September 19, 2003

TEAM Financial Processes

The Ten Most Frequently Asked Questions and Concerns from FTA Users

1. I just deobligated a project. Why is there no operating budget so I can re-obligate these funds?

Deobligated funds are not automatically updated on an operating budget when the deobligation takes place.  Deobligations from section 5309 bus and new starts must have congressional approval for reuse.  Deobligations from section 5314, national TPR must have TOA approval and go through the program plan process.  Budgets for recovered funds are updated on a bi-weekly or monthly basis.  If there is a critical need to reserve/obligate funds, the budget can be made available immediately by contacting Stephanie Harris, Granville Hurley or Pam Brown of the Budget staff for all accounts.

In addition to the help desk, notify the Budget staff of any requests for “Reverse Deobs” because the operating budgets must be decreased.  A reverse deob can only be accomplished in the same year that the obligation took place.
2. I obligated a project too soon, whom do I notify for a change in the award date?

Notify TBP, the Help desk and the program manager as soon as possible.  The sooner the better.  A request to change an award date on a project within the same accounting period is the ideal situation.  Changing an award date after month end close or quarterly closeout is not ideal because we have already reported these numbers to OST, OMB and Treasury.  Also, depending on the time of month or year, the obligation amounts may have been used in answering congressional Q&A’s or may have been used to chart historical information. 

3. Why do I need to notify the Help desk, TBP and TPM when I obligate a project with the incorrect source of funds?

If the funds were incorrectly obligated in the current fiscal year you should be able to accomplish a current year obligation and a current year deobligation without assistance from the help desk.  All records and interfaces will automatically update.

If the funds were incorrectly obligated in a prior fiscal year, we do not want to report them as obligated again this fiscal year.  The help desk will have to change the account code, TBP will have to adjust the operating budget in TEAM and adjust the detail record in DELPHI, and the program manager will have to adjust their records.

4. Why is TBP so interested in the data entered in TEAM by the regional offices?

TBP is interested because

· We have to use the data for external reporting to OST, OMB, and Treasury

· We provide data from TEAM to TOA, the auditors and the IG.

TBP uses TEAM data

· To answer Q&A’s from Congress.

· For historical and statistical information to formulate our budget request to Congress each year.

5. How long does it take for an obligation (grant award) or authorized disbursement (award execution) to be recorded in the accounting system?

A grant award or award execution event entered in TEAM is usually transmitted to the accounting system on the next business day.  If the transactions update in the accounting system successfully, they are passed back to DOTS on the second business day for overnight download to TEAM.  The transactions will be posted in TEAM on the third business day.  

The ECHO payment system receives authorized disbursement transactions from DOTS on the second business day.  This transaction is required for initial obligations, amended obligations and FPC transfers. 

NOTE:  No TEAM transactions are passed to the accounting system on the last business day of the month.   This causes a two-day delay in posting of transactions in each respective system.
6. How long does it take for a FPC (financial purpose code) transfer to be recorded in the accounting system?


A FPC transfer event entered in TEAM requires the same number of business days as the obligation and authorized disbursement transactions indicated above.  Presently, the financial systems staff should be notified of all FPC transfers so that they can monitor the corresponding transactions in the interface to the DELPHI accounting system.  This may add one business day to the process.

NOTE:  After performing a FPC transfer, FTA users should check TEAM within five to seven business days to ensure that obligations and authorized disbursement transactions have been adjusted properly.
7. How long does it take for a disbursement to be reflected in TEAM?

A disbursement transaction generated from the ECHO payment system will not be transmitted to DELPHI until the business day of the paid date which is usually the next business day after a draw down request is made by the Grantee.  The disbursement transaction is passed back to DOTS for downloading to TEAM during the overnight processing. 

8. What happens when the user does a deobligation in TEAM and the grantee also draws down the available balance?

When a deobligation transaction is entered in TEAM and passed to DELPHI, it generally posts before the disbursement transaction is received by DELPHI.  Therefore, the disbursement cannot be recorded.  There are two options to resolve this discrepancy:

1) FTA user in the regional/program office can request a REVERSE Deobligation procedure from the TEAM Helpdesk to put the funds back to the project.  OR
2) FTA user can request a REFUND from the grantee [either through the Treasury 

      Lock Box procedure (check for amounts $10,000.00 or less and wire transfer for 

amounts greater than $10,000.00) or credit through ECHO process (amounts equal

to or greater than $1.00)]. 

9.  What is the difference between fund substitutions and fund adjustments?

a) Fund Substitutions are generally made for prior fiscal year obligations where one or more funding sources have been deobligated from a project and these funding sources would lapse at the end of the current fiscal year unless they are re-obligated to another existing project.   This usually results in extending the availability of the most recent fiscal year funding for an upcoming project.

b)
Fund adjustments are generally made for current fiscal year obligations where one or more funding sources were mistakenly used during the reservation/obligation and award execution process for the same project. 

