by the recipient.

b. Click "ok" and the message appears "are you sure you want to execute this project.". Respond "yes" and the project will be authorized for recipient to draw down funds.
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