St ___:'"“_ _"V > 4
— 4 o

B Asuiii
‘ "”Fﬁ [

e

2012

Annual

'Reporting Manual




2012 Annual Reporting Manual

Table of Contents

Tk oo 1N o4 4 o] o PP UPPPPTN 1
What is the National TranSit DAtahASE?............uuiiiiieiiieii ettt e e e e e et et e e e e e e s s bt e eeaae e s e ntbeeeeeaeessannnnneeaaaaan 1
Reporting Manuals and MOGUIES............uuiiiiii ittt e e e e e et e e e e e s st b e s e e eae e s sastbtbeeeaeessassbtbeeeaeesaansntbanees 1
FY 2012 Annual Reporting Changes and CIarifiCatiOns ............oooiiuiiiiiii e e 1
Who Reports, What to Report, How to Report, When to Report, and Where t0 REpPOIt.........ccccvvviieeiiiiiiiieceee e 1
N[ T oL (=] £ S U PPPPPUPPPRPI 1
R =T =T (o= Lo} (o] g g F= LT o TR SRPTRP 1

What is the National Transit DAtADASE? ..........oouiiiiiiiii et e et e e st e e e sb et e e e bb e e e aate e e e nanees 2
Funding for Transit Agencies Serving Urbanized Areas under 200,000 Population ..............cccueeiieeiiiiiiieieee e 2
Reporting Manuals @Nd MOUUIES .........c.uuiiiiiie ettt e et e e e e e et e e e e e e e s b e e e e e e e e e s tbeaeeeeeessantbebeeeaeesaansberaeeaeenan 3
FY 2012 Annual Reporting Changes and CIarifiCatiONs ............oooiiiiiiiiiii e e e e eea e e as 3
RTAY gL I 2 (Y o Jo 5 £ PSPPI 4
Purchased TranSPOMAtION SEIVICES .......uuuiiiie ittt et e et e e e e e s st a e e e aeeessaa b b et e eeaeessassataaeeeeessassasbeeeeeeeeansnsbenees 4
(07e] g 1STo] o Fo1 (=T I AV I BN =T o o] 4 (= (=P EEPT ST 4
V0] 10T a] e= LV = =T o o] £ (=1 £ O EPR U STPPRRP 5
Extensions, Waivers and SPECIal REQUESTS ........... it e e e ettt e e e e e e aabb et e eeea e s aasaeeeeeeaeeaannsaeeeaaeeeaannsneeeas 5
[ g T (o] T =T (UL £ PP PPSTR PR 5
L= Y= PSSP P PP PPPR 5
LAY gt L (o TN =T o o] ¢ APPSO 8
REPOrtiNg MOAUIES @NT FOIMMS ....iiiiiiiiiiiiee ettt e e e et e e e e e e e a et e e e e e s s st b abeeeae e s sassbtbaeeaeeseassntbeaeaeeeeassntbaeees 8
(D =Tod T = 1 o] o PRSP EPRTRTR
[Tt LI =T T D - T TP U SR PPPR
HOW 10 REPOI ...
The NTD IdentifiCation NUMDET ... ... ettt e e ettt e e e e e ettt e e e e e e e aasateeeeeaeesannsbeeeeaeeeaanneneeeas
[a1 =T g gL o = LT oo 4 1] oo PRSPPI
=T Lo e oo T o] 1 14 F- L AP UPRTRTP
General FOrMALtNG RUIES............uiiiiiie ettt e e e e et e e e e e e s e b e teeeeessastbebaeeeeeesasbebeeeaeesaasntaeeaaeeean
ACCOUNEING REGUITEIMENTS ... eeeeie e ettt ee e e ettt e e e e ettt et e e e e e s e e ete et eaaeaaaatbeeeaeee e aantaeeeeaaeeeaansseeeeeaaeeaannsbneeaaeeaaannereneas
ACCOUNLING PrINCIPIES (GAAP) ...ttt e e oottt e e e e oot bttt et e e e e e e ab bt e et e e e e e e habbeeeaaeeaaanntbaeeaaasaaannsbeneas
Yot od (= LYo ot o 10 1 o SRR
Reporting PUrchased TranSPOITATION .........ouaaaiiutiieiiaae ettt e ettt e e e e s e e tbeb et e e e s s e abebe et e e e e s aasnebeeeeaeeaaannbbeeeaaesaaannebeneas
RVAY LT R (o TN = o T o APPSR
REPOMING TIMEIINE ...ttt oottt et e oo e ek bttt et e e e oo a b bt bt et e e e e o abbebe et e e e e e e s nabb e e e e e e e e anbbbeeeaaesaanntbeneas
(2= gl TaTo L= AN To) i o] =T S TSP PSR RPPPR
Failure to Report: No Report, Late Report, or Incomplete Report
WHhEre 10 REPOI ... . e
e A =T o Lo 4 (=T £ PP OPPPTT
Y 1 =T T =Te (UL T EEPT PR
REfErENCE INFOIMALION ...ttt ettt e e et e e s bt e e e s bb e e e e anbb e e e snteeesnbbeee s

Type of Service (TOS)......ccoveeeeeeeninns
Transit AQENCY.......vvvveeeeeiiiiiiiieeeeee s
Area Definitions ........cccoeeeeeiiiiieiiiiieen,
Maximum Service Vehicles..................
Reference Documents ..........ccccceveeeeeeinnnes

TN A=T g LT =T o To Y T Lo U TUPUPPPRRRT
L0 10T VTS
What Has Changed from Prior Years
Internet Reporting System Security ..........
[DLo] =1 =T o 10153 (0T 1o oL PSP O PP PPPPRPP

Table of Contents — i



2012 Annual Reporting Manual

ACCESSING INTEINET REPOIING ... .tiiiiiie e ittt e ettt e e e e e et eeeae e e s s taaaeeeaeessastbebeeeeaesaasstbeeeaaeesasnntbaneeaeeessnnses 20
Connecting to the Internet
Verifying Your Internet Browser Settings
The National Transit Database Website

Home: Annual Report Home Page and Program STIUCLUIE ........c.coiiiiiieiiiiee ettt ee e et ee e et e e e e e e e sntaeeeeaaeeaanees 23
NI D R (T o Jo T q (gL IS ] (U o1 (U= PSR R

Annual: Reporting Annual Data
Printing @ FOrm Report from @ FOMM SCIEEN .......ccieiiiiiiiiiii ettt e e e ettt a e e e s s e e e e e e s s et b aa e e e e e e s easbtbaeeaeeeeasansbaeees
Y0 o] gal1uiTgTo Ao 10 = L=] oL ] o S PR SOPPUPRPPRN

Monthly: Reporting Ridership Data...........cccccceeeeeiivnneen..

Safety and Security: Providing Incident Data..................

Notes: Providing Additional Information....
Creating a Form Note ...........ccccceeernee
Reviewing Form Notes....
Editing Notes..................
Printing Form Notes........

Issues: Validating Data..............cccceveeeennn.

Sys AdmIN: Changing YOUr PASSWOIT .........cciiiuiuiiiiiieeiieiiie et e s e ettt e e e e et e e e e e s st a e e e e e e e s saatbaaeeeeeesaasssbeaeaeesaaaneraeees

Help: Obtaining MOre INFOMMEALION ..ottt e e e ettt et e e e e e et et et e e e e e aanntbeeeeaaeaeannsbneeeaaaeaannes
Pre-Submission Validation.............ccccccceeeeriiiiiieeneenn.

Post-Submission Validation by NTD Analysts
Closeout: Completion Of ISSUE VAlIAALION ...........uueiiiieii ettt e e e ettt et e e e e e et e e e e e e e e annbeeeeaaeaeannes

Reports: Accessing Reports to Help Report Annual Data.....................
All Form Notes and ISSUES REPOIt.........ccovvivriieiieeiiiiiiiiiiee e
Additional Reports Available from the Reports Tab ..............cccuveee.

e-File: Sending Declarations, Requests, and Other Communication....
L [T I - Vol (1 o [OOSR
e-File Composing: Waivers, Other Agency Requests and DecClarations .............c.cooiiiiiiiiiiaariiiiiieee e ee e 31
NTD Process after @-File SUDMISSION ... et e e e et e e e e e e nneeeeeas 32
e-File at the End of the Year

Communications Summary: Viewing a History of Correspondence With NTD ..........occuiiiiiiiiiiiiiiiieeee e 33

Tips fOr USING INTEIMET REPOITING ....iiiiiiiiiiiii it e e ettt et e e e e e ettt e e e e s et e et e e e e e s satbaeeeeaeessstbtaeeeeeessansntaeaeaeessanntreees

Navigating Between Screens....................

Saving a Form .....ccovvveeeiiiiieiee e

Viewing, Printing and Exporting Reports...
Viewing a Report Online ............cccceeeenn.
To Print a Report from the Reports Tab
To Print a Form Report from a Form Screen

BasiC INTOrMAtiON MOTUIE ... ..ottt e oottt e e e e oo e et bttt e e e e e s atbe e e e e e e e e anbbeeeeeaa e s aanbbbeeeeaaessannnsnneaaaean 35
[l i Tor=TiTo g Ik (o) s TN (S R L0 T PSR POPPUPRRPRNE 35
(7] a1 v= o1 t3N (o] 1 T (5 520 ) PP ERRRRP 35
Contractual Relationship fOrM (B-=30) ......cueuia i e et e e e e e s ettt e e e e e e santbeeeeeaeesaannneeeeeaeeeeanneeneeas 35
Reporter Receiving Public FuNds from fOrm (B-60) ...........cociuiiiiiieiiiiiiiies ettt e e s e et e e e e e e s satbae e e e e e e s sntbanaeaeeesanees 35
Reporter Providing Public FUNAS t0 fOrM (B-70) .......ueiiiiiiiiiiiiiie ettt e ettt e e e e e et e e e e e e e e s antbeeeeaaaeaanees 35

Identification form (B-10).........ccccuvvieeieeiiiiiiiieee e cciiieee e
Identification form (B-10) for Grants Reporting
OVEIVIEW ...ttt
Reporting Requirements and Thresholds

Small Systems Waiver (30 0F FEWET VENICIES) .......uiiiiiiiiiiiiiii e e e e e e e e r e e e e s s st aereaeeessnnes 39
Planning and Capital GraNtS WaAIVET .........ooiuuueiiie ettt e e e ettt e e e e s e s tbe et e e e e e e aanbbeeeeeeeasaannneseeeaaeeaannsaneeas 39
What Has Changed frOM PriOr YEAT .........uuiiiiiiii ittt e e e e et e e e e e s e et e e e e e e s e e atbe et aaeeessntbaneaaeeesannne 39
Y 0] 0] (0= Tod o PP RR R OUPPPRPRNE 39
(D72 - T] (=0 B g S U (od 1T o LU EPRTR R 40

Table of Contents — i



2012 Annual Reporting Manual

[ I S =Tot o 11T o L 1 P EUPTR 40

DUNS INUMDBET ¢ttt b et E e e bt bt e bt e b et e b et e bt e e bt e e b e e e bt e et e e e bt e e beesb e s e teesaneean 40
Are You Requesting a Small SYSTEM WaIVEI? ........ueeiiiiiiiiiiei ittt ettt e e e e e ettt e e e e e e e s e mneaeeeeaeeeaansbeeeaaaaeaaannes 41
(O] T Ta V4= i o] N Y/ o =T PP PSRRI

Independent Public Agency or Authority for Transit Service
Subsidiary Unit of a Transit Agency; Reporting Separately
Unit or Department of City, County or Local Government.................

Unit or Department Of State GOVEIMIMENT.........uuiiiii ettt e ettt e e e e et e e e e e s s a e e e e e e s satbaaeeeeeesaasstbaeeaaeseasnntreeees
L8 AT €71 PP SEPTR R
F (=T W [T o Toa Ao o I AN |1 o PP
MPO, COG OF Other PlanniNg AQENCY .......cccuuuuiiiiee et ieititeetee e e eaitiaaeteeeeaasataaeteaeaeasastbastaaaeassatbaaaeeeeesaasssssaeeaeessasnsreeees
Other Publicly-Owned or Publicly-Chartered COrpOration............oo.uueeiieeaariiiieiee e et eee e e et ee e e e e e s aneieeeeaaeaeanees
Private-FOr-Profit COMPOIAtiON .. ..o e ittt e e e e e et e e e e e e e s s st b e e e e aaeessaatbebaeeeeesaassasbaeeeaeeeasnntbaees
Private NON-Profit COMPOIAtION ....... ... i ittt e e ettt e e e e e e e st bttt e e e e e e aanbbeeeeeaeesaannnssneeaaeeeaannsseeeas
Private Provider Reporting on Behalf of @ PUBIC ENtItY ......cooiiiiiiiirii et
Consolidated Reporter ...
(O] 1 0= T T TP TP PO PO P R UPPTRTRRO
(DI=TaqTe]o =T o] a1To (o] (o] 4 4 o= UATo] o PP UPRRPTN
UPDANIZEA ATB@.......eceiieieie ettt ettt bt e bt e bt e e bt e bt e b e e b et e b e e bt e e e e e b e e et e e s bt e e bt e s be s e reenneean
] Y oLl A = T TSP TP P R UPPTRTRR
Number of Vehicles Operated in Annual Maximum Service by Mode and Type of ServiCe .........ccccueeiieeiiiiiiiiiieneeenies 43
Vehicles Operated in Maximum ServiCe (WOMS) ......uuiiiiie it e ettt e e e e e e e e e e s st e e e e e s satb it e e e e e e s sasaraaeeaeeean 43
TYPE OF SEIVICE (TIOS) ..eeiiiiiiiiitiiie e ettt e e ettt et e e e e e et ettt ee e e e e e e aat b et e eaa e e e aaaete et eaeeaaamntbeeeeeaeeeanntbeeeeaeeaeansbeneeaaeasannnes 43
Yoo =TT PP TP TP PP PO P P PPPOTRPURPTI 43
Vanpool Reporting Requirements ... 48
MUIEI-MOTAI VERICIES ...ttt b et e e b et e e s bt s et e sbe s reesneean 48
Route and POINt DEVIALION SEIVICES.....couiiiiiiiiiiiiea ettt ee e ettt e e e e e et et e e ae e e e s s tbeeeeaaeasaanbbeeeeeaeesaannneseeeaaesaannssneeas 48
INCIAENTAL TIANSIE SEIVICE......i ittt ettt e b et b e e e bt e b e e s b e s beesb e s e be e s ne s e reesnenan 49
Fixed Guideway for Bus, Bus Rapid Transit and COMMULET BUS..........oiiuiiiiiiieiaiiieiiee e e a e e 49
Capital or Non Capital Investment for Mode not CUurrently in SEIVICE ........ccuuviiiiee it 49
FiliNg @ SEPArate NTD REPOIM. ... .uiiiiiieiiiiitiii e e e ettt e e e e e st e et e e e s sa b eseeeeee s s e tbeaeeeeaeeaasstbeetaaeeaassstbeseeaeeaasssbasaeaeeessnnses 50
Line by Line Instructions Identification form (B-10) ...bl
Sy =gt aTo I o0 NVl I BN =T o o] o O PP ERRR P 51
(o] 1 e= ot (o] s I (2 57220 ) RSP ERPT P PR 54
OVBIVIBW ...ttt ettt h ekt e ke ekt eht e e ekt e be e e kb e e eb et e E b e e he e e kb e e be e ek b e e b e e ek b e e ebe e ek b e e b e e e b bt e be e e b b e e ebe et e e e ne e e 56
Reporting Requirements and TRreSNOIAS .........ooo it e ettt e e e e e sttt e e e e e e e e antbeeeeaeeeeannes 56
What Has Changed frOM PriOr YEAT .........uuiiiiiiii ittt e e e e e et e e e e e s e ettt e eae e s e e satba et eaeeessntbaneeaeeesannne 56
(D72 - T] (=0 B g S U (od 1T o LU EPRTR R
(OT0] g1 7= Tod S 1N o =S O
CONtACE TYPE: NTD CONTACT ... s
Contact Type: Safety Contact...................
Contact Type: Security Contact
Line by Line Instructions Contacts fOrM (B-20) ..........euiiiiiiiiiiiieae ettt e e ettt e e e e e e e et bee e e e e e e s e anaeeeeeaaeeaanneeeeeeaeeaaannenneeas 57
Completing the CoNtaCS FOIM (B-20).......ciiiiiiiiiiiiiie ettt e e e e e e e et e e e e e e e e sa e b et e e aeeassastbeaeeeaeesaassssbaeeaeesaassssraees 57
Form Level Help: Click on the Help tab at the top of the screen for form level help.........cco s 57
Contractual Relationship fOrM (B-30).......ccciuiiiiiiee ittt ettt e e e e e st e e e e e s s bt eeeaeeessastbeseeeaeessasssaeeeaeesaasstbeeeaaessansssrnnes 58
(O Y= 1= U ETT T SOPRRP 59
Reporting Requirements and TRreSNOIAS ...........oiiiiiiiiie e e e e e et e e e e e st a e e e e e e e s sstbaeaeaeeesannees 59
What Has Changed frOM PrIOT YK .........e ittt e e ekttt e e e e e et bt et e e e e e s aaantbe et eaeeeaantbeneaaaeeeannne 59
Contractual Relationship ... 59
(0 ]e] o<1 = U\ I Yo | (=TT o 0= o PR UOUPUPRRPTN 59
DELAIIEA INSTIUCLIONS ...ttt ettt eh ekt b ekt e e b et e kbt e e b et e kbt e e be e e s b bt e s ket e sb bt e sbn e e st bt e sbn e e st b e e seneenene s 61
(0fe] a1 - Yo iUl 2= F= U110 1] ] o PP EPPRP 61
Y P e 61

Table of Contents — iii



2012 Annual Reporting Manual

NTD REPOIET OF COMD@NY ...tttttttttttttetetetetetesesesesesesesesesesesese e s s e e e 5 5552555555555 5555555555555 5 5555555555 5555555555255 5 5525 2msmmmnmmnnnnnnn 63
Monetary Nature of Contractual RelatiONSNIP ..........viiiiiii e e e e e s e e e e e e s st aeeeaeeesanees 64
(070] a1 2= Toi (=T IRST=T AV o =R UEUTR P 64

1Y oo [ O PP PP OPPR 64

Vehicles / Passenger Cars Operated in Annual Maximum Service under CONtract..........cceeeeeeeeiiiiiiiieneee s 64

Number of Months Seller Operated Service During Report Year

Operating EXPENSES ...cccooiiiiiiiiei ettt a e
Purchased Transportation Fare Revenues
[N O] n = Toa D o T=T o 1 LU PP EEPTTR
L] ¥z L O o g1 i = ol o O 0 1] PR UT T UOTPUPRTRN
Other CoStS INCUITEA DY the BUYET........viiiiiie ettt e e e e sttt e e e e e s st e e e e e e s sastatbeeeeaeesassatbaeeeaeeessnnnes
Total OPEratiNg EXPENSES ... ..eeeiiiiie ettt ettt e e ettt e e e e e s ate e et eaaeeaaaete et eaeeaa s ntbeeeeeaeeaanntbeeeeaaeasaansneneaaaeasaannes
Line by Line Instructions Contractual Relationship form (B-30) .........cc.uuiiiiiiiiiiiiiiiis e e e e e e
Completing the Contractual Relationship fOrm (B-30)..........ciiii ettt e e e e e e e e e e nneeeeeas
SECHON A — CONTACT SUMIMAIY TY P ..utttiiiiee et iiiiitiet e e e e eet ittt et e e e e e e s tbaeteaaeassastbaaaaaeaessastbasaaeaeessasstsaeteaeesasstbanseaeenssnnses
Section B — Key Financial and Operating Statistics .... .
Reporter Receiving Public FUNAS from fOrm (B-60) ..........ccoiuiiiiiiieiiiiiiiiii et e e s e e e e e s st e e e e e e s santb e e e e e e e s sasbeaeeeeaeaan
(O Y= 1= PR TTT ST
Reporting Requirements and TRreSNOIAS ...........oiiuiiiiiiie e e e e e e e e e e e st e e e e e e e s satbareeaeeesanees
What Has Changed frOM PriOr YEAT .........uuiiiiiiii ittt e e e e e ettt et e e e s e et e e e e e e s e e atbaeteaeeessatbaneeaeeesannees
7Y o] o] (0= Tod o TSP T OUUPPRPRTN
TIANSIE SEIVICE ...ttt ettt ettt e ekt e e e a bt e e o2 bttt a4k b e e o sttt e e o2 bt e e e oAk bt e e e st et oo oabe e e e e abb e e e e nbe e e s eabeeeeanbbeeenan
Federal Pass-TRroUgh FUNGAS ..... ...ttt e ettt e e e e e e e et bttt e e e e e e e nbbee e e e e e e s aannnsseeeaaeeeannseeeeas
TWO PUDBIC NTD REPOIMEIS ... iiieiieie e e ittt e e ettt e e e e e et e e e e e e bt eteeeeeasaatbaeeeaeeasssstbaeeaaeeeessstbeaeeeeeeesntbaneeaeeessnnses
Detailed INStructions ..........ccccceviiiiieiereeeninnns
Reporter Receiving Public Funds from
(1o F= g (ol F= T [ {oT 1 4 F= i {o] o PO PP UPRRPT
Line by Line Instructions Reporter Receiving Public Funds from form (B-60)...........cccoiiiiuiiiiiiee it 76
Completing the Reporter Receiving Public Funds from form (B-60) ..........ocuuuiiiiiiiiiieiee e 76
Reporter Receiving PUBIIC FUNAS frOM ...ttt s e e e e st e e e e e s e et e e e e e e e e nntaaees 76
[ Te eV aTeiEo 1M [} (o] 11 F= 110 ] DO PP PPOPPP 76
Reporter Providing Public Funds to form (B-70) .. 78
(@Y= V1 TP P TR OPPP 78
Reporting Requirements and TRreSNOIAS .........ooo it e ettt e e e e e sttt e e e e e e e e antbeeeeaeeeeannes 78
What Has Changed frOM PriOr YEAT .........uuiiiiiiii ittt e e e e et e e e e e s e et b e e e e e e e easatb et taaeeessntbaneeaeeesannse 78
7Y o] o] (0= Tod o TSP TR PPRPRTN 78
LTS B ST=T Y ot PP PU PR PPPRPTUTRRN 78
Federal Pass-TRroUgh FUNGAS ...ttt e e e ettt e e e e e e e et bttt e e e e e s e ambbeeeeeae e s aannnssneeaaeeeannraeeeas 79
TWO PUDBIC NTD REPOIMEIS ... iittiiiii e e ittt e s ettt e e e e e e e e e e e e st e et e e e e eaabtbaeeeaeeaasssebaeeaaeeeassstbeeeeaeeeesstbaneaaeeasannses 79
(D72 o T] (=0 B g S 0 (od 1T o LSO ESPTR R 79
Reporter Providing Public Funds to v 79
(e E el 1l [ {0 ¢ 0 1 F= L [o ] o FE O TP SRPPPR 79
Line by Line Instructions Reporter Providing Public FUNdS to fOrm (B-70)..........uuuiiiiiiiiiiiiei e 80
Completing the Reporter Providing Public FUNAS 0 fOrmM (B-70) .......cuiiiiiiiiiiiiiiiee ettt e e e inavaee s 80
Reporter Providing PUBIC FUNAS 10 ....oiiiiiiei ettt ettt e e e e et e e e e e e e nae e e e e e e e e e nneeeeeas 80
[T e eV aTeaFo 1M [ ) (o] g1 F= 110 DO TSP PO PPOPPR 80
[ = e Lo F= LY, o Yo [ ] L= PRSP PPRRR 82
Sources of Funds — Funds Expended and Funds Earned form (F-L10) ........c.ccoiiiiiiiiiiie i e 83
(O Y= 1= U ETT T SOPRRP 87
Reporting Requirements and TRreSNOIAS ...........oiiiiiiiiiie e e e e et e e e e e st et e e e e e s sstbaeeeaeeesannees 87
What Has Changed frOM PrIOT YK ..... ... ittt e e ettt e e e e e et bee e e e e e e e e e mntte et eaeeaaantbeneaaaeaeannne 87
Y 0] 0] (0= Uod o SO URPTR PR

Accrual Accounting

Table of Contents — iv



2012 Annual Reporting Manual

TrANSIt REIALEA PrOJECLS. ... e ittt ettt e e oo oo e bttt e e e e e e s et bttt eaeeaaamntbeeeeeeeaeamntbeeeeaeeeeansneneeaaeaeannnes
Public Funding Reporting REIAtIONSIPS ........uviiiiiieii et e e e e s e e e e e s e s btb e e e e e e s easnnsaaeees
(0T o g P= Y=o B = T ISy o Lo = LT I o 1) PP
AR 010 ST =T 4 To TSP PSP OPPP
PaSS-TRIOUGN FUNGS ...ttt oottt e e e e ettt e e e e e e e e st be et e e e e e e aanbbeeeeeae e s aannneseeeaaeeeannsaneeas
(D Lo] = 1= o 10153 (01 1o L PO PO PP PPPPRPP
Directly Generated Funds by the Transit Agency: All Transit Agencies.... .
[ IS o T T (T PP OPPR
Funds Dedicated t0 TranSit @t tNEIF SOUICE. ..........uiiiiiiiii ettt e et s b e e bb e e e rnte e e e nanees
Independent PONLICAI ENTILIES ............ueiiiii ittt ettt e e ettt e e e e e s e et bttt e e e e e e e anbbeeeeeae e e aannnebeeeaaeeeanneeeeeas
(D= Lot (= To [ I TP P PSP OPPR
Bridge, Tunnel and HIgNWaY TOIIS ........oo ittt e e e ettt e e e e e s et b e e e e e e e s eannnebeeeaeeeeannseeeeas
HIGh OCCUPANCY / TOI LANES ...ttt ettt e ettt e e e e ettt e e e e e ettt e e e e e s s st b e s e e e e e e s santbaaaeeeeesaassatbaeeeeeeeanntbaeees
(@)L= g B LYo [Tor= 1 (=To [N U] Lo SRR UOUPUPRRPN
Other DireCtly GENEIAtEA FUNGS .........uiiiiiiii e ettt ettt e e e e et e e e e e s st b e e e e e e e e s s tbtaeeeeaesaasssabeeeaaeesasatbaareaeeesannses
Local and State Government Sources
Funds Allocated to Transit Out of General Revenues of the Government Entity
Funds Dedicated to Transit @t theIr SOUICE.........oi ittt e e e e e et e e e e e e e e e nart e e e e e e e e e nneeeeeas
(@1 a1 o 0T o o O PP PPOPPR
FEAEral GOVEIMMENT SOUMCES .......utiiiiiiiie ettt e ettt e et ettt e et bt e e aa bt e e e bt e e ok bt e e e aab et e e eabe e e e ek bt e e e nbb e e e nabe e e e s abb e e e enbneeenanees
FUNAS RECEIVEA frOM FTA .ottt ettt oo oottt e e e e e et b b et e e e e e e e e a bbb et e e e e e e anbbeeeeeaeeeaannnsseeeaeeeeannsbeeeas
[N O o] 7= I o (oo | = o [P ERPT TR
FTA Urbanized Area FOrMUIA PrOGIAM .........uuiiiiiie ittt e ettt e e e e e ettt e e e e e e s anbbeseeaeeesaannneseeeaaeeeannseneeas
[NV =Y o] o o] 1 = U I o F= o a1 o o PO SEPT R
FTA Clean Fuels Program
FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula
FTA Other Than Urbanized Area FOrMUIA PrOGIam .........ciii ittt e e e et e e e e e e s e annee e e e e e e e e e nneeeeeas
FTA Job Access and Reverse Commute FOrmula Program ...........ciieiiiiiiiiiiiiee e e e et e e e s inereee s
[N N A o = T=To o] o T e (o = o B U EUPT R
FTA Alternative Transportation in Parks and Public Lands Program .............coeeeiiiiiiiiieee e e e
(@1 a1 o e N U o KPP PROPPR
Funds Received from Other USDOT Grant Programs....
(@1 a1 o o =To (=T = I gL LSOO OPPR
5100 0] 0 T= T
Line by Line Instructions Funds Expended and Funds Earned form (F-10)........ccuviiiieiiiiiiiiieiee e csiiieecee e eeiieen e
Completing the Funds Expended and Funds Earned form (F-10) .........ooiiiuiiiiiioaiiiiee e e
Sources of Directly Generated Funds by the Transit Agency — All Transit AGEeNCIES ........ccoovcvviiiieeeeiiiiiiiiieee e 100
Auxiliary TranSPOrtation FUNGS .........cooi ettt e ettt e e e e e e e et e et e e e e e e s anbaeeeeeaeessanbaeeeeeaaesaanneseeeas
Funds Dedicated to Transit at their Source
Local Government SOUICES Of FUNUS. ... ettt e e e e ettt e e e e e et e e e e e e e aannebeeeaaeeeaanneaeeean
Funds Dedicated to Transit at their Source
State GOVErnMENt SOUICES OF FUNTS ......oiuuiiiiiiiiie et e et e e st e e s sibee e e anbneeenaes
Funds Dedicated to Transit at their Source
Federal GOvernment SOUICES OF FUNGS .......oouiiiiiiiie ettt e et e et e et e e e nnte e e e nanees
100 0100 F= T A
(UL TS o O T o)1 L (o] £ T (210 ) PSR UPPRR S
Uses of Capital form (F-20) — Grants Reporting
(V=] oY1 U PO P R OTPPPPPPRTN
Reporting Requirements and TRreSOIUS ..ot e e e et e e e e e e st be e e e e e e e e anees
What Has Changed from Prior Year
Y o] o] (0= Tod o RO SUUPUPRRRTN
Pl ol (U= LYot oto 10 o111 g To [P PP URPRR PR
Relationship t0 SOUICES Of FUNAS ......viiiiiiiiiiiiii et e st e e e e s et e e e e e e s ea st bt e e e aeessasntaaeeaeeesensstaeees
Capital MaINtENANCE EXPENSES .. ...ttt e et e e oottt et e e e e e e et ettt eeea e e e e aaeeeeeaaeeaaannsbeeeaaeeaaannsbnneaaaeasaannes

Table of Contents — v



2012 Annual Reporting Manual

[0 o g P= E]=To B I = T ISy o Jo 4 = LT PSRRI

[ o] [=Tod @1 F= 1] i o= 1o ] o PSP SEPRR
(D= - T] (=0 B Vg Y 0 (od 1T o LR UPRRPT
(U] To [ | PP PRSP

[ LYo gL [T ] = 1110 L PRSPPI
S U1 [0 0 J O 11 =T = W PP SO P PP OTPPPTPPRN
Administrative Buildings
MaINTENANCE BUIIJINGS ....eeiii ettt e et e e e e e s e e e e e e e s saatb et eaeeaessstbaeteaeeessatbeeeaaeeessntbenaeeeeesannees
REVENUE VENICIES ..ottt e et e e s bttt e oo h bt e e e ea b bt e e e bttt e e e a bt e e e enbb e e e ebbe e e s sbbeeeeanbbeeenan
SEIVICE VERICIES ...ttt e e oo ookttt e e e e e o a b he et e e e e e e e ntaee e et e e e e eannbeaeeeeeeeeanntbeeeaaeeeannnrrneeas

Line by Line Instructions Uses of Capital form (F-20) ........ooi ittt e e e et e e e e e e e anees
Completing the Uses of Capital fOrm (F-20)........uuiiiiiiiiiiii e e e e e s st ea e e e s s aabtb e e e e e e e eesaasraees
Rehabilitation / Reconstruction / Replacement / Improvements for Existing Transit Services
(o= Vg IS (o] W) ST=T Y, (o] TSP UEPRR
Total Of All USES OF CAPITAL........eeeeeiieeeeeieee ettt oottt et e e e e e e e ettt et e e e e e e antbe e e e e e e e e antbaeeeaaeesaannnnneeeaaean
Operating EXPENSES TOMM (F=30) .....uuuiiiiieiiiiiiiiiie e e e s ettt s e e e s e et e e e e e e e s s atbaeeeeeeassastbaseeeaeesaastbeseeeeaeesasssabeeeaeeeaassstbaneeeeeesannses
(V=] oY1 U PO P R OTPPPPPPRTN
Reporting Requirements and TRreSOIUS ..ot e e e et e e e e e e st be e e e e e e e e anees
What Has Changed frOM PriOr YEAI .........uuiiiii ittt e et e e e e e st e et e e e e e asatbaeeeaeeessatbaaeeaeeessnnees

Y o] o] (0= Tod o RO SUUPUPRRRTN
Pl ol (0T LYot oto 10 o111 To [P PP URPRR PR
Capital Maintenance Expenses
[aeTo [T g L I = Vg S ST Vot PSP PP PPPR
(70153 Y| [oTo%= o] o [T SRUPRRRTN

2= L] Lo o] £ PSP RRPR P
Vehicle Leases and DePreCiation COSES .........uiii it ee e e e e e ettt ee e e e e e s aabaeeeeaaeaaaanbaeeeeeaeasaannaseeeeaaesaannssneeas

(D L] =1 =To I g1 (0T 1o LS OO SOPPRTTPI
Chart of Accounts for Modal Operating Expenses
FUNCLIONS ...
Vehicle Operations
AVZC] a1 Te T Y = T a1 (T o F= Vg ot RO PERRT PP

Operators' SAlAries NG WaAQES .......ccuuiiiiiiee ettt e e e e e ettt e e e e e e s eeee e e s s e b eraeeeeeesasbebeetaaeeaassstbaeeaaeeessstbaneeaeessannses
Other SAlAriES ANA WAGES ......eeiiiiei ittt e e oottt e e e e e e bttt e e e e e s e et eeeeeeeaeeaassaeeeeeaaeeaaansebeeeaaeeeaanntneeeeaeeaaannses
Fringe Benefits.................

Materials and Supplies
[ L= =T g o B IE ] g Tot= o | £ P UEPTR
TIFES ANG TUDES ..ottt ettt e e e st e ookttt e 4ok bt e e aa b bt e e aab bt e e e kbt e e e anbe e e e sanbeee s ntbeee s
Other MaterialS @N0 SUPPIIES....c.cee ittt e e oottt e e e e e e et bttt ee e e e e s e nbeeeeeaaeeaaannsbeeeaaeeaaanntbeeeaaaeasannnes
L] PSSP P PP PR T PPPR

Purchased TranSPOMALION SEIVICE......c..eei ittt ettt e e e e e et ettt e e e e e e e e tbee e et e e e s aasaeeeeeeaeeaannnsbeeeaaesaaanneneeeas
Americans with Disabilities Act of 1990 Related Expenses (Complementary Paratransit)
Line by Line Instructions Operating EXpenses fOrm (F-30) ........cci it e e et e e e e e e annees
Completing the Operating EXpenses fOrm (F-30) .......ooiiiiiiiiii et e e e e e e e e s e e ntb e e e e e e e easnnsbaees

[ Lo To ) G 510 ) ISP USPTR
Materials and SUPPIES (5O4) ... ...ttt e et e e e ettt e e e e e s s s bbe et e ae e e e e nebeeeeeaeeeaanbeeeeeeaaeeaannsseeeaaeeaannsnneeas

Table of Contents — vi



2012 Annual Reporting Manual

Purchased TranSPOITAtiON (508) ........cceieeiiiiiiiiiiee ettt e e e et et e e e e e s et beeeeaeeaaaantaeeeeeeeaeaanbnseeeeaaeeaannnsbeeeaaesaaannsneeeas
EXPENSES SUMMATY fOIM (F-40) .. .uuiiiiiiiiiiitiee ettt s et e e e e e ettt e e e e e s s st b e et eaeeassatbeseeeaeessastbebeeaaeesaassstbeeeaaeseassnebaees
(O Y] 1= RO
Reporting Requirements and TAreSNOIAS ...........oiiiiiiiie e e e e e e e st e e e e e s st aeaeaeeeasnees
What Has Changed frOM PrIOT YA ..........eiiiii ettt ettt e e e e e ekt bttt e e e e e e e matbeeeeaaeeaanntbeeeaaaeeaaanees

Y 0] 0] (0= Lod o PR OPPUPRRPRN
Funds Applied and Funds Not Applied

(D L] =1 =To I g IS (0T 1o LSOO PR OPPRTPI
[ T=Tolo) (o] 1T 1 (=] 0 0 PR OOPPPSPPRN
Americans with Disabilities Act Of 1990 Related EXPENSES .....coiiiiiiiiiiiieie e eeiiiiiee ettt ee e e e s eatee e e e e e e e s aneaeeeeaeeeeanees
Line by Line Instructions Expenses Summary form (F-40) ........ouiiii ittt e e e e e e e e s sntbaeaeaeeessnees
Completing the Operating Expenses Summary form (F-40) ...........ueiiiiioiiiiiee e e e e
Summarized Data from Operating EXpenses fOrm (F-30) ........coiiiiiiiiiie it e s e e e e e s e e e e e e s snees
[Ry=ToTo] o (ol 1o TN L =] o 4 LT UEPT
Statement Of FINANCES (F-60) ......cciiiiiiiiiiie ettt e e e e e e e e e e e e e s et tb e e teaee e s s s tbeseaaaeassstbeeeeaaeessassbaseeeeeessanssssaeaeeesan
Statement of Finances (F-60) ...................
(V=] Y1 U PO P R STPPPPPPRRN
Reporting Requirements and Thresholds
What Has Changed frOM PriOr YEAT .........uuiiiii ittt ettt e e et e e e e e et e et e e e e e e satbaeeaaeeessatbaaeeaaeessnnees

Y 0] 0] (0= Lod o PR OPPUPRRPRN
(D= = T] (=0 B Vg S U Tod 1T LR UPRRP
Line by Line Instructions Statement of FINAnces form (F-60)..........ccoiiiiiiiiiri i e e e e e e e e e s aaees

F Y=Y 1Y/ Fo Lo LU O PP OPPPPRRPTRN
Stations and Maintenance Facilities form (A-10)
Transit Way MiIleage fOrM (A-20) ......coiiiiiiiiee ettt et e e e e e e e e e e e e e s bt et eaeeaasatbaetaeeeessstbasaeeeeesssssaraeeaeesan
Revenue Vehicle INVeNtory fOrM (A-30) ... ettt e e e e e ee e e e e e e e baee e e e e e e e aannnebeeeaaeeeaanneaneeas

Stations and Maintenance Facilities FOrM (A-L0) ....ciiiiiiiiiiie ittt e e e e e e e s e e e et e e e e eaabebeeeaeeeeasntbaaeeaeeesannees

(O 72T V1= TR PT ST PPRRP
Reporting Requirements and Thresholds
What Has Changed frOM PrIOT YEAI .......ccoiuiiiiiiiii ettt s bttt e aabr e e s b e e s kb e e e e aatn e e e nnne s

APProach ........cooeiiiiiiiiiiiieeeieee e
Passenger Stations
MAINTENANCE FACIIILIES .......eeeeiiie ettt e e e ettt e e e e e s bbb bt e e e e e e et bbbt e e e e e e aanntbeeeaaeeeaanneaeeeas
DEtAIIEA INSTIUCLIONS ...ttt ettt b e bt ekt e bt e b e e b e e e b et e b e e e b et e be e e b e e e be e e be e e abe e e b e e e ne e e e
[ LYo T [T ] = 1110 L PR UUPUUPRPRTN
Americans with Disabilities Act of 1990 ACCeSSIDIE STAtIONS .........c.coviiiiiiiiiii e 164
NON-ADA ACCESSIDIE STALIONS. ... . .eeeeeiiie ettt e ettt e e e e e et ettt e e e e e e e tb et e eeea e e aasaeeeeeeaeeaaannsbeeeaaaeeaannsneeeas 164
Multi-Modal PaSSENQET STALIONS .......uviiiiiiiiiiiiiiee et e e et e e e e s st e e e e e e s e b b e et e e e e aassatbseeaaeeaasntbaeaaaeesssssrenees 164
Escalators and Elevators
Maintenance Facilities ...........ccccevviiiiiiiie i
General Purpose Maintenance Facilities
Heavy MaintenNanCe FACIHITIES ...........ueiiiiiiiiiii ittt e ettt e e e e e bbb et e e e e e e sab b e e e e e e e e e anntbbeeeaaeeeannbneeas
Line by Line Instructions Stations and Maintenance FacilitieS from (A-10) ........coooririiiiiiieeiiiiee e 167
Completing the Stations and Maintenance Facilities form (A-L10) ......coi i e e 167
Lo IS o = ] e= Ui o] S ST P PP PP PPPPR 167
Maintenance Facilities - DireCtly Operatea SEIVICE. ........uuiii it e e e e e et e e e e e e e e s nnnneeas 167
Maintenance Facilities - Purchased TranSportation SEIVICE ...........viiiuuiiiiiiiee ittt 169

Transit Way Mileage form (A-20)
OVEIVIEW ..ottt
Reporting Requirements and Thresholds
What Has Changed frOmM PrIOT YEAI .......coiiiiiiiiieie ettt ettt ettt e bt e e ekt e s e e s b e e e anb e e s nnes

