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EXHIBIT B 
Suggested Naming Convention Formats for ProcurementPRO

The following Naming Conventions are based upon research of Federal Circulars 4220 and 5010, 
as well as the Federal Best Practices Manual. Standardized naming conventions have been 
incorporated as well as suggested naming conventions as they pertain to “Other Useful 
Documentation, Checklists, and Structured Tabs for content management within the software 
design.

Naming Conventions have two primary uses. First they are instrumental in relational database 
design and its corresponding table structure through unique identifiers. Second, they offer a user-
friendly and familiar name that has become customary and expected language in the 
transportation industry.

Below are the suggestions for your consideration: 

A. Procurement Methods

Procurement Methods are anticipated to fall under one of six (6) categories as listed 
below.

1) Invitation for Bid (IFB) 
2) Request for Proposal (RFP)  
3) Request for Quotation (RFQ)
4) Sole Source
5) Piggyback
6) Non-Competitive Quotation 

B. Procurement Types

Procurement Types are anticipated to fall under one of five (5) categories as listed below. 

1) Professional Services/A&E 
2) Operations/ Management  
3) Rolling Stock Purchase
4) Construction   
5) Materials & Supplies 

C. Procurement Cost

Procurement Costs are anticipated to fall under one of three (3) categories as listed 
below.

1) Micro-Purchase (Less then $3,000, $2,000 for Davis Bacon) 
2) Small Purchase (Between $3,000 and $150,000) 
3) Sealed or Competitive Bid* (Above Small Purchase Threshold) 

*Sealed Bid – Refers to lowest priced responsive bid. 
*Competitive Bid - Refers to, Evaluation based on performance and circumstances other then price alone. 

D. Federal Clauses
Federal Clauses are anticipated to fall under forty-five (45) different categories. Twenty-
nine (29) unique federal clauses and an additional sixteen (16) titled “Other federal 
Requirements” as listed below. 

Clauses
1) Fly America Requirements 



2) Buy America Requirements 
3) Charter Bus and School Bus Requirements 
4) Cargo Preference Requirements 
5) Seismic Safety Requirements 
6) Energy Conservation Requirements 
7) Clean Water Requirements 
8) Bus Testing 
9) Pre-Award and Post Delivery Audit Requirements 
10) Lobbying
11) Access to Records and Reports 
12) Federal Changes 
13) Bonding Requirements 
14) Clean Air 
15) Recycled Products 
16) Davis-Bacon and Copeland Anti-Kickback Acts 
17) Contract Work Hours and Safety Standards Act 
18) No Government Obligation to Third Parties 
19) Program Fraud and False or Fraudulent Statements and Related Acts 
20) Termination 
21) Government-wide Debarment and Suspension (Non-procurement) 
22) Privacy Act 
23) Civil Rights Requirements 
24) Breaches and Dispute Resolution 
25) Patent and Rights in Data 
26) Transit Employee Protective Agreements 
27) Disadvantaged Business Enterprises (DBE) 
28) Incorporation of Federal Transit Administration (FTA) Terms 
29) Drug and Alcohol Testing 

Other Federal Requirements
30) Prohibition Against Exclusionary or Discriminatory Specifications 
31) Conformance with ITS National Architecture 
32) Access Requirements for Persons with Disabilities 
33) Notification of Federal Participation 
34) Interest of Member or Delegates to Congress 
35) Equal Employment Opportunity (EEO) and Fair Employment Practices 
36) Affirmative Action/ Equal Employment Opportunity Policy & Requirements 
37) Ineligible Contractors and Subcontractors 
38) Other Contract Requirements 
39) Compliance with Federal Regulations 
40) Real Property
41) Access to Services for Persons with Limited English Proficiency 
42) Environmental Justice 
43) Federal Single Audit  
44) Assignability Clause 
45) Catalog of Federal Domestic Assistance (CFDA) Identification Number 

E. Federal Certifications
Federal Certifications are anticipated to fall under one of nine (9) categories listed below. 

Certifications
1) Certification Regarding Lobbying (incl. Standard Form LLL when required)  
2) Certification Regarding Debarment and Suspension     



3) Certification of Bus Testing and Test Report      
4) Buy America Pre-Award Certification (Rolling Stock) 
5) Buy America Post-Delivery Certification (Rolling Stock) 
6) Buy America Pre-Award Certification (Steel, Iron, Manufactured Products) 
7) On-Site Inspectors Report       
8) FMVSS Certificate of Compliance 
9) Transit Vehicle Manufacturer Certification (DBE)  

F. Other Solicitation and Specification Requirements
Other Solicitation and Specification Requirements anticipated fall under one of eleven 
(11) categories listed below. 

1) Bid Proposal (One for Each Participating Municipality) 
2) Addenda Page          
3) Vehicle Pollution Control Requirements   
4) Locations of Technical Service & Parts Representatives  
5) Vehicle Warranty Requirements   
6) Detailed Vehicle Performance Specifications      
7) Illustrated literature of the vehicle to be provided 
8) Bid Bond 
9) Certificate of Eligibility   
10) Equal Employment Opportunity       
11) Certification Regarding Fire Safety Practices for Transit Bus Materials 

Selection        

G. Other Documentation and Checklists

Other Documentation and Checklists anticipated to be useful in facilitating best practices 
and assisting in a comprehensive procurement file are as follows. 

1) Bid Documentation Checklist 
2) Instructions for Competitive Bidding/Solicitation and Piggybacking 
3) Bidding/Solicitation Submission Documents 
4) Addenda Acknowledgment 
5) Piggyback Checklist 
6) Reimbursement Checklist 
7) Facility Checklist 
8) Categorical Exclusion Determination Checklist 
9) File Collection and Retention Checklist

H. Procurement Pro Tab Structure
The Tab Structure is the bond that holds the procurement file together for the duration of 
the project. Tab development will have many sub-tabs residing within each Tab that 
further guides the procurement process. For purposes of database relational design, only 
the Tabs are required in the naming conventions, and they are as follows. 

Tab 1 – Introduction and Instructions to ProcurementPRO 
Tab 2 – Master Checklist 
Tab 3 – Project Information Tab 
Tab 4 – Bid Development Tab 
Tab 5 – Solicitation and Bid Opening 
Tab 6 – Project Award 
Tab 7 – Progress Reports 
Tab 8 – Project Close-Out



For information purposes, Sub-Tab Structure can be viewed on the following pages. 

