SECTION 3
Application Instructions
Application Instructions 

Before completing the application, contact the Maryland Department of Transportation Maryland Transit Administration (MDOT MTA) 5311(f) Intercity Bus Program Manager (ICB PM) to discuss proposed project elements and identified need.  The PM’s contact information is provided throughout this solicitation and will provide valuable technical assistance in completing the application. 

The application is form-based using Microsoft Word and Excel Programs.  The purpose of the electronic format is to standardize the way program information is presented and to enable comparisons among proposed projects statewide.  Instructions and application materials are available via the MDOT MTA website at  http://taminc.org/Office-of-Local-Transit-Support.  

Care must be taken to ensure that all information is complete and accurate.  Each funding award will be dedicated to a specific project.  For selected projects, the completed application becomes that Management Plan and is incorporated into the resulting grant agreement. 

Submit one (1) electronic copy, one (1) original and one (1) unbound copy of the application on 8 ½” x 11” paper, including the Exhibits in alphabetical order immediately following the corresponding pages.  The application must be received by:

April 10, 2022
2:00 pm EST

to

Bruce Hojnacki, Intercity Bus Program Manager

Maryland Department of Transportation

Maryland Transit Administration

Office of Local Transit Support

6 St. Paul St, Room 820
Baltimore, MD 21202

contents of the application
1. Application Checklist
The checklist form is provided to guide you and ensure that ALL required elements are included in your application.  If ALL required elements are not included in a single application submittal, the submittal will not constitute a complete application.  As part of the application, we require that the applicant acknowledge all the requirements by completing the checklist form.  Please complete the form and place directly behind Form A. 
2. Excel Forms

The application forms are contained in one Microsoft Excel Workbook: operating, vehicle capital, and all other project type application forms are contained as worksheets.  
Even if the application is for only one of the eligible categories, do not delete or modify any of the sheets in the workbook.  If the application you are preparing is for funding for more than one project of the same category type (for example, subsidy for two new routes), then duplicate the worksheet and complete a worksheet for each proposed service.  You can simply “Copy” the worksheet and fill in the appropriate information, make sure not to mix information from the proposed projects.  Also, be sure to indicate on the Checklist the type of project, and “N/A” where appropriate. 

General rules that apply to the worksheets in the Application Workbook:

· Check boxes:  Move the cursor into the cell and click on the checkbox to make the appropriate selection.  This applies to all boxes available to answer: Yes/No, multiple choice, and days of service questions.  
· Open-Ended/Answer boxes:  All questions have a box that will hold 250 characters of text.  The boxes are formatted to wrap the text to appear as a paragraph.  Expand the box by clicking and dragging the row in which the box is located downward.
· Total Boxes:  All total boxes will automatically calculate.  Only change the values in the cells for which you are requested to input, DO NOT type in any of the cells that calculate values automatically.
Form specific rules:
· Form A:  Make sure the legal name is the legal name used in all the forms in the application as well as the Authorizing Resolution.  This form will serve as the cover page for your application.  All totals under project costs will automatically calculate.
· Form B (Existing Intercity Bus Service):  Please complete one page per route.  If applying for more than one route, insert a new worksheet into the application workbook and copy and paste all of Form B into the new worksheet.  If adding a new worksheet, label it “B2,” “B3,” etc.  If more lines are required for INBOUND and OUTBOUND rows, click insert, row and copy and paste the formatting from the previous row.  A scheduled time and time interval are formatted as military time.  The Route Subsidy Request section automatically calculates from the numbers used as inputs above.  Do not remove or modify any calculations from cells.  
· Form C (New Intercity Bus Service):  Please complete one page per proposed route.  If applying for more than one route, insert a new worksheet into the application workbook and copy and paste all of Form C into the new worksheet.  If adding a new worksheet, label it “C2,” “C3,” etc.  If more lines are required for INBOUND and OUTBOUND rows, from the Toolbar Menu click “Insert”, row and copy and paste the formatting from the previous row.  Scheduled Time and Time Interval are formatted as military time.
· Form D (Section 5311(f) In-kind Match): Please complete this page for each route proposed for participation in the Pilot Project.  The funded service should be described in Form B or Form C and is to include information on both the funded service and the unsubsidized connecting service being used as match.  Contact information for the provider of in-kind match (unsubsidized service) is provided in the Form D; please contact this organization immediately to identify the connecting route and schedule, the cost per mile, and the value of the in-kind match.  In addition to Form D, the company providing the in-kind match must provide a letter to MDOT MTA with that information and a commitment to have their service counted as in-kind match.  For technical assistance in developing an application using this funding method, contact the MDOT MTA ICB Program Manager.
· Form E (Other Capital):  Please complete one page per capital project.  If applying for more than one capital project, insert a new worksheet into the application workbook and copy and paste all of Form E into the new worksheet.  If adding a new worksheet, label it “E2,” “E3,” etc.  If more lines are needed in the Timeline section of this form, click on Insert and then click on Row with the cursor one line below the formatted lines.    
· Forms F1.1 to F1.3 (Capital - Vehicle): Please complete all pages in this section if applying for vehicle capital.  Fleet inventory sections are to be completed as instructed to document the fleet used to provide intercity bus service in Maryland, and ensure ADA accessibility.  Also, information on preventive maintenance practices is requested. 
· Form G:  Please complete one worksheet per marketing or information system project.  If applying for more than one marketing project, insert a new worksheet into the application workbook and copy and paste all of Form G into the new worksheet.  If adding a new worksheet, label it “G2,” “G3,” etc.   If more lines are needed in the Timeline section of this form, click on Insert and then click on Row with the cursor one line below the formatted lines.
3. Program Compliance

