Approval Process: Grants/Cooperative Agreements


All projects MUST be entered into TEAM, irrespective of whether the Applicant submits an electronic application or a paper application.

1PAPER APPLICATION


2ELECTRONIC APPLICATION




PAPER APPLICATION

· “Paper Application” indicates that an Applicant has submitted its application outside TEAM.

· FTA staff must enter ALL required data and documents into the TEAM system.  

Following are the actions, listed in approximate chronological order, which must be completed before funding can be provided for the project:

1. Verify Applicant has current Fiscal Year Certifications and Assurances:  

a. FTA cannot award funding for a project until the Applicant has submitted its annual Certifications and assurances.  

b. Applicants that do not submit applications electronically will not usually submit their certifications and assurances electronically.  If the Applicant submits “paper certs”, attach a memo to the Recipient’s TEAM Data Record stating which Certifications and assurances the applicant selected and the date the applicant signed those Certifications and assurances.

2. Complete TEAM Application: After FTA receives the application, enter the project into TEAM using a temporary project number, and from the information in the application, fill in the appropriate options within the TEAM system:

a.
Project Information,

b.
Budget,

c.
Milestones,

d.
Environmental Findings,

e.
Fleet Status (if applicable), and

f.
FTA Comments.

3. Attach Approval Package: Prepare the approval package in accordance with the current year format for “Paper” projects, and use the paperclip function to attach it to the Project Application Record in TEAM system.  You may also attach other documents in TEAM as necessary.

4. DOL Certification: Although most Headquarters research projects will not require a Department of Labor certification, section 5314 and other research, development, or demonstration projects involving operations will require DOL certification and all projects using capital investment funding will require DOL certification UNLESS there are clear indications in legislative history or other documents indicating the DOL clearance will not be needed.  Nevertheless, it is necessary to indicate in TEAM whether or not a DOL certification will be required.  To do so, access “Review/Concurrence Dates” within the Review and Approval option, and click on the “DOL Certification” tab.

a.
If the project does not require a DOL certification, click on the “N/A” radio button. 


b.
If the project requires a DOL certification, click on the “Submit for Certification.  After DOL sends FTA the certification, return to the “DOL Certification” tab and insert the date of DOL certification.

c.
If the project may require a DOL certification for transit operations activities to be conducted in a later phase, click on the “Submit for Information” radio button.

5. Assign TEAM Project Number and Submit Application 


6. Notify TCR and TCC that legal and civil rights concurrences are needed.


7. Reserve funds after TCR and TCC concurrences have been obtained.


8. Send award letter and grant or cooperative agreements to EMT member for signature.


9. Obligate funding for the project in TEAM

10.
Execute the award in TEAM using the date recipient signed the “paper” agreements.

ELECTRONIC APPLICATION

· “Electronic Application” indicates that an Applicant has submitted its application in TEAM.

· After the Applicant has submitted its application, FTA staff then enters FTA information in TEAM.  

Following are the actions, listed in approximate chronological order, which must be completed before funding can be provided for the project:

1) Verify Applicant has current Fiscal Year Certifications and Assurances:  

a) FTA cannot award funding for a project until the Applicant has submitted its annual Certifications and assurances.  

b) Applicants that do not submit applications electronically will not usually submit their certifications and assurances electronically.  If the Applicant submits “paper certs”, attach a memo to the Recipient’s TEAM Data Record stating which Certifications and assurances the applicant selected and the date the applicant signed those Certifications and assurances.

2) Verify Applicant has Completed TEAM Application:  with temporary project number, and from the information in the application, fill in the appropriate options within the TEAM system:

a) Project Information,

b) Budget,

c) Milestones,

d) Environmental Findings,

e) Fleet Status (if applicable), and

f) FTA Comments.

3) For Electronic Cooperative Agreements, make sure that the Federal and Recipient Roles have been entered in the “FTA Comments” option in “Conditions of Award.”  This is the only way that the Federal and Recipient roles (which are essential to a cooperative agreement) can be reflected in the body of an electronic cooperative agreement.

4) DOL Certification: Although most Headquarters research projects will not require a Department of Labor certification, section 5314 and other research, development, or demonstration projects involving operations will require DOL certification and all projects using capital investment funding will require DOL certification UNLESS there are clear indications in legislative history or other documents indicating the DOL clearance will not be needed.  Nevertheless, it is necessary to indicate in TEAM whether or not a DOL certification will be required.  To do so, access “Review/Concurrence Dates” within the Review and Approval option, and click on the “DOL Certification” tab.

a) If the project does not require a DOL certification, click on the “N/A” radio button. 

b) If the project requires a DOL certification, click on the “Submit for Certification.  After DOL sends FTA the certification, return to the “DOL Certification” tab and insert the date of DOL certification.

c) If the project may require a DOL certification for transit operations activities to be conducted in a later phase, click on the “Submit for Information” radio button.


5) FTA assigns an official project number: After FTA is satisfied with the information submitted, and if FTA decides to approve the project.


6) FTA then notifies the Applicant that it has assigned the official project number.


7) Applicant Submits Application: The Applicant then must submit the project electronically using the official project number.


8) Attach Approval Package: Prepare the approval package in accordance with the current year format for “Electronic” projects, and use the paperclip function to attach it to the Project Application Record in TEAM system.  You may also attach other documents in TEAM as necessary.


9) Notify TCR and TCC that legal and civil rights concurrences are needed.


10) Reserve funds after TCR and TCC concurrences have been obtained.


11) Advise the EMT member that the FTA award is ready to be PIN’d in TEAM.  Make EVERY effort to persuade the EMT member to enter his or her PIN.  Otherwise, obtain a memorandum signed by the EMT member demonstrating that he or she made the FTA Award for the project.

12) Advise the Recipient that the FTA Award has been made and funding has been obligated for the project; and that it must now enter its PIN to execute the FTA award.
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