Procurement Pro Tab Structure
The Tab Structure should be inclusive of associated Introductions, Instructions, and Checklists pre-inserted based 

on initial project entries into the software program. The results would be a printable booklet for use throughout the 
process. If it is to also have virtual capabilities it would be in similar format only living on the web via login rights. 

Below are the recommended Tabs and Sub-Tabs to be built for assistance throughout the process. 

Tab 1 – Introduction and Instructions 

! Mission Statement 

! National RTAP “Acceptance Disclaimer” (guidance not enforcement tool, state and local 
procurement laws may supersede, not responsible for compliance statement, and an “I Accept 
These Terms” check box. 

! Introductions – Purpose and concept of program 

! Instructions – Brief and User-friendly instructions describing the process. 

Tab 2 – Master Checklist 

! Complete Project “At a Glance” – A useful “One Pager” for locating where you are in the 
procurement process without having to dig into the Tabs. 

Tab 3 – Project Information Tab 

! Project Title 

! Project Description 

! Project Estimate 

! Funding Secured 

! Master Contacts (Federal, State, Local) 

! Project Identifiers (STIP, TIP, Contract Num, Grant Num, etc)  

! Milestones Anticipated  

! Begin Building Project File 

! Obtain all necessary correspondence for “Approval to Proceed” 

Tab 4 – Bid Development Tab 
Including as required: Bid Documentation Checklist, Bid Instructions, Bid Submission Documents, 

Piggyback Checklist, Construction Checklist, NEPA Checklist, and Other Documentation Checklist 

! Independent Cost Estimate – Initial Determination and Justification of  the resources and costs 

that a project would incur in the performance of a contract. 

! Quotes Required Only – Micro-Purchase or Small Purchase

! State or Local Government Purchasing Schedule – Agreements State or Local Government has 
established with vendors to provide options to State or Local Government to acquire property or 

services. FTA encouraged, but all Federal requirements apply. 

! Bid Development 
! Bid Type – Fixed Price (IFB), Best Value (RFP), Sole Source,  Option (Piggyback), 

Qualification Based 

! Information for Bidders – Quotations, Definitions, Conformity, Materials, Parts, 
Compliance, Evaluation Criteria, Pollution Control, Location of Service and Parts, 

Warranty Requirements, Tax Exempt Status, Quote Requirements, Award, Completion 

Requirements, Liquidation, Payment Terms, DBE requirements, Delivery, 
Indemnification, Inspection, Appeals, Bid Review, Bonding, Documentation, 

Assignability, Conflicts, Model Contract. 

! Technical Specifications – Detailed Project Specifications.
! Clauses and Certifications – As required by project type and value.

! Continue Building Project File 

! Obtain all necessary correspondence for “Approval to Proceed” 

Tab 5 – Solicitation and Bid Opening 

! Advertise for Bid – Without Geographic Preference if using Federal Funding. 

! Approved Equals Process - As needed provide for an Approved Equals request process and allow 

time for timely response in a transparent manner. 



! Pre-Bid Meeting – If necessary plan a Pre-Bid meeting to address any questions well in advance 

of bid opening, to allow potential bidders appropriate time to prepare their proposals. All 
responses to questions should be in an open and transparent manner to all potential bidders. 

! Bid Opening and Recording – Record bid opening date, time, and those present. 

! Bid Review and Evaluation – Record review process, those on the selection committee, and 
evaluation and/or scoring criteria used in the review. 

! Bid Tabulation - Prepare a Bid Tabulation of all bidders for a side by side analysis of their 
scoring, reason and justification for selection, and reason for any disqualifications. 

! Cost or Price Analysis – Used to determine there was adequate competition, and analysis of 

selected cost elements. 

! Award Selection and Justification – A write-up on the chosen award selection, reasoning behind 

the selection, including results of reference checks, presentation results, firm qualifications, WBE 

and or DBE qualifications, scoring results, and any additional criteria used in the determination. 

! Draft Contract – Prepare a Draft Contract for review by all parties involved. 

! Continue Building Project File 

! Obtain all necessary correspondence for “Approval to Proceed” 

Tab 6 – Project Award and Contract Administration 

! Contract (Draft Version) – For initial review by all parties.

! Award Letter – Draft and send award letter with Draft Contract for review.

! Finalize Contract – After all parties agree to terms, finalize Contract including: 
o Task  and Delivery Orders - Agreement to fulfill all actual requirements of designated 

activities 

! Order to Proceed – Order project to commence.  

! Develop Project Milestones – based on project requirements, develop project milestones and 

benchmarks anticipated for the progression of the project. 

! Continue Building Project File 

! Obtain all necessary correspondence for “Approval to Proceed” 

Tab 7 – Progress Reports 

! Document Progress – Based on an established duration, build regular progress reports, record 

meeting minutes, document if all deliverables and task schedules are met/unmet, document 
problems, concerns, conflicts, delays, and their resolutions.  

! Change Orders – Changes to project should be documented, their effects on design, cost, copies of 
legislative resolutions if needed to implement change orders, and the projects time-line. 

! Cost Benefit, Cost or Price Analysis – Determination of reasonableness of costs associated with 

any change orders.  

! Modify Project Milestones – based on changes to the project modify project milestones 

accordingly. 

! Continue Building Project File 

! Obtain all necessary correspondence for “Approval to Proceed” 

Tab 8 – Project Close-Out 
 Including as needed: Reimbursement Checklist 

! Reimbursement Requests – Inquire approximately 30 days prior to anticipated project completion 
as to required documentation needed to request reimbursement of any grant funding to be applied 

to the cost of the project. 

! Finalize Milestones – Update all project milestones to their actual completion dates. Begin 
Project Close-Out Procedures 

! Physical Close-Out - Turnover of control of the product, good, or service. Takeover of 

maintenance of deliverables, operations, responsibilities and organizational structure. Procedures 
for turnover and acceptance. Turnover and acceptance activities, transfers, and documentation. 

Finally, physical transfer of the deliverable and acknowledgement of receipt (acceptance) of the 

project deliverable is executed 

! Administrative Close-Out – Preparation and collection of administrative and project 

documentation, logistics activities of project resources, archiving, financial account closure, 
facilities turnover (or closure), contract closure, and personnel reassignment. 