This section is for those applicants that currently receive federal financial assistance.  The applicant must address matters related to Americans with Disabilities Act (ADA), Civil Rights, Safety and Security, Maintenance, Training, and Public Service Commission. 
4. Certification and Assurances

This section is required of all applicants to acknowledge and comply with ALL related federal and state clauses.  Applicant must make sure to execute all documents properly, and submit as part of the application.  

5. Reporting Forms

The forms for monthly data are attached.  One form requires the operating and costs information; and the other requires ridership information by stop.  Complete forms must accompany the request for payment form in order to properly execute the reimbursement.  
APPLICATION forms

This section provides detailed information for completing ALL required forms in this application.
Form A: Applicant Overview 

Legal Name of Applicant

Provide the legal name of the applicant (be consistent with the legal name on each application page where legal name is requested), contact person, address, telephone number, e-mail address and fax number.  The person listed as the contact should be the primary contact for the organization regarding this application. 

Name/Title of Persons Authorized to Enter into Contract 

This form contains all the legal identity information needed to complete a grant contract with the State of Maryland.  Once a selection has been made, the State of Maryland will issue the grant contract to the legally named entity deemed to be an “eligible recipient.”  

It is essential that the titles of the persons “authorized to enter into a contract and amendment” are the same titles as those shown on the “Authorizing Resolution”.  Inconsistencies will result in delayed contract execution. 

applicant Status (check appropriate box):

· Private Intercity Bus Provider

A private for-profit applicant must hold the appropriate federal and state operating authority or obtain it no later than July 1, 2022.  A resolution by the governing board must be submitted with the application, authorizing the request for funds and the resolution by title to execute the contract.  The resolution is to be certified as a true and correct copy by an Officer of the Board.  
· Private Non-Profit Organization

A private non-profit applicant must hold the appropriate federal or state or both operating authority by July 1, 2020.  The private non-profit agency is: a corporation or association determined by the Secretary of State to be an organization described by 26 U.S.C. Section 501(c), which is exempt from taxation under 26 U.S.C. Section 501(c), or one which has been determined under state law to be non-profit and for which the designated state agency has received documentation certifying the status of the non-profit organization.

A private non-profit applicant must have the approval of its executive board.  A resolution by the governing board must be submitted with the application, authorizing the request for funds and the resolution by title to execute the contract.  The resolution is to be certified as a true and correct copy by the Secretary or an Officer of the Board.  

· Local Public Transit Provider

      Check this box, if applicant is a public transit provider.  
· Public Body

Check this box, if applicant is defined as a public body.  Public bodies applying for grant funds are required to submit (with their application) a certified resolution, passed by their governing body containing the following: 

· Authorization to submit the application; and 

· Designation by title to execute the contract and amendments.

appplication purpose:   Funding Categories
The following funding categories have been established for the Maryland Intercity Bus Program and conform to the National Program Objectives as described in the “Introduction” document of this solicitation.  MDOT MTA will fund projects that support the national objectives and most appropriately provide a meaningful connection with the national intercity bus network, and address connectivity between rural Maryland and the urbanized corridors.  Application may be completed for any or all categories by completing the appropriate worksheets.  MDOT MTA may grant funds to the applicant for all or part of the proposed projects.
Operating Assistance
For Operating Assistance there are two types: existing service or new service.  Projects in this category require a 50 percent local cash match on the deficit.  Deficits will be calculated by using all passenger and non-passenger revenues.  Depending on availability and viability, there may be an opportunity for applicants to obtain the local match from the value of connecting unsubsidized intercity bus service, as permitted under the FTA Section 5311(f) program.  