NOTE: 1) A fund adjustment may be requested for a project that was obligated in a 

prior fiscal year and the incorrect funding source were not identified until the current fiscal year.



 2) Any requests for adjustment of disbursements (due to a change in the 

     funding source or missing transaction) made to a project should be directed                                      

     to the Financial Systems Office (TBP-40) staff, not the TEAM Helpdesk.

10. When is the best time to notify budget and accounting about anticipated reimbursable agreements?

a) Budget Office staff should be contacted as soon as you know of an anticipated agreement before the agreement is signed.  FTA must have OMB approval to accept funds from other Federal agencies or organizations.  This approval generally takes at least one month after submission to be accomplished. These are just anticipated amounts.  If you find that there was a change somewhere and FTA will not be entering into an agreement do not be alarmed because this category reverts to $0 at the end of the fiscal year.

b) Accounting staff should be contacted via e-mail of pending award at the reservation stage in TEAM.  When the agreement is obligated in TEAM, the applicable documentation should be provided to accounting on the same day.

Questions from the TBP staff:

11. Why are there so many requests to update UZA records and operating budgets within the JARC program?  What can TBP do to decrease the amount of requests for these type adjustments?

12. Why are there so many requests to transfer Bus earmarks from the State UZA to the smaller UZA’s?  Can this be accomplished in advance?

STAFF CONTACTS for BUDGET, FINANCIAL SYSTEMS and ACCOUNTING:

BUDGET Office (TBP-20):

Kris Clarke (Office Director)

Pam Brown

Stephanie Harris

Granville Hurley
FINANCIAL SYSTEMS Office (TBP-40):

Gwen Daniel (Office Director)

Brian Gunter

Peter Noyes

Ray Sellers

Binh Truong
ACCOUNTING Office (TBP-50):

Godwin Nwosu (Office Director)

Katherine Lambert (Accounting Reports and Analysis Branch Chief)

Joe Grum

Vivian Jones

Stephanie Hamilton

Sheila Henderson

George Young

Sylvia Davis (Accounts Payable Branch Chief/ECHO Group)

Edith Shelton (ECHO Group)

Michael Whitaker (ECHO Group)

List of Financial Functions under TBP Responsibility

1. Account Classification Codes – Pam Brown, Gwen Daniel and Binh Truong  

2. Formula Apportionments – Pam Brown

3. Allotments and Operating Budgets – Kris Clarke, Pam Brown, Stephanie Harris and Granville Hurley

4. UZA (Urbanized Area) Transfers – Pam Brown and Stephanie Harris

5. FHWA Transfers – Granville Hurley 

6. Obligations, Deobligations and Reverse Deobs – Pam Brown and Gwen Daniel

7. Authorized Disbursements – Brian Gunter and Gwen Daniel

8. FPC (Financial Purpose Code) Transfers – Gwen Daniel, Peter Noyes and Binh Truong 

9. Fund Substitutions – Pam Brown, Gwen Daniel and Katherine Lambert

10. Fund Adjustments – Joe Grum, Peter Noyes and Gwen Daniel

11. Missing or Duplicate Disbursements/Refunds/Credits in TEAM – Brian Gunter, Peter Noyes and Binh Truong

12. Refunds – Joe Grum and George Young

13. Cancelled Checks and ECHO Credits – Edith Shelton and George Young

14. Vendor Code Set-up and Vendor Name Changes – Sheila Henderson

15. Reimbursable Agreements – Joe Grum and Vivian Jones

16. General Working Agreements with Volpe – Stephanie Hamilton

17. Contracts with program funds – Sylvia Davis

18. Closeouts with unliquidated balance – Brian Gunter, Gwen Daniel and Peter Noyes

19. Payment Method for grantees – Ray Sellers, Edith Shelton and Michael Whitaker

20. Drawdown Rules for Payment Requests – Ray Sellers, Gwen Daniel, Edith Shelton and Michael Whitaker

21. Audit Confirmations – Godwin Nwosu and Sylvia Davis

Staff Contacts for Other HEADQUARTER Offices

Resource Management and State Programs Office Director – Mary Martha Churchman, TPM

Section 5307, Urbanized Area – Ken Johnson, TPM
Section 5309, Bus – Joyce Larkins, TPM

Section 5309, New Starts –Cheryl Oliver and Kimberly Sledge, TPM

Section 5310, Elderly Persons & Persons with Disabilities – Sue Masselink, TPM

Section 5311, Non-urbanized Area – Lorna Wilson, TPM

Section 3037, Job Access & Reverse Commute, Sue Masselink, TPM

Section 3038, Over the Road Bus – Blenda Younger, TPM

Section 330 projects, Kimberly Sledge, TPM

Federal Highways transfers, - Nancy Grubb, TPM

Transportation Community Systems Preservation Project (TCSP) – Linda Wolf, TRI

Section 5303 &5313, Consolidated Planning Grants (CPG) – Candice Noonan, TPL
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