! Finalize Project File 

! Request Approval to Close-Out the Project 
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EXHIBIT D 
BUS TESTING CERTIFICATION

The undersigned bidder [Contractor/Manufacturer] certifies that the vehicle model 
or vehicle models offered in this bid submission complies with 49 CFR Part 665.

A copy of the test report (for each bid ITEM) prepared by the Federal Transit 
Administration’s (FTA) Altoona, Pennsylvania Bus Testing Center is attached to this 
certification and is a true and correct copy of the test report as prepared by the 
facility.

The undersigned understands that misrepresenting the testing status of a vehicle 
acquired with Federal financial assistance may subject the undersigned to civil 
penalties as outlined in the U.S. Department of Transportation's regulation on 
Program Fraud Civil Remedies, 49 CFR Part 
31. In addition, the undersigned understands that FTA may suspend or debar a 
manufacturer under the procedures in 49 CFR Part 29. 

__________________________________________________________________________
Name of Bidder/Company Name 

__________________________________________________________________________
Type or print name 

__________________________________________________________________________
Signature of authorized representative 

__________________________________________________________________________
Signature of notary and SEAL 

Date of Signature: ______/______/______ 
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BUY AMERICA CERTIFICATION STEEL OR MANUFACTURED PRODUCTS 

General Requirement (as stated in 49 CFR 661.5) 

(a)  Except as provided in 49 CFR 661.7 and 49 CFR 661.11, no funds may be obligated by FTA for a 
grantee project unless all iron, steel, and manufactured products used in the project are 
produced in the United States. 

(b)  All steel and iron manufacturing processes must take place in the United States, except 
metallurgical processes involving refinement of steel additives. 

(c)  The steel and iron requirements apply to all construction materials made primarily of steel or 
iron and used in infrastructure projects such as, transit or maintenance facilities, rail lines, and 
bridges. These items include, but are not limited to, structural steel or iron, steel or iron 
beams and columns, running rail and contact rail. These requirements do not apply to steel or 
iron used as components or subcomponents of other manufactured products or rolling stock, or 
to bimetallic power rail incorporating steel or iron components. 

(d) For a manufactured product to be considered produced in the United States: 
(1)  All of the manufacturing processes for the product must take place in the United 

States; and 

(2)  All of the components of the product must be of U.S. origin. A component is 
considered of U.S. origin if it is manufactured in the United States, regardless 
of the origin of its subcomponents. 

If steel, iron, or manufactured products (as defined in 49 CFR 661.3 and 661.5) are being procured, the 
appropriate certificate as set forth below shall be completed and submitted by each bidder or offeror 
in accordance with the requirement contained in 49 CFR 661.13(b). 

Certificate of Compliance with Buy America Requirements.
The bidder or offeror hereby certifies that it will comply with the requirements of 49 U.S.C. 5323(j)(1), 
and the applicable regulations in 49 CFR part 661. 

Company_________________________________________________________________________________ 

Name________________________________________________Title________________________________ 

Signature_____________________________________________Date________________________________ 

Certificate of Non-Compliance with Buy America Steel or Manufactured Products Requirements The
bidder or offeror hereby certifies that it cannot comply with the requirements of 49 U.S.C. 5323(j), but  
it may qualify for an exception to the requirement pursuant to 49 U.S.C. 5323(j)(2), as amended,  and 
the applicable regulations in 49 C.F.R. 661.7. 

Company_________________________________________________________________________________ 

Name________________________________________________Title________________________________ 

Signature_____________________________________________Date________________________________ 
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GOVERNMENT-WIDE DEBARMENT AND SUSPENSION (NONPROCUREMENT) 

49 CFR Part 29, Executive Orders 12549, 12689, and 31 U.S.C.6101 (Contracts over $25,000) 

Background and Applicability

In conjunction with the Office of Management and Budget and other affected Federal agencies, DOT 
published an update to 49 CFR Part 29 on November 26, 2003.  This government-wide regulation 
implements Executive Order 12549, Debarment and Suspension, Executive Order 12689, Debarment and 
Suspension, and 31 U.S.C. 6101 note (Section 2455, Public Law 103-355, 108 Stat. 3327).

The provisions of Part 29 apply to all grantee contracts and subcontracts at any level expected to equal 
or exceed $25,000 as well as any contract or subcontract (at any level) for federally required auditing 
services.  49 CFR 29.220(b).  This represents a change from prior practice in that the dollar threshold 
for application of these rules has been lowered from $100,000 to $25,000.  These are contracts and 
subcontracts referred to in the regulation as “covered transactions.” 

Grantees, contractors, and subcontractors (at any level) that enter into covered transactions are 
required to verify that the entity (as well as its principals and affiliates) they propose to contract or 
subcontract with is not excluded or disqualified.  They do this by (a) Checking the Excluded Parties List 
System, (b) Collecting a certification from that person, or (c) Adding a clause or condition to the 
contract or subcontract.  This represents a change from prior practice in that certification is still 
acceptable but is no longer required.  49 CFR 29.300. 

Grantees, contractors, and subcontractors who enter into covered transactions also must require the 
entities they contract with to comply with 49 CFR 29, subpart C and include this requirement in their 
own subsequent covered transactions (i.e., the requirement flows down to subcontracts at all levels). 

Instructions for Certification: By signing and submitting this bid or proposal, the prospective lower tier 
participant is providing the signed certification set out below.  

Suspension and Debarment
This contract is a covered transaction for purposes of 49 CFR Part 29.  As such, the contractor is 
required to verify that none of the contractor, its principals, as defined at 49 CFR 29.995, or 
affiliates, as defined at 49 CFR 29.905, are excluded or disqualified as defined at 49 CFR 29.940 and 
29.945.   

The contractor is required to comply with 49 CFR 29, Subpart C and must include the requirement to 
comply with 49 CFR 29, Subpart C in any lower tier covered transaction it enters into. 
By signing and submitting its bid or proposal, the bidder or proposer certifies as follows: 

The certification in this clause is a material representation of fact relied upon by the municipal 
corporation.  If it is later determined that the bidder or proposer knowingly rendered an erroneous 
certification, in addition to remedies available to the municipal corporation, the Federal Government 
may pursue available remedies, including but not limited to suspension and/or debarment.  The 
bidder or proposer agrees to comply with the requirements of 49 CFR 29, Subpart C while this offer is 
valid and throughout the period of any contract that may arise from this offer.  The bidder or 
proposer further agrees to include a provision requiring such compliance in its lower tier covered 
transactions.   