F Y o] o] (o Tod o EO T P T PP P ST PP RPPPPPPN
GUIAEWAY ClASSITICALION ...ttt et e oo ettt e e e e e e a bbb et e e e e e e e kb b be et e e e e e s abbb e e e e e e e e s annbbnneeeeeeaannns

Table of Contents — vii



2012 Annual Reporting Manual

BUS GUIAEWAY SAfE OPEIALION.........eeeiiieei ittt e ettt e e e e ettt e e e e e s e bbeeeeaeeaaaantbeeeeeeaasaansnseeeeeaeeaannnsseeeaaesaaannsnneean
Multiple Modes or Types of Service on a Fixed Guideway FaCility .........ccccuveiieiiiiiiiiiiiic e
D=y o T] (=0 B Vg Y 0 (o 1T L USSP UPRRPT
RAI IMOUES ...ttt sttt sttt e sa bt e e e e s h bt e et e e e e bt e e aa e e s et e b et s e
LI 2o SO0 1= (1 od 1T o ORI
[N o g T =TT 1Y (o T = PSP SUPUPSPPRN
Line by Line Instructions Transit Way Mileage form (A-20)
Completing the Transit Way Mileage fOrm (A-20) ......ccooiiiiiiiiie ittt esiee e e s nsnnee s
[ = 1| 1Y, [0 To =SS EPRPT
[N To] g B =TI g g To o L= P PPTPTT
Revenue Vehicle INVENTOrY FOMM (A=30) .. .eiiiiiiieiiiiee ittt ettt e et s e e e ettt e e st et e e sabb e e e ebb e e e e anbe e e e snbneeeabbeeenan
(O Y] V1= ORI
Reporting Requirements and TRIESNOIAS .........ooiiiiiiiiiii et st e e e st ee e
What Has Changed frOM PrIOT YEAK ..........eiiiiiiiiiieii ettt ettt e e e e e st ettt a e e e e s abb et e e e e e e e santbbaeeaaeesaannns
F Y] o] (o To! o E ST RPPOPPPN
Vehicles Operating in Multiple Modes...
PUrChased TranSPOIALION. .........ueiiiiiiee ettt e et e e b et e ek b et e e e b et e e sab bt e e e b b et e e sbe e e e sabr e e e snneeennnes
NON-DEAICAIEA VERNICIES .......coiiiiiiiieii ettt et e e e e e h bbbt e e e e e e e e abb b et e e e e e e e nasbeeeeeeeeeannnnneees
Grouping Vehicles by Like CharacteristiCS (SUD-FIEEL)........ccouuiiiiiiiie it
(D= - V] (= To B g ) 0 o 1T 1P PRSP PPRPP
NUumber of VENICIES 1N TOLAI FIET........ccooi ettt e e et e e e e s st e e e e e e s e bbb b e e e e e e e aaes
(D= Yo [Tor= 1=To [ [T SO PR PTUPRRRT
V=] 1ol 1= Y o1 O TP URPT R UOPPUPRPPT
(@1 =T ] 1 o PP PSP PP PPPRR TP
Funding Source ..................
Year of Manufacture
YEAI OF REDUII ...ttt ea e e e e e sa bt e et e et e b e e na bt e et e e e e e beenanee s
= U =T U= PRSP PPRTR
Y CoTe [=T B N 0] 0 o] o 1= ST T T T T TP PP U PR PPPPR
Number of ACHIVE VENICIES IN FIEET ... ettt e e e e e e e e e e e e e st e e e e e e e e e snebeeaaaaeaenn
ADA ACCESSIDIE VENICIES......e ettt oottt e e e e ettt e e e e e e e e nabee e e e eee e e e nntbeeeeaeeeeanntbeeeaaaeaann
Number of Emergency Contingency Vehicles
LU LT B Y o1 OO PP PRI
V=] o1l (= T o To | £ o T SPUPUPRRRTN
Y=o Uil o [ OF=To =T | PP PRRTP
Sy e= gL [T gTo I OF=T o= Lo | Y2 TP EERT R
Total Miles on Active Vehicles and Average Lifetime Mileage per Active Vehicle
Total Miles on Active Vehicles dUring PeriOQ ............eiii ittt e e e e et e e e e e e e annaeeeeaa e s
Average Lifetime Mileage per ACtIVE VENICIE ............oi i
Supports Another Mode
Delete VEhICIE FIEEL.......uuiiiieii e
Line by Line Instructions Revenue Vehicle Inventory form (A-30)
Completing the Revenue Vehicle INVentory form (A-30) .......ooiiiieiii et e e e e eineaeeaaaeeas
V=] T (ol L= [T I - | - USRS UT SRR

Service Module .......occeeeiiiieene
Service form (S-10)

Fixed Guideway Segments fOrM (S-20) .. ..cccuuuiiiie ettt e e e e e e e e e e s s e et e e e s aatb b e eeaeessassnsbaeeaeessanssrreeees 191

Y= Vo= o] 1 o (ST 1 ) PP PPRRPTN 192
OVBIVIBW ...ttt ettt ettt etttk e bt ekt e bt ekt ebe e ek et e bt e ket e b et e ke e e b e e 4 E e e e b e e e b e e e bt e e b e e e bt e e Ee e e b e s e ne e s e e r e e nre e 199
Reporting Requirements and TRreSOIUS ..ot e e e et e e e e e e st be e e e e e e e e anees 199
What Has Changed frOM PriOr YEAT .........uiiiiii ittt e et e e e e e et e et e e e e e e s atbaeeeaeeessatbaaeeaeeessnnees 199
Approach

Table of Contents — viii



2012 Annual Reporting Manual

[RyCT ool aulaTo [ o) VAN N0 ST =d=T 4 To Lo PP
Example 21— Computing ANNUAL TOTAI DALA .......ccceiiiiiiiiiiee i e st e e st e e e e s et e e e e e s saanrbaeraaeeeesnssaeeees
Reporting for Rail and NON-RaI ..ot e e e ettt e e e e s ettt e e e e e e e e e nnnrbeeeaaeeeaanneaeeeas
(D L] =1 =To I g IS (0T 1o LSOO PR OPPRTPI
MaXIMUM SEIVICE VENICIES ... ...ttt e ettt e e e e e ettt e e e e e e aan e beeeeeeeeaantbeeeaaeeesanntaeeeaaaeeaannes
Vehicles Operated in Annual Maximum Service
Vehicles Available for Annual Maximum Service
(=T gToTo o) ST Vot TP PU PP OPPPPUPRPN:
TIME SEIVICE BEOINS ...uviiiiieiiiiiiie ittt e ettt e e e e et e et e e e s s s ta e e e et eeeeea s stbeeeeaeeeessstbaeeeaeeassastbaeaeaeeessansanaaneaeenan
TIME SEIVICE ENUS ...ttt e oo oottt et e e e o4 oo kat et et e e e e e e amaebe et e ae e e e amntbeeeeee e e antbaneeaaeeeaannnnneeeaaean
SY=T Y (oTc IS YU o] o] = OO UERTR P
N VST V(oSS 0] o] o] [T I O o] g To =T o £ UEPTR
Service Supplied (Non-Rail Modes) Instructions
Service Supplied (Rail MOAES) INSIIUCHIONS .........eiiiiiiiiiieiei et e ettt e e e e e e et e et eaaeeaantbeeeeaaeeaannes
SEIVICE CONSUMEE. ... uteiieiiiie ettt etttk s bttt e s b et e e e s be e e oo bttt o4k b et e e aa kbt e ookttt e 41k b e e e e an kbt e e ean bt e e e aabe e e e anbb e e e enbneeennne s
Unlinked Passenger TripS.........ccccuvvee..
Passenger Miles Traveled Data
Sampling Procedures and Requirements for Passenger Miles Traveled and Unlinked Passenger Trips................. 215
Automatic Passenger COUNTEIS (APC).. ... .uiiiiiiie ettt ettt e e e e e e e e e e e e s s st b e et e aeeessastbeaeeaeeesaastssraeeaeeseasnsaaees 217
Sampling Cycles — Mandatory SAmMPIING YEAIS.......ccoiiciuiiiiie e iciiteee ettt e e s e sttt e e e e e s tb e e e e e e e essstbaereaeessannes 218
Sampling Cycles — Non-Mandatory Sampling YEaAIS........eeiii it e e e e e e e e enbbeeeeaaeeaanees 219
SEIVICE OPEIAEA (DAYS) ...uvvvvreerieeiiiitittttte et taitteeteaeeaasettaeeteaeeaasaatbeeeeaaeassastaaeeeaeeesaastbeseeeeeessassbebeeeeeeesasstsaeeeaeesassnsraeees
DiIreCtiONAl ROULE MIIES ... ittt e e e oottt et e e e e e e o et bttt e e e e e e amntbeeeeaeeeeanntbeeeaaeeesanntnneeaaaeaaaanees
Guideway Classification
Reporting Requirements
Line by Line Instructions Service form (S-10)
Completing the SErvICEe fOrM (S-10) ... ... it ettt e e e e ettt e e e e e s e tbeeeee e e e s aansbeeeeeaaeeaannsbeeeaaeeaannnreneeas
MaAXIMUM SEIVICE VENICIES .......eeiiiiitiee ettt e e sttt e e bt e e e kbt e e e anbb e e e sab b e e e e bb e e e e anbn e e e nnnees
Y= Vo= U o] o] =T o PP UTU SO UPRTRN
Fixed Guideway SegmMENtS TOIM (S=20) ... .uuuiiiiieiiiiiiiier et e e e ettt e e e e e s st — et eaeeassstbeseeaaeassastbsaeeaaeesaasstreeeeaessansnrreees
(V=] oY1 U PO P R OTPPPPPPRTN
Reporting Requirements and Thresholds
What Has Changed frOM PriOr YEAT .........uuiiiii ittt e et e e e e e et e et e e e e e e s satbaeeeaeeessatbaaeeaaeesannees
Y o] o] (0= Tod o RO SUUPUPRRRTN
(TN To T=I = LY O F= 1Y o= L1 o SRRSO UPRRRN
Directional ROULE MIlES (DRM)..... ... ittt ettt e e e e e et bttt e e e e e e e ebeeeee e e e e aansaeeeeeaaeeaannsbeeeaaeeaaannnneeean
Reporting Segments for Multiple USErs and MOUES..........ouiiiiiiiiiiiee ettt e e e s e e e e e e e e e e snsaaee s 234
Modifying, Adding and Deleting FG SEOMENTS ..o ittt e et e e e e e s et e e e e e e e e e nareeeeaaeeeaannsaeeeas 235
High OccupanCy L TOl (HO/T) LANES ....ceeiiiiiiiiiiie e ettt ettt e e e e e ettt e e e e e s st e e e e e e s e e ssbtb e e e e e e e easatbaeeaaeesannntanees
(D= - T] (=0 B Vg Y U Tod 1T LTS UPRRP
Required Data Fields
Segment Code — Applies to all Modes
Urbanized Area — ApPPlES t0 @ll MOAES ..........ueiiiiee ettt e e e e e ettt e e e e e e s e nnre e e e e e e e e e nnnnaeeeas
Segment Name — APPIIES 10 @l MOUES .......coiieiiiiii ettt e e e e et e e e e e e ea bbb e et e e e e essstbaeeeaeeeaanees
Begins At — APPIES 10 @Il IMOUES. ..ottt ettt e e e e e ettt e e e e e e e e tbte e e e e e e e aannebeeeaeeeeannnsaneeas
[ 1o SN AN oo 11T (o J= 1 1Y (o Yo [ PSPPI
[T oo (RN o] o] =T (o J= 1 Yoo = PSRRI
One-Way / TWo-Way — APPlIES t0 @ll MOUES.........oiiiiiiiiiiii e e e e e et e e e e e e s satbaeeeaeeeaanees
Segment TYpe — APPLIES 10 BUS ONIY .....ooiiiiiiiiiiiie ettt e e e e e et e e e e e e e e annebeeeeaeeeaanntbneeeaaeeaanees
Peak Level of Service — Applies to Bus Only..............
Safe Operation — APPHES 10 BUS ONIY.....oiiiiiiiiiii ettt ettt e e e e e e bbbt e e e e e e e e annebeeeeaeeeaantbneeeeaeeaaannes
Hours Prohibited — Applies to Bus and Trolleybus
Enforced / Prohibited — APPIES t0 BUS ONIY ...veiiiiiiiiiiiiiiee ettt e e e e e e s et e e e e e e e et a e e e e e e e santaeeees
Original Date of Revenue Service — Applies t0 all MOAES.........oi i 241

Table of Contents — ix



2012 Annual Reporting Manual

Agency Revenue Service Start Date — Applies t0 all MOAES........ooiii i 241
Out of Revenue Service Date — APPlieS t0 all MOUES .........ooiiiiiiiiiiiiiii e e e e e e e e s anees 241
Months Operated — APPIES 10 @Il MOUES ........eeiiiiei ettt e e e e e et e e e e e e e e nne e e e e e e e e e nnnsaeeeas 241
Type of Service Claimed — ApPPlES t0 All MOUES ........uiiiiiiiiiiiii e e s e e e e st reeaeeaan 241
NTD Agency Claiming Segment — Applies t0 all MOUES ... 241

Modify / Delete Segment Data — Applies to all Modes
Directional Route Miles Summaries

LI 0] 1153 0T £ PO SPOPRRR
Rail, Ferryboat and AIAI TIAIMWAY ..........oiiuuuuiiiiea ettt a e e ettt e e e e e e atbee e e e e e e e aataeeeeeaeesaansnseeeeaaeeaannsseeeaaesaaannsaneeas
Modifying, Adding and Deleting FG SEOMENTS.........uuiiiiiiiiiiiiiit ettt e e e e s e e e e e e e s st e e e e e e e s satbasaaaeeessastbreaeaaeesinsees
[ ToTo 1 YA =S [ g To IS T=To [ g 1T L A D = L= P UEPTR
Add Pre-Existing and NeW SEQMENT DALA ........cccciiiiiiiiiiiiie et e ettt a e e e s st e e e e e s st r e e e e e e s aatnsreeeaeessassneraeees
(D211 (SIS =To [ 1= T oL A D= L= VPRSPPI
Line by Line Instructions Fixed Guideway Segments form (S-20) — Bus
Completing the S-20 form Bus
.25 Miles or Less Segments
Directional Route Miles Summary — All LeVels Of SErviCe (LOS)......coiiiiuiiiiiie i a e
Levels of Service Levels (LOS) D, E, QN0 F....oooiiii ittt e e e e s et e e e e e s e e aatb e e e e e e e e e snneanees
Levels of Service (LOS) D, E, and F for Segments > Seven Years @ Federal Fiscal Year End (FFYE).................. 250
Line by Line Instructions Fixed Guideway Segments form (S-20) — Trolleybus ..........cooi i
Completing the S-20 fOrm TrOIEYIDUS.........coi e e e e e e s e st e e e e e s e aabtb e e e e e e e easnnsraees
Directional ROULE MIlES SUIMIMAIY ..ottt ettt e e e e s et et e e e e e e e tbeeeeeea e e aansnseeeeeaeeaannsbeeeaaesaaanneneeeas
Line by Line Instructions Fixed Guideway Segments form (S-20) — Rail, Ferryboat, Aerial Tramway
Completing the S-20 form Rail, Ferryboat, Aerial Tramway
Special Note Regarding Ferryboat (FB) DRM.........ccciiiiiiiiiiie e ieiiiies ettt e e e s e st e e e e e e e assatbaeaaaeeessntaaeeeaeeesannes
Directional ROULE MIlES SUIMIMAIY ..ottt ettt e e e e s et et e e e e e e e tbeeeeeea e e aansnseeeeeaeeaannsbeeeaaesaaanneneeeas
All Segments > Seven Years @ Federal Fiscal Year ENd (FFYE) .......cocuiiiiiii ittt

RESOUICE IMOTUIE ...ttt e et s bttt e ok bt e e at bt e e ea bttt e ok bt e e e aabe e e e sabb e e e 4 ek b e e e e anbb e e e sabbeeesnbbeeeeantbeeenan
Employees form (R-10)...
Maintenance Performance form (R-20)
Energy Consumption fOrM (R-30) .......ciiiiiiiiiiii ettt e ettt e e e e e ettt e e e e e e e tbeeeeeea e s aanbnseeeeeaeeaannnsbeeeaaeseaanneaeeean

[ paT o (o) V=TT (o1 T B 0 ) TSP UPPTRSP

(O Y] 1= PO
Reporting Requirements and Thresholds
What Has Changed frOM PrIOT YA .........eeiiiiii ettt ettt e e e e e ekttt e e e e e e e e nntbeeeaaeeeaantbeeeaaaeaaannes
Y 0] 0] (0= Lod o PR OPPUPRRPRN

[ a0 (0] V=TSSP UEPTR
Employee Work Hours and Counts
Relationship of Employees to Other NTD Forms
(D= = T] (=0 B Vg S 0 Tod 1T o LSOO UPRRP
=T oL ] O 1= E1 1Tt L1 o P PP PP PU PP OPPPPPPRPN:
(O 1= = 1] g o T =1 o Lo | (O UETU SO UPRTRTN
(0= o1 = | 1= 1o o 1 SO UTR SO PPRRRRN
EMPployee WOrk HOUIS @NA COUNTS ...ttt ettt ettt e e e e e e aa et e e e e e e e amntbeeeeaeeaaantbeeeaaaeesansaneeaaaeeaaanne
EMPIOYEE WOTK HOUIS ...ttt ettt e e e e ettt e e e e e e st b e e e e e e e e e s s tbtb e et e e e s aantbtb e e eaeeeeasntbaeeaeeeeesnntaanes
F e UL =T o] I @ U o | PSPPSR

Line by Line Instructions Employees form (R-10)
Completing the EMPIOYEES fOrM (R-10) ....cce ittt ettt e e e e e ekttt e e e e e e e e b bttt e e e e e e e annebeeeeaeeeaannseneeas

= oo ] Q@ F= TS (ot 11T o PO PP PPPR

Maintenance Performance fOrmM (R-20)...........iii it e e e e e e e s e e e e e e e s sa b b aseeaeeasaaatbeaeeaaeesaaabtaeeeeeeseansnrraees

(O Y= 1= PO

Table of Contents — x



2012 Annual Reporting Manual

Reporting Requirements and TRreShOIAS ..o et e e et e e e e e e st bee e e e e e e e anees
What Has Changed frOM PriOr YEAT .........uuiiiii ittt e et e e e e e et e et e e e e e asatbaeteaeeessatbaneeaeeesannees
Y o] o] (0= Lo o RO SUUPUPRRRTN
(D L] =1 =To I g IS (0T 1o LSOO PR OPPRTPI
Major MechaniCal SYSIEM FAIUIES ........ooi ettt e e e e sttt e e e e e e et bte e e e e e e e aannnebeeeaaeeeaanneaeeeas
Other MechaniCal SYSIEM FAUIUIES .........uiiiiiiiiiii ettt e e e s e et e et e e e e s s ssntbeeteaeeeasntbaareeeeesannnes
Line by Line Instructions Maintenance Performance form (R-20)
Completing the Maintenance Performance form (R-20)........cciiiiiiiiiiiiee et e e e e e e e e e e e e snsraees
RevenUe VEICIE SYSIEM FAUIUMES ........iiiiiiiiiiii et e e e e e s et e e e e e s e e tatb e et e e e s easatbaeeaaeeeannntaeees
Energy Consumption form (R-30)
(V=] oY1 U PO P R OTPPPPPPRTN
Reporting Requirements and Thresholds
What Has Changed from Prior Year
Y o] o] (0= Tod o TS UUPUURRRTN
Relationship of Energy Consumption to Other NTD Forms
Detailed Instructions
[ T To L= TP PU PP OPPPPOPPPN:
=L T=T £ )V 1Y/ o 1T T TP T TP PP P PP PPPPPPPPPPPPPPPPPPINE
o] B = V1 1Y o To [= 2 PSP U PP OPPPPTPPPPN:

The reporting for non-rail modes is done by energy types, but also may involve considerations related to hybrid
VENICIES ANA CING CONVEISION. .....ueriieiireee ettt e st e st e e sttt e e e e s a st e e asnr e e e e s e e e s ek n et e e aas et e e nanee e e s nn e e e s annr e e e nnneeesnnneeens 276

[ L= (0 )V Y/ o1 PPPPRPRPPPPPPPPPINE 276

LY 010 BV o1 o] [ PSSO STPSRP 276
(61NN [ C R ] 01V £ 1o ] o P UEPTR 276

Line by Line Instructions Energy Consumption form (R=30)........cciiiiiiiiiiiiiiee ettt e s e e e e e e e s saibaeaeaeeessnens 278
Completing the Energy Consumption fOrm (R-30) ......ooeeiiiiiie ittt et e e e e e e e e e e e e e nnseeeeas 278
Energy Type — By MOAE fOr @ll [INES. ...iiiiiiiiiiiii ettt e et e e e e e s et e e e e e e s e e satb e et e e e e e e snntaeees 278

Federal Funding Allocation StatiStiCS MOUUIE .....uuuiiiieii i e e s e e e e s st ea e e e e e e s saabrr e e e e e e s sananrraees
Federal Funding Allocation StatiStics fOrmM (FFA-L0).......c.oiiuiiiiiie et e e e s e e e e st e e e e e e s sntbaraeaaeeasnees
OVEBIVIBW ...ttt ettt etttk e bt ekt e bt ekt ebe e ek e e b et e ket e b et e E e e e b e e e b e e e b et e R e e e b et e R e e e bt e e b e e e b et e neenn e e e neenreean
Urbanized Area FOIMUIA PIOGIAIM ........ooii ittt e ettt e e e e e e e et bttt e e e e e s aan b beeeeaaeeeaansaseeeaaeesaannnnneeaaaean
Capital Program for Fixed Guideway MOErNIZAtioN.............ouiiiiiiiiiiiiee et e st e e e e e e e et e e e e e e e e sansraees
Reporting Requirements and TRreSNOIAS ... e e e e e ettt e e e e e e st beeeeaaeeeanees
F Y o] o] (o - Tol o E O TSP P P PP PP PPPPR
[ ToTo [ o] 1= A [o =PSRRI
Census UZAs and Non-UZAs Served by Transit
D=y o T] (=0 B g Y 0 (o 1T LS POUORPUPRRPT
Urbanized ArEa NUMIDEN .......oiiiiiiii ittt ettt h ekt b et e ket e b et s kbt e b et e sk et e be e e s bb e e abe e e nteeennne e e
Urbanized Area and Other than Urbanized Area Reporting Method ...
Reporting Rules for More than One Urbanized Area and Other than Urbanized Areas
Bus, Bus Rapid Transit and Commuter Bus Fixed Guideway OPErations ...........ccouvrieiiirieeriiieeeiniieeensieeessneeeessneee e
Reporting Bus, Bus Rapid Transit and Commuter Bus Statistics for Fixed and for Non-Fixed Guideway ................ 289
Multiple Operators or Types of Service on the Same Fixed GUIAEWAY .........ccoeeiiiiiiiiiiiee i
Fixed Guideway Segments at least Seven Federal Fiscal Years Old ..........ocoviiiiiiiiiiiii e
Line by Line Instructions Federal Funding Allocation Statistics form (FFA-10)
Completing the Federal Funding Allocation Statistics fOrm (FFA-L10)..........uuutiiiiiiiiiieae e
F N 1U =TI o) - Y OSSPSR
Urbanized Area FOIMUIA PrOGIAIM .........oii ettt ettt e e e e ettt e e e e e e e a bbbt e e e e e s e s nebbeeeaaeeaaaanbaneeaaesesannnnees
FIXEA GUILERWAY ....ceiiiiiieiiiit ettt ettt h ekt e oo sttt e ookt ee ek b et e e e a b et e e 1a b bt e e e bbbt e e sbe e e e snbb e e e anbneeennnes
Capital Program for Fixed Guideway Modernization

Table of Contents — xi



2012 Annual Reporting Manual

Chief Executive Officer Certification fOrM (D=10).......uuetiaai ittt e ettt et e e e e s taee e e e e e e e saaaneaeeeaaeesaansbeeeaaaeasaannes
OVBIVIBW ...ttt ettt ettt etttk e bt ekt e bt ekt ebe e ek et e bt e ket e b et e ke e e b e e 4 E e e e b e e e b e e e bt e e b e e e bt e e Ee e e b e s e ne e s e e r e e nre e
(7= ¢ 1 I = LT o Lo ST ERT P
Federal FUNAING AlIOCALION Dat@........cciiiiiiiiiiiie e ittt e ettt e e e e e s e e e e e e e s st b et eaeeeassstbaeteaeeaasntbaseaaeeessstbsaaaeeeessnsees
Independent Auditor Statement for Financial Data (JAS-FD) .......ccoiiuiiiiiiaa et e e e e e e
Independent Auditor Statement for Federal Funding Allocation Data (IAS-FFA)
Passenger Miles Traveled (PMT) Data
Unlinked Passenger TP (UPT) Dalal........cccuuuiiiieeiiiiiiiiii e eeiiiee s e e e e e ettt e e e e e s st a e e e e e e s sstbaeeeaaeessastataaeaeeessansasaeeaaaesan
Chief Executive Officer Certification fOrm (D-10) ........ccocuriiiieeeiiiiiiiii e e s e e e e e e e s et ea e e e s s aanareeeeaeeeanansreees
Line by Line Instructions CEO Certification fOrm (D-10) ........uuuiiiiiiiiiiiiiii et ee et e e e e e e e e e e e e e anreeeeeaaeeeanees
Completing the CEO Certification fOrmM (D=10) ........cceiiiiiiiiiiiee et sttt e e s et e e e e s e st e e e e e e essstbaeeeaeeessstbseeeaeeesannses
[[ae [T oT=TaTo [T o | NN Lo [) (o] GRS Fo 1 (=T 4 [=T 0 TP RRT S
Independent Auditor Statement for Financial Data (IAS-FD) ......c.iiiiiiiiiiiiee ettt e e e e s et e e e e e e e e e sneraees
(O Y= 1= PO
Y0l o [=1S] C=To [ ] 1 - L O RRTR PR
Independent Auditor Statement for Federal Funding Allocation Data (IAS-FFA)
OVEBIVIBW ...ttt ettt ettt ettt h ekt e bt ekt ebe e ekt e b et e ket e b et e E e 4o b e e o E e e e b e e e b e e e bt e e b e e e bt e e b e e e b e s e ne e e e e e reenre e
Y0 lo o =TS] o I o (oLt =To (1 (= TR
Y0l o [=1S] =0 [ ] 1 - L PRSP RRTR P

Table of Contents — xii



2012 Annual Reporting Manual

List of Examples

Example 1 — Continuing Requirements......................
Example 2 — Small Systems Waiver Eligibility
EXQMPIE 3 — ACCIUAI ACCOUNTING . . .titeiiiiiititieee e e ettt et e e e e s e e e e e s e et eb e et e e e e eaaastb et e aaeeesssatbaeeeaeeessassbeseaaaeessassnsseeaaeesan
Example 4 — COOPEIAtiVE AQIEEIMENTS.......ceiii e iiiittiiieae e ettt eea e e e s e e aaeeeeeeaeaaaaaseeeeeaaeeaaaataeeeeaaeaaaansseeeeaaeasaansnsneaeaaesan
Example 5 — Reporting Fare Revenues and Net Contract Expenditures by Buyer..........cccccceeiiiiiiiiiiec e 66
Example 6 — Purchased Transportation Services Reporting —Transit Agency X (User-side Subsidy Program)...... 67
Example 7 — Purchased Transportation Services Reporting — Public Transit Agency Y (Brokerage System)......... 68
Example 8 — Reporting FUNAING SOUICES.......c.ceiiiuiiiiiiae ettt e e e e ettt e e e e e s s abbee e e e e e e s aanbbseeeaaeesaannnsneeeaaean
Example 9 — Reporting Project Need Classification
Example 10 — Reporting Predominant Use................
Example 11— AlIOCAtING JOINT EXPENSES. .. ..ciiiiiiiiiiiiitee et eeiiie et e e e e et e e e e e e st e e e e e e s st aaeeaeeessastbaaeeaeeessassbrrenaeaesan
Example 12— Reporting PasSENQEr STAtIONS..........uuiiiiiiiiiiiiiii ettt e e et e e e e e s st e e e e e e s sestbareeaeeessessbraeeaaaesan
Example 13 — Serves VEISUS CAPACITY .......ceiiaeiiiuetiiiteaeeaaitteete e e e e et aatteeeeaeaaaaatbeeeeaaeasaansseaeeaaeasaansaeeeeaaeasaanssnneeaaaasan
Example 14 — Reporting MaintenNanCe FaCIlitIeS ...........cooiiiiiiiiiee ittt e e e s e e e e e s esabraeeaaeeean
Example 15 — Calculating LANE IMIIES .......eeiiieiiiii ettt e e e e e e et e e e e e e e s e anbbeeeeaeeesaannnraeeaaaean
Example 16 — Year of Manufacture VErsus MOOEI YEAN ..........uiiiiiiiiiiiiiiee ettt e e e s e e e e e s aaeeaae e 182
Example 17 — Manufacturer versus Model Number
Example 18 — Reporting Total Mileage During Period and Average Lifetime Mileage per Active Vehicle............... 186
Example 19 — Computing Average Daily DA ..........cooaiiiiuiiiiiiae ettt e e e e et e e e e e e s e ennneaeeaaa e an 201

Example 20 — Computing Average Weekday Passenger Car Revenue Miles and Unlinked Passenger trips by Time
=TT o TP T TP T T T TR P ST PP P R UPPOPR

Example 21— Computing Annual Total Data

Example 22 — Calculating Vehicle Revenue and Vehicle Hours and Miles for Peak Periods
Example 23— Calculating Actual Train and Passenger Car StatiStCS .........ooiiuuiiiiiiiiiiiiiiee e
Example 24— Using Average Trip Length to Estimate Passenger Miles Traveled Data............ccccvvvveveeeiiiiivineeneenn.
Example 25 — Work Hours and Prorated Person HOUIS............oiiii ittt e e e e e eneaeeea e
Example 26 — Revenue Vehicle System Failure REPOIMING .......cooiiiiiiiiiiiiae i eeeee e
Example 27 — Compressed Natural Gas CONVEISION .........cuuvuiiieeeiiiiiiiiieseeesiiiiteeeaeeesssiaaeeeaeesssssarreeaeeessssssneeesaess
Example 28 — Reporting Bus Statistics for Fixed and for Non-Fixed GUIdEWAY ............c..eeeerieiiiiiiiiiieeee e
Example 29 — Independent Auditor Statement for Financial Data — Suggested Format............cccccceeeeiiiiiiieeneenn.
Example 30 — Independent Auditor Statement for Federal Funding Allocation Data — Suggested Format............ 310

List of Exhibits

Exhibit 1 — ContiNUING REQUIFEMENTS ... ...ttt e ettt e e e e ettt e e e e e e et bttt eeaeaeaansbeeeeeaeesaansasseeaaeesaansnsaeeeaaaan 3
Exhibit 2 — Summary of NTD Reporting REQUITEMENTS .......cccuiiiiiiie et ee et e e e s e e e e e s s ber e e e e e s setnraaeaaaeaan 9
Exhibit 3 — NTD Contact INfOrMEALION ..ottt e e e e et e e e e e e s e nbe e e e e e e e e e nnreeeeas 12
Exhibit 4 — New Agency Reporting TiMEINE ........coi oot e e e e s e e e e e s e st a e e e e e e e e snneaaees 14
Exhibit 5 — NTD CoNntact INfOIMEALION ..ottt e e e e e et e e e e e e e naee e e e e e e e e e nnreeeeas 14
Exhibit 6— NTD RefErenCe DOCUMENTS. ........coiiiiiiiiiiii ettt e e e bt et esne s reesneeaa 18
Exhibit 7 — Issue Status.........c..ccoeeeuveeee.

Exhibit 8 — Contractual Relationship
Exhibit 9 — Assignment of Expense Object Classes to Allocation Variables.............ccccciiiiiiiiiiiii e 127
EXhibit 10 - FUNCHON EQUIVAIENCY .....vviiieiiiiiiiieet ettt e e e e st e e e e e s sttt e e e e e e s e statbeeeeeeeaaantbaeeaeeeeennstanees 130
Exhibit 11 — Requirements for Weekday Periods ...........oo i 202
Exhibit 12 — Vehicles Operated in Maximum Service and Vehicles Available in Maximum Service..............ccc.ue... 206
Exhibit 13 — Trains in Operation and Passenger Cars in OPEratioN.............ueuieeiiiiiiiieeeeeiiiiiiieeeeeesseniereeeeeeseesnsneeees
Exhibit 14 — Accounting for Miles and HOUIS fOr BUS SEIVICE........ccciii i
Exhibit 15 — Accounting for Miles and Hours for Demand Response Service
Exhibit 16— Accounting for Miles and Hours for Rail SEIVICE.........oooi i

Table of Contents — xiii



2012 Annual Reporting Manual

Exhibit 17 — Mandatory Year Criteria for Sampling Passenger Miles Traveled ............cccooooiiiiiiiiiiee e 219
Exhibit 18 — Passenger Miles Traveled Chief Executive Officer Certification Requirements............cccccvveeeeiinnnenn. 220
Exhibit 19 — Guidelines for Determining Whether an Individual is an EMPIOYEe ............coociiiiiieiiiiiiiiieieee e 261
Exhibit 20 — Employee Operating Labor Classifications — Chapter 6 of Uniform System of Accounts................... 263
Exhibit 21 — Compressed Natural Gas CONVErSiON FACOIS .........iiiiiiiiiiiiiiieee e e e e e 277
Exhibit 22 — Federal Funding Allocation Statistics Form Corresponding Data ..........c..cccoocvvvieieeeiiiiiiiienee e 285
Exhibit 23 — Annual Declaration REQUITEMENTS ........coiuiiiiiiiieeiiii ettt e e bb e e rabn e e e nnnees 297
Exhibit 24— Federal Funding Allocation Data Review — Suggested ProCedUreS..........ccouvviviiiieeiiiiiiiiereeeeeesiiveees 306

Table of Contents — xiv



2012 Annual Reporting Manual

Introduction

This section provides an overview of the National Transit Database (NTD) reporting requirements, including the following:

What is the National Transit Database?

This section provides the legislative basis for the NTD reporting system.

Reporting Manuals and Modules

This section describes the individual data modules and their specified reporting manual.

FY 2012 Annual Reporting Changes and Clarifications

This section summarizes the changes in reporting requirements implemented in the 2012 NTD.

Who Reports, What to Report, How to Report, When to Report, and Where to Report

This section provides answers to basic reporting questions.

New Reporters

This section discusses the unique requirements for transit agencies completing their first NTD report.

Reference Information

This section presents key definitions as well as reference resources and publications for further detail on issues related to
reporting.
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What is the National Transit Database?

The NTD was established by Congress to be the Nation’s primary source for information and statistics on the transit systems
of the United States. Recipients or beneficiaries of grants from the Federal Transit Administration (FTA) under the Urbanized
Area Formula Program (85307) or Other than Urbanized Area (Rural) Formula Program (85311) are required by statute to
submit data to the NTD. Over 750 transit providers in urbanized areas currently report to the NTD through the Internet-based
reporting system. Each year, NTD performance data are used to apportion over $5 hillion of FTA funds to transit agencies in
urbanized areas (UZAs). Annual NTD reports are submitted to Congress summarizing transit service and safety data.

The legislative requirement for the NTD is found in Title 49 U.S.C. 5335(a):
SECTION 5335 National transit database

(@) NATIONAL TRANSIT DATABASE — To help meet the needs of individual public transportation systems, the United
States Government, State and local governments, and the public for information on which to base public transportation
service planning, the Secretary of Transportation shall maintain a reporting system, using uniform categories to
accumulate public transportation financial and operating information and using a uniform system of accounts. The
reporting and uniform systems shall contain appropriate information to help any level of government make a public
sector investment decision. The Secretary may request and receive appropriate information from any source.

(b) REPORTING AND UNIFORM SYSTEMS — the Secretary may award a grant under Section 5307 or 5311 only if the
applicant and any person that will receive benefits directly from the grant, are subject to the reporting and uniform
systems.

The NTD reporting system evolved from the transit industry-initiated Project FARE (Uniform Financial Accounting and
Reporting Elements). Both the private and public sectors have recognized the importance of timely and accurate data in
assessing the continued progress of the nation's public transportation systems.

Funding for Transit Agencies Serving Urbanized Areas under 200,000 Population

NTD data are used in the formula allocation of Federal transit funds for the Urbanized Area Formula Program (85307) and
for the Fixed Guideway Modernization Program (85309, in part). The NTD data are also used in the formula allocations of
Federal transit funds. Prior to the Safe, Accountable, Flexible, and Efficient Transportation Equity Act: A Legacy for Users
(SAFETEA-LU), only NTD data for urbanized areas with populations of 200,000 or more were used. With the passage of
SAFETEA-LU, NTD data for urbanized areas with populations fewer than 200,000 are also used in the allocation of Federal
transit funding.

SAFETEA-LU provides for one-percent of the funds in the Section 5307 to be allocated according to the Small Transit
Intensive Cities (STIC) formula. Under the formula for STIC, funds are apportioned to UZAs with populations less than
200,000 that meet or exceed the average level of service for all UZAs with populations between 200,000 and 1,000,000.
Three of the average level of service measurements in the formula allocation rely on passenger mile data. Because transit
agencies in these smaller UZAs also depend on the data reported to the NTD for formula funding, following the 2008
mandatory sampling year for all transit agencies, those transit agencies not required to sample annually will be required to
sample every three years. There will no longer be a five-year cycle.

SAFETEA-LU also establishes new Growing States and High Density States formula factors (85340) to distribute funds to
the 85307 and 85311 programs. One-half of the funds are made available under the Growing States factors and are
apportioned by a formula based on state population forecasts for 15 years beyond the most recent Census. Amounts
apportioned for each state are then distributed between UZAs and nonurbanized (non-UZAs) areas based on the ratio of
UZA / non-UZA population within each State. The High Density States factors distribute the other half of the funds to states
with population densities in excess of 370 persons per square mile. These funds are apportioned only to UZAs within those
states.

For more information on SAFETEA-LU, contact your regional administrator or go to www.fta.dot.gov.
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Reporting Manuals and Modules

To facilitate reporting to the NTD, the National Transit Database (NTD) Reporting Manual is divided into four reporting
modules, each comprised of a series of data modules, as described below:

1. NTD Annual Reporting Manual
e Basic Information Module
e Financial Module
e Asset Module
e Service Module
e Resource Module
e Federal Funding Allocation Statistics Module
e Declarations
2. NTD Monthly Reporting Manual
e  Monthly Ridership forms
3. NTD Safety and Security Reporting Manual
e  Safety and Security forms
e Chief Executive Officer Certification
4. NTD Rural Reporting Manual (exclusively rural reporters)
e Rural forms.

FY 2012 Annual Reporting Changes and Clarifications

In its ongoing efforts to improve upon the NTD Internet reporting system and to be responsive to the needs of the transit
agencies reporting to NTD and the transit community, FTA continues to refine and clarify reporting requirements and Internet
reporting.

Reporting changes for the 2012 NTD are highlighted in the following exhibit FY 2012 Annual Reporting Changes and
Clarification below. Specific changes are discussed in detail in the applicable sections of this manual.

Exhibit 1 — FY 2012 Annual Reporting Changes and Clarifications

Introduction - No changes
Basic Information Module - No changes

Financial Module - No changes
Asset Module - No changes

Service Module - No changes

Resource Module - No changes
Federal Funding Allocation Statistics Module - No changes

Declarations Module — No changes
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Who Reports

Transit providers, States, or Metropolitan Planning Organizations (MPOs) that receive Urbanized Area Formula Program
(85307) grants, or that directly benefit from these grants, must report to the NTD or coordinate the submittal of data to the
NTD on their behalf. The requirement to report begins in the year after you apply for a 85307 Grant, or in the year in which
benefits are first received from a 85307 grant, whichever is sooner. The reporting requirement lasts for as long as the §5307
remains open, or through the minimum useful life of any capital assets purchased with 85307 grant funds, whichever is later.

Please note that this means that you may be required to report in year in which no 85307 grant funds were received. An NTD
reporter that is no longer required to report to the NTD, should continue to file NTD reports if that reporter intends to apply for
a 85307 or a 85311 grant in the future.

Recipients or direct beneficiaries from Other than Urbanized Area Program (§5311) grants are also required to report to the
NTD, under the streamlined Rural NTD reporting requirements. Please consult the Rural NTD Reporting Manual for more
information on these requirements.

A complete understanding of who must submit an NTD report requires an understanding of the following:

e Purchased transportation services

e Consolidated NTD reporters

e Voluntary reporters

e Extensions, waivers and special requests

Example 1 — Continuing Requirements
A transit agency purchases a vehicle with funds from an Urbanized Area Formula Program (85307) grant.

The vehicle, a 40-foot bus, has a useful life of 12 years or 500,000 miles.

The transit agency must report under the NTD program throughout the useful life of the vehicle regardless of whether or not the
transit agency receives Urbanized Area Formula Program (85307) grant funds during a particular year.

Purchased Transportation Services

The NTD operates under a “you buy it, you report it” rule. Thus, sellers of purchased transportation (PT) services generally

do not report directly to the NTD — data for the service are generally reported by the agency purchasing the service
(buyer).