Two of the existing corridors participate in the In-Kind Match program. MDOT MTA’s priority corridors include those routes, plus a third route linking Baltimore and Salisbury.  Proposals for services to/from other locations will be considered, but must be accompanied by additional data supporting the need for service and explaining the lack of alternatives.  As previously mentioned, it is the intent of the 5311(f) program to support service(s) that provide at least 1 daily (seven days a week) roundtrip.  

If considering participation in the In-Kind Match program, please contact the ICB Program Manager, Bruce Hojnacki immediately to make arrangements and identify if there are any available and acceptable unsubsidized services that can participate.
Form B: Operating Assistance – Existing Service
· Funding is available for routes that without federal subsidy are at risk of abandonment.  Projects in this category require a 50 percent local cash match on the deficit.  Deficits will be calculated by using all passenger and non-passenger revenues (i.e. fare box revenues, package courier revenues, and advertising revenues).  Applicant may also consider participation in the In-Kind Match program, please contact the MDOT MTA office for assistance and review the “Form D” information. 
· Indicate how many days a week the service is operated and list which days of the week (i.e. Monday - Sunday) the service is or will be operated.

· Projects are limited to funding for 24 months for this grant.  MDOT MTA will periodically evaluate the route effectiveness and make decisions on the continued funding eligibility based on operational performance trends and continued funding availability.  MDOT MTA has established the following farebox recovery target for existing services: 10%.  If the target cannot be reached, the MDOT MTA will work with the subgrantee to achieve this target. 
· Coordination and partnerships with public transit providers in the service area are strongly are encouraged.  To the extent possible applicants should seek to share stop/terminal locations with public transit providers.  Please contact the MDOT MTA OLTS Intercity Program Manager to obtain contact information for local transit providers and planning agencies.   
· Applicants are encouraged to submit a complementary route-specific marketing application.
· Black and white maps of the service area must be submitted on 8 ½” x 11” paper.
· Applicants approved for participation in the intercity bus program must complete monthly report information documenting expenses by cost category, revenues by source, passenger trips, and days of operation and total miles, and the calculated performance measures of farebox recovery, subsidy per passenger, and boardings per trip for the route.  Reporting forms are provided at the end of this solicitation. 

Form C: Operating Assistance—New Service
MDOT MTA priorities are to support and improve upon the statewide intercity bus network.  In this regard, the existing services will receive priority for grant awards; however, the MDOT MTA will consider the possibility of new service, based on applicant justification. 

MDOT MTA identified other places/communities that may potentially have a need for rural intercity transit services, and they are included in the statewide needs assessment available at the Transportation Association of Maryland (TAM) website: www.taminc.org 
Other project features that will be considered:
· Service design strategies could include smaller vehicles, feeder service to existing routes, less than daily service, etc. though it should be noted that services should be fixed-route, fixed-schedule service with accessible vehicles that may carry baggage.  
· Indicate how many days a week the service is operated and list which days of the week (i.e. Monday - Sunday) the service is or will be operated.
· Projects in this category require a 50 percent local cash match on the deficit.  Deficits will be calculated by using all passenger and non-passenger revenues (i.e. fare box revenues, package courier revenues, and advertising revenues).  Applicant may also consider utilizing the FTA Section 5311(f) In-Kind Match program, please contact the MDOT MTA office for assistance and review the “Form D” information.   
· Include the projected farebox recovery ratio and subsidy per trip measures based on the forecast ridership and fare levels.  Indicate the basis for the projection (previous service experience, surveys, etc.)  Proposed projects will be evaluated in part based on projected farebox recovery levels. 
· Projects are limited to funding for 24 months for this grant.  MDOT MTA will periodically evaluate the route effectiveness and make decisions on the continued funding eligibility based on operational performance trends and continued funding availability.  
· After the 24-month period, a new grant solicitation will be conducted, and services will be evaluated to determine if continued support is warranted.  Services from the 24-month period that have proven successful will receive priority consideration for the next grant application.