Contractor _______________________________________________________________________________   

Signature of Authorized Official _____________________________________________ Date ___/___/___    

Name and Title of Contractor's Authorized Official______________________________________________   
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CERTIFICATION AND RESTRICTIONS ON LOBBYING 

I, ________________________________________________________________, hereby certify  
         (Name and title of official) 

On behalf of _______________________________________________________________ that: 
        (Name of Bidder/Company Name) 

! No federal appropriated funds have been paid or will be paid, by or on behalf of the 
undersigned, to any person for influencing or attempting to influence an officer or 
employee of any agency, a Member of Congress, and officer or employee of Congress, or 
an employee of a Member of Congress in connection with the awarding of any federal 
contract, the making of any federal grant, the making of any federal loan, the entering 
into of any cooperative agreement, and the extension, continuation, renewal, 
amendment, or modification of any federal contract, grant, loan, or cooperative 
agreement.

! If any funds other than federal appropriated funds have been paid or will be paid to any 
person influencing or attempting to influence an officer or employee of any agency, a 
Member of Congress, and officer or employee of Congress, or an employee of a Member of 
Congress in connection with the federal contract, grant, loan, or cooperative agreement, 
the undersigned shall complete and submit Standard Form – LLL, “Disclosure Form to 
Report Lobbying,” in accordance with its instructions. 

! The undersigned shall require that the language of this certification be included in the 
award documents for all sub-awards at all tiers (including sub-contracts, sub-grants and 
contracts under grants, loans, and cooperative agreements) and that all sub-recipients 
shall certify and disclose accordingly. 

This certification is a material representation of fact upon which reliance was placed when 
this transaction was made or entered into.  Submission of this certification is a prerequisite 
for making or entering into this transaction imposed by 31 U.S.C. § 1352 (as amended by the 
Lobbying Disclosure Act of 1995).  Any person who fails to file the required certification shall 
be subject to a civil penalty of not less than $10,000 and not more than $150,000 for each 
such failure. 

The undersigned certifies or affirms the truthfulness and accuracy of the contents of the 
statements submitted on or with this certification and understands that the provisions of 31 
U.S.C. Section 3801, et seq., are applicable thereto. 

Name of Bidder/Company Name _____________________________________________________ 

Type or print nam_________________________________________________________________  

Signature of authorized representative __________________________________ Date __/__/__  

Signature of notary and SEAL________________________________________________________ 
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ON-SITE MANUFACTURER INSPECTION COMPLIANCE CERTIFICATION 
(Post-Delivery purchaser’s requirement, in compliance with the federal requirements of 49 U.S.C. Section 5323(m)) 

ON-SITE MANUFACTURER INSPECTION COMPLIANCE CERTIFICATION
(Rolling Stock Procurements for more than 10 vehicles for areas >200,000 in population) 

As required by 49 CFR Part 663-Subpart C, the 

_________________________________________________________________________________  
(Recipient’s name) 

Certifies that a resident inspector, 

_________________________________________________________________________________  
(Name of inspector) 

Was at ________________________________________________________ (the manufacturer’s) 
manufacturing site during the period of manufacture of the buses, 
_____________________________________________________________ (description of buses). 

The inspector visually inspecting the buses, the ___________________________________ (the 
recipient) has reviewed the inspection documentation, maintains a copy of this report, and 
certifies that the buses meet the contract specifications. 

ON-SITE MANUFACTURER INSPECTION COMPLIANCE CERTIFICATION
(Rolling Sto pulation) 

s required by 49 CFR Part 663-Subpart C, the 
______________________________  

Certifies that a resident inspector, 

________________________________________________________________________________  

as at ________________________________________________________ (the manufacturer’s) 

__ (description of buses). 

he inspector visually inspecting the buses, the ___________________________________ (the 

ck Procurements for more than 20 vehicles for areas <200,000 in po

A
 __________________________________________________

(Recipient’s name) 

_
(Name of inspector) 

W
manufacturing site during the period of manufacture of the buses, 
___________________________________________________________

T
recipient) has reviewed the inspection documentation, maintains a copy of this report, and 
certifies that the buses meet the contract specifications. 

ignature: _______________________________________________________ Date ___/___/___ 

itle: ___________________________________________________________________________

S

T
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POST DELIVERY CERTIFICATION FOR PROCUREMENT OF ROLLING STOCK (VENDOR)

POST DELIVERY AUDIT REQUIREMENTS
lling stock with FTA funds must ensure that a post-delivery audit is complete before 

DESCRIPTION OF POST DELIVERY AUDIT

A recipient purchasing revenue service ro
title to the rolling stock is transferred to the recipient. 

des: (a) A post-delivery Buy America certification as described in 49 CFR 663.35; (b) A 

POST DELIVERY BUY AMERICA CERTIFICATION

A post-delivery audit under this part inclu
post-delivery purchaser's requirements certification as described in 49 CFR 663.37; and (c) When appropriate, a manufacturer's 
Federal Motor Vehicle Safety Standard self-certification information as described in 49 CFR 663.41 or 49 CFR 663.43. 

erica certification is a certification that the recipient keeps on file that: 

(a) There is a letter from FTA which grants a waiver to the rolling stock received from the Buy America requirements under 

(b) The recipient is satisfied that the rolling stock received meets the requirements of section 165 (a) or (b)(3) of the Surface 

(1) Components and subcomponent parts of the rolling stock identified by manufacturer of the parts, their country of origin and

(2) The actual location of the final assembly point for the rolling stock including a description of the activities which took place

POST DELIVERY PURCHASERS REQUIREMENTS CERTIFICATION

For purposes of this part, a post-delivery Buy Am

sections 165 (b)(1), or (b)(4) of the Surface Transportation Assistance Act of 1982, as amended; or 

Transportation Assistance Act of 1982, as amended, after having reviewed itself or by means of an audit prepared by someone 
other than the manufacturer or its agent documentation provided by the manufacturer which lists: 

costs; and 

at the final assembly point and the cost of the final assembly. 

ts certification is a certification that the recipient keeps on

(a) Except for procurements covered under paragraph (c) in this section, a resident inspector (other than an agent or employee 

(1) Provide accurate records of all vehicle construction activities; and 
ontract specifications. 