The NTD generally does not recognize agreements or memorandums of understanding between two public agencies as
“purchased transportation services.” In these cases, the two public agencies should agree which of them will report the
service to the NTD, and report the service as directly operated (DO). The new Funds Received from Other Public Entities
form (B-60) and Funds Provided to Other Public Entities form (B-70) capture non-contractual relationships.

Please see Basic Information Module for further discussion on reporting transit services through PT or memorandum of

understanding agreements.

Consolidated NTD Reporters

Consolidated NTD reporters are a collection of transit agencies filing one report. One reporter may file a consolidated report
on behalf of other reporters if it is easier to collect and control the quality of the data. This often occurs when one transit
agency coordinates the development and funding of public transportation services in an area. Transit agencies filing a
consolidated report must operate within the same UZA.

Transit agencies that wish to file a consolidated report must submit a request to FTA in writing. Such requests for
consolidations are subject to FTA approval and must include the following:

¢ Names of all transit agencies to be included

e Fiscal year end dates for the transit agencies

e Previous/current NTD identification numbers (NTD IDs) of the transit agencies, as appropriate
e Fiscal year to be covered for the first consolidated report.

Consolidation requests are subject to review and approval by FTA and are not granted automatically. FTA will notify you, in
writing, via the e-File tab, if your request is approved.
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Voluntary Reporters

FTA encourages all providers of transit service in urbanized areas to report to the NTD, regardless of whether they are public
or private, and regardless of whether or not they receive or benefit from 85307 grants. To be accepted as a voluntary
reporter in the NTD, you must be a provider of transit services in at least one urbanized area (UZA), and be able to comply
with all of the NTD reporting requirements and the Uniform System of Accounts (USOA.) All urbanized area NTD reporters
are required to comply with all NTD requirements for the Annual, Monthly, and Safety & Security Modules. Please refer to
the Monthly Reporting Manual and the Safety & Security Reporting Manual for information on the reporting requirements of
those modules.

Extensions, Waivers and Special Requests

This section describes the available extensions, waivers, and special requests and discusses eligibility requirements and
procedures. Unless otherwise stated below, all requests must be received by the NTD at least 60 days prior to the report
due date via the e-File tab. You should refer to the NTD Annual Reporting Timelines exhibit in this section under When to
Report to determine actual due dates.

Extensions, waivers and special requests are subject to review and approval by FTA and are not granted automatically. FTA
will notify you, in writing, via the e-File tab, if your request is granted or rejected.

Extension Requests

The NTD allows for a 30-day filing deadline extension for transit providers that experience unusual or unforeseen
circumstances (good cause) that prevent them from meeting the regular deadline. Filing deadline extension requests must
be requested in writing prior to the report due date; and FTA will provide written approval or denial of the request. Please
note that filing deadline extension requests are discretionary; they are not automatic.

To request an extension, you should submit a letter from your chief executive officer (CEO) through the e-File that:
e Fully describes the situation that prevents you from submitting by the regular deadline; and

e Requests a filing deadline extension of up to 30 days for the current report year.

You should refer to the NTD Annual Reporting Timelines exhibit in this section under When to Report to determine report
due dates.

Waivers

There are seven types of waivers:

New Waiver Type- Small Systems Waiver- 30 or Fewer Vehicles
Grants Waivers for Planning and Capital

Natural Disaster Waiver /Hold Harmless for Apportionment

Data

Reporting

Passenger miles traveled (PMT) sampling

Independent Auditor Statement for Financial Data (IAS — FD)

No oo krowodhrE

Waivers are normally granted for only one year, except in extraordinary circumstances. Therefore, recipients or beneficiaries
of 85307 grants must request waivers each year.

This section also discusses Extension requests and the Special Request — Strikes requirements and procedures.
New Waiver Type - Small Systems Waiver- 30 or Fewer Vehicles

A transit provider that operates 30 or fewer vehicles may submit a report with significantly reduced reporting requirements.
The reporting requirements for this waiver can be found in the separate Small Systems Waiver Reporting Manual.

e 30 or fewer vehicles operated in annual maximum service (VOMS) across all modes for both directly operated (DO) and
PT services

e All service is non-fixed guideway (NFG).
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The following example illustrates eligibility criteria for Small Systems Waiver 30 or Fewer Vehicles.

Example 2 — Small Systems Waiver Eligibility |

Requirement: 30 or fewer vehicles operated in annual maximum service (VOMS) across all non-fixed guideway (NFG) modes
and types of service (TOS).

Eligible non-fixed guideway (NFG) modes: Bus (MB) on mixed traffic right-of-way (ROW), demand response (DR), jithey (JT),
publico (PB) and vanpool (VP).

Example 1: Transit agency A directly operates 15 buses (mixed traffic ROW) and contracts for 15 DR vehicles =30 VOMS.
Eligible? Yes. The total across all modes is 30 VOMS; therefore transit agency A is eligible for a 30 or fewer — Small Systems
Waiver.

Example 2: Transit agency B directly operates 14 buses (mixed traffic ROW) and contracts for 17DR vehicles = 31 VOMS.
Eligible? No. Though each service is less than 30 VOMS, the total across all modes and types of service is 31 VOMS

Example 3: Transit agency C directly operates 29 automated guideway (AG) vehicles = 29 VOMS.
Eligible? No. Though the service is less than 30 VOMS, AG is fixed guideway (FG); therefore transit agency C is not eligible for
a 30 or Fewer Small Systems Waiver.

An approved 30 or fewer Waiver will not affect your funding eligibility for 85307 grants, but may affect the amount of funding
your UZA receives as follows:

e If your transit agency serves a UZA with a population of 200,000 or more, the amount of funding may slightly be
impacted.

e If your transit agency serves a UZA with a population between 50,000 and 199,999 you will only report service data
towards 3 out of the 6 Small Transit Intensive Cities (STIC) factors, however, your passenger mile data will not be
available towards the remaining 3 STIC factors that rely upon passenger mile data.

You should refer to the NTD Annual Reporting Timelines exhibit in this section under When to Report to determine actual
due dates for submitting the Small Systems Waiver- 30 or fewer request.

Please refer to the Small Systems Waiver Reporting Manual for further instructions on this type of waiver.
Grants Waivers — Planning and Capital

An organization that receives or benefits from §5307 funds, but does not have any transit operations, may request a waiver
from certain NTD reporting requirements. Typically, this organization is using the 85307 funds for planning or capital
investment. Recipients of the Planning Grants Waiver must still submit an Identification form (B-10), Contacts form (B-20) to
the NTD. Recipients of the Capital Grants Waiver must still submit a B-10 form, B-20 form, Sources of Funds - Funds
Expended and Funds Earned form (F-10), and Uses of Capital form (F-20) to the NTD.

This waiver is only granted for one year, and is never granted for multiple years. Recipients or beneficiaries of 85307
grants without transit operations must request this waiver each year. To be considered for this waiver, an organization must
meet the following criteria:

To request a Planning or Capital Grants Waiver, you must submit a letter from your CEO that:
e For Planning Grants Waivers - States that your organization receives 85307 funding, but has no transit operations

e For Capital Grants Waivers - Describes how the organization uses the 85307 funding, either for planning or capital
investment

e Requests the Grants Waiver for Planning or Capital for the current report year.

If FTA grants your agency a waiver:

e You must continue to follow the USOA accounting requirements for revenues and expenses. The USOA is available on
the NTD website at www.ntdprogram.gov, under Publications, Reference Materials.

e You are not required to collect or maintain any other data for NTD reporting purposes.
e You must continue to meet any requirements stipulated in Federal or state grants.

You should refer to the NTD Annual Reporting Timelines exhibit in this section under When to Report to determine actual
due dates for submitting the Planning or Capital Grants Waiver.

Disaster Waiver / Disaster Hold Harmless Adjustment

A transit provider that is severely impacted by a natural disaster may request a waiver from reporting to the NTD for the
current year. A request for a natural disaster waiver must demonstrate that the natural disaster was so severe as to prevent
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the actual collection and reporting of data, or that the actual collection and reporting of data would constitute an
unreasonable burden on the transit agency in light of the natural disaster. Disaster waivers are only granted for one year.

If a transit provider suffers a marked decrease in transit service due to a natural or man-made disaster, either the transit
provider or the designated recipient for an urbanized area may make a request to be “held harmless” in the apportionment of
formula grants for urbanized areas. The request for a hold-harmless adjustment must demonstrate that the transit agency
meets all four of the following criteria:

e A Federal disaster declaration was in place for all or part of your service area for all or part of the report year

e the decrease in transit service is a direct result of the disaster

e the decrease in transit service is temporary, thus the reduce transit service levels are not reflective of the true transit
needs of the urbanized area

Disaster Hold Harmless Adjustments are granted at FTA's discretion after reviewing the submitted request, they are not
automatic. If granted, you must still provide a full report to the NTD of your actual transit service for the year; FTA will use
your reported data from the year prior to the disaster in the apportionment, rather than the actual data you submit for this
year. Disaster Hold Harmless Adjustments are only granted for one year at a time, a new application for this adjustment
must be submitted each year.

Data, Report or Passenger Miles Traveled Sampling Waivers

You may request a waiver of specific data requirements or for filing a complete NTD report. The following are typical
justifications for requesting a Data, Report or Passenger Miles Traveled (PMT) Sampling Waiver:

e ltis the transit agency'’s first report year. The transit agency is a new reporter and has not had sufficient time to collect
data and prepare an NTD Annual report.

e There are unforeseen circumstances, either preventing data collection or causing data loss. Typical examples are:

e Earthquakes

e Fires

e Floods

e Hurricanes

e Officially declared emergencies.
Data, Report or PMT Sampling Waivers are not granted for reasons such as cost, personnel or data collection issues; loss of
records; or simply stating undue reporting burden. These reasons are not considered unforeseen circumstances.

If this waiver is requested in consecutive years, your passenger mile data will generally not be accepted for inclusion in the
apportionment.

To request a Data, Report or PMT Sampling Waiver, you must submit a letter from your CEO that:

e Fully describe the situation that prevents the transit agency from fulfilling the reporting requirements.

e Requests the Data, Report or PMT Sampling Waiver for the current report year.

An approved Data, Report or PMT Sampling Waiver will not affect your funding eligibility for 85307 grants, but may affect the
amount of funding your UZA receives as follows:

e If your transit agency serves a UZA with a population of 200,000 or more, the amount of funding may be reduced
because your data may not be entered into the 85307 allocation formula for selected formula statistics.

e If your transit agency serves a UZA with a population between 50,000 and 199,999, it may change the UZA’s
performance in the factors used to determine eligibility for Small Transit Intensive Cities (STIC) funding.

You should refer to the NTD Annual Reporting Timelines exhibit in this section under When to Report to actual due dates for
submitting the Data, Report or PMT Sampling Waiver request.

Independent Auditor Statement for Financial Data Waiver

A waiver of the Independent Auditor Statement for Financial Data (IAS — FD) is granted only to first time reporters and is
only granted for one year.

To request a waiver, you must submit a letter from your CEO that:

e Fully describe the situation that prevents the transit agency from fulfilling the reporting requirements.
e Requests the waiver for the current report year.

A waiver of the IAS — FD will not affect your funding eligibility for 85307 grants.

You should refer to the NTD Annual Reporting Timelines exhibit in this section under When to Report to determine actual
due dates for submitting the IAS-FD Waiver request.
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Special Request — Strikes

FTA will make “hold harmless” adjustments to data used in the apportionment to offset the negative effects of strikes on NTD
service data. This adjustment is not automatic, and must be requested. To request this adjustment, the CEO of a transit
provider affected by a strike must submit the request in writing, via the e-File tab. The request must identify the mode or
modes affected, the exact time and day that the strike began, the exact time and day that the strike ended, and supporting
documentation (e.g. published news reports) for the duration of the strike.

Transit providers receiving this adjustment must report actual data to the NTD. The “hold harmless” adjustment will be
made by FTA, not by the reporting transit provider. The adjusted data will only be used for purposes of the apportionment;
the actual data of the transit provider will be used in all publicly-available NTD data sets.

What to Report

The NTD Annual report consists of a series of forms and declarations that provide a summary of transit characteristics for
the fiscal year, including financial and non-financial operating statistics. It must contain all the public transportation service,
including complementary paratransit services required by the Americans with Disabilities Act of 1990 (ADA), which the transit
agency provides or purchases.

It must contain all of the public transportation service provided by your organization, whether directly operated or purchased
transportation. All public transportation service must be included, regardless of whether it is urbanized area service or rural

service. All revenues and expenditures for public transportation activities must be included, including planning activities and
capital expenditures for modes not yet in service.

For purchased transportation service, the report must contain data only for those services under contract.

Reporting Modules and Forms

Not all forms are required from all transit agencies. The size of the UZA, the number of vehicles operated and TOS operated
(directly operated or purchased transportation) are factors that determine which forms are required. The following exhibit
presents a summary of NTD reporting requirements.
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Exhibit 2 — Summary of NTD Reporting Requirements

Report Type Requirements
Small Systems Waiver Reporters

Identification form (B-10)

Contacts form (B-20)

Stations and Maintenance Facility (A-10)

Revenue Vehicle Inventory form (A-30)

Small Systems Waiver form (W-30)

Federal Funding Allocation form (FFA-10)
Modified Chief Executive Officer form (D-10)

Planning Grants Reporters
Identification form (B-10) — Modified
Contacts form (B-20)

Capital Grants Reporters
Identification form (B-10) — Modified
Contacts form (B-20)
Sources of Funds - Funds Expended and Funds Earned form (F-10) — Modified
Uses of Capital form (F-20) — Modified

Full Annual Reporters

Identification form (B-10)

Contacts form (B-20)

Contractual Relationship form (B-30) Reporters who buy or sell purchased transportation
services from or to a public transit agency or
private operator

Reporter Receiving Public Funds from form (B-60) Reporters who receive funds from other public
entities through a memorandum of understanding
or other agreement rather than a contractual
relationship on the B-30 form

Reporter Providing Public Funds to form (B-70) Reporters who provide funds to other public entities
through a memorandum of understanding or other
agreement rather than a contractual relationship on
the B-30 form

Sources of Funds - Funds Expended and Funds Earned form (F-10)

Uses of Capital form (F-20)

Operating Expenses form (F-30)

Operating Expenses Summary form (F-40)

Statement of Finances form (F-60)

Stations and Maintenance Facilities form (A-10)

Transit Way Mileage form (A-20) Reporters operating on fixed guideway (FG)

Revenue Vehicle Inventory form (A-30)

Service form (S-10)

Fixed Guideway Segments form (S-20) Reporters operating on FG

Employees form (R-10) Reporters operating DO service
Maintenance Performance form (R-20) All modes except demand response-taxi
Energy Consumption form (R-30) All modes except demand response-taxi

Federal Funding Allocation Statistics form (FFA-10)

Chief Executive Officer form (D-10)

Independent Auditor Statement for Financial Data (IAS — FD) First time reporters and reporters with changes in
accounting methods or systems

Independent Auditor Statement for Federal Funding Allocation Data (IAS — FFA)
Reporters with 100 or more VOMS across all
modes and TOS and serving UZAs of 200,000 or
more population
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Declarations

There are three types of declarations which certify the data in the NTD Annual Report:
1. Chief Executive Officer form D-10

2. Independent Auditor Statement for Financial Data (IAS — FD)

3. Independent Auditor Statement for Federal Funding Allocation Data (IAS — FFA).

As with the NTD forms, not all declarations are required from all transit agencies (see the exhibit Summary of NTD Reporting
Requirements above). The size of the UZA, the number of vehicles operated and the types of service operated (directly
operated or purchased transportation) are factors that determine which declarations are to be completed. You should go to
the Declarations section of this manual for further details.

Fiscal Year Data

The data in the NTD Annual report covers a 12-month Fiscal Year ending in 2012. If the transit agency’s Fiscal Year
changes notify FTA in writing via the e-File tab. FTA will determine the due date for your NTD report and notify you, in
writing, via the e-File tab.

How to Report

This section describes the following:
e NTDID

e Internet reporting

e Accounting requirements

e Purchased transportation.

The NTD Identification Number

Each reporter is assigned a unique four-digit NTD, which is to be used in all NTD reports and correspondence. The first digit
of the NTD ID corresponds to the FTA Region where the reporter is located (e.g., 9### indicates Region 1X). If you do not
have an NTD identification number, please refer to the New Reporters section below.

Internet Reporting

Required forms, waivers, and declarations are completed using Internet Reporting, which is accessible from the NTD
website at www.ntdprogram.gov. Completing the Identification form (B-10) using Internet Reporting automatically generates
the forms necessary for filing your NTD Annual report.

This manual contains all information necessary to complete the NTD Annual report using Internet Reporting. See the Internet
Reporting section of this manual. FTA will provide Internet Reporting user names and passwords to transit agencies.

Reporting Format

Transit agencies must submit their reports via the Internet Reporting system and all correspondence and waiver requests via
the e-File tab. All transit agencies must file a complete report by the report due date including all required forms and
declarations. See the Summary of NTD Reporting Requirements exhibit under Reporting Modules and Forms to identify
required reporting forms and declarations for your transit agency and the NTD Annual Reporting Timelines exhibit under
When to Report to determine report due dates.

General Formatting Rules

Data reported must adhere to the following rules:

¢ Round all financial data to the nearest dollar

e Follow other rounding directions for each form

e Unless otherwise indicated, report data as whole numbers
e Use four digits for year entries.

Internet Reporting incorporates these rules, formatting data automatically when you complete a cell entry.
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Accounting Requirements

This section addresses the following items:
e Accounting principles (GAAP)
e Accrual accounting.

Accounting Principles (GAAP)

For the most part, NTD reporting requirements for financial data follow generally accepted accounting principles (GAAP).
The FTA NTD USOA is not a self-contained financial system that addresses every possible NTD transaction and situation.
Instead, the NTD program is a system of accounts that complies with GAAP and Standards of Governmental Accounting and
Financial Reporting. However, small differences do exist between NTD and GAAP, generally relating to the accounting of
costs for capital grant purchases.

If there are conflicts between GAAP and NTD reporting instructions and requirements, NTD rules are to be followed. The
following rule is used for NTD accounting:

e Unique NTD requirements supersede GAAP. If a unique requirement exists for NTD purposes, this requirement will be
contained in NTD reference documents provided by FTA (e.g., the USOA and the NTD Reporting Manuals).

e In the absence of unique NTD provisions to the contrary, GAAP should be followed.

Two organizations are responsible for promulgating GAAP:
1. The Financial Accounting Standards Board (FASB) is responsible for general GAAP affecting all types of entities.

2. The Governmental Accounting Standards Board (GASB) is affiliated with the FASB and specializes in government
agencies in the United States. In the event of a conflict between FASB and GASB pronouncements, the GASB prevails
for governmental entities.

Both FASB and GASB pronouncements are available through the FASB in Stamford, Connecticut. Most accounting firms will
assist their clients in obtaining GAAP documents and applying GAAP requirements.

Accrual Accounting

All financial data in the NTD Annual report must follow accrual accounting principles. Under accrual accounting:

e Revenues are recorded when earned, regardless of whether or not receipt of the revenue takes place in the same
reporting period.

e Expenditures are recorded as soon as they result in liabilities for benefits received, regardless of whether or not
payment of the expenditure is made in the same reporting period.

If your transit agency uses a cash basis or encumbrance basis accounting system, you must make worksheet adjustments to
record the data on an accrual basis.

The example below demonstrates the use of accrual accounting for an operating expense (OE).

Example 3 — Accrual Accounting

Example: A transit agency employee works the last two weeks of the transit agency’s fiscal year earning $1,500. However, the employee
does not receive his pay until 10 days later in the new fiscal year when payroll issues a check. How is the $1,500 reported?

Solution: Report the $1,500 on the Operating Expenses form (F-30) under labor in object class 501. Even though the employee did not
receive a paycheck during the report year, the transit agency incurred the liability to pay the employee.

Reporting Purchased Transportation

Purchased transportation (PT) service is service provided to a public transit agency or governmental unit from a public or
private transportation provider based on a written contract. A contractual relationship exists only if all the following criteria are
met:

e The seller is obligated in advance of the time the service is furnished to provide the operations for which the operating
statistics are being reported for a specific monetary consideration.

e A written agreement exists that specifies the contractual relationship for the time period and the specific service
generating the operating statistics included in the NTD Annual report.

e The written agreement is signed by authorized representatives of both the buyer and the seller, and should detail the
services to be provided, and the nature and amount of the monetary consideration.

Introduction — 11


http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G149
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G187
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G5
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G302
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G371
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G268

2012 Annual Reporting Manual

e Al NTD Reports must be balanced. The service reported on the S-Forms must have fully-allocated operating costs
reflected on the F-Forms, and the assets used to support that service must be reflected on the A-Forms. Ina
purchased transportation relationship, the buyer pays the seller the fully-allocated costs of operating the service. In
these relationships, the seller is usually selected through a competitive RFP, and the seller usually operates the service
on behalf of the buyer.

Granting a transportation provider permission to operate certain services through a franchise or license does not, in itself,
constitute PT service. Also, management services contracts, in which all or some personnel or services are provided to
manage or operate the transit agency, are not PT service. Generally, the service is part of the public transit agency’s DO
service.

Cooperative agreements between public transit agencies or governmental units should not be reported as PT services. The
new B-60 and B-70 forms capture this information.

When to Report

The schedule for submitting the NTD Annual report is based on the fiscal year for the reporting transit agency. The following
sections describe:

e Reporting timeline
e Reminder notices
e Failure to report: no report, late report, or incomplete report.

Reporting Timeline

A transit agency must file a complete report by the report due date (to the NTD Annual Reporting Timelines exhibit in this
section under When to Report to determine report due dates). A report is complete only when all of the required forms and
declarations are submitted. The due date for a transit agency's NTD Annual report to FTA is based on the transit agency's
fiscal year end date. All transit agencies have at least 120 days after the end of their fiscal year before the report is due. The
submission must be sent on or before the due date.

The NTD reporting system allows for reporting waivers for transit agencies that experience unusual or unforeseen
circumstances. See the previous Waivers and Special Requests section. Reporting waivers must be requested in writing via
the e-File tab.

The following exhibit presents the reporting timeline for the 2012 report year.

Exhibit 3— NTD Annual Reporting Timelines

Submission

Fiscal Year End January 1 — June 30 July 1 — Sept 30 Oct 1 — December 31
Waiver, Special Request, etc., Deadlines: August 31 November 30 February 28

Report Due Date October 31 January 31 April 30

Closeout Process

Last Date to Submit Report Revisions March 1 May 1 July 2

Report Closeout March 15 May 15 July 20

Reminder Notices

FTA sends each transit agency a reminder notice 30 days prior to the NTD Annual report due date (e.g., October 1 for
October 31 due date). FTA automatically sends a late report letter to the CEO if the report is not submitted within 15
calendar days following the due date (e.g., November 15 for October 31 due date) and no reporting waiver request has been
submitted via the e-File tab. Refer to the NTD Annual Reporting Timeline exhibit above for due dates.

Failure to Report: No Report, Late Report, or Incomplete Report

A Failure to Report may result from not submitting a report, submitting a late report, submitting an incomplete report, or
failing to respond to validation questions. If you receive a Failure to Report, your data will not be included in the
apportionment of Urbanized Area Formula Program grants, although any submitted data may be included in the publicly-
available NTD datasets at FTA's discretion. More importantly, if you receive a Failure to Report, FTA is prohibited by law
from awarding you any further grants under 85307 or 85311. A Failure to report for an urbanized area transit provider
may result from the Annual, Monthly, or Safety & Security Modules.
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A report is considered late if it is not submitted by the due date (refer to the NTD Annual Reporting Timelines exhibit in this
section under When to Report to determine report due dates. These due dates are essential to ensure that submitted data
can be properly validated before being included in the NTD and in the apportionment.

A report is incomplete if:

e It does not contain all of the required information; or

e If the data was not collected and submitted in conformance with the NTD requirements; or

e If the report is not accompanied by the applicable CEO Certification and Independent Auditor Statements (IAS-FD or

IAS-FFA). The CEO Certification must be submitted via the D-10 Form, the IAS-FD must be submitted via the e-File tab,
and the IAS-FFA must be kept on file by the transit provider for at least three years after submission of the report.

e  Failure to respond to validation questions.

NTD reporters are required to respond to validation questions in a timely manner (refer to the NTD Annual Reporting
Timelines exhibit in this section under When to Report to determine by which date you should respond to validation
questions).

When submitted data are questioned during the validation process, you may revise the questioned data with more accurate
data. Revisions to data, however, require the concurrence of the CEO, and in the case of data included on the FFA-10 Form,
the concurrence of the independent auditor as well. If you do not revise the questioned data, then you must provide sufficient
documentation to establish the accuracy of the questioned data to a reasonable person. Failure to respond to validation
guestions in a timely manner with either revisions or satisfactory documentation will result in a Failure to Report.

When a Failure to Report occurs, FTA will notify the CEO of the reporter and the FTA Regional Administrator.

Where to Report

Transit agencies submit NTD reports, IAS — FD, and the CEO Certification via Internet Reporting at the project's website,
www.ntdprogram.gov.

FTA assigns an NTD validation analyst to each reporting transit provider to assist with NTD reporting throughout the year. At
the beginning of the reporting cycle, your NTD validation analyst will call you to introduce her or himself. Please feel free to
contact your NTD analyst if you have questions, or if FTA can assist you with your report in any way.

NTD Help Desk

NTD reporters will have the option of directly contacting the NTD Help Desk at 1-866-349-1427, ntdhelpdesk@savantage.net
or their assigned validation analyst.
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Exhibit 4 — NTD Contact Information

Mailing Address
You can write to the FTA NTD Project Office at the following
address:

Federal Transit Administration

National Transit Database

P.O. Box 10967

Rockville, MD 20849
Please use the U.S. Postal Service for deliveries to this P.O.
Box.

Telephone

You can contact your NTD validation analyst and other NTD

staff by telephone on weekdays. For telephone information

and project assistance, call the NTD Help Desk at:
1-866-349-1427

The NTD Help Desk is open from 10:00 am to 6:00 pm
(Eastern Time). If your NTD validation analyst is unavailable,
you may use the voice-mail system and your validation
analyst will return your call or you may forward your call to
another NTD validation analyst.

Express Delivery Address
Express deliveries can be made to the following address:

Federal Transit Administration
National Transit Database
1355 Piccard Drive, Suite 425

Rockville, MD 20850

E-mail

You can contact your NTD validation analyst by using the
telephone number or e-mail address located on the Home tab
at:

www.ntdprogram.gov > Internet Reporting Login >
Announcements

You can email the NTD Help Desk at any time at:
ntdhelpdesk@savantage.net

Fax

All official correspondence should be scanned and submitted to

the NTD via the e-File tab in Internet reporting. If you must fax,

the NTD Project Office also maintains a 24-hour FAX service:
301-258-5630

Upon sending faxes to the NTD, please call your NTD validation

analyst to verify that the fax has been received. In addition,

keep all fax confirmation slips on file at your agency.

Internet
The FTA NTD Project Office manages a website at the
following address:

www.ntdprogram.gov
You may e-mail comments, questions or suggestions directly
to the NTD by clicking on the NTD Feedback link.
NTD publications, data and reference documents are
available on the FTA NTD website by using the NTD
Reference Materials and Access NTD Data links.

New Reporters

New reporters have slightly different requirements for submitting their first NTD Annual report. These requirements include:

e  Submitting a request for an NTD ID
e Determining when to file the first report, and

e Providing additional information in the NTD Annual report.

Written Request

All new reporters, both required and voluntary reporters, must first submit a written request to FTA for a NTD ID. If the

request for an NTD ID is approved, the first report year is dependent upon when the request was received (refer to the New
Agency Reporting Timelines exhibit below). If the request is received at NTD within the first six months of a fiscal year (e.g.,
2012); the agency will submit its first NTD report for the current fiscal year (e.g., 2012). If the request is received during the

last six months of a fiscal year (e.g., 2012), the agency will report during the next fiscal year (e.g., 2012).

Exhibit 5— New Agency Reporting Timeline

The due date of a new agency’s first report can vary depending on their fiscal year, and when their New ID Request is received by the NTD.
Below are common examples of transit agency fiscal years. If your agency has a different fiscal year than those listed below, contact NTD for
your first report due date.

Fiscal Year New ID Request Received First Report Due Data Included RY

July 1, 2011 - June 30, 2012 Jan. 1, 2012 - Dec. 31, 2012 October 31, 2012 July 1, 2011 - June 30, 2012 2012
Oct. 1, 2011 - Sept. 30, 2012 April 1, 2012 - March 31, 2013 January 31, 2013 Oct. 1, 2011 - Sept. 30, 2012 2012
Jan. 1, 2012 - Dec. 31, 2012 July 1, 2012 - June 30, 2013 April 30, 2013 Jan. 1, 2012 - Dec. 31, 2012 2012
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The written request to FTA for a NTD ID should be submitted by the CEO of the transit agency, company, city or other entity
that will be filing the report. You should send the letter to the mailing address listed in the Where to Report section above.
The CEO'’s letter must be on letterhead and should state the following:

¢ Legal name and mailing address of the transit agency

e Name, title, address, telephone number, facsimile number and e-mail addresses of the CEO, NTD contact person and
the safety and security contact persons

e Fiscal year end date

e Public transit modes operated by TOS (DO or PT)

e Number of vehicles operated in annual maximum service (VOMS) across all modes and TOS

e Description of service, if service is being operated, including route maps, schedules and fare structure

o Date (month and year) of grant request for 85307 Program funds if a designated recipient

e Date (month and year) of expenses first incurred for reimbursement under the 85307 funds if a designated recipient
e Any related information or relationships with other NTD transit agencies.

e Request to obtain an NTD ID and become an NTD reporter.

Reference Information

This section contains two items necessary to understanding NTD reporting:
1. Transit terminology and parameters
2. Reference documents.

Transit Terminology and Parameters

Reporting data for the NTD requires an understanding of the following transit concepts and terms:
e  Public transportation

e Modes

e Type of service (TOS)

e Transit agency

e Area definitions

¢ Maximum service vehicles.

Each of these terms is described in further detail in the sections that follow.

Public Transportation

The NTD is established by law as a repository of information on public transportation. The term public transportation is
synonymous with the terms transit and mass transportation and is defined by law at 49 U.S.C. 5302(a) (10).

(10) PUBLIC TRANSPORTATION. — The term “public transportation” means transportation by a conveyance that
provides regular and continuing general or special transportation to the public, but does not include schoolbus, charter,
or intercity bus transportation or intercity passenger rail transportation provided by the entity described in chapter 243
(or a successor to such entity).

Transit must be open to the public. Transit must also comply with the provisions of the Americans with Disabilities Act of
1990 (ADA). Services that are only open to specific groups of people are excluded. Examples of excluded services include:

e A bus system sponsored by a university that is only open to students, faculty, and staff of the university;
e Avanpool sponsored by an employer that only provides service to employees of the employer;
e An automated guideway in an airport, which only provides services to customers of the airport.

Transit includes special transportation, such as complimentary paratransit required by the ADA. Transit also includes other
shared-ride demand response services, including both sponsored and unsponsored trips.

Transit excludes charter service. In accordance with FTA’s Charter Rule, any service reported to FTA’s charter registration
website must not be treated as public transportation in NTD reports.

Transit excludes sightseeing service. Sightseeing service is provided primarily for the enjoyment of sights and sounds during
the ride, or for enjoyment of the ride itself. Sightseeing service includes services that have narration and services where
passengers primarily make round-trips without disembarking the vehicle.
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Transit excludes Intercity service. The NTD defines an intercity service as service where a majority of passengers are not
making a same-day return trip. Thus, for public transportation, a majority of passengers across the totality of the service (i.e.
all runs on all days of the week) must make a same-day return trip. On public transportation, a majority of passengers use
the service three or more times a week.

Transit excludes Amtrak (the entity described in chapter 243.) NTD reporters must demonstrate that they are organizationally
separate from Amtrak. This exclusion does not apply to cases where Amtrak is the supplier of purchased transportation for
commuter rail service.

Modes

A variety of transit modes are operated in the United States. The NTD reporting system groups transit modes into two broad
categories - rail and non-rail - as follows:

Rail Non-Rail

Alaska Railroad (AR) Aerial tramway (TR)
/c-\::ttﬁgq ?;erd(ggl)deway () Commuter Bus (CB)
Commuter rail (CR) Bus (MB)

Heavy rail (HR) Bus Rapid Transit (RB)
Hybrid Rail (YR) Demand response (DR)

Demand response-taxi (DT)

Inclined plane (IP) Ferryboat (FB)

Light rail (LR)

: Jitney (JT)
Monorail (MO) Publico (PB)
Street Car Rail (SR) Trolleybus (TB)

Vanpool (VP)
Other (OR)

Modal definitions are used in the NTD reporting system in different ways. Transit agencies are required to report data
according to the detailed modal definitions on most reporting forms (e.g., MB, DR, VP and LR). On selected forms (e.g.,
Transit Way Mileage form (A-20), Service form (S-10), Energy Consumption form (R-30), Federal Funding Allocation
Statistics form (FFA-10)), different data items are required for rail and non-rail modes.

Type of Service (TOS)

Public transportation can be provided in two ways:

1. Directly operated (DO) service — the NTD reporting agency, usually the public transit agency, uses its own employees to
operate the transit vehicles and provide the transit service.

2. Purchased transportation (PT) service — the NTD reporting agency, usually the public transit agency, contracts with a
public or private provider to operate the transit vehicles, employ the operators, and provide the transit service.

TOS is an important element of NTD reporting. On most reporting forms, transit agencies are required to report data by TOS.

Transit Agency

A transit agency is responsible for the provision of public transportation service. The transit agency can provide the service
using its own employees to operate the vehicles (DO service) or contract with a public or private provider to operate the
transit vehicles and employ the vehicle operators (PT service). With some exceptions, transit agencies typically are public
bodies and generally are the NTD reporting agencies for their DO and PT services.

Area Definitions

The NTD reporting system uses two definitions of area:
1. UZA, and
2. Service area.

UZA is defined by the US Census Bureau based on incorporated places (e.g., cities, towns, villages) and their adjacent
areas that together form a densely populated area of at least 50,000 persons. UZAs do not conform to congressional districts
or any other political boundaries.

The most current UZA designations are based on the 2000 census. The NTD reporting system assigns a unique number to
each of the UZAs in the country. All transit providers reporting to the NTD must serve at least one UZA; many reporters
service multiple UZAs, as well as rural areas (hon-UZAs) of less than 50,000 persons.
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The Census-defined UZAs are an important part of NTD reporting requirements. Reporters must report selected data by
UZA number on two forms - the S-20 and the FFA-10. Transit agencies serving UZAs of 200,000 or more population must
report security data on the Reportable Incident Report form (S&S-50). Finally, UZA size determines the sampling
requirements for passenger miles traveled (PMT) data reported on the S-10.

Service area is a measure of access to transit service in terms of population served and area coverage (square miles). The
reporting transit agency determines the service area boundaries and population for most transit services using the definitions
contained in the ADA.

For most transit agencies, the size of the UZA is different from the size of the service area. In many instances, the size of the
service area will be smaller than the UZA served. In other cases, where there is broad public support for transit, the size of
the service area is greater than the size of the UZA. These differences can cause confusion, since a transit agency's NTD
reporting requirements are based on the size of the UZA served and the data reported are for the transit agency's service
area.

Transit agencies are required to submit service area information on the B-10.

Maximum Service Vehicles

The maximum service operated during the year is an important determinant of a transit system's size and resulting
performance. Transit agencies are required to report data on two measures of maximum service:

1. Vehicles operated in maximum service (VOMS)

2. Vehicles available for annual maximum service.

VOMS is a count of the revenue vehicles scheduled for the peak day and operating period of the peak service season or
schedule of the year. The revenue count is the typical number of vehicles operated and does not consider the number of
vehicles operated on atypical days such as holiday celebrations (e.g., Fourth of July), or one-time special events (e.g., World
Series celebrations, political conventions).

Vehicles available in annual maximum service is a count of the revenue vehicles available to meet the maximum service
requirement (revenue vehicles necessary to meet peak demand) for the fiscal year. This count of revenue vehicles includes:

e VOMS

e Spare vehicles — revenue vehicles used to accommodate routine maintenance and repair operations, and to replace
vehicles in scheduled service that breakdown or are involved in accidents.

The count of vehicles does not include:
e Vehicles out for extended major repair or rehabilitation

e Emergency contingency vehicles — inactive revenue vehicles that normally would have been disposed of at the end of
their useful life. FTA allows transit agencies to retain these vehicles if they are stored and maintained, and part of an
approved FTA Emergency Contingency Plan.

Reference Documents

The FTA Uniform System of Accounts (USOA) and Final Rule (49 CFR Part 630) are essential to understanding the forms
and instructions presented in this manual. You can obtain these documents, as well as the other reference documents listed
in the NTD Reference Documents exhibit below, by visiting the NTD Project website at www.ntdprogram.gov or calling the
NTD Help Desk at 1-866-349-1427.
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Exhibit 6 — NTD Reference Documents

The Reference document listed below are available from for downloading or viewing from the NTD website:
e  Current Reporting Manuals

e Annual

e  Safety and Security
e  Monthly

e Rural

e  Small Systems Waiver Manual
e NTD Final Rule (49 CFR Part 630)
e Uniform System of Accounts (USOA)
e  Government Auditing Standards
e  Fully Allocated Cost Analysis
e  OMB Circular A-87 (Revised 5/10/2004)

e National Incident-Based Reporting System, Vol 1: Data Collection Guidelines, US. Department of Justice, Federal Bureau of
Investigation, Criminal Justice Information Services Division, Aug 2000,

e UMTA C 2710.1A - Sampling Procedures for Obtaining Fixed Route Bus Operating Data Required Under the Section 15
Reporting System, July 18, 1988.

e UMTA C 2710.2A - Sampling Procedures for Obtaining Demand Response Bus System Operating Data Required Under the
Section 15 Reporting System, July 22, 1988.

e UMTA C 2710.4A - Revenue Bases Sampling Procedures for Obtaining Fixed Route Bus Operating Data Required Under
the Section 15 Reporting System, July 22, 1988.

e UMTA C 2710.6 - Section 15 Accounting and Reporting Release Number 1, July 1, 1988.
e UMTA C 2710.7 - Section 15 Accounting and Reporting Release Number 2, July 1, 1988.
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Internet Reporting

Overview

Transit agencies must use the National Transit Database (NTD) Internet reporting system to provide their data via reports to
the Federal Transit Administration (FTA). NTD Internet reporting is the online means for transit agencies to enter, save,
review and revise data, and submit reports. It provides for timely and accurate reporting as all tasks and requirements for the
NTD can be fulfilled via this system.

This section provides Internet reporting information for the NTD Annual report.

What Has Changed from Prior Years

NTD application has been updated with a number of Application Security Enhancements. These enhancements are being
undertaken in accordance with new Department of Transportation-wide and Federal Government-wide standards to ensure
the integrity of all data in government systems, such as the National Transit Database.

Please note the new password requirements for password length and complexity, as well as that the password expiration
period has also changed from 90 to 60 days. Moreover, please note that a new 60-day account inactivity feature will lock
accounts that have not been used at least once in a 60 day period. Accounts that become “locked” will be able to be
unlocked through an automatic web-based process, which will also prompt you to choose a new password.

New Password requirements are as follows
e Password length: Must be at least 12 characters and not more than 20 characters.
e Complexity: 3 out of 4 — Lower case, Upper case, Numbers, Special Characters.

e Password History: Password must be different from 10 previous passwords and must be different from any password
used in the last 6 months.

Maximum Password Age
e 60 Day Password Expiration Period.

Account Inactivity
e Your account is locked if you do not login during a 60 day period.

Internet Reporting System Security

Many measures have been taken to ensure that all data entered into the Internet reporting system are safe and available
only to those with proper access. The NTD servers and network are secured behind a firewall. The website is password
protected. Additionally, multiple server and database protection layers protect the database files.
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Detailed Instructions

The preparation and submission of the Annual Report is a simple process that involves interacting with the online Internet
reporting system. The detailed instructions describe this process in the order that most reporters will proceed and cover the
following topics:

e Accessing Internet reporting

e NTD Reporting Structure

e Home: Annual Report Home Page and Program Structure

e  Sys Admin: Changing Your Password

e  Monthly Ridership: Reporting Ridership Data

e Safety & Security: Reporting Incident Data

e Help: Obtaining More Information

e Annual: Reporting Annual Data

¢ Notes: Providing Additional Information

e Issues: Validating Annual Data

e Reports: Accessing Reports to Help Report Annual Data

e e-File: Sending Declarations, Requests, and Other Communication
e Communications: Viewing History of Communications with NTD.

Accessing Internet Reporting
Internet reporting is accessed from the NTD Homepage.

To access Internet reporting:

e Connect to the Internet via your Internet service provider (ISP)

e Verify your Internet browser settings

e Access the Internet reporting website at www.ntdprogram.gov

e Access your transit agency’s NTD report via the Internet Reporting Login link.