· Projects may serve as a rural feeder to existing intercity service or a longer distance route to meet a gap in existing intercity service.  
· Coordination and partnerships with local public transit providers is strongly encouraged.  
· Black and white maps of the proposed service area must be submitted on 8 ½” x 11” paper.
· Applicants are encouraged to submit a complementary route-specific marketing application to promote the new service. 
· Applicants approved for participation in the intercity bus program must complete monthly report information documenting expenses by cost category, revenues by source, passenger trips, and days of operation and total miles, and the calculated performance measures of farebox recovery and subsidy per passenger for the route.  Reporting forms are provided at the end of this solicitation. 
Form D – Operating Assistance – In-Kind Match
· MDOT MTA will consider project applications utilizing the value of capital of connecting unsubsidized intercity services as permitted by FTA under its “In-kind Match” funding method, as described in the FTA guidance for the program.  Any applicant considering use of this funding method should contact Stephanie Gonterman, Isaacs & Associates, at 972-239-4401 or stephanie@isaacs-assoc.com to discuss the proposed project and secure an approval letter.  Please be prepared to discuss how the proposed service will provide a meaningful connection.

· This method eliminates the requirement for local cash match for 50 percent of the net operating deficit, instead providing up to 100 percent of the net operating deficit with federal funds.  The project definition is expanded to include both the subsidized segment (with the net operating deficit) and a connecting unsubsidized segment.  The operating costs of the unsubsidized segment are calculated, and an amount equal to 100 percent of the total fully allocated operating costs of the unsubsidized segment can be counted as in-kind match toward the net operating deficit.  
· Form D provides a tool to estimate the costs and net operating deficit of the subsidized segment, and the potential match value of the unsubsidized segment.  The proposed subsidized segment should be described on Form B for existing service, or Form C for new service (or previously unsubsidized existing service), in the Connectivity description and specific details about the route(s) should be provided in Form D(a).  
· The proposed subsidized service and the unsubsidized segment must be connecting service, and the operator of the unsubsidized service must provide the applicant a letter, to be included with the application, explaining: their support for the use of their unsubsidized miles as match, identifying the connecting schedules, and the fully-allocated operating cost of those services to support the calculation of the value of the in-kind match.  Miles operated outside Maryland on connecting services can be counted as in-kind match.  Carriers may use their own unsubsidized connecting service to generate in-kind match, but still must include documentation with the details of the route and schedule, the annual revenue-miles, the cost per mile and the total value of the unsubsidized connecting service.
· Typically, operators of connecting unsubsidized service seek a meaningful connection, i.e. service within two hours of their arriving or departing schedules, at a common location.  They may also ask to have the subsidized service operator become an interline carrier or ticket agent.
· Be sure to identify that no service mile is counted twice – that the unsubsidized route is not already being used to match another Section 5311(f) service, and that the correct number of service miles are used based on schedule information.  
Form D(a) – In-Kind Match – Unsubsidized Service
· Complete this form to designate the unsubsidized scheduled service.  Please identify the name of the route with your organization’s naming convention (schedule number, trip table, etc.), you can type over the text in the cell that asks for this information.  This form is arranged to show an inbound and outbound connection.  If additional trips are offered for consideration, please insert a new worksheet and identify each run accordingly.  You can name the additional worksheets as D(b), D(c), etc. 
· If multiple runs with the exact same stops for the same route are identified, then there is no need to attach additional maps.   
Form E – Capital – Intermodal or Public Facility Improvements, Vehicle Retrofit, Shelters, Advanced Technology, Other
· Projects in this category require a 20 percent local cash match—in-kind match is not available for capital projects.
· Eligible projects include: intermodal or public facility improvements that are directly related to the operation of intercity bus services; ADA accessibility improvements; intercity facility planning studies, feasibility studies and architectural engineering; retrofit of existing rural intercity vehicles for ADA accessibility; capitalized vehicle maintenance; passenger shelters; signage; technology for ticketing, vehicle monitoring/communication, or passenger information; or other related capital needs.  
· Priority will be given to projects in non-urbanized areas.  
· Only carrier-owned and controlled stations or owned and controlled by a local public entity or public transportation provider are eligible.  Unless MDOT MTA approves a plan for ongoing control, publicly owned stations must be made available to all current or potential carriers on an equal basis. 
· Partnerships and/or coordination with local transit agencies, intercity bus carriers, and other modes of travel are strongly encouraged.
· If no applications for station projects are proposed in a non-urbanized area, funding will be considered for similar projects in urbanized areas, but only in proportion to the amount of service or usage provided for intercity services connecting to non-urbanized areas.  
· Applications will be accepted to retrofit vehicles to meet ADA standards; however, all vehicles must be included in the vehicle capital inventory and vehicle capital plan as requested in Forms F1.1 and F1.2.  Only vehicles with a minimum remaining useful life of six years in rural intercity service will be considered for accessibility retrofits. 