(b) After reviewing the report required under paragraph (a) of this section, and visually inspecting and road testing the 

(c) For procurements of: 

(1) Ten or fewer buses; or 
 vehicles or fewer serving rural (other than urbanized) areas, or urbanized areas of 

ry manufacturer standard production and unmodified vans, after visually inspecting and road  

POST DELIVERY AUDIT REVIEW

For purposes of this part, a post-delivery purchaser's requiremen
file that— 

of the manufacturer) was at the manufacturing site throughout the period of manufacture of the rolling stock to be purchased 
and monitored and completed a report on the manufacture of such rolling stock. Such a report, at a minimum, shall: 

(2) Address how the construction and operation of the vehicles fulfills the c

delivered vehicles, the vehicles meet the contract specifications. 

(2) Procurements of twenty
200,000 
      people or fewer; or 
(3) Any number of prima
      testing the vehicles, the vehicles meet the contract specifications. 

ost-delivery audit because the recipient or its agent cannot certify Buy America 
y be 

he 

(b) This provision does not preclude the recipient and manufacturer from agreeing to a conditional acceptance of rolling stock 

POST DELIVERY FMVSS COMPLIANCE CERTIFICATION

(a) If a recipient cannot complete a p
compliance or that the rolling stock meets the purchaser's requirements specified in the contract, the rolling stock ma
rejected and final acceptance by the recipient will not be required. The recipient may exercise any legal rights it has under t
contract or at law. 

pending manufacturer's correction of deviations within a reasonable period of time. 

ederal Motor Vehicle Safety Standards issued by the National Highway If a vehicle purchased under this part is subject to the F
Traffic Safety Administration in part 571 of this title, a recipient shall keep on file its certification that it received, both at the 
pre-award and post-delivery stage, a copy of the manufacturer's self-certification information that the vehicle complies with 
relevant Federal Motor Vehicle Safety Standards. 



POST DELIVERY CERTIFICATION FOR PROCUREMENT OF ROLLING STOCK (VENDOR) Cont.

Certificate of COMPLIANCE with Buy America Rolling Stock Requirements

The bidder or offeror hereby certifies that it will comply with the requirements of 
49 U.S.C. 5323(j), and the applicable regulations of 49 CFR 661.11. 

Company__________________________________________________________________

Name_______________________________________Title__________________________ 

Signature___________________________________________________Date___/___/___ 

__________________________________________________________________

Certificate of NON-COMPLIANCE with Buy America Rolling Stock Requirements

The bidder or offeror hereby certifies that it cannot comply with the requirements 
of 49 U.S.C. 5323(j), but may qualify for an exception to the requirement consistent 
with 49 U.S.C. 5323(j)(2)(C), and the applicable regulations in 49 CFR 661.7. 

Company__________________________________________________________________

Name_______________________________________Title__________________________ 

Signature___________________________________________________Date___/___/___ 

ProcurementPRO - National RTAP’s Procurement Software Application 
                       National Rural Transit Assistance Program is a program of the Federal Transit administration www.nationalrtap.org



PRE-AWARD CERTIFICATION FOR PROCUREMENT OF ROLLING STOCK (RECIPIENT)

BUY AMERICA REQUIREMENTS
Contractor shall complete and submit a declaration certifying either compliance or noncompliance with 
Buy America. If contractor certifies compliance with Buy America, it shall submit documentation 

listing:  

A. Component and subcomponent parts of the rolling stock to be purchased identified by 
manufacturer of the parts, their country of origin and costs; and  

B. The location of the final assembly point for the rolling stock, including a description of 
the activities that will take place at the final assembly point and the cost of final 
assembly.

C. Solicitation Specification Requirements: Contractor shall submit evidence that it will be 
capable of meeting the bid specifications.  

D. Federal Motor Vehicle Safety Standards (FMVSS):  Contractor shall submit 1) 
manufacturer's FMVSS self-certification sticker information that the vehicle complies 
with relevant FMVSS or 2) manufacturer's certified statement that the buses will not be 
subject to FMVSS regulations. 

As required by Title 49 of the CFR, Part 663 – Subpart B, ________________________________________ 
________________________________________________ (the recipient) is satisfied that the buses to be 
purchased, _________________________________________________ (number and description of buses) 
from___________________________________________________________________ (the manufacturer), 
meet the requirements of Section 165(b)(3) of the Surface Transportation Assistance Act of 1982, as 
amended. The recipient or its appointed analyst_______________________________________________ 
(the analyst – not the manufacturer or its agent), has reviewed documentation provided by the 
manufacturer, which lists (1) the proposed component and subcomponent parts of the buses identified 
by manufacturer, country of origin, and cost; and (2) the proposed location of the final assembly point 
for the buses, including a description of the activities that will take place at the final assembly point 
and the cost of final assembly.

PRE-AWARD PURCHASER’S REQUIREMENTS CERTIFICATION
As required by Title 49 of the CFR, Part 663 – Subpart B, ________________________________________ 
__________________________________________________ (the recipient) certifies that the buses to be 
purchased,  ____________________________________________ (number and description of buses) from 
___________________________________________ (the manufacturer), are the same product described 
in the recipient’s solicitation specification and that the proposed manufacturer is a responsible 
manufacturer with the capability to produce a bus that meets the specifications. 

PRE-AWARD FMVSS COMPLIANCE CERTIFICATION
As required by Title 49 of the CFR, Part 663 – Subpart D, ________________________________________ 
_______________________________________(the recipient) certifies that it received, at the pre-award 
stage, a copy of _________________________________________’s (the manufacturer) self-certification 
information stating that the buses, ________________________ (number and description of buses), will 
comply with the relevant Federal Motor Vehicle Safety Standards issued by the National Highway 
Traffic Safety Administration in Title 49 of the Code of Federal Regulations, Part 571. 

Date: ____________________________________________ 

Signature: ________________________________________  

Title: ____________________________________________ 
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PRE-AWARD CERTIFICATION FOR PROCUREMENT OF ROLLING STOCK (VENDOR)

PRE-AWARD AUDIT REQUIREMENTS
A recipient purchasing revenue service rolling stock with FTA funds must ensure that a pre-award audit 
under this part is complete before the recipient enters into a formal contract for the purchase of such 
rolling stock. 