Connecting to the Internet

You should use your ISP to connect to the Internet. Internet reporting requires a web browser that is at least a 6.x version
(e.g., Internet Explorer 6.0).

If you don’t have the latest version of the browser, go to Microsoft.com to download the latest version free of charge.
Browsers such as Firefox, Mozilla and Chrome are not fully compatible with the Internet Reporting system. You should use
Internet Explorer for reporting.

Verifying Your Internet Browser Settings

You should verify that your browser is set to check for newer versions of stored pages with each visit to the website.

In Internet Explorer, this is done by accessing Tools / Internet Options / General / Temporary Internet Files Settings / Every
Visit to Page.
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The National Transit Database Website

NTD

National Transit Danabls!J

Federal Transit Administration

What is the NTD? &

|

Reporting Manuals

Annual Reporting &
Monthly Reporting &
Safety and Security Reporting @
Rural Reporting &
Sampling Manual &
Small Systems Waiver Manual &

Data, Publications and Reference Materials
Contact the NTD Help Desk RiRiGlazsar/ 38
NTD Reference Matetials &
2010 Census Adjustments &
Access NTD Data &

NTD Resources
FTA / NTD Presentations, Announcements and Updates &
NTD Feedback @

Internet Reporting Login

Pasamord and ID Required Serminars and Training &
Transit Agency Listing by Region and Other External Links &

Site Map | Accessibility Information | Contact Us | NTD Frivacy Notice | E-mail Webmaster

The NTD Homepage offers the following information and data for reporters and others interested in the NTD:

Internet Reporting Login link.

What is the NTD? An overview of the NTD program, milestones in transit history, how to obtain an NTD ID number, and
an overview of the NTD reporting forms.

Reporting Manuals

Annual Reporting: Access to HTML and PDF versions of the current Annual Reporting Manual, an overview of
reporting changes and highlights, reporting manual archives, etc.

Monthly Reporting: Access to HTML and PDF versions of the current Monthly Reporting Manual, an overview of the
reporting changes and highlights, reporting manual archives, etc.

Safety and Security Reporting: Access to HTML and PDF versions of the current Safety and Security Reporting
Manual, Newsletters, Safety and Security frequently asked questions (FAQ), an overview of reporting changes and
highlights, reporting manual archives, etc.

Rural Reporting: Access to HTML and PDF versions of the current Rural Reporting Manual and Excel spreadsheets,
an overview of reporting changes and highlights, reporting manual archives, etc.

Sampling: Access to the PDF File of the Sampling Manual, HTML version of the glossary, Excel spreadsheets of a
Sampling Template and a Sampling Template with data.

Small Systems Waiver Manual: Access to HTML and PDF versions of the current Small Systems Waiver
Reporting Manual, an overview of reporting changes and highlights, reporting manual archives, etc.

Data, Publications and Reference Materials

NTD Glossary: HTML version of the NTD Glossary of transit terms.

NTD Reference Materials: NTD reference materials such as the Uniform System of Accounts, FTA Circulars and
Federal Register Notices.

Access NTD Data: HTML and downloadable PDF publications, including the Data Tables (also available as MS Excel
self executable files), Profiles, National Transit Summaries and Trends, as well as Annual, Monthly and Historical
databases (MS Excel self executable files) and other data products.

NTD Resources

FTA / NTD Presentations, Announcements and Updates: FTA / NTD presentations, new and useful information,
interim updates to reporting requirements, etc.

NTD Feedback: The mailing address, telephone number and fax number for the NTD Project site as well as an
opportunity to provide comments or suggestions regarding the NTD Program.
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e Seminars and Training: NTD Reporting Seminars and In-house Training information and registration.

e Transit Agency Listing by Region and External Links: Contact information for transit agencies reporting to the NTD
listed by UZA and State. Links to:

e Federal Transit Administration (FTA)

e FTA Safety and Security Office

e U. S. Department of Transportation (USDOT)

e National Transit Library

e American Public Transportation Association (APTA)
e Bureau of Transportation Statistics (BTS)

e Accessibility.

Accessing the NTD Report

Clicking the Internet Reporting Login link will open the Internet Reporting Login page. You must enter your user name and
password to gain access to NTD Report Home.

Welcome to The National Transit Database Home

Internet Reporting Login Warning
You are accessing a U.S. Government information system_ This information system, including all related equipment, networks, and network devices, is
l— provided for U.S. Government-authorized use only. Unauthorized or improper use of this system is prohibited, and may result in civil and criminal
User Name penalties, or administrative disciplinary action. The communications and data stored or transiting this system may be, for any lawful Government
Password > purpose, monitored, recorded, and subject to audit or investigation. By using this system, you understand and consent to such terms.

Usemame and Password Required

NTD Release 1.23- 072110

Levels of Access

Internet reporting provides four levels of access to the Annual Report with the following rights

1. CEO access: Edit forms (data entry), approve Chief Executive Officer (CEO) Certification form (D-10) and submit report
2. Contact Person access: Edit forms (data entry) and submit report (administrator)

3. Editor access: Edit forms (data entry), cannot submit report

4. Viewer access: Viewing rights only for forms, issues, notes and correspondence with no rights to edit or submit.

User Names and Password

The system access level is determined by the user name. The first three characters of the user name define the access level
and the last four digits represent the transit agency’s NTD ID. There are four types of user names corresponding to the four
access levels available within the Annual Report:

1. CEO — CEO####

2. Contact person — NTD####
3. Editor — EDT####

4. Viewer — VWR#H##HE.

Each transit agency is e-mailed this set of user names with a password for each. Transit agencies determine access within
their organizations and distribute user names and passwords accordingly.

A user can change his / her password at any time. Refer to Sys Admin: Changing Your Password for additional information
on this topic. Users should be aware that passwords must be changed every sixty days.
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The CEO and NTD contact person use the same password for all reporting modules. The CEO and NTD contact
W person may access all reporting modules (Annual, Monthly and Safety and Security) from the Home tab.

Home: Annual Report Home Page and Program Structure
-‘:\lh‘l"‘.f'f"drl'., Hoses ' I ' Reports

lAcariEh by PP Comimanicatons
Display All Agencies [~
™  active Agencies T Inactive Agencies T Future Agencies T Pending Agencies T Denied Agencies T AINTD Agencies T Rural Agencies

AQency: I_ll

Announcements
Date Title

December 15, 2009 New Email Contact Information Annduncement - NTD Help Desk

After completing the Login process you will be taken to the Annual report Home page. You must click the Home tab near
the top of any screen to return to the Home tab from another area.

When accessing the Home tab, please take note of the Announcements section. There you will find a listing of FTA
announcements.

NTD Reporting Structure

The Annual Report module has the following tabs:

e Home: The starting point when entering the NTD report. It displays the transit agency’s NTD analyst information and
any project related announcements.

e e-File: Alisting of all declarations, waivers, other general correspondence and current year report submission stages.
This screen allows a transit agency to view the text of existing declarations, waivers, fixed guideway requests and
general correspondence, and to add documents using the file attachment feature.

e Annual: A listing of the reporting forms necessary to complete your NTD Annual report. It is from this screen that the
transit agency submits the NTD Annual report. The Submit Report button appears at the bottom of the Forms
Summary screen after the CEO approves the CEO Certification form (D-10).

e Monthly: This screen provides access to the NTD Monthly reporting forms for editing and submitting your report to FTA.
Form-by-form instructions and reporting details for the Monthly Module are included in the NTD Monthly Reporting
Manual. The NTD contact person is responsible for submitting Monthly data to NTD.

e Safety and Security: This screen provides access to the Safety and Security Module forms for editing and submitting
your report to FTA. Form-by-form instructions and reporting details for the Safety and Security Module are included in
the Safety and Security Reporting Manual.

e Notes: Displays all the Form Notes added to the transit agency’s Annual report. Internet reporting allows the transit
agency to create Form Notes to provide additional information applicable to the overall form.

e Issues: Displays all the Issues generated for the transit agency’s Annual report. Issues highlight potential problems with
specific data items (specific data which fall out of a typical range of values) and are generated each time the transit
agency saves a form or submits the NTD Annual report. To correct an Issue, the transit agency may either change the
data item on the appropriate form or attach a Comment to the individual Issue and explain. You should use this screen
to review the Issues for entire report (form by form) prior to submitting your NTD Annual report.

e Reports: Print and export reports (Notes and Issues, Service Characteristics — Time Series, Key Performance
Indicators, and Revenue Vehicle Inventory — Prior Year’s History, and Operating Expenses by Function and Hourly
Wages — Prior Year’s History). All reports have been developed to allow you to print each form or report without altering
print settings to fit a form on the page. The reports listed will vary depending on your access level.

e Communications: This screen provides a record of the report submissions the agency has made to NTD, including any
comments from the agency and the review status of the report.
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e Sys Admin: Change NTD passwords — CEO, NTD Contact Person, Editor and Viewer. You may only change your own
password. Should you need assistance, contact your NTD analyst.

e Help: Online version of the Reporting Manual.

Annual: Reporting Annual Data

r Home ' e-File ' Annual Manm\yerership'&afaty-!Se-:uritv' Notes ' Issues ' Reports 'Cc-mmunmatiwns'sy:-A-ﬂmin' Search 'Summan" Help

Mode! Update Update lssues

Module Form Name Senvice User Date C 1
Basic Information

Identification (B-10}) System 0 0

Contacts (B-20) Systemn 0 0
Financial
Assets
Services
Resources
Federal Funding Allocation Statistics
Declarations

&Iiz forms

Click on the Annual tab to open the Forms Summary screen. The Forms Summary screen lists the 2012 NTD modules
and provides links to the specific forms, within each module, that your transit agency is required to complete.

Initially, the Forms Summary screen only provides access to two forms within the Basic Information Module:
1. Identification form (B-10), and
2. Contact form (B-20).

After you review, complete and save the B-10 form, Internet reporting automatically generates the forms necessary to
complete the NTD Annual report.

The forms generated are dependent upon: 1) the number of vehicles operated in annual maximum service (VOMS) by mode
and TOS, 2) the UZA size, 3) whether a Small Systems Waiver request has been indicated, 4) whether the seller in a
purchased transportation agreement is filing a separate NTD Annual report and 5) whether a Grants (Planning or Capital)
Waiver request was indicated. All form-by-form instructions and reporting details are provided in the form specific sections of
this manual.)

After the B-10 form has been saved the Forms Summary screen provides access to forms that your transit agency is
required to complete. The mode and TOS, the update user and update date, and the number of issues for each form are
also displayed.

The Forms Summary screen also provides the means to add a new Contractual Relationship form (B-30). Internet reporting
automatically generates a B-30 form for each purchased transportation agreement, (i.e., contracts) that existed in the transit
agency'’s previous year report if at least one mode designated on the prior year's form is also reported on the B-10 for the
current reporting year.

If you want to add a new Contractual Relationship form (B-30) for a new contract, you click the Add Form button at the
bottom of the Forms Summary screen and select B-30 from the drop-down menu.

Printing a Form Report from a Form Screen
Click on the Print button at the bottom of the Form screen to display the report in Adobe Acrobat Viewer; then click the

= . . . . .
Print button in the upper left corner of the viewer and click the Okay button on the resulting Print window.

Submitting Your Report

To submit your report to the NTD, upon completing the required NTD forms, you should return to the Annual tab, scroll to
the bottom of the page, and click the Submit Report button.
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Monthly: Reporting Ridership Data

Homae Annual Safaty & Security MNotes Ilssues Reports Communicaticns Sys Admin

Incident Submission Mode! Report Update Update Submit Mo Major No Mon-Major
Form Mame # o3 Service Period User Date Date Data Data

Mode Service Operated (MR-10) System

Click on the Monthly tab to open the Monthly screen. This screen provides access to the Monthly Module forms for editing
and submitting your report to FTA.

Form-by-form instructions and reporting details for the Monthly Module are included in the Monthly Reporting Manual.

Safety and Security: Providing Incident Data

Home e-File Annual Reports W Communications W Sys Admin Help
File New S&5-40 File New 5&5-50
Incident Mode/ Report Update Incident Creation Update Submit
Form Name # Service Period User Date Date Date Date Has Data
Safety and Security Setup Form (S&3-10) NTD0025 01/26/2011
= Security Configuration
Security Configuration (S&3-30) DR PT SFTYNTDO025 01/26/2011 02/01/2011 02/01/2011
Security Configuration (S&S-30) MB DO SFTYNTDO025 01/26/2011 02/01/2011 02/01/2011
Security Configuration (5&3-30) VP PT SFTYNTDO025 01/26/2011 02/01/2011 02/01/2011
Hon-Major Summary Report
Pending Forms
Form Name Pending Delete
Form Id Form

Click on the Safety and Security tab to open the Safety and Security screen. This screen provides access to the Safety
and Security Module forms for editing and submitting your reports to FTA.

Form-by-form instructions and reporting details for the Safety and Security Module are included in the Safety and Security
Reporting Manual.

Notes: Providing Additional Information
Issues ' Reports ‘L'nmmunl-:-stlt-ns'. minv Search 'Su'ﬂr’m"," Help

Form name ——=  MNote category FTA category Comments UserID Date

Report note

Basic Information Module

Financial Module

Assets Module

Click on the Notes tab to open the Notes Summary screen. Internet reporting allows the transit agency to create a Form
Note for information applicable to the overall form.

Creating a Form Note

To create a form note, you should click on the Add Form Note link at the top right of the form you are editing or viewing.
Internet reporting will take you to the Form Notes screen for the specific form. Internet reporting pre-fills the mode and TOS
(if applicable) for which the note is created. You must complete the note comment.
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To save a form note, click on the Save button at the bottom of the screen. To return to the form being edited without saving
the note, click on the Cancel button.

Reviewing Form Notes

Click on the Form Notes tab to view the Form Notes screen. You can review the form notes associated with a specific form
or all form notes for the report. While working in a form click on the Form Notes tab to display the Form Notes screen for
the form. The form name, mode and TOS will be displayed just beneath the tabs.

You also can review form notes associated with prior submissions for the current Report Year (i.e., 2012) and prior Report
Years (i.e., 2010 and earlier). To view current or prior year’s form notes, click on the Report drop-down menu located above
the tab line, and select the year and report stage (original, working data, revision, closeout) that you wish to view.

Editing Notes

While you are in the Working Data report stage, you can edit a form note after it has been created by clicking on the Edit

Note link in the far right column on the Form Notes screen. Once the NTD Annual report is submitted the notes are frozen
and cannot be edited. Notes can only be edited while in the report status is Working Data which is displayed at the top of

screen in the Report menu.

Notes are frozen with each submission. If the report is sent back to the transit agency and notes are reviewed or
W added, the previously submitted notes will not be affected.
Printing Form Notes

You can print all form notes from the Reports tab by clicking the Notes and Issues Report link.

Issues: Validating Data
r Home ' e-File ' Annual 'Mcmlh\yPrdership'safefy-!E'Euzuriw' Notes ' Issues Reports 'r;:.mmunmaam.s'sy;.A.;mm' Search 'SUmmm.' Help

Mode | Issue Issue Validation
Eorm Name Service Type Issue # Status Status ACtiVE only

You access the Issues screen by clicking the Issues tab. This screen highlights potential problems with specific data items
identified through the NTD validation process.

The NTD validation process ensures that NTD reporting requirements are met and that the reported data fall into reasonable
ranges and make sense. Validation checks include:

e Range checks for typical values found among transit agencies with similar operating characteristics

e Logic checks between data items on different NTD forms

e Time series checks against previous years’ data to identify data that have changed significantly.

NTD validation is an interactive, iterative process with two alternating phases:

1. Pre-submission (working data report stage) validation — automatic review prior to submission of the NTD Annual report

2. Post-submission (the original submission or a revision report stage) validation — review by your assigned NTD
validation analyst after submission of the NTD Annual report.

In support of the NTD validation process, an NTD validation analyst is assigned to each transit agency. NTD validation
analysts are available to assist transit agency personnel and may be contacted at the NTD Project Office. Direct contact
information for each validation analyst is available from the Home tab in the Announcements section (refer to the NTD
Contact Information) Refer exhibit under Where to Report in the Introduction section of this manual for general NTD contact
information (mailing addresses, hours of operation, etc.).

Sys Admin: Changing Your Password
r Home ' e-File ' Annual 'r.mmnl-,a li!Luemmp' Safoty & Security Motes ' IssueE ' Reparts 'Eonm\unmmnns'
I

Select one of the following Admin Functions:
Change Passward
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The Sys Admin screen provides the ability to change your NTD password.

All passwords expire every sixty days. You can change your password at anytime on the Sys Admin screen by specifying
your current and new password. To be valid, a password must contain at least 3 out of 4 of the following character types:
Upper case, Lower Case, Numbers, or Special Characters. Password cannot contain spaces, and must be at least 12
characters and not more than 20 characters.. Passwords are case-sensitive. If you do not change your password within the
sixty-day period, you will be forced to change your password when you first access the system once the sixty-day period has
expired. It must be different from 10 previous passwords and must be different from any password used in last 6 months.
The screen is similar to the one available on the Sys Admin screen and the same password rules apply.

Help: Obtaining More Information

Annual W Safety & Security

For help in completing the Internet Reporting forms select from one of the links below.

Using the Reporting Manual
Each module of all manuals is presented as an _html document

You will see a Table of Contents listed, click on the section of the manual that you need. Once you have accessed the .html file you can
search for the information you need either by scrolling through the file to the appropriate section of the manual or you can search the
document by pressing the Ctrl key and the F key atthe same time. A window will open. In the Find what box, type in the word or phrase that
you are looking for and click the Find Next button. You may repeat this action until you find the text that you are looking for

For downloading and printing PDF files, see specific instructions
Current Reporting Manual

Annual Reporting Manual

Small System Waiver Manual

Safety and Security Reporting Manual
Wenthly Reporting Manual

For prior year Reporting Manuals, please visit www.ntdprogram.gov.

Click on the Help tab to display the Help screen. The Help screen provides access to the 2012 Annual Reporting Manual for
additional help in completing the NTD Annual report forms. The Help screen displays the table of contents for the Reporting
Manual with links to each section of the manual.

Pre-Submission Validation

Internet reporting automatically performs issue checks after a form is saved. The issue checks help you assess the
completeness and reasonableness of your data prior to submission to FTA.

W Since some issues checks are performed using data items from more than one form, it is best to respond to
issues after all forms are completed.

Issues are classified by issue type according to severity and action required in order to submit the NTD Annual report:
e C (Critical): The transit agency is not able to submit the NTD Annual report until all Critical issues are corrected.

¢ | (Important): The transit agency is not able to submit the NTD Annual report until all Important issues are corrected or
explained through a Comment associated to the issue. Comments are added to a particular issue via the Add
Comments link located adjacent to each issue on the Issues Summary page.

The Forms Summary screen identifies the number of issues by each type for each form. You can access the Forms
Summary screen by clicking on the Issues tab from the Annual report Home page.

You should also review the issues for a specific form. You can access the complete listing of issues for the specific form by
clicking on the Issues tab while viewing the form.

You also can review issues associated with prior submissions for the current Report Year (i.e., 2010) and prior Report Years
(i.e., 2009 and earlier). To view current or prior year's issues, click on the Report drop-down menu located above the tab
line, and select the year and report stage (original, working data, revision, closeout) that you wish to view.

Prior to the original submission, issues are deleted as you correct the data and resave the forms. Important issues that
remain when the NTD Annual report is submitted will continue to be available for review on the Issues tab. Any corrections
or explanations subsequent to the original submission will be recorded and are available for review by you and the NTD staff.

‘m“ As with Form Notes, the issues are frozen with each submission, and cannot be altered until the report is
returned.
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Post-Submission Validation by NTD Analysts

After the transit agency submits the NTD Annual report, the report is frozen as the Original Submission report stage. At this
point in the process, the data cannot be edited by the transit agency. This is also true of each re-submission (revision).

The issues undergo a series of reviews by NTD staff during which the issue status may be changed. At each stage, you
should revise forms as necessary, review issues, respond to the issues, save and re-submit the report. The status of an
issue is not considered to be final until the Closeout letter has been approved.

Exhibit 7 — Issue Status

Active Issues that require review by the transit agency.

Active with Comments After a transit agency reviews and adds comments to an Active issue,
the issue is assigned an Active with Comments status.

Questionable Issues may be included in a Closeout with Issues letter and pertinent
data is indicated as Questionable in publications.

Under Review NTD validation analysts recommend that these issues have been
sufficiently addressed by the transit agency.

Reviewed Recommendation to FTA that no further action is necessary by the
transit agency.

Fixed Issues corrected by the transit agency by revising those data item(s)
which caused the issue to be generated originally. No further action is required by the transit agency for these issues.

As your report is moved through the validation process, the NTD validation analyst reviews the reported data and
recommends that FTA either accept your transit agency’s issue comments or designates the issue as Active for further
review by your agency. Upon completion of this review, the NTD validation analyst makes the report available to your agency
as Working Data. When this is done, you can edit the report or provide more information. Review by both the transit agency
(in working data stage) and the NTD validation analyst (in revision stages) continues until all issues have been designated as
Fixed, Questionable or Reviewed. The report will then move to the Closeout report stage.

Closeout: Completion of Issue Validation

The validation process ends with the generation of the Closeout letter for a transit agency:
e A Closeout without Issues letter is generated if all issues have either been Fixed or Reviewed
e A Closeout with Issues letter is generated if there are Questionable or remaining issues at closeout.

You can access the letter from the e-File tab.

Reports: Accessing Reports to Help Report Annual Data

Hotes W msues WIE .-.'-.-.---.-—u..p.m-..-.' sysacmn W nep _
- - - - - - -

Ruiral Ggneral Puble Tran st Sesdicg fem (FLE 2D Soreadsheals

Salact one frorm the I‘Clllti'q‘rlr‘ll} MEpOns
HTD Repons
Rewvenue “ehicle Inventary R eport

Click on the Reports tab to display the Reports screen. This screen provides access to several reports available to assist
you in preparing your NTD Annual report.

Please refer to the section on Printing for instructions on viewing, printing and exporting a report.
To open a report, you should click the corresponding link on the Reports screen and the report will open Adobe Acrobat

= . .
Viewer. You can print the report by clicking the Print button Q in the upper left corner of the viewer and click the Okay
button on the resulting Print window.

You can also review selected reports associated with prior submissions for the current Report Year (i.e., 2012) and prior
Report Years i.e., 2010 and earlier). To view current or prior year's reports, click on the Report drop-down menu located
above the tab line, and select the year and report stage (original, working data, revision, and closeout) that you wish to view.

The following report links are available on the Reports screen:
e FFA Data Distribution by UZA Report
e All Form Notes and Issues Report
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e Service Characteristics — Five-Year History

e Performance Indicators — Five-Year History

e Revenue Vehicle Inventory — Prior Year's History

e  Operating Expenses by Function and Hourly Wages — Prior Year's History
e Key Performance Indicators — Average Trip Length — Prior Year’s History.

All Form Notes and Issues Report

Click on the All Form Notes and Issues Report link to print all of the form notes and issues associated with the NTD
Annual report as viewed on the Form Notes screen or Issues tab.

Additional Reports Available from the Reports Tab

For all of the following reports, the default will be a five-year history. However, the user can change the report to show
additional years’ history using the Report drop-down located above the tab line.

Service Characteristics

Click on the Service Characteristics link to view the report. This report provides the number of VOMS, the vehicle revenue
hours (VRH) and miles VRM), the deadhead hours and miles, the total actual hours and miles, the number of unlinked
passenger trips (UPT), the number of passenger miles traveled (PMT) and the total operating expense (OE) for each mode
and TOS operated for the current reporting year and four years prior with the percentage of variation from year to year.

Key Performance Indicators

Click on the Performance Characteristics link to view the report. This report provides the trip length, load factor, revenue
speed, deadhead speed, cost per hour, cost per mile and cost per passenger for each mode and TOS operated for the
current reporting year and four years prior with the percentage of variation from year to year.

Revenue Vehicle Inventory — Prior Year’s History

Click on the Revenue Vehicle Inventory — Prior Year’s History link to view the report. This report provides the total fleet,
active fleet, ADA fleet, and average fleet age for each mode and TOS operated for the current reporting year and four years
prior with the percentage of variation from year to year.

Operating Expenses by Function and Hourly Wages — Prior Year's History

Click on the Operating Expenses by Function and Hourly Wages — Prior Year's History link to view the report. This
report provides the vehicle operations expense, vehicle maintenance expense, non-vehicle maintenance expense, general
administration expense, vehicle operations hourly wage rate, vehicle maintenance hourly wage rate, non-vehicle
maintenance hourly wage rate and general administration hourly wage rate for each mode and TOS operated for the current
reporting year and four years prior with the percentage of variation from year to year.

Key Performance Indicators — Average Trip Length — Prior Year’s History

Click on the Key Performance Indicators — Average Trip Length — Prior Year’s History link to view the report. This report
provides the average trip length by average weekday service, average Saturday service, average Sunday service and
annual total data for the current report year and prior years with the percentage of variation from year to year.

Internet reporting — 29


http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G518
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G518
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G519
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G110
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G14
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G19
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G502
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G502
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G351
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G302
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G7
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G7
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G517
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G516
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G289
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G180
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G180

2012 Annual Reporting Manual

e-File: Sending Declarations, Requests, and Other Communication

Annust W onsnly Radershig Satety & Secorty W Notes W bsues W Reports W Communications W sys Admin W Search
] ] | ] h |

Days
Date Sent Date Returned on
Report Stage To NTD From NTD Desk
Days
an
Walvers Year Create Date Routing Date Status Locatian Desk
Add Waiver I
Days
on
Declarations Year Create Date Routing Date Status Location Desk
Add Declaration I
Days
on
Other Agency Requests Year Create Date Routing Date Status Locatian Desk

The e-File tab is located between the Home tab and the Annual tab. The e-File tab is a centralized area in which to
compose, organize and track agency correspondence with the NTD program.

All correspondence, waivers and other requests, as well as the Independent Auditor Statements are attached and submitted
using the e-File tab and using the CEO level log-in to submit these correspondences. Only the CEO log-in can submit a
correspondence. The e-File tab provides the following organization and tracking features:

e General correspondence is organized by sender:
e Reporting agency
e NTD program staff.
e Once generated, correspondence is stored on the e-File Summary screen without the need for external files.

e The status or phase (approved, denied, etc.) of the process for each correspondence item is indicated under the Status
heading by correspondence type.

E-mail responses are sent to the transit agency following requests through the e-File system. Examples of letters sent from
FTA to transit agencies are:

e Closeout correspondence

e Late Letter correspondence

e Late Response correspondence.
The following sections describe:

e-File tracking

e-File composing: Extensions, Waivers, Other Agency Requests and Declarations
e NTD Process after e-File Submission
e-File at the End of the Year

e-File Tracking

The e-File Summary screen provides a snapshot of the status of the NTD Annual report:
e Report stage

e Waivers

e Declarations

e  Other agency requests

e Outgoing NTD Correspondence.
Report Stage

This section lists the dates that the original report submission and each subsequent revision were sent to NTD and returned
to the transit agency. Most of the information listed pertains to the current report year. However, some correspondence or
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requests may pertain to future years. These items will be displayed indicating the future report year. In most cases,
correspondence spans two report years. You may now select up to two report years for the same request.

To view prior years’ e-File information, you should use the Report drop-down menu, located above the tab line, to select the
year you wish to view. Note that e-File information is not available prior to RY 2002.

To add correspondence for prior years’ e-File information, you should click the Add Correspondence button on the current
year’s e-File Summary screen. You then select the year for which you wish to add correspondence from the Add
Correspondence screen.

Waivers

This section contains the correspondence for any waiver requests as well as their current status. Waivers include:

. Data
e Financial statement

e Reporting
e Passenger miles traveled sampling

e Planning and Capital Grants
Declarations

This contains the declarations submitted to NTD via the e-File and their current status (Not Submitted, Received, Cancelled,
Approved, Approved with Issues, and Denied). The declarations are:

¢ Independent Auditor Statement for Financial Data (IAS-FD)

e Independent Auditor Statement for Federal Funding Allocation (IAS-FFA).

e Safety and Security CEO Certification

m‘* Though not required, FTA strongly encourages each transit agency to attach a copy of their IAS—-FFA to the e-
File.

See both the Introduction and Declarations sections of this manual for guidance and clarification of which Independent
Auditor Statements are required and when.

Other Agency Requests

All other correspondence between the transit agency and NTD is contained in Other Agency Requests. Examples of this
type of correspondence are:

e Request to file a consolidated report

e  Extension requests

¢ Change in transit agency fiscal year

e New fixed guideway (FG) requests

e New ID request

e New ID request response

e Clarification of a reporting requirement (Other).

Outgoing NTD Correspondence

All Closeout letters, Failure to Report Warning (for, Late Report, Incomplete Report and Failure to Respond) letters and any
official correspondence for clarification from FTA are sent to transit agencies that do not comply with NTD reporting
requirements. Electronic copies of the letters are submitted to transit agencies via the e-File

tab. Add Declaration Type menu

. . . . selection:
e-File Composing: Waivers, Other Agency Requests and Declarations Independent Auditor Statement for
Waivers and Other Agency Requests are all considered correspondence. The following Financial Data (IAS — FD)
discusses each type of request and describes the steps taken to create, edit and submit Independent AUdltOf Stgtement for
them. Some declarations are also submitted in the e-File. EidA?W Funding Allocation (IAS-

Adding a Request or Declaration

On the e-File Summary screen buttons are available for each type of correspondence request and declaration (i.e. waivers,
declarations and other agency requests). You should click the appropriate button to initiate a specific request and display the
Add Correspondence / File screen.
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Once a request or declaration is initiated, you will be directed to the Add Correspondence / File screen. On this screen
there are several specific pieces of information that are required, including:

Report Year: This is a required field that identifies the report year for which the correspondence is made. In most cases,
you will be adding correspondence that will be applicable to the current report year. However, you may want to create
correspondence pertaining to a future report year. Both current and future report year correspondence will appear on the
e-File Summary screen by report year.

Type: This is a required field. You should use the drop-down menus to identify the type of correspondence to be
submitted. For example, if you arrived at this screen by clicking the Add Waiver button, the drop-down menu will display
the five waiver types. If you clicked the Add Declaration button, the three declaration types will be listed.

Writing or Attaching a Document

You have the choice to either insert text or attach a document to send correspondence to the NTD. You should select Insert
Text to generate a field where you can type your agency’s request. There is also the option to attach a more formal request
by using the Letter Attachment option and submitting the request to NTD following the guidelines below.

Editing a Request

Appropriate transit agency personnel (based on user rights) can edit the request at any time after the request is saved and
prior to submission. To edit the request, you should click on the link to the file you wish to edit (Data Waiver). The file will
open and you can edit the content as necessary. However, Internet reporting will not let you edit several of the fields used to
identify the specific request.

Other Agency Request Type

Attaching Correspondence menu selection:
Other types of correspondence may also be attached under the Other Agency Consolidation Request
Requests heading on the e-File tab. To attach the written request select the Letter Extension Request
Attachment radio button, then select the Browse button. A Windows Dialog box FY Change Request

will appear. The appearance of the window may be different based on the 21x|
operating system (Windows NT, 2000, 95/98, Apple Mac, etc.) being used. = i

Navigate to the directory in which your file is stored and click Open. The file
name will appear in the text area to the left of the Browse button. T [Esoeom e o)

Saving Correspondence 12 5an, Sardars on P _fel’ (13

The final step in creating correspondence (waiver, declaration or other o5 on e e des-2 (L1
agency request) is to Save and or Submit the request or declaration by
using one of the three buttons at the bottom of the screen.

Depending on your assigned level of access, you can perform certain tasks

& FB e B

344 Floppy (A1)
k=Local Disk (C:)

=2 Acctapps on ‘Ffz-apps' (R}

Files of type: |40 Files 151 = Cancel

within the system. While certain users can create, save, and submit |
requests, others may only be able to create and save or simply view the request. This type of role-based security allows

Internet reporting to verify that the appropriate people are making the necessary requests. Based on a user’s role, they will

see a Cancel, Save and or Submit button. For example:

1.

3.

Once the request is saved or submitted, you are returned to the e-File Summary
screen. The e-File Summary screen will display the request under the appropriate
heading, followed by the identifying subject line, the year for which the request is

The Cancel button is available to all users. Cancel simply exits the form and no Add Waiver Type menu selection:
changes are saved.

The Save button is available to those users with CEO, NTD and EDT Data Waiver

passwords. Once data are entered, the request may be saved. Once saved, the Financial Statement Waiver (IAS—
request is stored and can be reviewed and edited as often as necessary prior to FD)

submitting the report to NTD. Reporting Waiver

The Submit button is limited to the CEO. Passenger Mile Sampling Waiver
Planning or Capital Grants Waiver

relevant, the date the request was created, and the status of the request.

NTD Process after e-File Submission

Acknowledgment of Submission

For most submissions, no acknowledgement is provided regarding receipt at the NTD project site. If you concerned about a
submission, please contact your NTD validation analyst.

However, acknowledgements are provided upon receipt of waiver requests, etc., at the NTD project site. An e-mail is sent
back to the CEO and contact person acknowledging receipt of the correspondence. This acknowledgement is also posted on
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the e-File tab. If there are problems with the original request, you should contact your NTD validation analyst immediately
upon receipt of the e-mail.

Request Status

Once a request is submitted, NTD begins processing the request or declaration. When the process is complete, it is given a
final status that the transit agency is able to view.

The status column is intended to inform the transit agency about the progress of each request. Distinct statuses apply to the
different request types. The following is a list of the potential statuses and their meanings:

e Not Submitted: The request is attached but was not submitted to the NTD. The request remains available to the transit
agency for editing and saving but is not valid until submitted to NTD.

e Received: The request was successfully submitted to NTD. NTD staff will review and take action, if appropriate, on the
request.

e Approved: The request was reviewed and approved by FTA.
e Approved with Issues: Issues were found with the request but were not substantial enough to prevent FTA approval.
e Denied: FTA denied the request.

Viewing a Submitted Request

Official notification from NTD is necessary for a request to be considered approved or denied. When such an action is taken
by NTD, the status column will no longer appear as Received but will instead reflect the appropriate status. A status other
than received indicates that NTD processed the request. Once the status changes, you can review NTD's official response.

To view, click on the hyperlink for the submitted requests you want to view. There will be a link for the Letter Attachment
(as there was when editing). However, since it was already submitted, you cannot edit the request and the Save and Submit
buttons are no longer be available.

When you access the e-File Summary screen, there may be two links for attached files. This occurs if you submitted an
attached document to NTD. The submitted document will be the first link you see. The second link is the official response
from NTD. To view the response, you should click on the link and select Open Document when prompted by the operating
systems dialog box.

e-File at the End of the Year

At the end of the report year, the e-File Summary screen provides a picture of an entire report year. The number of requests
will vary by transit agency; however, all correspondence between the transit agency and NTD is captured. Most important,
when the transit agency is closed out, under Report Stage the status Closeout appears, and a closeout letter is listed.

Communications Summary: Viewing a History of Correspondence with NTD

l Home ' e-File ' Annual 'I'-‘c-mhl_v Ridership'&afety.?.5s--:urity' Notes ' Issues ' Reports Gnn!lllniullinnn Sys!\dmin' Search 'Summar.r' Help

Analyst Filter Process Filter Corr;mé‘rl'ype Agencies _ Filter In order to add
b 4 | Wy Refresh | _Add Contactlog |currespundence.
= please gotothe
e-File tab.
Date Agency Analyst Logger Process Comm. Type Subject Attachment

The Communications tab gives transit agencies a centralized area in which to view their past correspondence with the FTA
NTD program. In addition, the correspondence view can be filtered to show only certain processes or communication types.
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Tips for Using Internet Reporting

Navigating Between Screens

You should not use the browser Back and Forward buttons to navigate between screens. Instead, you should use the
Internet reporting system buttons, tabs and links.

Saving a Form

A Save button is provided at the bottom of each Internet reporting form. When entering information into a form, it is strongly
recommended that you save the form frequently. This will prevent the loss of data if your Internet connection is unexpectedly
lost.

Also, Internet reporting has an automatic time-out feature which will log you off of the system after a period of inactivity. It is
strongly recommended that you save your work every 15 minutes. Otherwise, there is a risk that the next action you take on
the system will result in the closure of the screen displayed in your browser and the loss of any data that you had not saved.

Viewing, Printing and Exporting Reports

Reports can be generated within the Internet reporting system from either the Reports tab or from the individual form
screens.

Viewing a Report Online

Click on the Report link on the Reports tab to display the report within the IE window. Use the scroll bar or the following
navigation buttons to scroll through the report:

e To go to the next page, use the right arrow Izl
e To go to the previous page use, the left arrow E
e To go to the last page, use the right arrow with a line to the right IE‘

e To go back to the first page, use the left arrow with a line to the left.

To Print a Report from the Reports Tab

Click on the Print Report button (printer icon) in the upper left corner of the viewer. A window will open; the document is
converted to a PDF file; you then click the Print button on the resulting Print screen.

To Print a Form Report from a Form Screen

=
Click on the Print button at the bottom of the Form screen to display the report in the window. Click the Print button in
the upper left corner of the viewer. Then click the Okay button on the resulting Print window.
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Basic Information Module

This module contains five forms:
e Identification Form (B-10)

e Contacts Form (B-20)
e Contractual Relationship Form (B-30)
e Reporter Receiving Public Funds from Form (B-60)

e Reporter Providing Public Funds to Form (B-70)

Identification form (B-10)

The B-10 form collects basic organizational and transit service information about transit agencies, including State recipients,
Metropolitan Planning Organizations (MPOs), and regional planning commissions filing National Transit Database (NTD)
reports. Internet Reporting uses this information to generate the appropriate forms for the reporter, based on the uses of
85307 Urbanized Area Formula Program (UAF) funds, the number of vehicles operated by mode and type of service (TOS),
capital improvements for modes of service not yet in operation, contractual agreements with transit agencies filing their own
NTD reports, a Small System Waiver request, and the size of the urbanized area (UZA).

This form is required for all transit agencies, including State recipients, Metropolitan Planning Organizations (MPQOs), and
regional planning commissions.

Contacts form (B-20)

The B-20 form identifies key personnel at the transit agency responsible for NTD reporting. The form collects information on
how to reach the chief executive officer (CEO), and NTD, safety and security contacts. Transit agencies may also identify
additional personnel to receive NTD communications, if desired, by contacting their transit analyst.

This form is required for all transit agencies.

Contractual Relationship form (B-30)

The B-30 form identifies the buyers and sellers of purchased transportation (PT) services and provides key financial and
operating data for the purchased service.

This form is required for all transit agencies with contractual relationships for PT services.

Reporter Receiving Public Funds from form (B-60)

The B-60 form identifies public funding that you received for transit service that you operated as part of your system. The
form summarizes funding by Federal, State, local government and other sources used for operating or capital projects. The
form is not used to report on cases where you received funds as a grant recipient from another public entity (these are
simply reported on the Sources of Funds — Funds Expended and Funds Earned form (F-10), nor is it used to report cases
where you supplied service as a purchased transportation operator (use the Contractual Relationship form (B-30)).

This form is required for all transit agencies who receive funds from other public entities to provide transit services.

Reporter Providing Public Funds to form (B-70)

The B-70 form identifies public funding that you provided to another public transit system for service that the other system
operated. The form summarizes funding by Federal, State, local government and other sources used for operating or capital
projects.