Form F – Capital (Vehicles)

· Eligible projects include the purchase of new rural intercity vehicles for use on routes or services that will receive Section 5311(f) operating assistance in Maryland.  All vehicles purchased or leased under this program must be equipped to meet all ADA accessibility requirements and to carry baggage. 
· In Form F1.1, carriers should list the fleet that is used predominantly for providing intercity bus services in Maryland, not including vehicles used for charter, tour, or commuter operations.  List vehicles whether carrier-owned or leased, or funded by MDOT MTA or other agencies.  
· Vehicles provided under this program are intended to improve the quality of service for Maryland passengers and to reduce the operating and maintenance costs of the subsidized service.  Accordingly, these vehicles cannot be taken out of the state for periods of over 24 hours unless advance approval is received from MDOT MTA, or in the event of emergency (must be documented).
· Vehicle types are described in Form F1.2 that includes projected cost estimates.  Applicants should use this information to develop a capital plan for their Maryland rural intercity fleet.  Prices may need to be adjusted to include provisions for baggage, signage for route service, or intercity seating options.  
· The carrier is responsible for obtaining the appropriate vehicle safety inspections, licensing, use taxes, liability and collision insurance, and conducting appropriate vehicle maintenance. 
· Form F1.3 includes a form requiring a description of the carrier’s preventive maintenance policies, driver pre-trip and defect reporting procedures, and maintenance of accessibility equipment.

Form G – Marketing

· Types of eligible projects include: television, radio, and print media advertising; telephone information systems, social media marketing, internet information systems, billboards, signs, market research, route maps, route schedules, information kiosks, promotions, etc.  
· Proposals should clearly outline the goals, timeline, audience (existing and new) and the projected success after implementation.
· Route-specific proposals to market intercity service are encouraged.
· Approved carriers must submit copies of all marketing materials and information packets; transcripts and other printed material as well as monthly status reports documenting on-going activities.

Local Support 

Attach letters of local support for the proposed project.  Local agencies may include Metropolitan Planning Organizations (MPO), Regional Planning Commissions (RPC), counties, cities or existing transportation providers.  Letters of support are required to properly evaluate the merits of the proposals but are not part of the resulting contract between the applicant and the State of Maryland.  If you are having difficulty finding contact information, please contact Bruce Hojnacki for assistance.
REPORTING REQUIREMENTS

Grant recipients are required to maintain monthly reporting information and submit request for reimbursement funds to MDOT MTA on a quarterly basis.  The monthly data spreadsheet displays cumulative expenditures and revenues for each project.  The   MDOT MTA may require additional progress reporting depending on the nature of the project.





Monthly Report Spreadsheet
The monthly report accounts for expenditures over the life of this grant.  
· Operating Assistance—Existing or New Routes
Expense and Revenue categories are self-explanatory and correspond to those in line items in Forms B, C, and D.  The number of passenger trips, the number of days operated, number of hours operated, the number of miles traveled and the number of vehicle trips must be entered in order for the Service Statistics to calculate.  The form will also calculate the farebox recovery and subsidy per passenger performance measures.
· Capital and Marketing Projects
Project milestones in the left most column should correspond to the milestones listed in application forms E and G.  If additional lines are needed, right click on the left margin and insert another line.  Make sure the milestone numbers match.

A report form is provided in the Reporting Forms Section of this solicitation.  For all reports, enter the information pertaining to the month being reported on the appropriate line in the appropriate column.  Lines and columns will automatically sum and can be used for comparison to budget.

The monthly spreadsheet must be submitted electronically and as a hard copy with the request for reimbursement to the MDOT MTA 5311(f) ICB Program Manager for approval.
Request for Payment (Reimbursement)
Reimbursement requests must be submitted in a timely manner in order for payments to be issued.  No reimbursements will be issued without the proper forms and attachments.  The quarterly Request for Payment must be submitted within thirty days of the end of the previous quarter.  For example, the Request for Payment for the first quarter must be submitted by October 31st.  Note that operating assistance for new or existing routes is reimbursed at the rate of fifty percent of the operating deficit (unless the in-kind match method is used) while capital, marketing or planning study projects are reimbursed at the rate of eighty percent of the allowable expenses.  
If the use of In-Kind match is approved for your project, then the percent of costs allowable for reimbursement will be higher.  One check will be issued for the combined amount.  A copy of the form is provided in the Reporting Forms Section of this solicitation.
If you are utilizing the In-Kind Match program, you will be required to identify each unsubsidized run and the associated local share in the “Itemized Local Share” section of the form.  For example, if an unsubsidized inbound and outbound run were approved then there should be two line items representing this arrangement and each with a local share amount. 
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