DESCRIPTION OF PRE-AWARD AUDIT
A pre-award audit under this part includes— (a) A Buy America certification; (b) A purchaser's 
requirements certification; and (c) Where appropriate, a manufacturer's Federal Motor Vehicle Safety 
certification information. 

PRE-AWARD BUY AMERICA CERTIFICATION
For purposes of this part, a pre-award Buy America certification is a certification that the recipient 
keeps on file that: 

(a)  There is a letter from FTA which grants a waiver to the rolling stock to be purchased from the 
Buy America requirements under section 165(b)(1), (b)(2), or (b)(4) of the Surface 
Transportation Assistance Act of 1982, as amended; or 

(b)  The recipient is satisfied that the rolling stock to be purchased meets the requirements of 
section 165(a) or (b)(3) of the Surface Transportation Assistance Act of 1982, as amended, after 
having reviewed itself or through an audit prepared by someone other than the manufacturer 
or its agent documentation provided by the manufacturer which lists: 

(1)  The Component and subcomponent parts of the rolling stock that are produced in the 
United States is more than sixty percent (60%) of the cost of all components and 
subcomponents of the vehicle identified by the manufacturer; and 

(2)  The location of the final assembly must take place in the United States (49 CFR 
661.11), including a description of the activities that will take place at the final 
assembly point and the cost of final assembly. 

PRE-AWARD PURCHASERS REQUIREMENTS CERTIFICATION
For purposes of this part, a pre-award purchaser's requirements certification is a certification a 
recipient keeps on file that: 

(a)  The rolling stock the recipient is contracting for is the same product described in the 
purchaser's solicitation specification; and 

(b)  The proposed manufacturer is a responsible manufacturer with the capability to produce a 
vehicle that meets the recipient's specification set forth in the recipient's solicitation. 

If buses or other rolling stock (including train control, communication, and traction power equipment) 
are being procured, the appropriate certificate as set forth below shall be completed and submitted by 
each bidder in accordance with the requirements in 49 CFR 661.13(b). 

PRE-AWARD FMVSS COMPLIANCE CERTIFICATION
As required by Title 49 of the CFR, Part 663 – Subpart D, the recipient certifies that it received, at the 
pre-award stage, a copy of the manufacturers self-certification information stating that the buses will 
comply with the relevant Federal Motor Vehicle Safety Standards issued by the National Highway 
Traffic Safety Administration in Title 49 of the Code of Federal Regulations, Part 571. 

ProcurementPRO - National RTAP’s Procurement Software Application 
                       National Rural Transit Assistance Program is a program of the Federal Transit administration www.nationalrtap.org



PRE-AWARD CERTIFICATION FOR PROCUREMENT OF ROLLING STOCK (VENDOR) Cont.

Bidder or offeror Certificate of:  

COMPLIANCE with Buy America and FMVSS Rolling Stock Requirements

The bidder or offeror hereby certifies that it will comply with the requirements of 49 
U.S.C. 5323(j), and the applicable regulations of 49 CFR 661.11. 

Company__________________________________________________________________

Name_______________________________________Title__________________________ 

Signature___________________________________________________Date___/___/___ 

Bidder or offeror Certificate of:  

NON-COMPLIANCE with Buy America and FMVSS Rolling Stock Requirements

The bidder or offeror hereby certifies that it cannot comply with the requirements of 
49 U.S.C. 5323(j), but may qualify for an exception to the requirement consistent 
with 49 U.S.C. 5323(j)(2)(C), and the applicable regulations in 49 CFR 661.7. 

Company__________________________________________________________________

Name_______________________________________Title__________________________ 

Signature___________________________________________________Date___/___/___ 

ProcurementPRO - National RTAP’s Procurement Software Application 
                       National Rural Transit Assistance Program is a program of the Federal Transit administration www.nationalrtap.org



TRANSIT VEHICLE MANUFACTURER (TVM) CERTIFICATION 

Pursuant to the provisions of Section 105(f) of the Surface Transportation Assistance 
Act of 1982, each bidder for this contract must certify that it has complied with the 
requirements of 49 CFR Part 26.49, regarding the participation of Disadvantaged 
Business Enterprises (DBE) in FTA assisted procurements of transit vehicles.  Absent 
this certification, properly completed and signed, a bid shall be deemed non-
responsive.

Certification:
I hereby certify, for the bidder named below, that it has complied with the 
provisions of 49 CFR Part 26.49 and that I am duly authorized by said bidder to make 
this certification. 

BIDDER/COMPANY

Name of Bidder/Company ___________________________________________________

Signature of Representative _________________________________________________

Type or Print Name _________________________________________________________

Title _____________________________________________________________________

Date ___/___/___ 

NOTARY

Type or Print Name _________________________________________________________

Signature of Notary _________________________________________________________

Place Notary SEAL Here: 
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EXHIBIT E 
DOCUMENTATION COLLECTION CHECKLIST

Use this checklist to assure all necessary information has been submitted, including required 
signatures, titles, resolutions, and notarizations to allow for earliest possible approvals. During and at 
completion of bid process the following should be collected and retained 

The Checklist below is intended to offer guidance through the collection process of a procurement to 
assure, as comprehensive as possible, strong file retention when utilizing federal funding, it does not 
constitute full compliance. State and local procurement guidelines may supersede federal practices 
and should be reviewed for further compliance requirements.

! Certified copies of advertisements for bid – This will provide proof of proper 
advertisement in a non-geographic preference nature. 

! Copies of all solicitation related correspondence – Comprehensive collection of all 
correspondence such as original solicitation documents, questions received and 
responses sent; phone, email, and in person meeting minutes, etc. 

! Copies of proposal of all bidders - Including required submission documents. 

! Addenda Acknowledgment – Any addendums to the original solicitation should have 
an acknowledgment of receipt included in the proposal sent in. 

! Required Federal Clauses and Federal Certifications – Based on solicitation method 
and type appropriate clauses and certifications must be attached with signatures 
as required. 

! Certified itemized tabulations of solicitations – Documentation of process used. 

! Copies of any required Pre-Award documents –Certification of compliance with any 
associated Federal Requirements such as Buy America, FMVSS, etc. 

! Proposed Vendor contract - with associated boilerplate requirements. 

! Other Solicitation Specification Requirements -  Such as, Locations of Technical 
Service & Parts Representatives, Warranty Requirements, Performance 
Specifications, Pollution Control Requirements, Certificate of Eligibility, 
Certification of Fire Safety Practices, and Bid Bonds 

! Executed Vendor contract – After approval of award. 