This form is required for all for transit agencies who provide funds to other public entities to provide transit services.
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Identification form (B-10)

|01 Transit Agency identification informiation

Apency name" . ] Fiscal year Enging 6302011

Mailing address®

Mailing address F.0. Box

city*

State* v Zip cone” { ax 223231
(U T ———— FTARedipient ID
Agency acronym DIUMS Humber

Arg you a recipient or beneficiary of Urbanized Area Formula Program grants with conlinuing requirements ™ Yes & Ne wduntary reparien) [®)
2 Are you requesting a Small System (30 ar fewer vehictes) wabeer? Yes O No @&
i Organization Type®

1. Independant public agency or authority for ransit service: v:

|05 Demographic Information”

[Primary UZA - Boston, MANH-RI - 7

Senvice area informalion: Square miles | . Population |
Available Secondan UZAMNON-UZA(S) i Selected Secondary UZANon-UZA(S)
Make Selection ~ _ MNon-UZA -0
Mew York-Mewark, NY-MJ-CT -1 Leominster-Fitchburg, MA - 234

Los Angeles-Long Baach-Santa Ana, CA -2
Chicage. IL-N- 3 mruzn 4 |

|Philadelphia. PA-NJ-DE-MD - 4 ~
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Directly Operated (DO) Modes

06 Enter Number of Vehicles Operated in Annual Maximum Service by Mode and Types of Service below:
(Comglete all boxes that apply for those services included in your report)

Vehicles .Purcha sed Transportation (PT) Modes Vehicles
\Aerial tramway (TR) Aerial ramway (TR)
iAlaska railroad (AR) Alaska railroad (AR)
Bus (MB) Bus (MB)
Bus Rapid Transit (RB) Bus Rapid Transit (RB)
Cable car (CC) Cable car (CC)
Commuter Bus (CB) Commuter Bus (CB)
Commuter rail (CR) \Commuter rail (CR)
Demand response (DR) Demand response (DR)

Demand response Taxi (OT)

Ferryboat (FB) Ferryboat (FB)
Heawy rail (HR) Heavy rail (HR)
Hybrid Rail (YR) Hybrid Rail (YR)
Inclined plane (IP) Inclined plane (IP)
Jitney (JT) Jitney (JT)
Light rail (LR) Light rail (LR)
Monorail/Automated guideway (MG) Monorail/Automated guideway (MG)
Publico (PB) Publico (PB)
Street Car Rail (SR) \Street Car Rail (SR)
[Trolleybus (TB) Trolleybus (TB)
Vanpaool (VP) Manpool (VP)
Other vehicles operated (OR) (Describe *) (Other vehicles operated (OR) (Describe *)
[Total vehicles operated in annual maximum service (DO) Total vehicles operated in annual maximum service (PT) l

Does your bus (MB) direclly operated (DO) senvice operate over fixed guideway (FG)? * Yes © No @
Does your bus (MB) purchased transportation (PT) service operate over fixed guideway (FG)? * Yes © No @
Does your bus (CB) directly operated (DO) service operate over fixed guideway (FG)? * Yes © No @
Does your bus (CB) purchased ransportation (PT) semvice operate over fixed guideway (FG)? * Yes © No @
D7 Capital or Non Capital Investment for a Mode Not Currently in Service (Select all applicable Mode/Semvice combinations)

Available Modes/Services
Select from the following Modes/Services

Selected Modes/Senices

Cable Car-DIRECTLY OPERATED (=3
Commuter Rail-DIRECTLY OPERATED

Demand Response-DIRECTLY OPERATED

Ferryboat-DIRECTLY OPERATED ad

P8 Filing a Separate NTD Report (Select all applicable Modes not in this report)

Available Mode(s) Selected Mode(s)
Select from the following Modes of Operation -
Cable Car (=
Commuter Rail
Demand Response
Ferryboat S
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Identification form (B-10) for Grants Reporting

01 Transit Agency Identification Information

Agency name* I Fiscal year Ending 613012011

Wailing address*

|
Mailing address | P.O. Box
|

City*

State* Make Selection - Zip code* [ ex: 22222 I N
URL (e www.ul com) [ FTARecipient ID |

Agency acronym DUNS Mumber I

03 Organization Type*

Make Selection j

05 Demographic Information*
Primary UZA - Houma, LA- 211

Available Secondary UZAMon-UZA(s)

= Selected Secondary UZANon-UZA(s)
Make Selection ﬂ

Non-UZA-0 aaauza P |
New York-Newark, NY-NJ-CT -1 _

Los Angeles-Long Beach-Santa Ana, CA-2
Chicago. IL-IN- 3 =l
07 Capital or Non Capital Investment for a Mode Not Currently in Service (Select all applicable Mode/Service combinations)

Available ModesiSenvices

" Selected Modes/Senvices
Selectfrom the following Modes/Services ﬂ

Cable Car-DIRECTLY OPERATED _

Commuter Rail- DIRECTLY OPERATED —

Demand Response-DIRECTLY OPERATED
FerryboatDIRECTLY OPERATED =
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Overview

The B-10 form collects basic organizational and transit service information about transit agencies, State recipients,
Metropolitan Planning Organizations (MPOs), and regional planning commissions filing National Transit Database (NTD)
reports. Internet Reporting uses this information to generate the appropriate forms for the reporter, based on uses of 85307
Urbanized Area Formula Program (UAF) funds, the number of vehicles operated by mode and type of service (TOS), capital
improvements for modes of service not yet in operation, contractual agreements with agencies filing their own NTD Annual
reports, a Small System Waiver (30 or fewer vehicles) request, a Grants Waiver request and the size of the urbanized area
(UZA).

Reporting Requirements and Thresholds
All reporters must complete this form.

Most information is pre-filled from the prior report year. You should review the information and edit as necessary. Changes to
the pre-filled data will require contact with your NTD analyst, such as changes to your agency’s fiscal year end (FYE) date or
changes to your primary UZA.

Small Systems Waiver (30 or fewer vehicles)

Reporters should also use this form to indicate that they are requesting a Small System Waiver. The waiver request should
be submitted via the e-File. Agencies reporting as “Small System Waiver” will have a reduced set of requirements. See the
Introduction section of this manual for additional information on waivers.

Planning and Capital Grants Waiver

Reporters that are not yet operating service, but are expending UAF funds on planning or capital investment will fill out an
abbreviated version of this form. The waiver request should be submitted via the e-File. See the Introduction section of this
manual for additional information on waivers.

What Has Changed from Prior Year
There are no changes for the 2012 Report Year.

Approach

This form is used to collect the basic data that identifies your transit agency, including your agency’s name, address, and
organization type. This form also identifies the urbanized areas served by your agency, and whether your agency provides
service to any non-urbanized areas.
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Detailed Instructions

This section discusses the key issues involved in completing this form.

At the top of the form is the NTD identification number (NTD ID) and agency name. This information is pre-filled and cannot
be edited. If the information is incorrect please contact your NTD analyst.

NTD ID

The NTD ID is the four-digit number FTA assigned to your agency. Review to ensure your NTD ID is correct (i.e. the first
number in your agency’s ID is the region where you operate service). Contact your NTD transit analyst immediately if there is
a problem.

Identification Information

The agency identification information is pre-filled based on the prior report year submission. Review and edit any information
that is no longer correct.

Fiscal Year

The fiscal year must always cover a 12-month period. The fiscal year end date (FYE) appears as a non-editable field
because reporters rarely change their FYE.

If agency’s fiscal year has changed, contact your NTD validation analyst and describe the change. Your NTD validation
analyst will answer any questions that you have about the reporting implications of changing your fiscal year.

Use the e-File tab to inform FTA of the new fiscal year end date. FTA will define a 12-month period for your NTD Annual
report that either repeats months from the prior report or skips months from the end date of the prior report. FTA will reply via
e-File tab summarizing this decision and also change the fiscal year date in item 1 of the form.

You should wait for FTA's decision regarding the 12-month reporting period before you enter data into the NTD forms.

Mailing Address

The agency's mailing address. Agencies must either indicate a mailing address on line 1, or a P.O. Box address in the P.O.
Box field.

URL

A universal resource locator (URL) is the address of the agency's website; e.g., www.pbtransit.com or www.coaster-
transit.org. Do not include http://. Not all NTD reporting agencies have a website address.

Agency Name and Acronym

The agency name is the full legal name of the agency. The agency’s acronym is the trademark or familiar name used for
marketing the transit service. This acronym may be used in selected FTA publications.

FTA Recipient ID

The ETA recipient identification number (TEAM ID) is the four-digit number assigned to your agency for the FTA electronic
grant making system — TEAM (Transportation Electronic Award and Management). If you have a question regarding this
number, please contact your agency's grant manager or chief executive officer (CEO). Not all NTD reporting agencies will
have a recipient identification number.

DUNS Number

The Data Universal Numbering System (DUNS) is a system developed and regulated by Dun & Bradstreet (D&B) which
assigns a unigue nine-digit numeric identifier to a single business entity. All grant applicants for new or renewal awards on
or after October 1, 2003 must have a DUNS number.

Are You a Recipient or Beneficiary of Urbanized Area Formula Program Grants with Continuing Requirements?

This question identifies NTD reporting agencies that are recipients or beneficiaries of UAF Program grants and are required
by statute to submit the NTD Annual report. You should answer Yes if:

e You received a 85307 Grant during your most recent fiscal year

e You received pass-through benefits of 85307 funds from another grant recipient during your most recent fiscal year
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e You used capital equipment originally purchased with 85307 money, and which was not past its minimum useful life at
the beginning of your most recent fiscal year; or

e You do not fall into any of the above categories, but you received or benefited from 85307 Grants in the past and
intend to apply to receive or benefit from §5307 Grants in the future.

You should answer No if you do not fall into any of the above categories,
and you are a voluntary reporter to the NTD. Organization Type menu selections:
1. Independent public agency or authority
Are You Requesting a Small System Waiver? for transit service
2. Subsidiary unit of a transit agency;
reporting separately
3. City, County or Local government; Unit
or department of
4. State government, Unit or department
of
University
Area agency on aging
MPO, COG or other planning agency*
Other publicly-owned or publicly-
chartered corporation
9. Private-for-profit corporation
10. Private non-profit corporation
11. Private provider reporting on behalf of

This section is for transit agencies requesting a Small System (30 or fewer
vehicles) Waiver from reporting. You should answer Yes to apply for this
waiver. There are reduced reporting requirements. See Small Systems
Waiver in the Introduction section of this manual for detailed instructions.

Organization Type

This section describes the most common types of transit agencies:
independent public entity or its subsidiary, unit or department of government,
university, and planning agency. There are also categories for less common
organization types: area on aging agency, private for-profit or non-profit
corporation, private provider reporting for the public buyer of service, and
consolidated reporter.

© No g

Select one of the categories from the Organization Type drop-down menu. a public entity
12. Consolidated reporter
Independent Public Agency or Authority for Transit Service 13. Other*

This typically includes transit districts and benefit areas that are legislated as
independent entities with their own powers. Also, public transit may be only one of the independent agency’s or authority’s
responsibilities. They may have responsibility for other transportation modes such as airports or ports.

If you are a joint powers agency, select public agency or authority. Basically, this is a public entity that is a group of two or
more public agencies that is set up to exercise powers together that members of the group already have.
Subsidiary Unit of a Transit Agency; Reporting Separately

This is typically part of an authority with multiple responsibilities such as a transportation authority responsible for both transit
and airport transportation. Or, it may be a transit authority that has separate operating districts for different urbanized areas.
For these subsidiaries, there will be multiple NTD reporters.

If there is only one subsidiary unit for transit or multiple subsidiaries that are all transit modes, make menu selection 1:
independent public agency or authority for transit service.

Unit or Department of City, County or Local Government

This is the most common form of public transit organization. For NTD, the unit or department is the transit agency and
reports as the city, county or local government since it is the legal entity with authority to operate transit.

Unit or Department of State Government

There are a limited number of State entities reporting to NTD. Independent public-benefit corporations for transit service that
were chartered by the State should select independent public agency or authority for transit service. Select unit of or
department of State government only if you are actually part of the State Government and use one or more State employees.
University

These are university and college systems of both private and public institutions providing public transportation.

Area Agency on Aging

These are organizations established under the Older Americans Act in 1973 to respond to the needs of Americans sixty and
over.
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MPQO, COG or Other Planning Agency

These entities primarily address short and long-range transportation needs in an area through a cooperative process among
local jurisdictions. They are often involved in planning and capital grants for new transit modes prior to start-up of operations.
They also often are responsible for regional vanpool programs reporting to the NTD.

Other Publicly-Owned or Publicly-Chartered Corporation

There are only a few of these entities reporting to NTD. They are usually quasi-public agencies that do not fit any of the
above categories, such as a business improvement district that also provides transit service.

Internet Reporting will display a box for you to describe your organization type.

Private-For-Profit Corporation

There are only a few of these reporters. They operate independently for profit and are not under contract for transit service.

Private Non-Profit Corporation

There are only a few of these reporters. They do not operate for profit and are not under contract for transit service.

Private Provider Reporting on Behalf of a Public Entity
These are rare exceptions since NTD requires the buyer of service to report.
Consolidated Reporter

There are only a few consolidated reporters for NTD. Consolidated NTD reporters are a collection of transit agencies filing
one report. One reporter may file a consolidated report on behalf of other reporters if it is easier to collect and control the
quality of the data. This often occurs when one transit agency coordinates the development and funding of public
transportation services in an area. Transit agencies filing a consolidated report must operate within the same UZA.
Consolidated reporters must be pre-approved by FTA (See Introduction).

Other

If none of the choices fits your agency, select category 13: Other. Internet Reporting will display a box for you to describe
your organization type.

Demographic Information

The demographic information describes the area and population where transit service is operated. Information is provided for
urbanized (UZA) and non-urbanized areas and for service area.

Urbanized Area

The U.S. Bureau of the Census defines and identifies
Urbanized Areas (UZA). A UZA is defined by the Sample Metropolitan Area
Census as a densely-populated core and nearby
densely-settled areas that together contain at least
50,000 in population, at least 35,000 of whom are not
living on a military installation. The most-recent UZAs
were identified using data from the 2010 Census. For
detailed information on how the Census Bureau defines
and identifies Urbanized Areas, please consult the
Census Bureau website at:
www.census.gov/geo/www/ua/ua_2k.html.

The UZA number is a designation assigned by FTA. For
urbanized areas in the 50 United States and the District
of Columbia, the UZA number is a numerical ranking by
population size. Urbanized areas in Puerto Rico, the
Virgin Islands, and the Northern Marianas are also
assigned a unigue UZA number by FTA. The Virgin
Islands are not recognized as an urbanized area by the

Census Bureau, but pursuant to 49 U.S.C. 5307(l), FTA
treats the Virgin Islands as an urbanized area for purposes of transit grant-making.
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The NTD treats all UZAs as either Large UZAs, Medium UZAs or Small UZAs. A Large UZA is a UZA with more than
500,000 in population. A Medium UZA is a UZA with between 200,000 and 499,999 in population. A Small UZA is a UZA
with fewer than 200,000 in population. The NTD also refers to non-urbanized areas as Rural Areas. Your primary UZA
number and name are pre-filled and cannot be edited. If the information is incorrect, please contact your NTD validation
analyst.

Identify all UZAs other than your primary UZA that are served by your transit agency as “secondary UZAs.” Additionally,
identify if your transit agency serves any areas outside of the Census-defined urbanized areas. Identify the “Non-UZA-0"
UZA if you provide any service that picks up or drops off passengers outside of the Census-defined Urbanized Areas, even if
all of your service data will be allocated to one or more UZAs on your FFA-10 form.

Secondary UZA numbers with names are pre-filled based on information provided in last year's NTD submission. You can
edit secondary UZA numbers with names, from the Available Secondary UZA/Non-UZA(s) drop-down menu of UZAs using
the Add UZA or Remove UZA buttons.

Service Area

Service area is a measure of access to transit service in terms of population served and area coverage (square miles). For
bus (MB), trolleybus (TB), and rail service, use ADA definitions and requirements to determine service area boundaries and
population. The bus service area essentially is defined as % mile on each side of a fixed route. The rail service area
definition focuses on a % mile radius around each station.

For demand response (DR) and demand response-taxi mode, if your service area extends beyond ADA requirements of %
mile around fixed routes, use the actual service area.

For modes not covered by ADA, including ferryboat (FB) and vanpool (VP), determine service area and population using
locally defined criteria.

Service area and population are pre-filled based on the information provided in the prior report year submission. Review and
update the data as appropriate. Use the most current figures or official estimates of population. These statistics are often
available from your area's metropolitan planning organization.

Population and area (in square miles) statistics for the UZA will not equal those for the service area in most cases. This is
true because UZA statistics are based on Census definitions, while service area statistics are based on where services are
operated. The Sample Metropolitan Area graphic shows an example of these differences for a transit system that serves
portions of three urbanized areas UZAs and also serves a rural (other than urbanized area) area.

Number of Vehicles Operated in Annual Maximum Service by Mode and Type of Service

Report the number of VOMS, by mode and TOS, for those services included in your report.

Vehicles Operated in Maximum Service (VOMS)

VOMS is a count of the revenue vehicles scheduled for the peak day and operating period of the peak service season or
schedule of the year. The revenue count is the typical number of vehicles operated and does not consider the number of
vehicles operated on atypical days such as holiday celebrations (e.g., Fourth of July), or one-time special events (e.g., World
Series celebrations, political conventions).

Type of Service (TOS)

TOS is determined by who operates the revenue vehicles that carry passengers. Transit agencies have DO transit service
when they employ their own labor for operators. Conversely, transit agencies have PT service when they contract another
public or private provider to provide the labor for the operators.

The Contractual Relationship form (B-30) section of this manual provides more detailed information about the criteria for a
contractual relationship for PT services, monetary considerations and cooperative agreements.

Note also that if you provide transit services through a brokerage system, either directly or through a purchased
transportation agreement, you may report only transit service that is provided by agencies participating in the brokerage
under the purchased transportation agreement. Do not report any trips brokered to a transit operator that is not part of the
purchased transportation agreement.

Mode

Transit agencies operate one or more modes of transit service. A mode is a system for carrying transit passengers described
by specific right-of-way, technology and operational features.

For 2012 there are three revisions for modes:
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1.
2.
3.

4.

Monorail and automated guideway modes become one mode: Monorail/Automated Guideway (MG)

Bus mode now recognizes bus rapid transit (RB) and commuter bus (CB) as separate modes.

Streetcar and hybrid rail modes are new modes to better distinguish rail modes, in particular light rail (LR) and commuter
rail (CR)

Revised vanpool mode eligibility requirements for NTD reporting.

For the 2012 NTD Report Year, NTD reporters needing additional time to implement reporting for these modes may receive
upon request waivers for up to two consecutive years for reporting the four new modes (RB, CB, SR and YR).

To determine the appropriate mode, determine if a set of services substantially share vehicles, employees, and operating
policies. If so, this would constitute a single mode for NTD reporting purposes, and would be classified to the most-
appropriate mode based on the predominant characteristics of the group of services as a whole.
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The NTD recognizes the following modes of public transit service:

Aerial Tramway (TR) Non-Rail — Fixed
Guideway

A system of aerial cables with suspended
vehicles.

Bus Rapid Transit (RB) Non-Rail — Fixed
Guideway or Non-Fixed Guideway

Alaska Railroad (AR) Rail — Fixed
Guideway

Bus (MB) Non-Rail — Fixed Guideway or
Non-Fixed Guideway

A special railroad that Congress recognized

for certain FTA funding that operates in
Alaska.

Cable Car (CC) Rail — Fixed Guideway

A railway propelled

Fixed-route bus systems that combine
passenger stations, traffic signal priority or
pre-emption, low-floor vehicles or level-
platform boarding, and separate branding of
the service. This is often a lower-cost
alternative to light rail.

Rail service operating on either old freight
railways, or on tracks that are shared with
freight railways, Amtrak, or both. The
service is characterized by relatively long
distances between stops, for service
primarily connecting a central city with

outlying suburbs and cities. The service may

be either diesel or electric-powered and
usually has grade-crossings with roadways.

by moving cables located beneath the
street. While popular at the turn of the last
century, the only surviving system is
operated in San Francisco.

Demand Response — Taxi (DT) Non-Rail —
Non-Fixed Guideway

Fixed-route bus service is the most-
prevalent mode in the country. MB
service is powered by a motor and fuel
contained within a vehicle. Deviated
fixed-route service is also reported as
MB.

Commuter Bus (CB) Non-Rail — Fixed
Guideway or Non-Fixed Guideway

Fixed-route bus systems that are
primarily connecting outlying areas with a
central city. Service typically uses over-
the-road buses with service
predominantly in one direction during
peak periods, limited stops, and routes of
extended length.

Demand Response (DR) Non-Rail —
Non-Fixed Guideway

A special form of the demand response
mode operated through taxicab providers.
The mode is always purchased
transportation type of service.

Shared-ride demand response service is
scheduled in response to calls from
passengers. Many transit systems
operate demand response (DR) service
to meet the requirements of ADA.

Identification form (B-10) - 45


http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G26
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G28
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G67
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G67a
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G92
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G70
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G115a
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G91a
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G114

2012 Annual Reporting Manual

Ferryboat (FB) Non-Rail — Fixed Guideway Heavy Rail (HR) Rail — Fixed Guideway Hybrid Rail (YR) Rail — Fixed Guideway

An electric railway that operates local Rail systems primarily operating routes
service in exclusive right-of-way. The on the National system of railroads, but
service is characterized by long trains of six Not operating with the characteristics of
to eight cars or more and by relatively short commuter rail. This service typically
distances between stops for local service ~ operates light rail-type vehicles as diesel
within a city and the immediate suburbs. multiple-unit trains (DMU’s).

The Nation’s traditional subway systems are

classified as heavy rail.

A mode that carries passengers over water.

Inclined Plane (IP) Rail — Fixed Guideway  jitney (JT) Non-Rail — Non-Fixed Guideway Light Rail (LR) Rail — Fixed Guideway

A railway operating on steep slopes and
grades with vehicles powered by moving
cables.

A unique form of bus service using owner-  An electric railway that operates local

operated vehicles on fixed routes. service in mixed traffic with road
vehicles, or has grade crossings with
roadways. The service is characterized
by short trains of one to four cars and by
relatively short distances between stops
for local service within a city and the
immediate suburbs.

Monorail/Automated Guideway (MG) Rail Publico (PB) Non-Rail — Non-Fixed Streetcar Rail (SR) Non-Rail — Fixed
— Fixed Guideway Guideway Guideway or Non-Fixed Guideway

An electric railway that straddles a single Publicos are jitney services operated in _ _
guideway. It may have vehicle operators or ~ Puerto Rico. Rail systems operating routes .
may use computers to guide the vehicles. predominantly on streets in mixed-traffic.

This service typically operates with
single-car trains powered by overhead
catenaries and with frequent stops.
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Trolleybus (TB) Non-Rail — Fixed Guideway Vanpool (VP) Non-Rail — Non-Fixed Other — If none of the choices fits your
Guideway agency, select the category: Other.

Internet Reporting will display a box for
you to describe the other mode.

Fixed-route service using rubber tire buses . . )

powered by electric current from overhead A commuting service operating under pre-
wires using trolley poles. Service using arranged sphedgles for previously formed
rubber tire replica trolleys or historic trolleys, 9roups of riders in vans.

powered by an on-board motor are not

included in this mode.
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Vanpool Reporting Requirements

Beginning in the 2012 Report Year, vanpool programs reporting to the NTD must submit a written self-certification to the
NTD for the 2012 Report Year, or else for the first year in which reporting for the vanpool is to begin, that:

1. The vanpool is open to the public and that any vans that are restricted a priori to particular employers and which do not
participate in the public ride-matching service of the vanpool are excluded from the NTD report;

2. The vanpool is actively engaged in advertising the vanpool service to the public and in matching interested members of
the public to vans with available seats;

3. The vanpool program, whether operated by a public or private entity, is operated in compliance with the Americans with
Disabilities Act of 1990 and implementing regulations at 49 CFR 37.31; and

4. The vanpool has a record-keeping system in place to meet all NTD reporting requirements, consistent with other modes,
including collecting and reporting fully-allocated operating and capital costs for the service.

At the same time, the vanpool program must certify that it is publicly sponsored, as either:

1. Directly-operated by a public entity;

2. Operated by a public entity via a contract for purchased transportation service with a private provider;

3. Operated by a private entity as a grant recipient or subrecipient from a public entity; or

4. Operated by an independent private entity with approval from a public entity that certifies that the vanpool program is
helping meet the overall transportation needs of the local urbanized area.

Reporting of fully-allocated operating costs means that the vanpool must report on the total cost of the service, including any
fuel, insurance, and maintenance costs paid by vanpool participants; and including any costs paid by any third-parties to
support essential features of the vanpool program. Under this policy NTD IDs for vanpool programs will be assigned
according to existing NTD policies on the basis of the entity that is operating the vanpool. A vanpool operator may be a
public provider directly-operating the vanpool, a public entity operating the vanpool through a purchased transportation
contract with a private provider, or a private provider that is directly operating the vanpool. The operator of the vanpool is the
entity sets the service area of the vanpool program, sets the vanpool participant costs and operating regulations, and
generally has control of the vanpool service.

W Vanpool mode requires vehicles have at least 7-seating capacity.

Multi-Modal Vehicles

If a vehicle is used for more than one mode, report it under each mode for which it is used and describe the use of the
vehicle using the Add Form Notes link.

For example, the transit agency may use five of its vehicles in MB mode during peak hours and, during non-peak hours, may
use the five vehicles in DR service. The vehicle also would be reported as MB and DR on the Revenue Vehicle Inventory
form (A-30) and supports another mode should be indicated.

Route and Point Deviation Services

Route deviation and point deviation services have operating characteristics of both MB and DR modes. Route deviation
service operates as a conventional bus route, but permits the bus to deviate from the route and serve destinations within a
prescribed distance (e.g., % mile). Point deviation service makes scheduled stops at mandatory times along a corridor, but
travels between the time points on a path that serves the origins and destinations of the passengers.

You should report route deviations and point deviations in MB service as MB mode. For MB service, the extent of deviation
for whatever purpose, including an ADA eligible trip, is MB mode for all service supplied, service consumed and operating
cost data. Trips certified for ADA passengers for route / point deviation services are counted as MB trips. The NTD does not
separately collect ADA-related expenses and ADA-related trips for ADA service provided through fixed-route or deviated-
fixed-route bus (MB) service. Data for ADA service provided through fixed-route or deviated-fixed-route bus (MB) service are
included in the total data for MB service.
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Route Deviation Point Deviation

meme

10:00 am 10:40 am

10:00 am 10:40 am

Incidental Transit Service

There are times when existing transit services cannot meet demand. Transit agencies provide alternate ways to
accommodate transit riders. This often occurs for:

e Employer-based Guaranteed Ride Home (GRH) program where the transit agency works with employers to ensure
employees who took transit to work and who must leave work for a personal emergency (iliness, family crisis) or have
unscheduled overtime, have a ride home. There are often limits on the number of times an employee or company may
use the GRH.

e Service interruptions (e.g., vehicle breakdown) and a replacement vehicle is not available; or an accident on light rail
tracks so passengers must transfer to a bus line

e Cancellation of a reserved passenger trip in the demand response mode (vehicle or driver unavailable).
As these occurrences are infrequent, the alternate transit services are “incidental” to the regular mode of service.

Transit agencies provide incidental services typically in one of two ways:

1. Taxicabs—reimbursing or providing vouchers to pay for the cost of the ride
2. Transit agency--using vehicles available from another mode or service vehicles (such as a supervisor van and its driver)
to provide the ride.

Report operating expenses for incidental transit services in the mode for which they are providing the alternate or back-up
transit service. Do not report non-financial data statistics such as vehicle revenue miles and hours, or unlinked passenger
trips. Do not report incidental transit services as a separate mode. For the light rail accident described above, the incidental
service is part of the light rail mode, not bus mode. Similarly for a GRH program, substituting with taxi service does not
require a separate Contractual Relationship from (B-30); report the taxi service under the normal transit mode used.

Fixed Guideway for Bus, Bus Rapid Transit and Commuter Bus

Two questions appear on the form only if your transit agency enters VOMS for bus (MB), bus rapid transit (RB) or commuter
bus (CB) mode, to determine if the service operates over FG. Select from the menu of bus services and indicate whether this
is DO or PT service:

1. Does your (bus type) directly (DO) service operate over FG? This appears only if there is DO service.
2. Does your (bus type) purchased transportation (PT) service operate over FG? This appears only if there is PT service.

By TOS, indicate Yes if any of the service is operated over FG or No if none of the service is operated over FG. If Yes is
selected, after the B-10 form is saved, the Fixed Guideway Segments form (S-20) and the Transit Way Mileage form (A-20)
will be generated.

Capital or Non Capital Investment for Mode not Currently in Service Bus Type Menu selections:
1. Bus

2. Busrapid transit

3. Commuter bus

This section describes modes by TOS that are not in operation during the reporting period,
but for which the agency is incurring planning or capital expenses. These modes of service
typically are in the planning, design or construction phases prior to beginning passenger
service. However, in rare cases, these modes also could be existing modes for which

service has been suspended as part of a renovation program (e.g., cable car service in San Francisco suspended while the
cable system is being rebuilt).
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Internet Reporting uses the information in this section to generate the data fields for reporting the capital costs for modes not
currently in service in the Uses of Capital form (F-20).

This section is required for agencies with a Grants Waiver (Planning or Capital) with reduced reporting requirements.

Select each mode by TOS from the Available Modes / Services selection menu by using the Add or Remove Mode / Type
of Service buttons.

Filing a Separate NTD Report

This section is used by transit agencies to report the number of VOMS, by mode, for PT services not included in their report
but are included in another NTD reporter’s report. Internet reporting uses this information to generate:

e Appropriate Operating Expenses forms (F-30) for indicated modes

e The data fields for reporting the capital costs on the F-20 form for the PT service included in the other NTD reporter’s
report.

Select each mode from the Available Mode(s) selection menu by using the Add Mode or Remove Mode buttons.
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Line by Line Instructions Identification form (B-10)

Starting Your NTD Report

Upon entering your reporting area for the first time, you will be taken to the Internet Reporting Home Page.
e Click on the Annual tab to open the Annual screen.

e Click on the Identification form (B-10) link to open the form. Review and complete the form following the instruction in
this section.

Form Level Help: Click on the Help tab at the top of the screen for form level help.

Form Note: A form note can be attached to any form. Use the Add Form Note link for relevant information to a specific field,
to the entire form or to multiple forms. Click on the Add Form Note link at the top of the screen and enter your note on the
Notes screen. You can review and / or edit a form note from the Notes tab. Do not use the Form Notes feature to answer
issues generated from this form. From the Issues tab use the Add Comments link next to the specific issue.

Saving or Closing the Form: Click on the Save button at the bottom of the screen to save the form. Click on the Close
button at the bottom of the screen to close the form without saving. Saving the Identification form will automatically
generate forms for you.

Additional forms you may need to add: Contractual Relationship forms (B-30) are added by clicking on the Add Form
button at the bottom of the Annual screen.

NTD ID: Review to be sure the NTD identification number (NTD ID) is correct. Contact your NTD analyst immediately if there
is a problem.

Line 01: Agency Identification Information. Pre-filled, review for accuracy, edit as necessary.
e Agency Name: The agency's full legal name. No abbreviations or acronyms.

e Fiscal Year: Review to be sure the agency's fiscal year end (FYE) date (month, day, year) is correct. If the FYE date has
changed, contact your NTD analyst immediately. Prior to filing the report: Transit agencies must notify FTA using the e-
File tab when a fiscal year is changed so FTA can determine the appropriate reporting period. Reminder: The fiscal year
must always cover a 12-month period, and if the fiscal year has changed, months are skipped or repeated, if necessary.

e Mailing Address: The agency's mailing address. Agencies must either indicate a mailing address on line 1, or the
number(s) of a P.O. Box in the P.O. Box field.

e URL: The agency's URL (website address) such as www.pbtransit.com or www.coaster-transit.org. Do not include
http://.

e Agency Acronym: The agency's acronym that is used for marketing the transit service. This acronym will be used in
selected NTD publications.

e FTA Recipient ID: The agency's_FTA recipient ID number (TEAM). Not all transit agencies will have a recipient ID.
Check with your grants manager or chief executive officer (CEO) if you have any questions.

e DUNS Number: The agency’s DUNS number as assigned by Dun & Bradstreet. The DUNS number is required for all
grant applicants for new or renewal awards on or after October 1, 2003.

e Are You a Recipient or Beneficiary of Urbanized Area Formula Program Grants with Continuing Requirements? Yes /
No (voluntary reporter).

o Identifies NTD reporting agencies that are recipients or beneficiaries of Urbanized Area Formula Program (UAF)
grants and are required by statute to submit the NTD Annual report. Voluntary NTD reporters are not required to
submit the NTD Report since they are not recipients or beneficiaries of UAF Program grants. Refer to the
Introduction section of this manual for more information on required and voluntary reporting.

Line 02: Are you requesting a Small System Waiver? Pre-filled, review for accuracy, edit as necessary.
e If Yes, the required forms will be generated.

e Does not apply to Grants Reporting

Line 03: Organization Type. Pre-filled, review for accuracy, edit as necessary. Select only one from the drop-down menu:

1. Independent public agency or authority for transit service. This typically includes transit districts and benefit areas that
are legislated as independent entities with their own powers. Also, public transit may be only one of the independent
agency'’s or authority’s responsibilities. They may have responsibility for other transportation modes such as airports or
ports.
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10.

11.

12.

13.

e If you are a joint powers agency, make this selection. Basically, this is a public entity that is a group of two or more
public agencies that is set up to exercise powers together that members of the group already have.

Subsidiary unit of a transit agency; reporting separately. This is typically part of an authority with multiple responsibilities
such as a transportation authority responsible for both transit and airport transportation. Or, it may be a transit authority
that has separate operating districts for different urbanized areas. For these subsidiaries, there will be multiple NTD
reporters.

e If there is only one subsidiary unit for transit or multiple subsidiaries that are all transit modes, make menu selection
1: independent public agency or authority for transit service.

City, County or Local government; Unit or department of. This is the most common form of public transit organization.
For NTD, the unit or department is the transit agency and reports as the city, county or local government since it is the
legal entity with authority to operate transit.

State government, Unit or department of. There are a limited number of State entities reporting to NTD. Independent
public-benefit corporations for transit service that were chartered by the State should select independent public agency
or authority for transit service. Select unit of or department of State government only if you are actually part of the State
Government and use one or more State employees.

University and college systems: These are university and college systems of both private and public institutions
providing public transportation.

Area agency on aging. These are organizations established under the Older Americans Act in 1973 to respond to the
needs of Americans sixty and over.

MPO, COG or other planning agency. These entities primarily address short and long-range transportation needs in an
area through a cooperative process among local jurisdictions. They are often involved in planning and capital grants for
new transit modes prior to start-up of operations. They also often are responsible for regional vanpool programs
reporting to the NTD.

Other publicly-owned or publicly-chartered corporation. There are only a few of these entities reporting to NTD. They
are usually quasi-public agencies that do not fit any of the above categories, such as a business improvement district
that also provides transit service. Describe in the Organization Type — Other Description field.

Private-for-profit corporation. There are only a few of these reporters. They operate independently for profit and are not
under contract for transit service.

Private non-profit corporation. There are only a few of these reporters. They do not operate for profit and are not under
contract for transit service.

Private provider reporting on behalf of a public entity. These are rare exceptions since NTD requires the buyer of
service to report.

Consolidated reporter. There are only a few consolidated reporters for NTD. Consolidated NTD reporters are a
collection of transit agencies filing one report. One reporter may file a consolidated report on behalf of other reporters if it
is easier to collect and control the quality of the data. This often occurs when one transit agency coordinates the
development and funding of public transportation services in an area. Transit agencies filing a consolidated report must
operate within the same UZA. Consolidated reporters must be pre-approved by FTA (See Introduction).

Other: Select if none of the above apply. Describe in the Organization Type — Other Description field.
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Line 05: Demographic Information. Pre-filled, review for accuracy, edit as necessary.

e Primary UZA: The primary urbanized area (UZA) where transit services provided by the agency, directly or through PT
agreements, are physically located. The primary UZA cannot be edited.

e Service Area Information — Square Miles. Square miles in the transit agency's service area in accordance with the
Americans with Disabilities Act of 1990 (ADA) and local definitions. Statistics (population and area in square miles) for
the UZA will not equal those for the service area in most cases.

e Service Area Information — Population. Population of the service area. Statistics (population and area in square miles)
for the UZA will not equal those for the service area in most cases.

e Secondary UZA / Non-UZA. Use the Add UZA or Remove UZA button to edit. The UZAs where transit services
provided by the agency, directly or through PT agreements are physically located. Include areas covered by
contractors filing their own NTD Annual report. Do not use the funding criteria described in the Federal Funding
Allocation Statistics form (FFA-10) to identify UZAs and other than urbanized areas (non-UZAs) served.

Line 06:
e Number of vehicles operated in annual maximum service (VOMS) by Mode and Type of Service.

e  Enter the number of VOMS for each DO mode and each PT mode whose service is included in this report. Report
route deviation and point deviation services as bus (MB) mode. Other: Select if none of the above apply. Describe
in the Mode — Other Description field.

e Total Number of VOMS by Type of Service. This is an auto-calculated field and cannot be edited, review for
accuracy. The sum of the number of vehicles operated in all modes in annual maximum service by TOS.

e Bus types of Fixed Guideway (FG). Select the bus type from the drop-down menu: MB, RB or CB. By TOS, indicate
Yes if your transit agency operates service over FG; otherwise, indicate No. RB automatically generates with fixed
guideway.

e Does not apply to Grants Reporting

Line 07: Capital Investment for a Mode not Currently in Service
e Pre-filled, review for accuracy, edit as necessary. Use the Add or Remove Mode / Type of Service buttons as
necessary.

Select the mode and TOS combination for any modes not yet in operation for which the agency is incurring capital
expenses. This section is required for agencies with a Planning Waiver or a Capital (with or without Planning) Waiver
with reduced reporting requirements.

Line 08: Filing a Separate NTD Report (Modes not included in this Report).

e Pre-filled, review for accuracy, edit as necessary. Use the Add or Remove Mode / Type of Service buttons as
necessary.

e Select the modes for PT services that are not included in the transit agency's report.

e Does not apply to Grants Reporting
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Contacts form (B-20)

Home

o1 Contact Type: CEQ

Honaorific * (e Mrs, Capt, ete)
First name *

Frofessional title *

Mailing address line 17
Mailing address line 2
City *

Fhone * (e (555) 123-4567)
Fax® (ex (5551 123-94567)

Email * rex: ntd.uzen@ntd. com)

Motes

WUnications

Sys Admin

Initiall Lastnarme ™

P.O. Box|

State*|58lec’tj Zip code ¥ (gx 22222) | = |

Ext. (esc122a) I

0z Contact Type: NTD Contact

Honaorific * e Mrs, Capt, ete)
First name *

Frofessional title *

Mailing address line 1%
Mailing address line 2
City ™

Fhone * (es (565) 123-4567)
Fax® (ex (5551 123-9567)

Email * fex: ntd.user@ntd. com)

Initiall Lastname*

PO EID}{I

State *| Select 7| zip code * (ex: 22222)

Ext. (ex:‘1234)|

oz Contact Type: Safety Contact

Honorific * (ex: b, Capt, ate)
First name *

Prafessianal title *

Mailing address line 1*
Mailing address line 2
City ™

Phone * (ex: (558) 123-4567)
Fax (ax (555) 123-4567)

Email ™ tex ntd,user@ntd com)

Initiall Lastname*

P.O. Box|

state| Select ¥|  zip code (ex 22222)|

Ext. (nx:'1234)|
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o4 Contact Type: Security Contact

Honorific * ex: M, Captosto) | |
|
|
|
|
|

First name *

Initiall Lastname *

Frofessional title *

Mailing address ling 1%

Mailing address line 2 F.0. Box |

City * state | Select x| 7ip code (e 22222)| :

Phone ™ (ex: (565 123-4667) I Ext. (esc122a4) I
Fax (ex (555) 123.9567) |

Email * rex: ntd.uzen@ntd. com) |
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Overview

The B-20 form identifies key personnel at the agency responsible for NTD reporting. The form collects information on how to
reach the chief executive officer (CEO) and NTD, safety, and security contacts.

Reporting Requirements and Thresholds

All reporters must complete this form.
What Has Changed from Prior Year
There are no changes for the 2012 Report Year.

Detailed Instructions

Most information is pre-filled on the form. Review and edit the information, as necessary.

The information includes names and titles, business addresses, telephone numbers, facsimile numbers, and e-mail
addresses.

Contact Type: CEO

The CEO is the principal executive in charge of and responsible for your agency. Please refer to the Declarations section of
the manual to find the responsibilities, as well as examples of a chief executive officer. The person identified as the CEO in
section 1 should be the same person indicated in the Chief Executive Officer form (D-10), part A.

Contact Type: NTD Contact

The NTD contact is the individual responsible for coordinating the NTD Annual report. The contact person submits the NTD
Annual report and the Monthly report (for further information on the Monthly report, please see the Monthly Reporting
Manual) and answers any questions that the Federal Transit Administration (FTA) may have concerning the report, including
validation issues and waiver requests.

Contact Type: Safety Contact

The safety contact is the individual with overall responsibility for the day-to-day safety of the transit agency.

Contact Type: Security Contact

The security contact is the individual with overall responsibility for the day-to-day security of the transit agency.
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Line by Line Instructions Contacts form (B-20)

Completing the Contacts form (B-20)

Complete the information for the required contacts: CEO, and the NTD, safety and security persons.

Form Level Help: Click on the Help tab at the top of the screen for form level help.

Form Notes: A form note can be attached to any form. Use the Add Form Note link for relevant information to a specific
field, to the entire form or to multiple forms. Click on the Add Form Note link at the top of the screen and enter your note on
the Notes screen. You can review and / or edit a form note from the Notes tab. Do not use the Form Notes feature to
answer issues generated from this form. From the Issues tab use the Add Comments link next to the specific issue.

Saving or Closing the Form: Click on the Save button at the bottom of the screen to save the form. Click on the Close
button at the bottom of the screen to close the form without saving.

Line 01: Contact Type: CEO. Pre-filled — review for accuracy, edit as necessary.
e Enter the name of the agency's CEO.

e The CEO's title.

e The CEO'’s business mailing address.

e The CEO's business telephone number.
e The CEO’s FAX number.

e The CEO'’s e-mail address.

Line 02: Contact Type: NTD Contact. Pre-filled — review for accuracy, edit as necessary.
e  Enter the name of the person responsible for the NTD Annual report.

e Enter the contact person's title.

e Enter the contact person's mailing address, if different than the agency mailing address.
e Enter the contact person's telephone number.

e Enter the contact person's FAX number.

e Enter the contact person's e-mail address.

Line 03: Contact Type: Safety Contact. Pre-filled — review for accuracy, edit as necessary.
e Enter the name of the person responsible for the safety forms.

e Enter the safety contact person's title.

e Enter the safety contact person's mailing address, if different than the Transit Agency mailing address.
e Enter the safety contact person's telephone number.

e Enter the safety contact person's FAX number.

e Enter the safety contact person's e-mail address.

Line 04: Contact Type: Security Contact. Pre-filled — review for accuracy, edit as necessary.
e Enter the name of the person responsible for security forms.

e Enter the security contact person's title.

e Enter the security contact person's mailing address, if different than the Transit Agency mailing address.
e  Enter the security contact person's telephone number.

e Enter the security contact person's FAX number.

e Enter the security contact person's e-mail address.
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Contractual Relationship form (B-30)

Home Monthly Ridershipllf Safety & Security Notes

Section A . Contract Summary

01 Contractual Relationship

Type- |1 You are the public buyer of service from a private company thatis not an NTD reporter and the service is being captured in this report as purchased transportation (PT)j
NTD reporter |Make Selection j
or Company |1 East Coast Transportation Services, Inc j

02 Monetary Nature of Contractual Relationship (Check all that apply)

1.0 Megotiated rate per unit of service delivered

2. I Cash reimbursement of some of seller's operating deficit
3. ¥ Cash reimbursement of all of sellers operating deficit

4. I cash reimbursement to seller for reduced fare programs
5 W Buyer provides vehicles to the seller

6. 7 Maintenance facility leased to seller

7. I other (Describe)

Section B . Key Financial and Operation Statistics
03 Contracted Service

|
Delete ™

Mode Make Se\ectionj
04 Vehicles/passenger cars operated in annual maximum service under contract I

05 Number of months seller operated service during report year I

Operating Expenses

06 Purchased transportation fare revenues I

07 MNet contract expenditures I

07a Total contract cost auto calc line 06 plus line 07 I

08 Other costs incurred by the buyer I

09 Total operating expenses I

e | _cews | _vese| _ pewt |

58 - Contractual Relationship form (B-30)


uyen.thai
Line


2012 Annual Reporting Manual

Overview

The B-30 form collects key information on the parties to the contractual relationship, the nature of the contractual
relationship, financial data and key operating statistics for the service covered by the contractual relationship.

Reporting Requirements and Thresholds

Reporters must complete this form if:
1. They purchase transportation service from a public entity or private operator, or
2. They sell transportation services to a public entity.

A separate B-30 form is used to report each contractual relationship (i.e., contract) with each seller (or buyer).

Service provided to a public transit agency or governmental unit by a public or private transportation provider is considered
purchased transportation (PT) if it meets two conditions:

1. ltuses the provider's employees to operate the revenue vehicles.

2. ltis based on a written contract that obligates the provider in advance and for a specific monetary consideration to
provide specific public transportation service. PT does not include franchising, licensing operations, management
services, cooperative agreements or private conventional bus (MB) service.

Data are reported only for those services that are specified in the PT agreement and for which there is a monetary
consideration to the seller. All PT services must be reported, even if they covered only part of your fiscal year.

All NTD reports must be balanced. The service reported on the Service form (S-10) must have fully allocated operating costs
reflected on the forms in the Financial Module. Any assets used to support that service must be reflected on the forms in the
Asset Module. In a purchased transportation relationship, the buyer pays the seller the fully-allocated costs of operating the
service. In these relationships, the seller is usually selected through a competitive RFP, and the seller usually operates the
service on behalf of the buyer.

What Has Changed from Prior Year
There are no changes for the 2012 report year.
Approach

The keys to completing this form is to determine if a contractual relationship exists and how a contractual relationship differs
from a cooperative agreement, a financing arrangement between public entities.

Contractual Relationship

A contractual relationship exists only if the following criteria are met:

e The seller is obligated in advance of the time the service is furnished to provide the operations for which the operating
statistics are being reported, for a specific monetary consideration.

e A written agreement exists that specifies the contractual relationship for the time period and the specific service
generating the operating statistics included in the NTD report.

e The written agreement is signed by authorized representatives of both the buyer and the seller and details the services
to be provided and the nature and amount of the monetary consideration.

With the B-60 and B-70 forms, almost all contractual relationships on the B-30 form are for public agencies buying service
from private providers. Further, the purchased service is in the buyer’'s NTD report.

Cooperative Agreement

A cooperative agreement is a financing arrangement between public entities. It is an agreement where one or more public
transit agencies or governmental units contribute to, or are assessed for, the value of public transit services provided by
another public transit agency. This agreement often is formulated through a written Memorandum of Understanding or
mutual agreement on the calculation and payment for the services.

For NTD purposes, a cooperative agreement is not considered a contractual relationship in which a specific service is
provided, e.g., a set number of trips according to a prescribed schedule. The service funded is not considered PT and,
therefore, no B-30 form should be completed for the agreement. Instead, the service is considered and reported as part of
the public transit agency's directly operated (DO) service. Complete the B-60 and B-70 forms to indicate the sources and
amounts of funding under the cooperative agreement to support transit service.
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The following is an example illustrating a cooperative agreement.

Example 4 — Cooperative Agreements

Public Transit Agency A is a 85307 Urbanized Area Formula Program (UAF) recipient and is organized as a regional transit
authority (RTA). It directly operates (DO) heavy rail (HR) throughout a three-county area and bus (MB) and demand response
(DR) services in one county (X).

The other two counties (Y and Z) also have public transit agencies as part of county government (Public Transit Agency B and
Public Transit Agency C) that provides MB/DO and DR/DO services within their respective counties.

At the time the RTA was established, each county agreed that the RTA should be the sole provider of HR service and signed a
memorandum of understanding so that each county is assessed annually for a portion of the HR expenses. The assessment is
based on service area population, route miles, stations and frequency of service. The RTA and each of the counties directly
operate all their transit services.

HR Assessment: Operating Capital Total
County X: $20,000,000 $30,000,000 $50,000,000
County Y: 12,000,000 4,000,000 16,000,000
County Z: 8,000,000 1,000,000 9,000,000
Total $40,000,000 $35,000,000 $75,000,000

Each county pays its assessment from general revenue funds of its county government.
What is required under NTD?
Solution:

The funding arrangement for the HR service is considered a cooperative agreement. The MB and DR services are considered
directly operated services that should be reported in the respective transit agencies reports.

Public Transit Agency A files a NTD Annual report for all HR service in the three-county area as directly operated, and for MB and
DR directly operated services.

B-10 — HR/DO, MB/DO and DR/DO (item 6)
B-30 — Not applicable

B-60 — Three forms Operating Capital Total
Line 02 (line 05, col a) (line 05, col b) (line 05, col c)
County X 20,000,000 30,000,000 $50,000,000
County Y 12,000,000 4,000,000 16,000,000
County Z: 8,000,000 1,000,000 9,000,000

F-10 — $75,000,000 Funds allocated to transit out of the general revenues of the government entity (local funds, line 32)

Funds earned during period (column c) $75,000,000
Funds expended on operations (column d) 40,000,000
Funds expended on capital (column e) 35,000,000

Both Public Transit Agency B and Public Transit Agency C file separate NTD Annual reports for MB and DR and also report the
funding and the expense for the HR service.

B-10 — MB/DO and DR/DO (item 6)
B-30 — Not applicable

B-70 -One form each for TA's B and C Operating Capital Total
Line 01 (line 05, col @) (line 05, col b) (line 05, col €)
Transit Agency A (for TA B) 12,000,000 4,000,000 16,000,000
Transit Agency A (for TA C) 8,000,000 1,000,000 9,000,000

F-10 — Funds allocated to transit out of the general revenues of the government entity (local funds, line 32, column c).
Includes the $16,000,000 and $9,000,000 assessments for each.

F-40 — Other reconciling items — funds applied (line 23, column a) includes the $16,000,000 and $9,000,000.
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Detailed Instructions

The system should generate Section A — Contract Summary of the B-30 form that were in your prior year’s NTD Annual
report. Contractor information from the prior year is pre-filled in Section A — Contract Summary on each form. This
information can either be edited or the form deleted if necessary. Use the Add Form button at the bottom of the Annual
screen and select B-30 form from the drop-down menu if additional B-30 forms are required.

Complete one form for each buyer and seller of service pair identified in the form's contractual relationship section (top of
screen). Use the Add Form button at the bottom of the Annual screen to create additional forms for each contractual
relationship.

Describe the reporting relationship between the buyer and seller. For each contract, provide the monetary considerations of
the contract and key operating and financial statistics in Section B — Key Financial and Operating Statistics. One contract
may cover more than one mode. To add modes to a contract, use the Add Mode button within Section B — Key Financial
and Operating Statistics of the B-30 form.

Contractual Relationship

Type
Type identifies the reporting agency as the buyer or seller of the service, the other party to the contractual relationship, and
who is reporting the operating data.

For brokerage relationships, you may report only transit service that is provided by agencies participating in the brokerage
under the purchased transportation agreement. Do not report any trips brokered to a transit operator that is not part of the
purchased transportation agreement.

Select one of the fourteen categories from the Type drop-down menu. If you select a category other than type 1, please
contact your NTD analyst for assistance in completing your NTD Annual report.

1 You are the public buyer of service from a private company that is not an NTD reporter and the service is being
captured in this report as PT.

This is the most common case. The seller is a private company without an NTD ID and service is reported in the
public agency's NTD report.

The public buyer is an NTD reporter.
The private seller does not report to NTD.

2 You are the public buyer of service from a public NTD reporter and the service is being captured in this report as DO.

This occurs when two public NTD reporters buy and sell service between them and the buyer reports the service.
Contractual agreements between public NTD reporting agencies for transit services can be reported as DO service by
either the seller or the buyer of service. In this case, the buyer is reporting the service. When the buyer (who is the
reporting agency in this case) makes this menu selection, the seller selects type 7 in the seller's report.

Public buyer and public seller are both NTD reporters.
3 You are the public buyer of service from a private NTD reporter and the service is being captured in this report as PT.

This occurs when two NTD reporters buy and sell service between them and the public buyer reports the service from
the private seller as PT. When the buyer (who is the reporting agency in this case) makes this menu selection, the
seller selects type 8 in the seller's report.

Public buyer and private seller are both NTD reporters.
4 No longer available

5 You are the public buyer of service and the service is being captured in the public seller's report as DO.

This occurs when two public NTD reporters buy and sell service between them and the seller reports the service as
DO. Neither the buyer nor the seller is reporting as a brokerage. When the buyer (who is the reporting agency in this
case) makes this menu selection, the seller selects type 6 in the seller's report.

Public buyer and public seller are both NTD reporters.

6 You are the public seller of service with a public buyer that is an NTD reporter and the service is being captured in this
report as DO.

This occurs when two public NTD reporters buy and sell service between them and the seller reports the service as
DO. Neither the buyer nor the seller is reporting as a brokerage. When the seller (who is the reporting agency in this
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10

11

12

13

14

case) makes this menu selection, the buyer selects type 5 in the buyer's report.
Public buyer and public seller are both NTD reporters.

You are the public seller of service and the service is being captured in the public buyer's report as DO.

This occurs when two public NTD reporters buy and sell service between them and the buyer reports the service as
DO. Contractual agreements between public NTD reporting agencies for PT services can either be reported by the
seller or the buyer of service as DO service. When the seller (who is the reporting agency in this case) makes this
menu selection, the buyer selects type 2 in the buyer's report.

Public buyer and public seller are both NTD reporters.
You are the private seller of service and the service is being captured in the public buyer's report as PT.

This occurs when two NTD reporters buy and sell service between them and the public buyer reports the service from
the private seller as PT. When the seller (who is the reporting agency) makes this menu selection, the buyer selects
type 3 in the buyer's report.

Public buyer and private seller are both NTD reporters.

You are the public buyer of service from a public seller who is a brokerage and the service is being captured in the
seller’s report as PT.

This usually occurs with demand response (DR) services. The public buyer purchases service from a public brokerage
comprised of private and/or public providers. The broker assigns trips to the providers. In this case, the buyer and
seller each file only one B-30 form showing the relationship between them and the service is captured in the broker's
report as PT. When the buyer (who is the reporting agency) makes this menu selection, the seller selects type 10 in
the seller’s report.

Public buyer and public seller are both NTD reporters.

You are the public seller of service (brokerage) and the service is being captured in this report as PT.

This usually occurs with DR services. The public seller (broker) sells service to a public agency (buyer) and the
service is captured in the seller’s report as PT. When the seller (who is the reporting agency) makes this menu
selection, the buyer selects type 9 in the buyer’s report.

Public buyer and public seller are both NTD reporters.

You are the public seller of service with a private buyer that is not an NTD reporter and the service is being captured
in this report as DO.

The buyer is a private company without an NTD ID and service is reported in the public agency's NTD report.

Public seller is an NTD reporter.

Private buyer does not report to NTD.

You are the public buyer of service with a private seller who is an NTD reporter and service is being captured in the
seller's report as DO.

This occurs when two NTD reporters buy and sell service between them. Usually, the service would be reported in the
public agency's report as PT. However, in rare cases the private company will report the service. In these cases,
permission must be obtained from FTA in advance. When the buyer (who is the reporting agency) makes this menu
selection, the seller selects type 13 in the seller’s report.

Public buyer and private seller are both NTD reporters.

You are the private seller of service with a public buyer who is an NTD reporter and service is being captured in this
report as DO.

This occurs when two NTD reporters buy and sell service between them. Usually, the service would be reported in the
public agency's report as PT. However, in rare cases the private company will report the service. In these cases,
permission must be obtained from FTA in advance. When the seller (who is the reporting agency) makes this menu
selection, the buyer selects type 12 in the buyer's report.

Public buyer and private seller are both NTD reporters.

You are the private seller of service with a public buyer who is not an NTD reporter and the service is being captured
in this report as DO.

The buyer is a public agency without an NTD ID. Usually, the public agency would submit a request for an NTD ID and
the service would be captured in the public agency's NTD report as PT. However, in rare cases the private seller will
report the service as directly operated. In these cases, permission must be obtained from FTA in advance.

Private seller is an NTD reporter.
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Public buyer does not report to NTD.

Exhibit 8 — Contractual Relationship Reporting (M = Mode, D = Directly Operated, P = Purchased Transportation)

You are public X X X X X X X X X X

You are private X X X
Contract is with a public transit agency X X X X X X X X X
Contract is with a private transit agency X X X X

You are the buyer X X X X X X

You are the seller X X X X X X X
Buyer and seller are both NTD reporters X X X X X X X X X X
Either the buyer or the seller is not an NTD reporter X X X
Service reported in your report as DO X X X X X
Service reported in your report as PT X X X

Service reported in the other agency's report as DO X X X

Service reported in the other agency's report as PT X X

i)
O
i)
O
T
O
O
O

Type of Service reported on Identification form (B-10), item 6
Reporter completes B-10 form, item 8 M M M M M

Transit Agency is filing a complete report X X X X X X X X

Required forms if filing separate report: Basic Information
Module forms, Financial Module forms including F-30, line 12

Matching menu selections on Contractual Relationship form
(B-30), line 2 for contracts with another NTD reporter

NTD Reporter or Company

Identify the other party to the contractual relationship using the NTD Reporter or Company drop-down menus. The NTD
reporter menu lists the name and NTD ID of transit agencies, both private and public, reporting to the NTD in the current
repot year. The NTD Reporter drop-down menu includes all NTD reporters and their identification numbers (NTD IDs) from
the 2007 NTD who are reporting in the current report year, in ascending order by transit agency identification number.

The Company drop-down menu includes all private operators identified in your prior years report, displayed in ascending
alphabetical order. These private companies are not filing separate reports to the NTD. If you need to add a company that is
not included in the Company drop-down menu, click on the Add / Edit Company button to enter the name of a new private
company.

If you are contracting with a private company that filed a separate report last year, but this year is not filing a report, use the
Add / Edit Company button to enter the name of the private company. Do not use the NTD Reporter drop-down menu
because the private company will no longer be included in the menu.

The type selected above (1 - 14) determines which menu is required. Types 1, 11 and 14 will require the Company menu;
types 2, 3, 5 through 10, 12 and 13 will require the NTD Reporter menu.
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Monetary Nature of Contractual Relationship

Describe the nature of the monetary consideration in the contract.
Monetary consideration is the payment or compensation by the
public body to the private or public seller of transportation service
(private / public carrier). Monetary consideration does not have to
be a cash payment to the PT provider. For example, the buyer of
service may give the seller buses to operate the service, or the
buyer may provide the fuel or perform the maintenance of the
buses.

It is common for public transit agencies buying transportation
service to provide the seller the vehicles used for the service. This
includes vehicles given, sold, loaned or leased (usually for below
market value) to seller. Select the box for buyer provides vehicles
to the seller for any arrangement where the buyer provides vehicles
to the seller for the purchased transportation service under this B-
30 form.

Select all of the categories of monetary consideration that apply
from the Monetary Nature of Contractual Relationship checklist.

If none of the choices fits or there are additional monetary
considerations, select category: Other. Internet Reporting will
display a box for you to describe the monetary considerations.
Typical examples are incentive and penalty clauses in the contract,
or the buyer provides fuel for the vehicles, performs the vehicle
maintenance, or collects the passenger mile data.

Contracted Service

This section describes key financial and operational characteristics
of the contracted service.

Mode

Use the Add Mode button in this section of the form to generate

the necessary fields for a mode. To add additional modes under the same contract, use the Add Mode button in this section

of the form.

From the menu, select the desired mode.

Monetary Nature of Contractual Relationship
checklist selections:

a. Negotiated rate per unit of service delivered.
Select this box if both the buyer and seller agree
to a specific cash amount for the service. The
cash amount is a set price typically based on a
set rate per hour or mile of service to be
provided. It may also be a reimbursement per
passenger trip basis.

b. Cash reimbursement of some of seller's
operating deficit. Select this box if the buyer
reimburses the seller for only a portion of the net
service cost (full service cost less passenger
revenues earned).

c. Cash reimbursement of all of seller's operating
deficit. Select this box if the buyer reimburses
the seller for the net service cost (full service
cost less passenger revenues earned).

d. Cash reimbursement to seller for reduced fare
programs. Select this box if the buyer agrees to
reimburse the seller for reduced fare programs.
For example, if elderly persons pay 50 percent
of the adult fare, the buyer agrees to reimburse
the seller for the other 50 percent it would have
collected from a full adult fare.

e. Buyer provides vehicles to the seller.

f.  Maintenance facility leased to seller. Select this
box if the buyer leases the maintenance facility
to the seller.

g. Other. Select this box if none of the above
describes the monetary nature of the
relationship. If you select other, describe in the
monetary consideration — Other description field.

Use the Delete Mode button to remove a mode and the Delete Form button to remove the entire form.

Vehicles / Passenger Cars Operated in Annual Maximum Service under Contract

Report, by mode, the number of revenue vehicles operated in annual maximum service (VOMS).

If vehicles are used for more than one mode, report them under each mode for which they are used, and describe the
number of vehicles by mode using the Add Form Notes link. For example, if the seller operates ten buses and five DR
vehicles operated in annual maximum service, report MB 10, DR 5 and state this using the Add Form Notes link.

Similarly, if the same vehicle is used for more than one contract, report this vehicle for each contract that the vehicle is used,

and describe using the Add Form Notes link.

Number of Months Seller Operated Service During Report Year

By mode, report the number of months that the seller operated service during the report year under the contract. If service
was operated less than a full report year, describe the term of the contract (beginning date and contract length) using the
Add Form Notes link. Use the following rounding rule to determine the number of months:

e Days 1-15 are rounded down. Service beginning during these days is counted as having been operated for the entire
month. Service ending during these days is counted as not having been operated during the month.

e Days 16-31 are rounded up. Service beginning during these days is counted as not having been operated for the entire

month. Service ending during these days is counted as having been operated during the month.
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For example, a PT agreement specifies a 24-month term with a one-year option. Service began operating on May 15. The
reporter has a calendar fiscal year. Report 8 months as the length of the contract (May through December) and use the Add
Form Notes link to state that the contract began May 15, and has a term of 24 months.

Operating Expenses

Purchased Transportation Fare Revenues

Report by mode, the purchased transportation (PT) fare revenues.

PT fare revenues are fare revenues derived from the transit services provided under the PT agreement, regardless of
whether fares are retained by the seller or returned to the buyer. They also include fares collected or sold by the buyer for
users of the purchased service. For example, if the buyer of the PT service sells tickets, tokens or passes for these users,
this revenue is reported as part of PT fare revenues.

Net Contract Expenditures

Report, by mode, the net contract expenditures by the buyer after fare revenues have been deducted. These are the
payments and accruals due the seller for providing the transit services under the PT agreement after the fare revenues
earned have been considered. Net contract expenditures are calculated one of two ways depending on the contracting
relationship:

e Seller retains the fare revenues. The total money earned by the seller ($9M) is the sum of the fare revenues collected
(e.g., $1M) and the additional payments made by the buyer to the seller (e.g., $8M). The net contract expenditures
equal the additional payments by the seller ($8M).

e Seller returns the fare revenues. The seller collects the fare revenues (e.g., $2M) and immediately transfers the
receipts to the buyer. The total money earned by the seller equals the payments made by the buyer (e.g., $7M). The
net contract expenditures ($5M) equals the payments made by the buyer ($7M) less the fare revenues collected ($2M).

Total Contract Cost
Displays the total contract cost for each contract (non-editable auto-calculated total of line 6 and line 7).

The following example illustrates how to report fare revenues and net contract expenditures and how the total contract costs
are calculated.
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Example 5 — Reporting Fare Revenues and Net Contract Expenditures by Buyer

Seller Retains Fare Revenues

Example: Regional Transit contracts with ABC Company for MB service.

Under the contract:

e Regional Transit agrees to pay $1,200,000 for operating the service

e ABC Company retains fare revenues.

ABC collects $300,000 in fare revenues. It earns $1,500,000 ($1,200,000 + $300,000) for operating the bus service.
What is reported?

Solution: Regional Transit reports:

e Purchased transportation fare revenues $300,000
¢ Net contract expenditures $1,200,000
e Total contract cost (auto calc) $1,500,000

For contracts in which the seller retains fare revenues, the net contract expenditures by the buyer equals the actual payments or
accruals made by the buyer.

Seller Returns Fare Revenues

Example: Regional Transit contracts with DEF Company for MB service.

Under the contract:

e Regional Transit agrees to pay $2,500,000 for operating the service

e DEF Company returns fare revenues.

DEF collects $600,000 in fare revenues and transfers the receipts to Regional Transit. DEF earns $2,500,000.
What is reported?

Solution: Regional Transit and ABC Company reports:

e PT fare revenues $600,000
e Net contract expenditures by buyer ($2,500,000 - $600,000) $1,900,000
e Total contract cost (auto calc) $2,500,000

For contracts in which the PT fare revenues are returned to the buyer by the seller, the net contract expenditures by the buyer
equals the actual payments or accruals made by the buyer net of or less the PT fare revenues.

Other Costs Incurred by the Buyer

Report by mode other costs incurred by the buyer. These are expenses of the buyer (public transit agency or governmental
unit) that are directly attributable to the provision of PT services. Examples include:

e Providing maintenance services or fuel for the vehicles used by the seller
e  Gathering and compiling NTD data

e  Monitoring of the seller's operations and other similar costs where the buyer uses its resources to support the
purchased service.

Total Operating Expenses

This field automatically sums the net contract expenditures; other costs incurred by the buyer, and PT fare revenue.

66 - Contractual Relationship form (B-30)


http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G314

2012 Annual Reporting Manual

Example 6 — Purchased Transportation Services Reporting — Transit Agency X

(User-side Subsidy Program)

Example: Public Transit Agency X (buyer) is a recipient of 85307 UAF Program funds, and operates a user-side subsidy program
(seller) for DR service called Community Ride, separate from its ADA DR service. It uses part of a staff position for contract
administration and customer information support totaling $55,000 in labor, $15,000 in fringe benefits and $5,000 for telephone
costs.

The subsidy program uses several taxicab companies to supply the service. Collectively, the taxicab companies own 200 vehicles;
of these:

e 30 are used for annual maximum service
e 10 additional vehicles are available as spares.

Qualified users purchase discounted coupons from Transit Agency X that are valid for taxicab fares. The user pays up to $10 for
the coupon that is valid for a cab fare up to the coupon amount. The rider pays any difference in the total cab fare and the coupon
amount. The taxicab companies receive a $2 handling fee per fare.

For the current report year, Transit Agency X sold 12,500 coupons at an average coupon cost of $8 ($100,000) and valued at an
average cost of $20 ($250,000). The taxicab companies earned $25,000 for the handling fee ($2 * 12,500 coupons).

What is required under NTD?
Solution:
o Written agreement between Transit Agency X and the taxicab companies

e Taxicab companies must maintain records for Transit Agency X to compile non-financial operating statistics for purchased
services and to ensure the accuracy of the data

e Transit Agency X files an NTD Annual report indicating purchased transportation services:
B-10 form Identification
Organization Type — Public agency or authority that contracts for some or all transit service (not a state DOT)
Number of Vehicles Operated in Annual Maximum Service (VOMS) DT/PT 30
B-30 form Contractual Relationship One form

Contractual Relationship Type — Type 1: The reporting agency is the buyer of service from a company that is not
an NTD reporter and the service is being captured in this report as PT

Contractual Relationship Company Community Ride
Monetary Nature of Contractual Relationship — Cost Reimbursement to seller for reduced fare programs
Contracted Service - DT
VOMS under contract 30
Months service operated 12
Purchased transportation fare revenues $100,000
Net contract expenditures ($250,000 - $100,000 + $25,000) $175,000
Total contract cost (autocalc) $275,000
Other costs incurred by buyer $75,000
Total operating expenses $350,000
Description of DR Provider Taxicab operator
F-10 form Sources of Funds — Funds Expended and Funds Earned
PT fare revenues $100,000
F-30 form Operating Expenses DT/PT
Object class 508.01 (distributed by function) $275,000
Object class 501.02 (General Administration — other labor) $55,000
Object class 502 (General Administration — fringe benefits) $15,000
Object class 505 (General Administration — utilities / phone) $5,000
Total modal expenses (for all functions and object classes) $35,000
ADA operating expenses $0
A-10 form Stations and Maintenance Facilities DT/PT
Facilities 0
A-30 form Revenue Vehicle Inventory DT/PT
Number of vehicles in total fleet 40
Non-dedicated
S-10 form  Service DT/PT
VOMS 30
Vehicles available in annual maximum service 30
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Example 7 — Purchased Transportation Services Reporting — Public Transit Agency Y

(Brokerage System)

Example: Public Transit Agency Y (buyer) is a recipient of UAF Program funds, and contracts for DR service with Access (seller),
a public brokerage who files an NTD Annual report. All service is for ADA requirements.

Transit Agency Y pays Access $5,000,000 for the service based on each unlinked passenger trip (UPT). Transit Agency Y
supports the DR program with one contract administrator with a salary of $50,000 and fringe benefit costs of $15,000.

Access collects $600,000 in fare revenues. Access operates a brokerage involving three non-profit providers who also use the
vehicles for other transportation services not under contract to Transit Agency Y with:

e Provider 1 Vehicles in annual maximum service (VOMS) 1150 and 20 spares
e Provider 2 VOMS 250 and 5 spares
e Provider 3 VOMS 375 and 10 spares
What is required under NTD?

Solution:

e Written agreement between Transit Agency Y and Access specifying the services for $5,000,000
e Transit Agency Y files an NTD Annual report with DR/PT as follows:
B-10 form Identification
Organization Type — Public agency or authority that contracts for some or all transit service (not a state DOT)
Number of VOMS — Not applicable as Access files own report
Filing a Separate NTD Report Add DR
B-30 form Contractual Relationship One form

Contractual Relationship Type — Type 9: The reporting agency is the buyer of service from a seller who is a
brokerage and the service is being captured in the seller’s report as PT

Contractual Relationship Company Access

Monetary Nature of Contractual Relationship — Buyer provides vehicles to the seller

Contracted Service - DR

VOMS under contract (150 + 50 + 75) 275

Months service operated 12

Purchased transportation fare revenues $600,000

Net contract expenditures $4,400,000

Total contract cost (auto-calc) $5,000,000

Other costs incurred by buyer $65,000

Total operating expenses $5,065,000
F-10 form Sources of Funds — Funds Expended and Funds Earned

PT fare revenues $600,000
F-30 form Operating Expenses DR/PT

Obiject class 508.02 (distributed by function) $5,000,000

Object class 501.02 (General Administration — other labor) $50,000

Object class 502 (General Administration — fringe benefits) $15,000

Total modal expenses (for all functions and object classes) $5,065,000

No other forms in Transit Agency Y’s report are completed for the service provided by Access.

e Access files a separate, complete NTD Annual report indicating purchased transportation service. As a brokerage, the service
is reported as PT in the Access report.

e Providers 1, 2 and 3 must maintain records to compile financial and non-financial operating statistics for purchased services
and to ensure the accuracy of the data

B-10 form Identification
Organization Type — Public Agency or authority that contracts some or all transit service (not a State DOT)
Number of Vehicles Operated in Annual Maximum Service DR/PT 275 vehicles
B-30 form Contractual Relationship One form

Contractual Relationship Type — Type 10: The reporting agency is the seller of service (brokerage) and the
service is being captured in this report as PT

Contractual Relationship Company Transit Agency Y

Monetary Nature of Contractual Relationship — Negotiated rate per unit of service delivered
Contracted Service - DR

VOMS under contract (150 + 50 + 75) 275
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Example 7 — Purchased Transportation Services Reporting — Public Transit Agency Y

(Brokerage System)
Months service operated
Purchased transportation fare revenues

Net contract expenditures ($5,000,000 - $600,000)
Total contract cost (autocalc)

Other costs incurred by buyer (not applicable for sellers)
Total operating expenses

Description of DR Provider Brokerage system

F-10 form Sources of Funds — Funds Expended and Funds Earned
PT fare revenues
Revenue accrued through a PT agreement

F-30 form Operating Expenses DR/PT

Object class 508.01 (distributed by function)
Total modal expenses (for all functions and object classes)
ADA operating expenses
A-10 form Stations and Maintenance Facilities DR/PT
One form totaling the facilities for each of the three providers
A-30 form Revenue Vehicle Inventory DR/PT

Number of vehicles in total fleet
Non-dedicated

S-10 form Service DR/PT
VOMS

Vehicles available in annual maximum service (VOMS + spares)

12
$600,000
$4,400,000
$5,000,000

$5,000,000

$600,000
$4,400,000
$5,000,000

$5,000,000
$500,000,000

40

275
310
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Line by Line Instructions Contractual Relationship form (B-30)

Completing the Contractual Relationship form (B-30)

Complete one form for each buyer and seller of service contractual relationship. Use the Add Form button at the bottom of
the Forms screen to create additional forms for each contractual relationship.

Form Level Help: Click on the Help tab at the top of the screen for form level help.

Form Note: A form note can be attached to any form. Use the Add Form Note link for relevant information to a specific field,
to the entire form or to multiple forms. Click on the Add Form Note link at the top of the screen and enter your note on the
Notes screen. You can review and / or edit a form note from the Notes tab. Do not use the Form Notes feature to answer
issues generated from this form. From the Issues tab use the Add Comments link next to the specific issue.

Saving or Closing the Form: Click on the Save button at the bottom of the screen to save the form. Click on the Close
button at the bottom of the screen to close the form without saving.

Deleting the Form: Click on the Delete button at the bottom of the form to delete both sections A and B, or click on the
Delete Box button in line 3 if you want to delete Section B — Key Financial and Operating Statistics only.

Section A — Contract Summary Type

Line 01: Contractual Relationship.

Type: Select the option that identifies your agency as the buyer or seller of the transportation service and indicates whose
report includes the operational data for the purchased transportation (PT) service from the drop-down menu:

You are the public buyer of service from a private company that is not an NTD reporter and the service is being captured in
this report as PT.

e This is the most common case. The seller is a private company without an NTD ID and service is reported in the public
agency's NTD report.

e The public buyer is an NTD reporter.
e  The private seller does not report to NTD.

You are the public buyer of service from a public NTD reporter and the service is being captured in this report as directly
operated (DO).

e This occurs when two public NTD reporters buy and sell service between them and the buyer reports the service.
Contractual agreements between public NTD reporting agencies for transit services can be reported as DO service by
either the seller or the buyer of service. In this case, the buyer is reporting the service. When the buyer (who is the
reporting agency in this case) makes this menu selection, the seller selects type 7 in the seller's report.

e  Public buyer and public seller are both NTD reporters.

You are the public buyer of service from a private NTD reporter and the service is being captured in this report as PT.

e This occurs when two NTD reporters buy and sell service between them and the public buyer would reports the service
from the private seller as PT. When the buyer (who is the reporting agency in this case) makes this menu selection, the
seller selects type 8 in the seller's report.

e Public buyer and private seller are both NTD reporters.

You are the public buyer of service and the service is being captured in the public seller's report as DO.

e This occurs when two public NTD reporters buy and sell service between them and the seller reports the services as
DO. Neither the buyer nor the seller is reporting as a brokerage. When the buyer (who is the reporting agency in this
case) makes this menu selection, the seller selects type 6 in the seller's report.

e Public buyer and public seller are both NTD reporters.
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You are the public seller of service with a public buyer that is an NTD Reporter and the service is being captured in this
report as DO.

e This occurs for sellers who are not public transit agencies and the seller reports the service as DO. When the seller
(who is the reporting agency in this case) makes this menu selection, the buyer selects type 5 in the buyer's report.

e Public buyer and public seller are both NTD reporters.
You are the public seller of service and the service is being captured in the public buyer's report as DO.

e This occurs when two public NTD reporters buy and sell service between them and the buyer reports the service as DO.
When the seller (who is the reporting agency in this case) makes this menu selection, the buyer selects type 2 in the
buyer's report.

e Public buyer and public seller are both NTD reporters.
You are the private seller of service and the service is being captured in the public buyer's report as PT.

e This occurs when two NTD reporters buy and sell service between them and the public buyer reports the service as PT.
When the seller (who is the reporting agency) makes this menu selection, the buyer selects type 3 in the buyer's report.

e  Public buyer and private seller are both NTD reporter

You are the public buyer of service from a public seller who is a brokerage and the service is being captured in the seller’s
report as PT.

e This usually occurs with demand response (DR) services. The public buyer purchases service from a public brokerage
comprised of private and/or public providers. The broker assigns trips to the providers. In this case, the buyer and seller
each file only one B-30 form showing the relationship between them and the service is captured in the broker's report as
PT. When the buyer (who is the reporting agency) makes this menu selection, the seller selects type 10 in the seller’s
report.

e  Public buyer and public seller are both NTD reporters.
You are the public seller of service (brokerage) and the service is being captured in this report as PT.

e This usually occurs with DR services. The public seller (broker) sells service to a public agency (buyer) and the service
is captured in the seller’s report as PT. When the seller (who is the reporting agency) makes this menu selection, the
buyer selects type 9 in the buyer’s report.

e Public buyer and private seller are both NTD reporters.

You are the public seller of service with a private buyer that is not an NTD reporter and the service is being captured in this
report as DO.

e The buyer is a private company without an NTD ID and service is reported in the public agency's NTD report.
e Public seller is an NTD reporter.

e  Private buyer does not report to NTD.

You are the public buyer of service with a private seller who is an NTD reporter and service is being captured in the seller's
report as DO.

e This occurs when two NTD reporters buy and sell service between them. Usually, the service would be reported in the
public agency's report as PT. However, in rare cases the private company will report the service. In these cases,
permission must be obtained from FTA in advance. When the buyer (who is the reporting agency) makes this menu
selection, the seller selects type 13 in the seller’s report.

e Public buyer and private seller are both NTD reporters.

You are the private seller of service with a public buyer who is an NTD reporter and service is being captured in this report
as DO.

e This occurs when two NTD reporters buy and sell service between them. Usually, the service would be reported in the
public agency's report as PT. However, in rare cases the private company will report the service. In these cases,
permission must be obtained from FTA in advance. When the seller (who is the reporting agency) makes this menu
selection, the buyer selects type 12 in the buyer's report.
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Public buyer and private seller are both NTD reporters.

You are the private seller of service with a public buyer who is not an NTD reporter and the service is being captured in this

report as DO.

The buyer is a public agency without an NTD ID. Usually, the public agency would submit a request for an NTD
identification number (NTD ID) and the service would be captured in the public agency's NTD report as PT. However, in
rare cases the private seller will report the service as directly operated. In these cases, permission must be obtained
from FTA in advance.

Private seller is an NTD reporter.
Public buyer does not report to NTD

NTD Reporter. This menu is used to select public transit agencies or private operators that file NTD reports and have a
NTD ID. If you selected types 2, 3, 5 through 10, 12 and 13 to describe the type of contractual relationship, select the
other party to the contractual relationship from the drop-down menu.

Company. This menu is used to select private operators that do not file NTD reports. If you selected types 1, 11 and 14
to describe the type of contractual relationship, select the other party to the contractual relationship.

If the operator is not in the menu, click on the Add / Edit Company button to enter the name of a new private company. If
you are a private company who had a contract with an NTD reporter, which filed a report last year, but this year is not
filing a report, the agency will no longer be listed in the NTD reporter drop-down menu.

Line 02: Monetary Nature of Contractual Relationship. Check all that apply:

Negotiated rate per unit of service delivered. Select this box if both the buyer and seller agree to a specific cash
amount for the service. The cash amount is a set price typically based on a set rate per hour or mile of service to be
provided. It may also be a reimbursement per passenger trip basis.

Cash reimbursement of some of seller's operating deficit. Select this box if the buyer reimburses the seller for only a
portion of the net service cost (full service cost less passenger revenues earned).

Cash reimbursement of all of the seller's operating deficit. Select this box if the buyer reimburses the seller for the net
service cost (full service cost less passenger revenues earned).

Cash reimbursement to seller for reduced fare programs. Select this box if the buyer agrees to reimburse the seller for
reduced fare programs. For example, if elderly persons pay 50 percent of the adult fare, the buyer agrees to reimburse
the seller for the other 50 percent it would have collected from a full adult fare.

Buyer provides vehicles to the seller to provide service under this purchase transportation agreement. This includes
vehicles given, sold, loaned or leased (usually for below market value) to seller.

Maintenance facility leased to seller. Select this box if the buyer leases the maintenance facility to the seller.

Other. Select this box if none of the above describes the monetary nature of the relationship. If you select other,
describe in the Monetary Consideration — Other Description field.

Section B — Key Financial and Operating Statistics

Line 03: Contracted Services.

Click on the Add Mode button; Internet Reporting will generate a column of data items to complete. At the top of the
column is a drop-down menu that contains all modes identified on the B-10 form. Select the mode for this contractual
relationship. If additional modes are operated under this contract, click again on the Add Mode button to generate
another column, and select the next mode.

Line 04: Vehicles / Passenger Cars Operated in Annual Maximum Service — by Mode and Type of Service.

Enter the number of revenue vehicles operated under the PT agreement to meet annual maximum service
requirements.

If a vehicle is used for more than one mode or contract, report the vehicle for each mode and for each contract and
describe. Click on the Add Form Note link at the top of the screen and enter your note on the Notes screen. Indicate
the number of vehicles used and for which modes or contracts.

Line 05: Number of Months Seller Operated Service During Report Year — by Mode and Type of Service.
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e Enter the number of months that the seller operated service during the report year. If service was operated less than a
full report year, describe the term of the contract (beginning date and number of months service was to be provided).
Click on the Add Form Note link at the top of the screen and enter your note on the Notes screen.

Line 06: Purchased Transportation Fare Revenues — by Mode and Type of Service.

e Enter all purchased transportation fare revenues from the service under the PT agreement, regardless of whether the
fares are retained by the seller or returned to the buyer.

e Fares are usually collected by the seller, but also include fares collected or sold by the buyer for users of the
purchased transportation service. For example, if the buyer sells tickets, tokens or passes for these users, this revenue
is part of purchased transportation fare revenues. Describe any unusual circumstances regarding fare revenues or to
confirm that no fares are charged. Click on the Add Form Note link at the top of the screen and enter your note on the
Notes screen.

Line 07: Net Contract Expenditures — by Mode and Type of Service.

e Enter payments or accruals, not including purchased transportation fare revenues from the service, under the PT
agreement.

Line 07a: Total Contract Cost (sum of line 06 and line 07). This is an auto-calculated field and cannot be edited, review for
accuracy.

Line 08: Other Costs Incurred by the Buyer — by Mode and Type of Service.

e Enter any other operating expenses (OE) that the transit agency reporter (identified on the B-10) has incurred as buyer
(other costs incurred by the buyer) of the PT services. If you are the seller filing this NTD report, report zero.