THIS FORM IS INFORMATIONAL ONLY AND IS NOT TO BE CONSTRUED AS LEGAL ADVICE, NOR IS IT 
INCLUSIVE OF EVERY DETAIL THAT MAY BE INVOLVED IN THE HANDLING OF INDIVIDUAL PROCUREMENT 
MATTERS. IT IS RECOMMENDED THAT INDEPENDENT RESEARCH BE CONDUCTED AND ALL 
DOCUMENTATION CAREFULLY PROOFREAD IN EVERY PROCUREMENT MATTER. 



ADDENDA ACKNOWLEDGMENT

Proposer: _________________________________________________________________

Project Title: ______________________________________________________________

Project ID: ________________________________________________________________

Addendum No._____________________________________,         Date ___/___/___ 

Addendum No._____________________________________,         Date ___/___/___ 

Addendum No._____________________________________,         Date ___/___/___ 

Addendum No._____________________________________,         Date ___/___/___ 

Addendum No._____________________________________,         Date ___/___/___ 

Addendum No._____________________________________,         Date ___/___/___ 

Failure to acknowledge may cause the bid to be considered not responsive 

I acknowledge receipt of all above listed addendums.

Print Name: ______________________________________________________________________ 

Signature: _______________________________________________________________________  

Title: ___________________________________________________________________________ 

Date: ___/___/___ 
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PIGGYBACK CHECKLIST

Definition: Piggybacking is the post-award use of a contractual document/process that allows someone 
who was not contemplated in the original procurement to purchase the same supplies/equipment 
through that original document/process, 

The Checklist below is intended to offer guidance through the collection process of a procurement to 
assure, as comprehensive as possible, strong file retention when utilizing federal funding, it does not 
constitute full compliance. State and local procurement guidelines may supersede federal practices 
and should be reviewed for further compliance requirements.

Original Bid Documentation Requirements

! Have you obtained a copy of the contract and the solicitation document, including the 
specifications and any Buy America Pre-award or Post delivery audits?  

! Does the solicitation and contract contain an express "Assignability" clause that provides for 
the assignment of all or part of the specified deliverables? 

! Did the Contractor submit the "certifications' required by Federal regulations? See BPPM 
Section 4.3.3.2. 

! Does the contract contain the clauses required by Federal regulations? See BPPM Appendix 
A1. 

! Were the piggybacking quantities included in the original solicitation; i.e., were they in the 
original bid and were they evaluated as part of the contract award decision?  

! If this is an indefinite quantity contract, did the original solicitation and resultant contract 
contain both a minimum and maximum quantity, and did these represent the reasonably 
foreseeable needs of the parties to the contract?     

! If this piggybacking action represents the exercise of an option in the contract, is the option 
provision still valid or has it expired?    

! Does your State law allow for the procedures used by the original contracting agency: e.g., 
negotiations vs. sealed bids?     

! Was a cost or price analysis performed by the original contracting agency documenting the 
reasonableness of the price? Obtain a copy for your files. 

! Does the contract term comply with the five-year term limit established by FTA?  
! Was there a proper evaluation of the bids or proposals? Include a copy of the analysis in your 

files.     
! If you will require changes to the vehicles (deliverables), are they "within the scope" of the 

contract or are they "cardinal changes"? See BPPM Section 9.2.1. 

Piggybacking Agency Documentation Requirements

! Option request letter. 
! Option approval letter. 
! New Municipal/vendor contract with State and federal clauses attached. 
! Current price analysis. 
! Buy America pre-award and post-delivery audits to ensure nothing has changed since the 

original procurement award. 

Note: This document is based upon the policies and guidance expressed in (a) the FTA Administrator's 
"Dear Colleague" letter of October 1, 1998, (b) the Best Practices Procurement Manual, Section 6.3.3-
Joint Procurements of Rolling Stock and "Piggybacking," and (c) FTA Circular 4220.1F.  

Reference: November, 2009, http://www.fta.dot.gov/funding/thirdpartyprocurement/bppm/grants_financing_6210.html 
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REIMBURSEMENT CHECKLIST

After taking delivery of equipment and/or services, complete and submit this checklist along with any 
additional documentation as directed by the approving agency to apply for reimbursement of the 
Federal shares of the projects cost.   

The Checklist below is intended to offer guidance through the collection process of a procurement to 
assure, as comprehensive as possible, strong file retention when utilizing federal funding, it does not 
constitute full compliance. State and local procurement guidelines may supersede federal practices 
and should be reviewed for further compliance requirements.

! Copy(s) of the final Invoice(S) 

! Copy(s) of the cancelled check or other proof of payment. 

! All required Certifications associated with purchase assuring compliance with 
federal regulations. 

! Any required inventory sheets, status reports, and disposal documentation. 

! Signed Third Party Agreements if necessary. 

! Certification of acceptance of equipment and/or services was signed below. 

Certification of acceptance: I certify, on behalf of the applicant, that the equipment and/or 
services associated with the attached invoice(s) has been performed and found acceptable to 
the specifications as requested. 

Print Name: ______________________________________________________________________ 

Signature: _______________________________________________________________________  

Title: ___________________________________________________________________________ 

Date: ___/___/___ 
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CONSTRUCTION CHECKLIST

The Checklist below is intended to offer guidance through the collection process of a Construction 
procurement to assure, as comprehensive as possible, strong file retention when utilizing federal 
funding, it does not constitute full compliance. State and local procurement guidelines may supersede 
federal practices and should be reviewed for further compliance requirements.

Project Information 

Project Sponsor: ___________________________________________________________

Project Title: ______________________________________________________________

Project ID or PIN: _________________________ Recipient ID: _____________________ 

DUN’S NUMBER OR TAX ID: ___________________________________________________

FUNDING SOURCES(S): ______________________________________________________

PRIMARY SPONSOR CONTACT: _______________________________________________

FTA CONTACT:  ____________________________________________________________

Project Description
__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Environmental Assessment Statement needs to include, at minimum, the following information:

! Land Use/Zoning Impact; submission of site plan, area zoning maps, neighborhood map,   
! photos of current land to be used in neighboring properties                                                                                         
! Air Quality; provide the number of buses that will use and be stored inside the facility 
! Noise Impact; will the level of noise emitted from the buses and/or shop equipment increase the 

noise level to the garage surroundings 
! Water Quality 
! Ecological Sensitive Areas 
! Traffic Impacts 
! Eminent Domain/Cultural Issues/Historic Preservation 
! Construction Visual Impact 
! Safety/Security issues during and after construction 
! Programmatic Review & Federal mandates (i.e. compliance with ADA accessibility) 
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Checklist

1) PUBLIC SCOPING and/or FEASIBILITY STUDY
! Project Purpose and Need 
! Independent Cost Estimate 
! Establish Initial Project Proposal (IPP)        
! Place on TIP/STIP        
! Preferred site location and alternatives 
! Land Acquisition 
! Meets Zoning Code requirements 
! Compatible Land Use Codes 
! Preliminary Conceptual Design/Engineering Documents 
! Appraisals and Review Appraisal       
! Environmental Assessment: 
! Set DBE Goals      

2) APPLICATION PROCESS
! File application with FTA (if directly funded)           
! Execute Federal Grant         
! Submit RFP for design phase     
! Review and approve RFP     
! Award contract     

3) DESIGN ACTIVITY
! Environmental work must be completed before final approval.   
! Preliminary design    Milestones   ___/___/___ 
! 30 % complete     Milestones   ___/___/___ 
! 60 % complete     Milestones   ___/___/___ 
! 90 % complete     Milestones   ___/___/___ 
! Final Construction Documents  Milestones   ___/___/___ 
! Construction oversight, change orders, and payments.  

4) CONSTRUCTION PHASE
! Send Construction Docs for FTA approval Sent on            ___/___/___ 
! File application with FTA    Filed on           ___/___/___ 
! Execute Federal, State, and Other grants Executed on     ___/___/___ 
! Submit Construction Documents  Submitted on   ___/___/___ 
! Review, and approve RFP   Reviewed on    ___/___/___ 
! Award contract    Awarded on      ___/___/___ 
! Pre-construction meetings
! Notice to proceed 
! Construction oversight, change orders, and payments 
! Completion of Project/Punch List 
! Final Reimbursement 
! Beneficial Occupancy    Occupied on    ___/___/___ 
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CATEGORICAL EXCLUSION DETERMINATION CHECKLIST

Provide a response for each section, if it doesn’t apply to your project, explain why.  
Provide letters and any other information in support of your response. The Checklist 
below is intended to offer guidance through the collection process in determining if a 
categorical exclusion may be attainable.  

CHECKLIST:

! DETAILED PROJECT DESCRIPTION (include project purpose and need) 

! PROJECT LOCATION (Attach a site map or diagram) 

! AIR QUALITY CONFORMITY (What is the conformity status of that plan) 

! ZONING (Description of zoning, consistency, and supporting documentation). 

! TRAFFIC IMPACTS (Describe potential traffic impacts supported by traffic engineer’s 

analysis)  

! CO HOT SPOTS (Demonstrate that CO hot spots will not result). 

! HISTORIC (Explain impact of cultural, historic, or archaeological resources).  

! NOISE (If applicable, attach a "General Noise Assessment" with conclusions). 

! VIBRATION (If applicable, attach a "General Vibration Assessment" with conclusions). 

! LAND ACQUISITIONS & RELOCATIONS (Meets Uniform Relocation and real Properties 

Acquisition Policies Act).   

! HAZARDOUS MATERIALS (Describe Phase I assessments performed and results). 

! ENVIRONMENTAL JUSTICE (Provide a socio-economic profile). 

! PUBLIC PARKLAND AND RECREATION AREAS (Show and describe affects if any). 

! IMPACTS ON WETLANDS (Show and describe affects if any).   

! FLOODPLAIN IMPACTS (If applicable, describe possible flood impacts). 

! IMPACTS ON WATER QUALITY, WATERWAYS & COASTAL ZONES (Provide analysis of field 

investigation).   

! IMPACTS ON ECOLOGICALLY AND ENDANGERED SPECIES (Provide analysis).     

! SAFETY AND SECURITY (Describe the measures that assure safety and security).  

! IMPACTS CAUSED BY CONSTRUCTION (Describe the construction plan and impacts). 

The actions described below meets the criteria for a NEPA categorical exclusion (CE) in accordance 
with 23 CFR Part 771.117(d) For a more informative and detailed version of the CE Determination 
sections, please visit the FTA website at http://www.fta.dot.gov/documents/DCE_TEMPLATE.pdf
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EXHIBIT H 
USEFUL LINKS

ProcurementPRO will contain a ‘Useful Links” section on the sidebar of the master website.  
Below are some of the suggested links it should contain, please feel free to make further suggestions.  

FTA
http://www.fta.dot.gov/

FHWA
http://www.fhwa.dot.gov/

USDOT
http://www.dot.gov/

THIRD PARTY CONTRACTING GUIDANCE (4220.1F) 
http://www.fta.dot.gov/laws/circulars/leg_reg_8641.html

CHARTER 
http://www.fta.dot.gov/charterregistration

BPPM
http://www.fta.dot.gov/funding/thirdpartyprocurement/grants_financing_6037.html

HELPLINE  
http://www.fta.dot.gov/funding/thirdpartyprocurement/grants_financing_6040.html

FAQ’S 
http://www.fta.dot.gov/funding/thirdpartyprocurement/grants_financing_6039.html

MASTER AGREEMENT

http://www.fta.dot.gov/documents/17-Master.pdf

MASTER AGREEMENT CHANGES (2010-2011)  

http://fta.dot.gov/documents/17-Changes-Agreements.pdf

DEBAREMENT ANS SUSPENSION (Excluded Parties List)  

https://www.epls.gov/

UNITED STATES ENVIRONMENTAL PROTECTION AGENCY 

http://www.epa.gov/

NATIONAL ENVIRONMENTAL POLICY ACT (NEPA) 

http://www.epa.gov/compliance/nepa/

US CENSUS BUREAU 

http://factfinder.census.gov

NATIONAL REGISTER OF HISTORIC PLACES 

http://www.nps.gov/nr/

HISTORIC PRESERVATION SECTION 106 

http://www.achp.gov/106summary.html

             ProcurementPRO - National RTAP’s Procurement Software Application 
National Rural Transit Assistance Program is a program of the Federal Transit administration www.nationalrtap.org
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