Line 09: Total Operating Expenses, by Mode — by Mode and Type of Service.

e Thisis an auto-calculated field and cannot be edited, review for accuracy. This is the buyer's total OE for the PT
service equal to the sum of net contract expenditures by the buyer (line), purchased transportation fare revenues (line
06), and other costs incurred by the buyer (line 08).
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Reporter Receiving Public Funds from form (B-60)

Home e-File Annual Monthly Ridership Safety & Security Notes Issues Reports Communications Sys Admin Search Summary Help

Form Name: Public Funding Reporting Relationship - Reporter Receiving Public Funds from (B-60) Close Forn|

Reporter Receiving Public Funds from:

01 NTD reporter |ReponAgency\D and Name j
02 Agency |
Financial Information Operating Funds ~ Capital Funds Total

03 Federal government finds

I

04 State government funds |
05 Local government funds I
I

06 Other funds®

Describe |
07 Total Public Fuads | [ I

Overview

The B-60 form collects information about funding relationships among public entities. The form is for transit agencies who
receive funds from other public entities to provide transit services.

Reporting Requirements and Thresholds

Reporters must complete this form if:
The public transit agency receives funding from another public entity who is not an NTD reporter.

There is a written memorandum of understanding, budgeting process or other form of agreement for transit services
specified by the public entity providing the funding, and

They do not receive pass-through Federal funds from another NTD reporter.

A separate B-60 form is used to report the funding relationship for each public entity providing funding.

What Has Changed from Prior Year

There are no changes for the 2012 report year.

Approach

The keys to completing this form are to determine:

e If funds are for the general support of transit service in the area or for specific transit services that would not exist
without the funding provided

o If Federal funds are a pass-through from the public agency providing the funding

e If the funding relationship involves two public NTD reporters, whether there is a contractual relationship for specific
transit services.

Transit Service

There must be an agreement for specific transit services. The public entity from whom you receive funds specifies the terms
of the transit service including route layout, days of operation, frequency of service and fares. For example, a county
requests the transit agency to extend an existing transit line to a rapidly developing suburb. The county determines the
service will operate only weekday service from 6:00 am to 7:00 pm at 30-minute headways in the peak periods and 60-
minute headways in the off-peak periods. Fares follow the rate structure of the transit agency. The transit agency files a B-60
form.

If a public entity, such as a county or city government only supports the local transit system through a monetary contribution,
and there is no specific transit service requirement, the transit agency does not complete a B-60 form. The sources of the
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local support are part of Local Government sources on the Sources of Funds—Funds Expended and Funds Earned form (F-
10)
Federal Pass-Through Funds

If you are the designated recipient of Federal funds for transit, do not complete this form.

Two Public NTD Reporters

There may be a relationship between two public NTD reporters for transit service. They will file Contractual Relationship
forms (B-30) if a true contractual relationship exists. For NTD, this is rare. It occurs when the NTD reporter providing the
service legally operates service under the name of the buyer of service. The buyer's name appears on the transit vehicles,
and the seller operates as if he were the buyer, e.g., dba status.

If there is not a contractual relationship between the NTD reporters, complete the B-60 form. There will be a corresponding
B-70 form for the other NTD reporter involved in the funding relationship.

Detailed Instructions

The form identifies the public entities from whom the NTD reporter receives funds by source and use, operating or capital.
Follow accrual accounting principles. The funds received are the funds earned for liabilities incurred for operating or capital
expenditures during the report year.

Reporter Receiving Public Funds from

Report the name of the agency from whom you are receiving funding. For almost all transit agencies, this is a public entity
who is not an NTD reporter.

If the public agency has an NTD ID, report the NTD ID and name.

Financial Information

Follow accrual accounting principles. Funds received are for those expenses incurred during the report year by the provider
of service.

Report by the source of Federal, State and local government funds, or other funds for operating or capital uses. If you
receive other funds, Internet Reporting will display a box for you to describe the sources and amounts.

If the source of funds is from a grant, report any matching funds that you receive as part of the total funds. For
W example, if funds are from a State grant for capital and they have a 10% local match requirement, then report
90% of the total as State funds and 10% as Local funds.
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Line by Line Instructions Reporter Receiving Public Funds from form (B-60)

Completing the Reporter Receiving Public Funds from form (B-60)

Complete one form for each public funding relationship. Use the Add Form button at the bottom of the Forms screen to
create additional forms for each funding relationship.

Form Level Help: Click on the Help tab at the top of the screen for form level help.

Form Note: A form note can be attached to any form. Use the Add Form Note link for relevant information to a specific field,
to the entire form or to multiple forms. Click on the Add Form Note link at the top of the screen and enter your note on the
Notes screen. You can review and / or edit a form note from the Notes tab. Do not use the Form Notes feature to answer
issues generated from this form. From the Issues tab use the Add Comments link next to the specific issue.

Saving or Closing the Form: Click on the Save button at the bottom of the screen to save the form. Click on the Close
button at the bottom of the screen to close the form without saving.

Deleting the Form: Click on the Delete button at the bottom of the form.

Reporter Receiving Public Funds from

Line 01: NTD reporter. Enter the NTD ID and name of the public agency from whom you receive funds for specific transit
service.

Line 02: Agency. Enter the name of the public agency from whom you receive funds for specific transit service. The public
agency is not an NTD reporter.
Financial Information

Line 03: Federal government funds. These are pass-through funds from the designated recipient.

e Column a: Operating Funds. Enter the operating funds received from all Federal Government sources during the
period.

e  Column b: Capital Funds. Enter the capital funds received from all Federal Government sources during the period.

e Column c: Total. This is an auto-calculated field and cannot be edited. This field displays the total Federal government
funds received for operating and capital expenditures equal to the sum of columns a and b.

Line 04: State government funds.
e Column a: Operating Funds. Enter the operating funds received from all State Government sources during the period.
e  Column b: Capital Funds. Enter the capital funds received from all State Government sources during the period.

e Column c: Total. This is an auto-calculated field and cannot be edited. This field displays the total State government
funds received for operating and capital expenditures equal to the sum of columns a and b.

Line 05: Local government funds.
e Column a: Operating Funds. Enter the operating funds received from all Local Government sources during the period.
e Column b: Capital Funds. Enter the capital funds received from all Local Government sources during the period.

e Column c: Total. This is an auto-calculated field and cannot be edited. This field displays the total Local government
funds received for operating and capital expenditures equal to the sum of columns a and b.

Line 06: Other funds
Describe the sources and amounts in the Other Funds — Other Description field.

e Column a: Operating Funds. Enter the operating funds received from all Other sources during the period.
e Column b: Capital Funds. Enter the capital funds received from all Other sources during the period.

e Column c: Total. This is an auto-calculated field and cannot be edited. This field displays the total Other funds
received for operating and capital expenditures equal to the sum of columns a and b.

Line 07: Total Public Funds.

e Column a: Operating Funds. This is an auto-calculated field and cannot be edited. This field displays the total public
funds received from Federal, State and Local government and Other sources for operating expenditures equal to the
sum of lines 03 through 06, column a.
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e Column b: Capital Funds. This is an auto-calculated field and cannot be edited. This field displays the total public
funds received from Federal, State and Local government and Other sources for capital expenditures equal to the sum
of lines 03 through 06, column b.

e Column c: Total. This is an auto-calculated field and cannot be edited. This field displays the total public funds
received from Federal, State and Local government and Other sources for operating and capital expenditures equal to
the sum of lines 03 through 06, column c.
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Reporter Providing Public Funds to form (B-70)

Home e-File Annual Monthly Ridership§f Safety & Security Notes Issues Reports Communications Sys Admin Search Summary Help

Form Name: Public Funding Reporting Relationship - Reporter Providing Public Funds to (B-70) Close Forn|

Reporter Providing Public Funds to:

01 NTD reporter |ReponAgency\D and Name j
02 Agency I
Financial Information Operating Funds ~ Capital Funds Total

03 Federal government funds

I

04 State government funds |
05 Local government funds I
I

06 Other funds*
Describe

07 Total Public Fuads | I |

Overview

The B-70 form collects information about funding relationships among public entities. The form is for transit agencies who
provide funds to other public entities to provide transit services.

Reporting Requirements and Thresholds

Reporters must complete this form if:
The public transit agency provides funding to another public entity who is not an NTD reporter.

There is a written memorandum of understanding, budgeting process or other form of agreement for transit services
specified by the public entity providing the funding, and

They provide pass-through Federal funds to another NTD reporter.

A separate B-70 form is used to report the funding relationship for each public entity providing funding.

What Has Changed from Prior Year

There are no changes for the 2012 report year.

Approach

The keys to completing this form are to determine:

e If funds are for the general support of transit service in the area or for specific transit services that would not exist
without the funding provided

e If Federal funds are a pass-through to the public agency receiving the funding

o If the funding relationship involves two public NTD reporters, whether there is a contractual relationship for specific
transit services.

Transit Service

There must be an agreement for specific transit services. The public entity to whom you provide funds operates the transit
service. You specify the terms of the transit service including route layout, days of operation, frequency of service and fares.
For example, a suburban town operates a feeder route to a transit agency’s rail station. A county requests the transit agency
to extend an existing transit line to a rapidly developing suburb. The county determines the service will operate only weekday
service from 6:00 am to 7:00 pm at 30-minute headways in the peak periods and 60-minute headways in the off-peak
periods. Fares follow the rate structure of the transit agency. The transit agency files a B-70 form.
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Federal Pass-Through Funds

If you are the designated recipient of Federal funds for transit and pass-through funds to other public entities, complete this
form.

Two Public NTD Reporters

There may be a relationship between two public NTD reporters for transit service. They will file Contractual Relationship
forms (B-30) if a true contractual relationship exists. For NTD, this is rare. It occurs when the NTD reporter providing the
service legally operates service under the name of the buyer of service. The buyer's name appears on the transit vehicles,
and the seller operates as if he were the buyer, e.g., dba status.

If there is not a contractual relationship between the NTD reporters, complete the B-70 form. There will be a corresponding
B-60 form for the other NTD reporter involved in the funding relationship.

Detailed Instructions

The form identifies the public entities from whom the NTD reporter receives funds by source and use, operating or capital.
Follow accrual accounting principles. The funds received are the funds earned for liabilities incurred for operating or capital
expenditures during the report year.

Reporter Providing Public Funds to
Report the name of the agency to whom you are providing funding.

If the public agency has an NTD ID, report the NTD ID and name.

Financial Information

Follow accrual accounting principles. Funds provided are for those expenses incurred during the report year by the provider
of service.

Report by the source of Federal, State and local government funds, or other funds for operating or capital uses. If you
provide funds from other sources, Internet Reporting will display a box for you to describe the sources and amounts.

If the source of funds is from a grant, report any matching funds that you provide as part of the total funds. For
W example, if funds are from a State grant for capital and they have a 10% local match requirement, then report
90% of the total as State funds and 10% as Local funds.
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Line by Line Instructions Reporter Providing Public Funds to form (B-70)

Completing the Reporter Providing Public Funds to form (B-70)

Complete one form for each public funding relationship. Use the Add Form button at the bottom of the Forms screen to
create additional forms for each funding relationship.

Form Level Help: Click on the Help tab at the top of the screen for form level help.

Form Note: A form note can be attached to any form. Use the Add Form Note link for relevant information to a specific field,
to the entire form or to multiple forms. Click on the Add Form Note link at the top of the screen and enter your note on the
Notes screen. You can review and / or edit a form note from the Notes tab. Do not use the Form Notes feature to answer
issues generated from this form. From the Issues tab use the Add Comments link next to the specific issue.

Saving or Closing the Form: Click on the Save button at the bottom of the screen to save the form. Click on the Close
button at the bottom of the screen to close the form without saving.

Deleting the Form: Click on the Delete button at the bottom of the form.

Reporter Providing Public Funds to

Line 01: NTD reporter. Enter the NTD ID and name of the public agency to whom you provide funds for specific transit
service.

Line 02: Agency. Enter the name of the public agency to whom you provide funds for specific transit service. The public
agency is not an NTD reporter.
Financial Information

Line 03: Federal government funds. These are pass-through funds from you the designated recipient to the agency.

e Column a: Operating Funds. Enter the operating funds provided from all Federal Government sources during the
period.

e Column b: Capital Funds. Enter the capital funds provided from all Federal Government sources during the period.

e Column c: Total. This is an auto-calculated field and cannot be edited. This field displays the total Federal government
funds provided for operating and capital expenditures equal to the sum of columns a and b.

Line 04: State government funds.
e Column a: Operating Funds. Enter the operating funds provided from all State Government sources during the period.

e  Column b: Capital Funds. Enter the capital funds provided from all State Government sources during the period.

e Column c: Total. This is an auto-calculated field and cannot be edited. This field displays the total State government
funds provided for operating and capital expenditures equal to the sum of columns a and b.

Line 05: Local government funds.
e Column a: Operating Funds. Enter the operating funds provided from all Local Government sources during the period.
e  Column b: Capital Funds. Enter the capital funds provided from all Local Government sources during the period.

e Column c: Total. This is an auto-calculated field and cannot be edited. This field displays the total Local government
funds provided for operating and capital expenditures equal to the sum of columns a and b.

Line 06: Other funds. Describe the sources and amounts in the Other Funds — Other Description field.
e Column a: Operating Funds. Enter the operating funds provided from all Other sources during the period.

e Column b: Capital Funds. Enter the capital funds provided from all Other sources during the period.

e Column c: Total. This is an auto-calculated field and cannot be edited. This field displays the total Other funds
provided for operating and capital expenditures equal to the sum of columns a and b.

Line 07: Total Public Funds.

e Column a: Operating Funds. This is an auto-calculated field and cannot be edited. This field displays the total public
funds provided from Federal, State and Local government and Other sources for operating expenditures equal to the
sum of lines 03 through 06, column a.
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e Column b: Capital Funds. This is an auto-calculated field and cannot be edited. This field displays the total public
funds provided from Federal, State and Local government and Other sources for capital expenditures equal to the sum
of lines 03 through 06, column b.

e Column c: Total. This is an auto-calculated field and cannot be edited. This field displays the total public funds
provided from Federal, State and Local government and Other sources for operating and capital expenditures equal to
the sum of lines 03 through 06, column c.
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Financial Module

The Financial Module contains five forms:

Sources of Funds — Funds Expended and Funds Earned form (F-10)
Uses of Capital form (F-20)

Operating Expenses form (F-30)

Operating Expenses Summary form (F-40)

Statement of Finances form (F-60)

o kr e

All data are reported using accrual accounting principles.

Sources of Funds — Funds Expended and Funds Earned form (F-10)

The objectives of the F-10 form are to:

e Identify the origin and amount of capital and operating funds that transit agencies receive from Federal, State and local
governments and from their own (directly generated) sources; and

¢ Determine the amounts of these funds that transit agencies use to pay for capital projects and operating expenses (OE).
The data are reported system wide, except for passenger fares, which are reported by mode and type of service (TOS).
This form is required for all transit agencies.

Uses of Capital form (F-20)

The F-20 form identifies the funds expended for capital projects by type of project, and by project need as either an
improvement for existing transit services or for expansion of transit services. The required data for uses of capital funds are
reported on one form by mode and TOS.

This form is required for all transit agencies.

Operating Expenses form (F-30)

The F-30 form identifies total OE by object class and function. The required data use standard expense object classes (line
items) detailed by function (activity performed), as specified in the Uniform System of Accounts (USOA).

Transit agencies complete, by mode, separate forms for directly operated (DO) and purchased transportation (PT) services.
This form is required for all transit agencies.

Operating Expenses Summary form (F-40)

The F-40 form is a system wide summary of the operating expenses reported, by mode and TOS, on the F-30 form.
Operating expenses are summarized by function and expense object class. The summarized data also includes reconciling
items to handle items where accounting practices vary due to local ordinances and conditions such as depreciation, interest
payments and leases.

This form is required for all transit agencies.

Statement of Finances form (F-60)

The purpose of the F-60 form to consolidate and simplify bond and loan reporting. Bonds and loans will now be reported
include consolidated reporting of financial assets, along with financial liabilities, according to categories already established
in the Uniform System of Accounts (USOA), since the reporting of liabilities without the concurrent reporting of asset does
not present a full picture of the financial capacity of the transit system. This form is not required for transit agencies operating
as a unit of city or local government, and which do not have their own financial assets and liabilities.
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Sources of Funds — Funds Expended and Funds Earned form (F-10)

Home W ofie W, , iy W ticses W issces W Repons W co
: £
[+ d e
Funds Earned Funds Funds Expended
During Pefiod Expended on on Capital
Operations

Sour of Directly Generated Funds b Transi

02 Total All Directly Oparated Modes

04 Total All Purchased Transportation Modes —

05 Park and Ride Parking Revenue

08 Other Transporation Revinues

Describe Other: -

duxiliary Transportation Funds

07 Concessions

08  Adverising revenues

08 Other

Describa Other:- "

10 Total Auxiliary Transportation Funds 5

11 Non-Transportation Funds

Describe Other: - -

12 Total Park and Ride, Other Transportation, Auxiliary and Non-Transportation Revenves I B RE o
Funds Earmed Funds Funds Expendad

Revinues Accroed Thiough o Purchased Transportation Agreement During Pericd Eﬁ““‘r on Capital

133 wilh an NTD reporing agency

130 with 3 non-NTD reporting agency

Contributed Serdces

15  State and local govemment

16 Conira account for expenses

17 Mt contribulisd Services

18 Subsidy from Other Sectors of Operations

25 Bidge, unnel and highway 1olls
26 High Oocupancy lolls
27  Other dedicated lunds

Describe Other:

28 Total Funds Dedicated to Transit at their Source
29 Other Directly Generated Funds
Descrite Other:

30 Total Directly Generated Funds

Degcribe Other: -
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2 Funds Allacated o Transit out of the General Revenues of the Government Entity

45 Funds Allocated io Transit out of the General Revenues of the Government Enfity

Funds Dedicated 1o Transit a1 their Source

Dedicated Taxes

45 Income laxes

47 Sales laxes

43 Proparty tases

43 Gagoling tazes

50 Ofher tangs

Describe Other:- -

51 Bridge, lunnel and highway todls

E2  Highoocupancy tolis

Funds Dedicated to Transit at Their Source E:'::nsql;::nn;: E;;el::i::l on ”n::gﬁpﬂllﬂ“
Operations
Dedicated Taxes
3 Income tanes
4 Sales tues
B

B Property taxes

6 Gasoline taves
p7 Oahif taxes
Describe Other: -
Be  Brigge, unnel and highway 1olls
-] High Occupancy iolls
0 Omher dedicaled lunds =z
Describe Other: R
1 Total Funds Dedicated 1o Transil al Their Sounce . e -

42 Other Funds- 43424 3432 43434

Describe Other- -

- Funds Earned Funds Funds Expended
During Pericd Expended on on Capital
43 Tolal Local Funds ) T ot SOV —
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53 Other dedicated funds

54 Totsl Funds Dedicated 10 Transdt a1 their Source

55 Other Funds

Describe Other: .

56 Total State Funds

Fed Government Sources of Funds

Funds Recened from FTA

58 FTA Capital Program Funds (§5300)

583 ARRA Fixed Guideway Modernization Funds (§5308)

58 b ARRA major Capdtal ivestmant (New Starts) Funds (§5309)

58 FTAUrbanized Area Foemula (UAFP) program (§5307)

B0 §5307 - capital assistance spent on operations (induding mainlenance expenses)

&0 a ARRA Urbanized Area Program Funds (§5307)

{0 b ARRA Urbanized Area Program Funds (§5307) - Capital
assistance speni on operations nnduﬂmq maintenance expenses)

£1 FTAMetropolitan Planning (§5303)

&2 FTAClean Fuels Program (§5308)

Describe Othar- A

63 FTA Special Meeds of Eldery Indhiduals and indhviduals with Disabilites Formula Program (§5310)

324324

Funds Earmed
During Period

Funds
Expended on
Operations

Funds Expended
on Capital

171

4 §5310 - capital a55istance Spent on operations (ncluding MaiNbnance SXpenses)
& FTA Gther Than Urbanized Area (§5311)
6§ §5311 - capital assistance spent on operations (including maintenance expenses)

€ a FTA ARRA Other than Urbanized Area Program funds (§5311)

6 b FTA ARRA ofher than Urbanized Area Program funds (§5311)-
[apital assistance Spend on operalions (including maintenance expenses)

7 FTA Job Access and Reverse Commule Formula Program (§5316)

8 FTANew Freadom Program (§5317)

9 EEIMT - capital assistance spent on operations (including maintenance sxpenses)
0 FTA Transit in the Park (§5320)

0 a ARRATIGCER (Greenhouse Gas and Energy Reduclion) Funds

1 Othier FTA Funds

pescribe Other: A

2 Other FTA funds - capdtal assistance spent on aperaions (including maintenance expenses)

pescribe Other: -

3 Total FTA Funds
4 Funds Received from other USDOT Grant Programs

pPescribe Other: -

[Funds Eamad
During Period

Funds
Expended on
Operations

Funds Expended
on Capital
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T4a ARRA TIGER Multimodsl Discretionany Funds

75 Omher Federal Funds

Describe Other:

76 Total Federal Funds

T8 Total Funds Earned Duning Period

79 Total Funds Expended on Operations During Period

80 Total Funds Expeaded on Capital During Period

B2 ARRA Total Funds Eamed During Pernod

B3 ARRA Total Funds Expended on Operations During Period

84 ARRA Total Funds Expended on Capital During Period
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Overview

The F-10 form collects data on your transit agency's sources of funds for transit operations and capital by funding category.
The funding categories cover sources generated by your transit agency and from Federal, State and local governments. For
each category of funds, the form collects the following data by original revenue source:

e The total amount earned.
¢ The amount expended (applied) for operating expenses (OE) for agencies reporting transit service.
e The amount expended (applied) for capital expenses.

Reporting Requirements and Thresholds

All transit agencies and agencies reporting capital investment for future service must complete the F-10 form. The form
covers all modes for directly operated (DO) and purchased transportation (PT) services.

What Has Changed from Prior Year

There are no changes for the 2012 report year

Approach

This form details, by source, the total funds for transit earned during the year (revenues) and the total funds actually
expended (applied) for capital expenses and OE during the year. It follows accrual accounting principles regarding the
recognition of funds earned and expended (applied) during the reporting period.

Capital expenses relate to the purchase of equipment. The equipment has a useful life of more than one year and an
acquisition cost threshold consistent with Federal and local government requirements.

Operating expenses relate to the day-to-day operation of your transit agency. OEs are classified by activity and the goods
and services purchased.

In addition to the accrual accounting principles, there are four additional areas, which have unique NTD Annual reporting
requirements:

1. Transit related projects

2. PT services

3. In-kind services

4. Pass-through funds.

W You should contact your finance and grants management personnel to obtain the information required to
complete this form.

Accrual Accounting

You should report funds earned and expended based on accrual accounting principles. In accrual accounting:

e Funds earned are reported for the period in which they are earned with no consideration of when your agency received
payment.

e Funds expended are reported for the period in which expenses (liabilities) are incurred with no consideration of when
your agency paid these expenses.

e For each funding source, you need to understand the logical relationship between funds earned and funds expended.
There are two types of relationships:

e Funds earned based on expenses incurred, and

e Funds earned based on non-cost factors.

The reporting for the all forms in the Financial Module is based on accrual accounting. You need to understand the
relationships of the F-10 form to the other financial forms.

Funds Earned Based on Expenses Incurred
Most Federal, State and local grants are earned on a reimbursement basis. Generally, transit agencies will earn grant funds

only when expenditure occurs. Therefore, on an accrual basis, funds earned must equal funds expended for the reporting
period.
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There also can be a difference between: 1) the amount of funding that is provided in an approved grant application for your
agency (e.g., $6M) and 2) the amount of funding your agency expended (and earned) during a reporting period (e.g., $3M
for new buses delivered). You should report only the grant funds earned from an incurred expenditure during the period
($3M) and not the total amount of funding in your agency’s approved grant application (e.g., $6M).

When you report funds earned based on expenses incurred, the amount you report for funds earned (e.g., $10M) should
equal the amounts that you report for funds expended on operations (e.g., $1M) and funds expended on capital (e.g., $9IM).
This rule applies to the vast majority of the reporting you will do for funds earned based on expenses incurred.

Funds Earned Based on Non-Cost Factors

Some funds are earned based on non-cost factors. Examples of these funds include passenger revenues, dedicated taxes,
and bridge, tunnel and highway tolls.

Often, there will be a difference in the reporting year between the funds earned and the funds expended. For example,
dedicated sales tax revenues earned in one year (e.g., $15M) may be greater than sales tax revenues expended (e.g., $10M
for OE and $1M on capital). The net balance of unexpended ($4M) sales tax revenues may be carried over to fund the
capital or OE for the following year.

When you report funds earned based on expenses incurred, the amount you report for funds earned (e.g., $15M) often will
not equal the amounts that you report for funds expended on OE (e.g., $10M) and funds expended on capital (e.g., $1M).
This rule applies to the vast majority of the reporting you will do for funds earned based on non-cost factors.

Relationship of Funds Expended (Applied) to Key NTD Financial Forms

This form has key relationships with the following two key NTD financial forms that also are based on accrual accounting

principles:

1. Uses of Capital form (F-20) — the total sources of funds expended on capital must equal the total uses of capital
reported in the F-20 form.

2. Operating Expenses Summary form (F-40) —the total sources of funds expended on operations must equal the total
operating expenses reported in the F-40 form.

Transit Related Projects

Since this form covers transit uses, you should report only those funds that were earned by transit agency and were or will
be expended on transit related projects. For example, you should not report revenues from dedicated sales taxes that are
used to fund highway improvements for mobility projects not related to transit.

Public Funding Reporting Relationships

Often another public entity will help support transit operations by providing funding to the public NTD reporter. These
relationships may be a memorandum of understanding (MOU), part of the budgeting process of a State or Local
governmental entity, or there may be an actual contract.

If you receive funds from another public entity, use the Funds Received from Other Public Entities (B-60) form to:
e Identify the funding entity
e Detail the sources of the funding by Federal, State, Local or Other funds.

e For Federal sources on the B-60 form, report only those funds passed through from another public entity, i.e., from the
actual grant recipient.

On the F-10, report the funding identified on the B-60 under the source of the Federal, State, Local or Other funds provided
to you as the NTD reporter.

If you provide funds to another public entity, use the Funds Provided to Other Public Entities (B-70) form to:
e |dentify the entity receiving the funding
e Detail the sources of the funding by Federal, State, Local or Other funds.

e For Federal sources on the B-70 form, report only those funds passed through to another public entity, i.e., from you as
the designated grant recipient.

Do not report the funds identified on the B-70 form on the F-10 form. If you need to balance your financial statements with
your NTD report, report the total of the funding on the Operating Expenses Summary (F-40) form under Other reconciling
items.
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Purchased Transportation (PT)

In most cases, the reporting requirements for PT are simple because: 1) the buyer is the public agencythat includes the PT
in its NTD Annual report and: 2) the seller is a private or private non-profit agency that is not filing a separate NTD Annual
report. In this common situation:

e You report the funds that your transit agency earns and expends on operations and capital. For capital expenditures,
this applies regardless of whether your agency retains ownership of the capital.

e You do not report funds that the seller may have expended on operations or capital from the seller’'s own resources.

e There are a limited number of cases in which both the buyer and the seller file separate NTD Annual reports. The
following principles apply to these limited cases:

e  The buyer reports all funds expended on operations (column d). These are from the buyer’s sources of funds only; the
seller's sources are not included.

There is no double counting of funds when a seller files a separate NTD Annual report.

Public Agency Sellers — for public agency sellers, the funds received from the buyer are tracked and accounted for in
the sources of funds expended on PT in the revenues accrued through a PT agreement (directly generated funds, line
13a). If additional expenditures are made by the public agency selling the PT service, they are reported in the
appropriate functions and object classes in the seller's NTD Annual report.

Private and Private Non-Profit Sellers — for private and private non-profit sellers, the funds received from the buyer
are tracked and accounted for in the sources of funds expended on PT in the revenues accrued through a PT
agreement (directly generated funds, line 13a). If additional expenditures are made by the private or private non-profit
agency selling the PT service, they are reported in the appropriate functions and object classes in the seller's NTD
Annual report. Any costs incurred by the buyer of service are reported in both the buyer’s and seller’s report on the
Contractual Relationship form (B-30).

e Whether the buyer or the seller reports funds for capital expenditures depends on whether the seller is a private or
private non-profit or public provider.

Public Agency Sellers — for public agency sellers, the seller reports the funds for capital expenditures if the seller is a
public transit agency.

Private and Private Non-Profit Sellers — for private and private non-profit sellers, the buyer reports all funds for
capital expenditures regardless of whether the buyer retains ownership of the capital. These are from the buyer’s
sources of funds only; the seller's own sources of funds for purchase of equipment or capital projects are not reported to
NTD.

For private or private non-profit or public agency providers, in the seller's separate NTD Annual report, the funds earned
during the period (column c) equal the funds expended on operations (column d) under the PT agreement.

Example 8 — Reporting Funding Sources

Example: Coaster Transit Agency (Coaster) has a fleet replacement schedule as part of its capital improvement program. The
fleet replacement includes vehicles for Coaster's PT contractor, DJ Transit Company.

Coaster agrees to buy 10 demand response (DR) vehicles for DJ Transit Company for FY 2009 at a cost of $600,000, or $60,000
each. The vehicles are leased to DJ Transit (seller) as part of the PT agreement for DR service.

Coaster received and accepted only 5 of the vehicles before fiscal year end (FYE). Coaster uses FTA Urbanized Area Formula
Program (UAF) funds and State dedicated gasoline tax funds: 80% Federal funds matched with 20% non-Federal funds.

What should be reported on the Sources of Funds — Funds Expended and Funds Earned form (F-10)?

Solution: Report the funding sources Coaster used to purchase the vehicles on the F-10 form under funds expended on capital:
State Sources

State government funds — transit dedicated gasoline tax (5 * $60,000 * 20 %) $ 60,000 line 49, column e
Federal Government Sources
UAF funds (5 * $60,000 * 80 %)  $240,000 line 59, column e

Report the purchase of the vehicles on the F-20 form under Revenue Vehicles for DR/PT.

In-Kind Services

In-kind services are a type of contributed service where your transit agency derives a benefit from another entity but is under
no obligation to pay for that benefit.

For example, a city government may donate staff to help a transit agency plan and promote a new downtown transit shuttle
service. Your transit agency is under no obligation to pay for the staff resources.
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Typically, in-kind services are used for the local share (some or all) in Federal grants. For these in-kind matches, you should
report their monetary value in the appropriate category of State and local sources in this form. You should report in-kind
services as contributed services only if there is no obligation to pay for the services.

Pass-Through Funds

Pass-through funds are funds that the designated recipient receives from FTA and gives to another transit agency. The
funds do not support directly operated (DO) or purchased transportation (PT) services provided by the designated recipient.

If your transit agency serves as a designated recipient, you should report only the funds that relate to your transit services,
DO or PT. You should not report funds that belong to other transit agencies that your transit agency gave them as pass-
through funds.

Detailed Instructions

The instructions are divided into the four categories of funds.

The funding categories are:
1. Sources of directly generated funds
e All transit agencies
e Independent political entities
2. Local government sources

3. State government sources
4. Federal government sources.

Directly Generated Funds by the Transit Agency: All Transit Agencies

Directly generated funds are funds obtained from non-governmental sources. These funds are derived from revenues
generated by or donated directly to your transit agency, and by transit agencies that are independent political entities that
have the ability to impose taxes.

You should report sources of funds earned, sources of funds expended on (applied to) operations and sources of funds
expended on (applied to) capital during the period, using the revenue categories described below.

Passenger Fares

Passenger fares are the revenues earned from carrying passengers. They are usually the amounts paid by the rider to use
transit services but may also include special transit fares. Special transit fares are fares from contracts to your transit agency
in which an agency or organization pays a set amount in return for unlimited transit service for the persons covered by the
contract.

Passenger fares may include special programs such as reduced passes or ticket prices for students, the elderly or
individuals with disabilities. However, passenger fares should reflect the amount of the fare that the passengers pay on their
own behalf.

Passenger fares may be collected in several ways, including:

e Before service is provided (e.g., through the sale of media such as passes, tickets and tokens sold to passengers)

e Directly at the point of service (e.g., farebox, turnstile)

e  After the service is provided, (e.g., through weekly or monthly billing).

Passenger fares do not include subsidies or passenger fare assistance from other entities, such as governments to provide a
reduced fare or free fare. Subsidies are provided to support the general provision of transit service. Passenger fare
assistance is targeted to help specific classes of users (e.g., senior citizens, students) and helps to offset the reduced or free

fares offered these users. Subsidies and fare assistance are reported in the appropriate State and local government source
of funds.

For ferryboat (FB) and vanpool (VP) modes, the following rules apply:
Ferryboat

For FB services, passenger fares are determined from three categories:
1. Walk-on pedestrians and bicyclists
2. Non-public transit vehicles (e.g., private automobiles and commercial trucks)
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3. Public transportation vehicles (e.g., buses and VP using a FB for part of their trip).

For walk-on pedestrians and bicyclists, you should report passenger fares for each person using the fee charged for
personal travel not including any additional ferriage fees for transporting the bicycle. For non-public transit vehicles and
public transit vehicles, you should report passenger fares for each occupant of the vehicle including the driver, and not
include any vehicle ferriage fees.

For example, if the ferriage fee is $20 for the vehicle and its driver, you should report the passenger fare for the driver
passenger fare / fee charged for pedestrians (e.g., $2). You should deduct the passenger fare ($2) from the ferriage
revenues ($20) collect and report the difference ($18) under Other transportation revenues (line 06).

Vanpool

For publicly sponsored VP services, passenger fares have unique provisions. For these services passenger fares include all
the fees paid by the riders, which often include fuel costs, tolls and other out-of-pocket costs.

Allocation of Fare Revenues

You may have to allocate fares to modes and types of service. This is frequently the case when:

e There is afixed fare for the initial segment of a multi-mode trip and the transfer charge is minimal
e Alarge portion of passengers use prepaid fare media that is accepted on all modes

e  Many or most passengers use multiple modes

e The route structure encourages (or forces) transfers.

In these cases, you should allocate fare revenues to each mode and type of service based on a reasonable allocation
methodology, which can be locally determined. You may use one of the following methodologies to allocate fare revenues by
mode or you may develop another methodology:

e Allocation by unlinked passenger trips (UPT): Fare revenues are allocated to modes based on the proportion of annual
unlinked trips by mode to the total annual unlinked trips across modes.

For example, if 75 percent of unlinked trips are on MB/DO and 25 percent are on MB/PT), then fare revenues would be
allocated to MB/DO and MB/PT using the same 75/25 percent split.

e Allocation by passenger miles traveled (PMT): Fare revenues are allocated to modes based on the proportion of annual
PMT by mode to the total PMT across modes.

For example, if 60 percent of PMT are on MB/DO and 40 percent are on MB/PT, then fare revenues would be allocated
to MB/DO and MB/PT using the same 60/40 split.

e Allocation by operating expenses (OE): Fare revenues are allocated to modes based on the proportion of annual OE by
mode to the total OE.

For example, if 65 percent of OE is for MB/DO and 35 percent are for LR/DO, then fare revenues would be allocated to
MB and LR using the same 65/35 split.
Passenger Fares for Directly Operated (DO) Service
You should report passenger fares, by mode, for DO service. Internet Reporting generates the appropriate DO modes.
Internet Reporting automatically calculates the total passenger fares for DO service earned during the period for all modes.
You should report the total passenger fares for DO transit service that were expended on operations and expended on

capital during the year. Many transit agencies apply the total DO fare revenues to funds expended on operations. Other
transit agencies split the total fare revenues between operations and capital.

Passenger Fares for Purchased Transportation (PT) Service

Only the buyer of PT service reports purchased transportation (PT) fare revenues. Sellers of PT filing their own report will
report passenger fares as DO.

PT fare revenues are the fares derived from the transit services provided under the PT agreement. The PT fares often
involve the buyer and the seller since they may be:

e Sold by the buyer or seller
e Collected by the buyer or seller
e Retained by the seller or returned to the buyer.

Internet Reporting automatically calculates the total PT fare revenues earned during the period by mode from data entered in
the Contractual Relationship form (B-30) and enters these totals on the F-10. It also calculates the total for all modes.
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You should report the total amount of PT fares expended on operations and expended on capital. Many transit agencies
apply the total PT fare revenues to funds expended on operations. Other transit agencies split the total fare revenues
between operations and capital.

Park-and-Ride Parking Revenue

Park-and-ride parking revenue is the parking fees paid by passengers who drive to park-and-ride facilities to use transit
service. It includes parking revenues for both DO and PT services.

m« You should report park-and-ride parking revenue only in column c.

Other Transportation Revenues

This category is for miscellaneous sources of non-public transportation revenue and is infrequently used by transit agencies.
Other transportation revenues include school bus service revenues, charter service revenues and freight tariffs.

You should report other transportation revenues only in column c.
Auxiliary Transportation Revenues

Auxiliary transportation revenues are earned from activities closely related to the provision of transit service. The revenues
are generated from the by-products of the transit service such as advertisements on-board vehicles, concessions stands in
station areas; fees paid for transit ID cards, or fines paid for fare evasion.

,m,_d You should report auxiliary transportation revenues using the following categories:
e Concessions (station concessions and vehicle concessions)

. Advertising revenues

e  Other auxiliary transportation revenues, including ID card fees (seniors, persons with disabilities,
employees), fare evasion and park-and-ride lot fines, and automotive vehicle ferriage.

wm—- You should report auxiliary transportation revenues only in column c for the three categories. Internet Reporting
automatically totals the categories.

Non-Transportation Funds

You should report other funds earned through activities not associated with the provision of transit service as non-
transportation funds.

Non-transportation funds include:
e Investment earnings
e  Other non-transportation sources, including:
e Revenues earned from sales of maintenance services on property not owned or used by your transit agency
e Rentals of revenue vehicles to other operators
¢ Rentals of transit agency buildings and property to other organizations
e Parking fees generated from parking lots not normally used as park-and-ride locations
e Donations
e Grants from private foundations
e Development fees
¢ Rental car fees.

‘g"" You should report non-transportation funds only in column c.
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Total Park-and-Ride, Other Transportation, Auxiliary and Non-Transportation Revenues

Internet Reporting automatically totals the park-and-ride parking, other transportation, auxiliary transportation and non-
transportation revenues.

W Of this total, you should report the total amount expended on operations and expended on capital.
Revenues Accrued through a Purchased Transportation Agreement

Revenues accrued through a purchased transportation (PT) agreement only apply to sellers of PT services filing an NTD
report. The seller reports the contract revenues earned (payments and accruals) as a result of the PT agreement. Revenues
accrued through a PT agreement are differentiated by whether the seller is an NTD reporting agency and both the buyer and
seller are filing NTD reports (seller uses line 13a) or whether buyer is a non-NTD reporting agency (seller uses line 13b).

If your transit agency is the seller and is a private or private non-profit provider, you should report funds only for funds earned
during the period (column c) and for funds expended on operations (column d) since the buyer of service reports any capital
purchases and funding. If your transit agency is a public agency, you should also report funds for funds expended on capital
(column e).

Contributed Services

In-kind services are a type of contributed services from another entity where there is no obligation to pay for the services.

You should report in-kind services as contributed services only if there is no obligation to pay for the services. If in-kind
services are used for the local share in Federal grants, then you should report their monetary value in the appropriate
category of State and local sources; you should rot report these match funds as contributed services.

Subsidy from Other Sectors of Operations

Occasionally, transit agencies receive subsidies from other sectors of operations to help cover the cost of transit. Typically,
the transit operation is only one part of a larger transportation entity, for example a transportation authority that is responsible
for airports, ports, or bridges as well as for public transit.

Funds Dedicated to Transit at their Source

Transit agencies may be independent political entities, such as a transit or transportation authority, or transit agencies may
be a part of local or State government. Reporting funds dedicated to transit at their source is based on whose taxation
authority has generated the revenues, as described below.

Independent Political Entities

Transit agencies that are organized as independent political subdivisions with their own taxation authority also may earn
funds from taxes, tolls and fees that they put into place specifically to generate revenue to support transit programs and
projects. These are funds dedicated to transit at their source; they can only be used for transit.

You should report the revenues to your transit agency raised through the taxing authority of the grantor governmental unit in
the local and State sections of this form. This situation applies to transit agencies that are a part of the local or State
government.

This section will only appear if you have indicated that your transit agency is an Independent Agency with an elected or an
appointed Board of Directors on the Identification form (B-10).

There are four categories of funds dedicated to transit at their source:

1. Dedicated taxes

2. Bridge, tunnel and highway tolls

3. High occupancy / toll (HO/T) lane tolls

4. Other dedicated funds.

Dedicated Taxes

If your transit agency is an independent political entity and has the legal authority to impose a dedicated tax, this tax is called
a directly levied tax, and your report it under directly generated sources of funds. If the tax is levied by the legal authority of
the local or State government for transit use, you report it under local or State government sources of funds.

For administrative convenience, directly levied taxes may be collected through another governmental entity. For example, a
transit agency may use its legal authority to add one percent to the county sales tax for transit uses. The county collects all
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of the sales tax and distributes the one percent back to the transit agency. The one percent tax is a directly levied sales tax
by the transit agency reported as directly generated under funds dedicated to transit at their source.
You should report taxes using the following categories:
e Income taxes
e Sales taxes
e Property taxes (include mortgage and property transfer taxes and fees)
e Gasoline taxes
e  Other taxes
e Payroll taxes
o  Utility taxes
e Communication taxes (e.g., telephone taxes and fees)
e Motor vehicle and tire excise taxes
e Other.

Bridge, Tunnel and Highway Tolls

Another source of funds raised for transit at their source is from tolls collected on bridges, tunnels or highways. Typically,
transit agencies that have the power to impose these taxes are multipurpose transportation agencies that operate and own
these facilities. This reporting category does not include tolls collected on HO/T lanes.

High Occupancy / Toll Lanes

SAFETEA-LU enhances and clarifies provisions governing the use and operation of HOV, in particular the use of HOV
facilities by HO/T vehicles. These are vehicles that are not otherwise exempt to use the HOV facility (e.g., energy efficient
vehicles) if the vehicle pays a toll. HO/T toll lanes allow single occupancy vehicles (SOVs) to gain access to high occupancy
vehicle (HOV) facilities by paying a toll. If a transit agency has stricter requirements for HOV facilities than the prohibition of
SOVs, then those requirements apply to the HO/T lane.

A State agency with jurisdiction over the operation of a HOV facility must establish occupancy requirements for HOV lanes
and for any exemptions. The State agency that chooses to allow exceptions to HOV requirements must certify to the US
Secretary of Transportation that they have established a program to monitor, assess, and report on the operation of the
facility and the impact of HO/T vehicles and other low emission and energy efficient vehicles. An adequate enforcement
program is also required, and provision made for limiting or discontinuing the exemptions if the facility becomes seriously

degraded.

Each segment used as a HO/T lane must be identified on the Fixed Guideway Segments form (S-20). See the S-20 form for
SAFETEA-LU added provisions to the requirements for new HOV lanes and HO/T lanes (23 U.S.C. Section 166).

Other Dedicated Funds

If there are other sources of dedicated funds not covered by taxes or bridge, tunnel and highway tolls, report the funds as
other dedicated funds. These funds include:

e Vehicle licensing and registration fees

e Communications access fees, surcharges and taxes
e Lottery and casino proceeds

e  Sale of property and assets

e  Other.

Other Directly Generated Funds

If there are other sources of funds not included in the directly generated sources common to all transit agencies and for
independent political entities (lines 20 through 28), you should report as other directly generated funds.

Local and State Government Sources

You should report the sources from State government funds and from local government funds. These funds assist with
paying the operating and capital costs of providing transit services and include:

e  QOperating assistance
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e General operating assistance to support service for all classes of passengers

e Fare assistance to meet the difference between full adult fares and special reduced fares for persons with
disabilities, senior citizens, students and other special reduced fare riders

e Re-imbursements of payments for taxes, interest, snow removal, maintenance and security costs
e  Special demonstration project assistance.
e Capital assistance

Sources of local and State government funds use the same categories for reporting:

e Funds allocated to transit out of general revenues of the government entity. These funds are often part of the
government’s annual budgeting process from general revenues rather than dedicated funds for transit.

e Funds dedicated to transit at their source. These are funds from State taxes, tolls and fees; bridge, tunnel and highway
tolls, bonds and loans, and other sources that are put into place specifically to generate revenue to support transit
programs and projects.

e  Other funds.

Funds Allocated to Transit Out of General Revenues of the Government Entity

The funds in this category come from general government revenues and are derived from revenues that are designated only
for transit use. As general revenues, funding for transit annually competes for funding with other government programs such
as police, fire and education. Although they compete for funding, many transit agencies receive most of their State and local
government funds in this category.

Funds Dedicated to Transit at their Source

Funds dedicated to transit at their source are the same category described under Directly Generated Funds (see discussion
above). The same four categories of dedicated funds are used:

1. Dedicated taxes

2. Bridge, tunnel and highway tolls

3. High occupancy / toll (HO/T) lane tolls
4. Other dedicated funds.

The key principal in reporting dedicated transit funds is to determine the entity that has the legal authority to impose taxes or
other dedicated fund sources. You should report the funds as:

e Directly generated sources of funds if your transit agency has the legal authority
e Local government sources of funds if the local government has the legal authority
e  State government sources of funds if the State government has the legal authority.

Other Funds

You should report under other funds for any State government or any local government funding sources that are not
dedicated to transit at their source or are not included in the budgeting process of general revenue funds.

These funds include:

¢ Vehicle licensing and registration fees

e Communications access fees, surcharges, taxes
e Lottery and casino proceeds

e Sale of property and assets

e Refund of sales tax on fuel

e Other.

You should report reimbursements and refunds such as sales tax on fuel in the original source of revenues used to pay for
the expense. If unknown, then you should report under other funds.
Federal Government Sources

This section covers payments or accruals from the Federal government. These include American Recovery and
Reinvestment Act of 2009 (ARRA) program funds. You should report the funding sources using the following categories:

e  Funds received from Federal Transit Administration (FTA) grant programs
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e  Funds received from other U.S. Department of Transportation (USDOT) grant programs

e  Other Federal funds.

These categories have line item entries for funds through the American Recovery and Reinvestment Act of 2009. The
American Recovery and Reinvestment Act, 2009 (ARRA) [Pub. L. 111-5] was signed into law by President Barack Obama
on February 17, 2009. ARRA includes appropriations and tax law changes totaling approximately $787 billion to support
government wide efforts to stimulate the economy. Goals of the statute include the preservation or creation of jobs and the
promotion of an economic recovery, as well as the investment in transportation, environmental protection and other
infrastructure providing long-term economic benefits.

Over $48 billion will be invested in transportation infrastructure, including $8.4 billion for transit capital improvements made
available through FTA programs. In addition, transit may benefit from flexible funding transferred from highway program
allocations as well as discretionary allocations under a $1.5 billion multimodal program administered by the Secretary of
Transportation. FTA has published formula apportionments, discretionary allocations, or notices of funding availability for
the entire $8.4 billion appropriated for transit programs.

In 2010, report an additional ARRA program for TIGER (Transportation Investment Generating Economic Recovery)
Multimodal Discretionary funds. Under this multimodal program, investment in transit infrastructure is an eligible activity. On
the form, it is in the Other USDOT grant programs section.

You should consider the following when reporting Federal funding:

e You should refer to your transit agency’s grant applications and grants management personnel to determine the correct
source of funds for reporting.

e You should report Federal funds based on the program (Federal agency) administering the funding. This is particularly
important for programs that transfer funding to FTA (see FTA Urbanized Area Formula Program (UAF) and flexible
funding below).

e For FTA formula programs, transit agencies may use capital funds for eligible operating expenses, such as preventive
maintenance costs. For the NTD, you should report the operating expenses accrued as operating expenses on the
Operating Expenses form (F-30) regardless of grant eligibility for capital assistance, and report the funds expended
(applied) under funds expended on operations on the F-10. The formula programs are:

e FTA Urbanized Area Formula Program (UAF) (§85307)

e FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula Program (85310)
e FTA Other Than Urbanized Area Formula Program (85311)

e FTA New Freedom Program (85317).

Funds Received from FTA

There are ten categories of funds received from FTA:

FTA Capital Program (85309) funds

FTA Urbanized Area Formula Program (85307) (UAF) funds

FTA Metropolitan Planning (85303) funds

FTA Clean Fuels Program (85308) funds

FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula Program (§85310) funds
FTA Other Than Urbanized Area Formula Program (85311) funds

FTA Job Access and Commute Formula Program (85316) funds

FTA New Freedom Program (85317) funds

. ETA Alternative Transportation in Parks and Public Lands (85320) funds
10. Other FTA funds.

© N ~ONPE

There are also line items for those FTA programs with AARA funding.

FTA Capital Program

The FTA Capital Program (§5309) is a discretionary program that provides capital assistance for three primary types of
projects:

1. New and replacement buses and facilities

2. Modernization of existing fixed guideway (FG) systems

3. New FG systems.
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Capital expenses are for property having a useful life of more than one year and an acquisition cost that meets Federal
requirements of at least $5,000 or meets requirements set by the government unit for its financial statements if this value is
less than $5,000.

FTA Urbanized Area Formula Program

The FTA Urbanized Area Formula Program (UAF) (85307) is a formula program for:

e Capital projects

e Planning

e  Operating assistance in UZAs with population less than 200,000, and

e Capitalized operating assistance (e.g., preventive maintenance using FTA UAF (capital) funds.

FTA UAF funds include flexible funding programs. Several programs of the Federal Highway Administration (FHWA) of the
USDOT allow transfer of funds to the FTA UAF, under the flexible funding provision, for transit projects:

e Surface Transportation Program (STP)

e Congestion Mitigation and Air Quality Improvement Program (CMAQ)

e National Highway System (NHS)

e  Construction of Ferry Boats & Ferry Terminal Facilities

e Federal Lands Highways Program (FLHP)

e Transportation, Community, and System Preservation Program (TCSP)

e Coordinated Border Infrastructure Program (CBIP)

e Nonmotorized Transportation Pilot Program.

When the flexible fund programs from the FHWA are administered by FTA under the UAF program, you should report the
funds under the FTA Urbanized Area Formula Program. For example, a transit agency may receive FHWA Congestion
Mitigation Air Quality (CMAQ) funding through the FTA UAF program. You should report the FHWA CMAQ funding should
be reported as FTA UAF program funds, not under other USDOT grant programs. For more detailed information, see
www.fta.dot.gov/funding/grants/grants_financing_2484.html, in particular Attachment 2--FHWA and FTA Funds That May be
Used for Either Highway or Transit Purposes.

In most cases, the funding reporting is straightforward. However, you should first refer to your grant agreements to determine
the appropriate category to use.

FTA Metropolitan Planning

The FTA Metropolitan Planning Program (85303) supports the cooperative, continuous and comprehensive planning
program for making transportation investment decisions in urbanized areas (UZA). These funds are allocated to the
Metropolitan Planning Organizations (MPO) and are designated by local elected officials as being responsible for carrying
out the urban transportation and other planning process, including short and long-range transportation plans that prioritized
projects for implementation.

FTA Clean Fuels Program

The FTA Clean Fuels Program (85308) is a formula program that supports the use of alternative fuels. Projects are eligible in
air quality maintenance or nonattainment areas for ozone or carbon monoxide, for both for UZA and nonurbanized areas
(non-UZA).

The program assists transit systems in purchasing low emission buses and related equipment, constructing alternative fuel
fueling facilities, modifying existing garage facilities to accommodate clean fuel vehicles and assisting in the utilization of
biodiesel fuel.

Funds may be used for the purchase or lease of clean fuel buses, the construction of clean fuel electrical recharging
facilities, improvement to existing facilities to accommodate clean fuel buses, and the re-powering and retrofit or rebuild of
pre-1993 engines if before a mid-life rebuild.

FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula

The FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula Program (85310) is a formula
program that provides capital assistance to State and local governments and private non-profit groups in meeting the
transportation needs of elderly individuals and individuals with disabilities. The State (or State-designated agency)
administers the 85310 program.
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States may allocate funds to private non-profit organizations and to public agencies if they are designated to provide
coordinated service. SAFETEA-LU increases coordination requirements by requiring that projects be on a locally-developed
human service transportation coordination plan. That planning process includes representatives of public, private, and non-
profit transportation and human services providers and the public.

A seven State pilot program for FY 2006-2009 has been established to determine whether expanding eligibility to operating
assistance would improve services to elderly individuals and individuals with disabilities. In the pilot, up to 33% of a
participating State’s apportioned §5310 funds may be used for operating expenses.

85310 funds may be transferred to and administered through the 85311 program.

FTA Other Than Urbanized Area Formula Program

The FTA Other Than Urbanized Area Formula Program (85311) is a formula program for rural transportation for:
e Capital projects

e Planning

e Operating assistance in non-UZAs with population less than 50,000.

Federal operating and capital assistance under 85311 includes any §5310, §5307, §5316 or 85317 funds transferred to the
program or flexible highway funds transferred to the program and administered through the 85311 program.

FTA Job Access and Reverse Commute Formula Program

The Job Access and Reverse Commute (JARC) Formula Program (§85316) is a formula program to States and designated
recipients to support the development and maintenance of job access projects designed to transport welfare recipients and
eligible low-income individuals to and from jobs and activities related to their employment, and for reverse commute projects
designed to transport residents of UZAs and non-UZAs to suburban employment opportunities.

85316 funds may be transferred to and administered through the 85311 program.

FTA New Freedom Program

The FTA New Freedom Program (85317) is a formula program for new public transportation services and public
transportation alternatives beyond those required by the Americans with Disabilities Act (ADA) that assist individuals with
disabilities with transportation, including transportation to and from jobs and employment support services. Projects must be
included in locally-developed human service transportation coordinated plan beginning in FY 2007. Funds may be used for:

e Capital projects
e  Operating assistance
e Planning

85317 funds may be transferred to and administered through the 85311 program.

FTA Alternative Transportation in Parks and Public Lands Program

The FTA Alternative Transportation in Parks and Public Lands Program (85320) is a program for preserving our parklands
and enhancing visitor enjoyment. The program is administered jointly by FTA, US Department of Interior (DOI) and the US
Department of Agriculture Forest Service (USFS). Projects include capital and planning.

Other FTA Funds

Any FTA funds not described above are reported as Other FTA funds. These funds include:
e FTA Research, Development, Demonstration and Training Projects (§5312)

e Interstate Transfer Program.
Other FTA funds reported should be described using the Other FTA Funds — Describe field.

Funds Received from Other USDOT Grant Programs

Report funding through Other U.S. Department of Transportation (USDOT) Programs, where funds were not transferred to
FTA, as funds received from other USDOT grant programs. This includes funds from the Federal Railroad Administration
(FRA) (including AMTRAK) that occurs for commuter rail operations.
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Other Federal Funds

Report funding from the Federal government other than through USDOT programs as Other Federal Funds. These include
Federal Emergency Management Agency (FEMA), Housing and Urban Development Programs (HUD) and Department of
Justice (DOJ) programs (e.g., JOBS).

You should describe other Federal funds using the Other Federal Funds — Describe field.

Summary

NTD Internet Reporting automatically calculates the totals from all sources — directly generated, Federal, State and local
sources. The totals include:

e Total funds earned during the period

e Funds expended on (applied to) operations during the period
e Funds expended on (applied to) capital during the period
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Line by Line Instructions Funds Expended and Funds Earned form (F-10)

Completing the Funds Expended and Funds Earned form (F-10)

You should complete one form. The form covers all modes for directly operated (DO) and purchased transportation (PT)
services.

Form Level Help: You should click on the Help tab at the top of the screen for form level help.

Form Notes: A form note can be attached to any form. You should use the Add Form Note link for relevant information to a
specific field, to the entire form or to multiple forms. You should click on the Add Form Note link at the top of the screen and
enter your note on the Notes screen. You can review and / or edit a form note from the Notes tab. You should not use the
Form Notes feature to answer issues generated from this form. From the Issues tab you should use the Add Comments
link next to the specific issue.

Saving or Closing the Form: You should click on the Save button prior to exiting the form and continuing with the report.
You should click on the Close button at the bottom of the screen to close the form without saving.

Sources of Directly Generated Funds by the Transit Agency — All Transit Agencies

Line 01, column c: Passenger Fares for Directly Operated Service — Funds Earned during Period. By mode, enter the funds
earned during the period from carrying passengers for services that were DO by your transit agency (passenger fares).
Line 02: Total All DO Modes

e Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
total of funds earned during the period from passenger fares for all DO modes.

e Column d: Funds Expended on Operations. Enter the passenger fare revenues that were expended on operations
during the period for all DO modes. For most transit agencies, passenger fare revenues are earned and expended
during the current report year, typically on operations. In addition, expenditures may include fare revenues from prior
years or may be less than fare revenues earned in column c if they are not needed to cover expenditures.

e Column e: Funds Expended on Capital. Enter the passenger fares revenues that were expended on capital during the
period for all DO modes. Most transit agencies do not use passenger fare revenues for capital.

Line 03, column c: Passenger Fares for Purchased Transportation Service — Funds Earned during Period

e This field is auto-calculated with data from the Contractual Relationship form (B-30) and cannot be edited. By mode,
this field displays the passenger fares earned during the period from PT services.

Line 04: Total All PT Modes

Many transit agencies apply the total PT fare revenues to funds expended on operations. Other transit agencies split the

total fare revenues between operations and capital.

e Column c: Funds Earned During the Period. This is an auto-calculated field and cannot be edited. This field displays
the total of funds earned during the period from passenger fares for all PT modes.

e Column d: Funds Expended on Operations. Enter the PT fares expended on operations during the period.
e Column e: Funds Expended on Capital. Enter the purchased transportation_fares expended on capital during the period.

Line 05, column c: Park-and-Ride Parking Revenue — Funds Earned during Period.

e Enter the parking fees paid by passengers during the period who drive to park-and-ride facilities to use transit service
(park-and-ride parking revenues). Park-and-ride parking revenues include parking revenues for both DO and PT
services. It does not include rental income from surplus land leased to an outside party that may use the land for
parking.

Line 06, column c: Other Transportation Revenues — Funds Earned during Period.
e Enter the revenues earned during the period from charter services, school bus services, and freight tariffs.

Auxiliary Transportation Funds

Line 07, column c: Concessions — Funds Earned during Period.

e Enter the revenues earned during the period from station concessions and vehicle concessions. These are one type of
auxiliary transportation funds.

Line 08, column c: Advertising Revenue — Funds Earned during Period.
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e Enter the revenues earned during the period from advertising revenues. These are one type of auxiliary transportation
funds.

Line 09, column c: Other — Funds Earned during Period.

e Enter the revenues earned during the period from auxiliary transportation funds other than station concessions, vehicle
concessions and advertising revenues (other auxiliary transportation revenues).

Line 10, column c: Total Auxiliary Transportation Funds — Funds Earned during Period.

e Thisis an auto-calculated field and cannot be edited. This field displays the total auxiliary transportation funds earned
during the period equal to the sum of lines 07 through 09, column c.

Line 11, column c: Non-Transportation Funds — Funds Earned during Period.

e Enter the revenues earned from activities not associated with the provision of transit services (non-transportation funds).

Line 12: Total Park-and-Ride Parking, Other Transportation, Auxiliary and Non-Transportation Revenues

e Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
total park-and-ride parking, other transportation, auxiliary and non-transportation revenues earned during the period.

e Column d: Funds Expended on Operations. Enter the park-and-ride parking, other transportation, auxiliary and non-
transportation revenues that were expended on operations during the period.

e Column e: Funds Expended on Capital. Enter the park-and-ride parking, other transportation, auxiliary and non-
transportation revenues that were expended on capital during the period.

Line 13: Revenues Accrued through a Purchased Transportation Agreement

Line 13a: With an NTD reporting agency

e  Column c: Funds Earned during Period. Enter the revenues earned from contract payments and accruals (net of fare
revenues) for PT services (revenues accrued through a PT agreement). This category only applies to sellers of PT
services under contract to an NTD Annual reporter and when both agencies are filing an NTD Annual report. The seller
reports the contract revenues earned (payments and accruals) as a result of the PT agreement. For most transit
agencies, this is the sum of net contract expenditures in line 07 on the B-30 form.

This category only applies to sellers of PT services under contract to an NTD Annual reporter and when both agencies are
filing an NTD Annual report. The seller reports the contract revenues earned (payments and accruals) as a result of the PT
agreement. If the seller is a private for profit provider or non-profit provider, funds should only be reported for funds earned
during period (column c) and for funds expended on operations (column d) since the buyer of service reports any capital
purchases and funding. If the seller is a public agency, funds also can be reported for funds expended on capital (column e).

e Column d: Funds Expended on Operations. Enter the revenues accrued through a PT agreement that were expended
on operations during the period.

e Column e: Funds Expended on Capital. Enter the revenues accrued through a PT agreement that were expended on
capital during the period.

Line 13b: With a non-NTD reporting agency

e  Column c: Funds Earned during Period. Enter the revenues earned from contract payments and accruals (net of fare
revenues) for PT services (revenues accrued through a PT agreement). This category only applies to sellers of PT
services under contract to a non-NTD Annual reporter. Only the seller is filing an NTD Annual report. The seller reports
the contract revenues earned (payments and accruals) as a result of the PT agreement. For most transit agencies, this
is the sum of net contract expenditures in line 07 on the B-30 form.

This category only applies to sellers of PT services under contract to a non-NTD reporter. Only the seller is filing an NTD
Annual report. The seller reports the contract revenues earned (payments and accruals) as a result of the PT agreement. If
the seller is a private for profit provider or non-profit provider, funds should only be reported for funds earned during period
(column ¢) and for funds expended on operations (column d) since the buyer of service reports any capital purchases a

e Column d: Funds Expended on Operations. Enter the revenues accrued through a PT agreement that were expended
on operations during the period. If the seller is a public agency, funds also can be reported for funds expended on
capital (column e).

e Column e: Funds Expended on Capital. Enter the revenues accrued through a PT agreement that were expended on
capital during the period.

Contributed Services

Line 15: State and Local Government
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e Column c: Funds Earned during Period. Enter the estimated value of services during the period received from another
entity where there is no obligation to pay (contributed services). In-kind services are a form of contributed services.
Report in-kind services only if there is no obligation to pay for the services. If in-kind services are used for the local (non-
Federal) share in Federal grants, then report their monetary value in the appropriate category of State and local
sources; do not report these matching funds as contributed services.

e Column d: Funds Expended on Operations. Enter the amount of contributed services received during the period that
were expended on operations.

e Column e: Funds Expended on Capital. Enter the amount of contributed services received during the period that were
expended on capital.

Line 16: Contra Account for Expenses

e  Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays a
negative amount equal to line 15, column c.

e Column d: Funds Expended on Operations. This is an auto-calculated field and cannot be edited. This field displays a
negative amount equal to line 15, column d.

e Column e: Funds Expended on Capital. This is an auto-calculated field and cannot be edited. This field displays a
negative amount equal to line 15, column e.

Line 17: Net Contributed Services

e Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
net contributed services or zero.

e Column d: Funds Expended on Operations. This is an auto-calculated field and cannot be edited. This field displays
the net contributed services or zero.

e Column e: Funds Expended on Capital. This is an auto-calculated field and cannot be edited. This field displays the net
contributed services or zero.

Line 18: Subsidy from Other Sectors of Operations

e  Column c: Funds Earned during Period. Enter the funds earned during the period from subsidies from other sectors of
operations. These funds are used to help cover the cost of providing transit service and include subsidies from utility
rates where the transit agency is a utility company, subsidies from bridge and tunnel tolls where the transit agency owns
and operates the bridges and tunnels, and subsidies from other sources provided by the same entity that operates the
transit agency. This usually occurs with transportation authorities that operate other transportation services (e.g.,
airports, ports) in addition to transit services.

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period received from
subsidies from other sectors of operations.

e Column e: Funds Expended on Capital. Enter the funds expended on operations during the period received from
subsidies from other sectors of operations.

Sources of Directly Generated Funds by the Transit Agency — Independent Political Entities

(Lines 20 - 24 will only appear for reporters who have indicated that they are an Independent Agency with an elected or an
appointed Board of Directors on the B-10.

Funds Dedicated to Transit at their Source

Dedicated Taxes

Line 20: Income Taxes

These are directly generated funds dedicated to transit at their source. These are directly levied by your transit agency.

e Column c: Funds Earned during Period. Enter the revenues generated from income taxes dedicated to transit uses that
were earned during the period.

Line 21: Sales Taxes

These are directly generated funds dedicated to transit at their source. These are directly levied by your transit agency.

e Column c: Funds Earned during Period. Enter the revenues generated from sales taxes dedicated to transit uses that
were earned during the period.

Line 22: Property Taxes

These are directly generated funds dedicated to transit at their source. These are directly levied by your transit agency.
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e Column c: Funds Earned during Period. Enter the revenues generated from property taxes dedicated to transit uses that
were earned during the period.

Line 23: Gasoline Taxes

These are directly generated funds dedicated to transit at their source. These are directly levied by your transit agency.

e Column c: Funds Earned during Period. Enter the revenues generated from gasoline taxes dedicated to transit uses that
were earned during the period.

Line 24: Other Taxes

These are directly generated funds dedicated to transit at their source. These are directly levied by your transit agency.

e Column c: Funds Earned during Period. Enter the revenues generated from other taxes dedicated to transit uses that
were earned during the period. Describe the taxes in the Other Taxes — Describe Other field.

Line 25: Bridge, Tunnel and Highway Tolls

These are directly generated funds dedicated to transit at their source. These are directly levied by your transit agency.

e  Column c: Funds Earned during Period. Enter the revenues generated from bridge, highway or tunnel tolls earned
during the period.

Line 26: High Occupancy / Tolls

These are directly generated funds dedicated to transit at their source. These are directly levied by your transit agency.

e Column c: Funds Earned during Period. Enter the revenues generated from high occupancy / toll (HO/T) lanes earned
during the period.

Line 27: Other Dedicated Funds

These are directly generated funds dedicated to transit at their source. These are directly levied by your transit agency.

e  Column c: Funds Earned during Period. Enter the revenues generated from any funds other than income, sales,
property, gasoline and other taxes; and, bridges, tunnels and highway tolls dedicated to transit uses that were earned
during the period (other dedicated funds).

Line 28: Total Funds Dedicated to Transit at their Source

e Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
total directly generated funds of independent political entities dedicated to transit at their source earned during the
period equal to the sum of lines 20 through 27, column c.

e Column d: Funds Expended on Operations. Enter the total directly generated funds of independent political entities
dedicated to transit at their source that were expended on operations during the period , column d.

e Column e: Funds Expended on Capital. Enter the total directly generated funds of independent political entities
dedicated to transit at their source that were expended on capital during the period.

Line 29: Other Directly Generated Funds

e Column c: Funds Earned during Period. Enter the revenues generated from any other directly generated funds not
reported on lines 1 through 28 that were earned during the period.

e Column d: Funds Expended on Operations. Enter the revenues generated from any other directly generated funds not
reported on lines 1 through 28 that were expended on operations during the period.

e Column e: Funds Expended on Capital. Enter the revenues generated from any other directly generated funds not
reported on lines 1 through 28 that were expended on capital during the period.

Line 30: Total Directly Generated Funds

e Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
total directly generated funds earned during the period equal to the sum of lines 02, 04, 12 through 18, 28 and 29,
column c.

e Column d: Funds Expended on Operations. This is an auto-calculated field and cannot be edited. This field displays
the total local funds that were expended on operations during the period equal to the sum of lines 02, 04, 12 through 18,
28 and 29, column d.

e Column e: Funds Expended on Capital. This is an auto-calculated field and cannot be edited. This field displays the
total local funds that were expended on capital during the period equal to the sum of lines 02, 04, 12 through 18, 28 and
29, column e.
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Local Government Sources of Funds
Line 32: Funds Allocated to Transit out of the General Revenues of the Government Entity

These are the funds received from the local government’s annual budgeting process.

e Column c: Funds Earned during Period. Enter the funds earned during the period that were allocated to transit out of the
general revenues of the local government.

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period that were
allocated to transit out of the general revenues of the local government.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period that were allocated to
transit out of the general revenues of the local government.

Funds Dedicated to Transit at their Source

Dedicated Taxes

Line 33: Income Taxes

These are local government funds dedicated to transit at their source rather than through an appropriation of general funds.

e Column c: Funds Earned during Period. Enter the revenues generated from income taxes dedicated to transit uses that
were earned during the period.

Line 34: Sales Taxes

These are local government funds dedicated to transit at their source rather than through an appropriation of general funds.

e Column c: Funds Earned during Period. Enter the revenues generated from sales taxes dedicated to transit uses that
were earned during the period.

Line 35: Property Taxes

These are local government funds dedicated to transit at their source rather than through an appropriation of general funds.

e  Column c: Funds Earned during Period. Enter the revenues generated from property taxes dedicated to transit uses that
were earned during the period.

Line 36: Gasoline Taxes

These are local government funds dedicated to transit at their source rather than through an appropriation of general funds.

e Column c: Funds Earned during Period. Enter the revenues generated from gasoline taxes dedicated to transit uses that
were earned during the period.

Line 37: Other Taxes

These are local government funds dedicated to transit at their source rather than through an appropriation of general funds.

e  Column c: Funds Earned during Period. Enter the revenues generated from other taxes dedicated to transit uses that
were earned during the period. Describe the taxes in the Other Taxes — Describe Other field.

Line 38: Bridge, Tunnel and Highway Tolls

These are local government funds dedicated to transit at their source rather than through an appropriation of general funds.

e Column c: Funds Earned during Period. Enter the revenues generated from bridge, highway or tunnel tolls earned
during the period.

Line 39: High Occupancy / Tolls

These are local government funds dedicated to transit at their source rather than through an appropriation of general funds.
e Column c: Funds Earned during Period. Enter the revenues generated from HO/T lanes earned during the period.

Line 40: Other Dedicated Funds

These are local government funds dedicated to transit at their source rather than through an appropriation of general funds.

e  Column c: Funds Earned during Period. Enter the revenues generated from any funds other than income, sales,
property, gasoline and other taxes; and, bridges, tunnels and highway tolls dedicated to transit uses that were earned
during the period (other dedicated funds).

Line 41: Total Funds Dedicated to Transit at their Source

Sources of Funds — Funds Expended and Funds Earned form (F-10) — 104


http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G176
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G176
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G178

2012 Annual Reporting Manual

e Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
total local government funds dedicated to transit at their source earned during the period equal to the sum of lines 33
through 40, column c.

e Column d: Funds Expended on Operations. Enter the total local government funds dedicated to transit at their source
that were expended on operations during the period.

e Column e: Funds Expended on Capital. Enter the total local government funds dedicated to transit at their source that
were expended on capital during the period.

Line 42: Other Funds

e Column c: Funds Earned during Period. Enter the funds earned during the period from local government sources other
than funds allocated to transit out of the general revenues of the government entity and funds dedicated to transit at
their source (other funds). Describe the taxes in the Other Funds — Describe Other field.

e Column d: Funds Expended on Operations. Enter the funds that were expended on operations during the period from
local government sources other than funds allocated to transit out of the general revenues of the government entity and
funds dedicated to transit at their source (other funds). Describe the taxes in the Other Funds — Describe Other field.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from local government
sources other than funds allocated to transit out of the general revenues of the government entity and funds dedicated
to transit at their source (other funds). Describe the taxes in the Other Funds — Describe Other field.

Line 43: Total Local Funds

e Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
total local funds earned during the period equal to the sum of lines 32, 41 and 42, column c.

e Column d: Funds Expended on Operations. This is an auto-calculated field and cannot be edited. This field displays
the total local funds that were expended on operations during the period equal to the sum of lines 32, 41 and 42, column
d.

e Column e: Funds Expended on Capital. This is an auto-calculated field and cannot be edited. This field displays the
total local funds that were expended on capital during the period equal to the sum of lines 32, 41 and 42, column e.

State Government Sources of Funds

Line 45: Funds Allocated to Transit out of the General Revenues of the Government Entity

These are the funds received from the State government’s annual budgeting process.

e Column c: Funds Earned during Period. Enter the funds earned during the period that were allocated to transit out of the
general revenues of the government entity.

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period that were
allocated to transit out of the general revenues of the government entity.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period that were allocated to
transit out of the general revenues of the government entity.

Funds Dedicated to Transit at their Source

Dedicated Taxes

Line 46: Income Taxes

These are State government funds dedicated to transit at their source rather than through an appropriation of general funds.

e Column c: Funds Earned during Period. Enter the revenues generated from income taxes dedicated to transit uses that
were earned during the period.

Line 47: Sales Taxes

These are State government funds dedicated to transit at their source rather than through an appropriation of general funds.

e  Column c: Funds Earned during Period. Enter the revenues generated from sales taxes dedicated to transit uses that
were earned during the period.

Line 48: Property Taxes

These are State government funds dedicated to transit at their source rather than through an appropriation of general funds.

e Column c: Funds Earned during Period. Enter the revenues generated from property taxes dedicated to transit uses that
were earned during the period.
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Line 49: Gasoline Taxes

These are State government funds dedicated to transit at their source rather than through an appropriation of general funds.

e Column c: Funds Earned during Period. Enter the revenues generated from gasoline taxes dedicated to transit uses that
were earned during the period.

Line 50: Other Taxes

These are State government funds dedicated to transit at their source rather than through an appropriation of general funds.

e  Column c: Funds Earned during Period. Enter the revenues generated from other taxes dedicated to transit uses that
were earned during the period. Describe the taxes in the Other Taxes — Describe Other field.

Line 51: Bridge, Tunnel and Highway Tolls

These are State government funds dedicated to transit at their source rather than through an appropriation of general funds.

e Column c: Funds Earned during Period. Enter the revenues generated from bridge, highway or tunnel tolls earned
during the period.

Line 52: High Occupancy / Tolls

These are State government funds dedicated to transit at their source rather than through an appropriation of general funds.

e  Column c: Funds Earned during Period. Enter the revenues generated from high occupancy / toll (HO/T) lanes earned
during the period.

Line 53: Other Dedicated Funds

These are State government funds dedicated to transit at their source rather than through an appropriation of general funds.

e  Column c: Funds Earned during Period. Enter the revenues generated from any funds other than income, sales,
property, gasoline and other taxes; and, bridges, tunnels and highway tolls dedicated to transit uses that were earned
during the period (other dedicated funds).

Line 54: Total Funds Dedicated to Transit at their Source

e Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
total State government funds dedicated to transit at their source earned during the period equal to the sum of lines 46
through 53, column c.

e Column d: Funds Expended on Operations. Enter the total State government funds dedicated to transit at their source
that were expended on operations during the period.

e Column e: Funds Expended on Capital. Enter the total State government funds dedicated to transit at their source that
were expended on capital during the period.

Line 55: Other Funds

e  Column c: Funds Earned during Period. Enter the funds earned during the period from State government sources other
than funds allocated to transit out of the general revenues of the government entity and funds dedicated to transit at
their source (other funds). Describe the sources in the Other Funds — Describe Other field.

e Column d: Funds Expended on Operations. Enter the funds that were expended on operations during the period from
State government sources other than funds allocated to transit out of the general revenues of the government entity and
funds dedicated to transit at their source (other funds). Describe the sources in the Other Funds — Describe Other
field.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from State government
sources other than funds allocated to transit out of the general revenues of the government entity and funds dedicated
to transit at their source (other funds). Describe the sources in the Other Funds — Describe Other field.

Line 56: Total State Funds

e Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
total State funds earned during the period equal to the sum of lines 45, 54 and 55, column c.

e Column d: Funds Expended on Operations. This is an auto-calculated field and cannot be edited. This field displays
the total State funds that were expended on operations during the period equal to the sum of lines 45, 54 and 55,
column d.

e Column e: Funds Expended on Capital. This is an auto-calculated field and cannot be edited. This field displays the
total State funds that were expended on capital during the period equal to the sum of lines 45, 54 and 55, column e.
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Federal Government Sources of Funds

Most Federal grants are earned on a reimbursement basis. Generally, transit agencies will earn grant funds only when
expenditure occurs. Therefore, on an accrual basis, funds earned must equal funds expended for the reporting period. For
the Federal programs below, unless your transit agency borrowed against future year grants, columns d + e will equal
column c.

Line 58: FTA Capital Program Funds (85309)

e  Column c: Funds Earned during Period. Enter the funds earned during the period from the FTA Capital Program Funds
(85309).

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period from 85309
funds. These items include capital maintenance expenses (see F-30 form).

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from 85309 funds.

Line 58a: ARRA Fixed Guideway Modernization funds (§5309)

e Column c: Funds Earned during Period. Enter the funds earned during the period from the ARRA Fixed Guideway
Modernization funds (85309).

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period from ARRA
85309 funds. These items include capital maintenance expenses (see F-30 form).

Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from ARRA 85309 funds.

Line 58b: ARRA Major Capital Investments (New Starts) funds (§5309)

e Column c: Funds Earned during Period. Enter the funds earned during the period from the Major Capital Investments
(New Starts) funds (85309).

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period from ARRA
85309 funds. These items include capital maintenance expenses (see F-30 form).

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from ARRA 85309 funds.

Line 59: FTA Urbanized Area Formula (UAFP) Program (85307)

e Column c: FTA UAFP Funds. Enter the funds earned during the period from the ETA Urbanized Area Formula Program
(UAF) (85307).

e Column d: FTA UAFP Funds — Eligible Operating Assistance. Enter the funds expended on operations during the period
from 85307 funds — operating assistance. This applies to transit agencies in urbanized areas (UZAs) with a population of
200,000 or less according to the 2000 Census and some Americans with Disabilities Act of 1990 complementary
paratransit service costs for UZAs of any size.

e Column e: FTA UAFP Funds — Spent on Capital Projects. Enter the funds expended on capital during the period from
85307 funds.

Line 60, column d: FTA UAFP Funds — Capital Assistance Spent on Operations (Including Maintenance Expenses).

e Enter the funds expended on operations during the period from §5307 funds — capital assistance. These are formula
capital funds eligible for operating expenses (OE) such as preventive maintenance costs.
Line 60a: ARRA Urbanized Area Formula (UAFP) Program (85307)

e  Column c: ARRA UAFP Funds. Enter the funds earned during the period from the FTA Urbanized Area Formula
Program (UAF) (85307).

e Column d: ARRA UAFP Funds — Eligible Operating Assistance. Enter the funds expended on operations during the
period from 85307 funds — operating assistance. This applies to transit agencies in urbanized areas (UZAs) with a
population of 200,000 or less according to the 2000 Census and some Americans with Disabilities Act of 1990
complementary paratransit service costs for UZAs of any size.

e Column e: ARRA UAFP Funds — Spent on Capital Projects. Enter the funds expended on capital during the period from
85307 funds.

Line 60b, column d: ARRA UAFP Funds — Capital Assistance Spent on Operations (Including Maintenance Expenses ).

e Enter the funds expended on operations during the period from ARRA 85307 funds — capital assistance. These are
formula capital funds eligible for operating expenses (OE) such as preventive maintenance costs.

Line 61: FTA Metropolitan Planning (§5303)

e  Column c: Funds Earned during Period. Enter the funds earned during the period from the ETA Metropolitan Planning
Program (85303). These are funds allocated to Metropolitan Planning Organizations (MPO).
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e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period. These are
planning activities which are an operations expense under the General Administration function on the Operating
Expenses form (F-30).

Line 62: FTA Clean Fuels Program (§5308)

e  Column c: Funds Earned during Period. Enter the funds earned during the period from the FTA Clean Fuel Program
(85308).

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period from §5308
funds. These items include capital maintenance expenses.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from §5308 funds.

Line 63, FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula Program (§85310)

e  Column c: Enter the funds earned during the period from the FTA Special Needs of Elderly Individuals and Individuals
with Disabilities Formula Program (85310).

e Column d: FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula Program — Eligible
Operating Assistance. Enter the funds expended on operations during the period from §5310 funds — operating
assistance.

e Column e: FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula Program — Spent on
Capital Projects. Enter the funds expended on capital during the period from §5310 funds.

Line 64, column d: FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula Program — Capital
Assistance Spent on Operations (Including Maintenance Expenses).

e Enter the funds expended on operations during the period from §5310 funds — capital assistance. These are formula
capital funds eligible for OE such as preventive maintenance costs.

Line 65, FTA Other Than Urbanized Area (85311)
e  Column c: Enter the funds earned during the period from the ETA Other Than Urbanized Area Program (85311).

e Column d: FTA Other Than Urbanized Area Program — Eligible Operating Assistance. Enter the funds expended on
operations during the period from §5311 funds — operating assistance.

e Column e: FTA Other Than Urbanized Area — Spent on Capital Projects. Enter the funds expended on capital during the
period from §5311 funds.

Line 66 column d: FTA Other Than Urbanized Area — Capital Assistance Spent on Operations (Including Maintenance

Expenses).

e Enter the funds expended on operations during the period from the 85311 funds — capital assistance. These are formula
capital funds eligible for OE such as preventive maintenance costs.

Line 66a, FTA ARRA FTA Other Than Urbanized Area (85311)

e  Column c: Enter the funds earned during the period from the FETA ARRA Other Than Urbanized Area Program (85311).

e Column d: ARRA FTA Other Than Urbanized Area Program — Eligible Operating Assistance. Enter the funds expended
on operations during the period from FTA ARRA 85311 funds — operating assistance.

e Column e: FTA ARRA Other Than Urbanized Area — Spent on Capital Projects. Enter the funds expended on capital
during the period from FTA ARRA 85311 funds.

Line 66b, column d: FTA ARRA Other Than Urbanized Area — Capital Assistance Spent on Operations (Including
Maintenance Expenses).

e Enter the funds expended on operations during the period from the FTA ARRA 85311 funds — capital assistance.
These are formula capital funds eligible for OE such as preventive maintenance costs.

Line 67: FTA Job Access and Commute Formula Program (85316)

e  Column c: Funds Earned during Period. Enter the funds earned during the period from the ETA Job Access and
Reverse Commute Formula Program (85316).

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period from 85316
funds. These items include capital maintenance expenses.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from 85316 funds.
Line 68, FTA New Freedom Program (85317)

e Column c: Funds Earned during Period. Enter the funds earned during the period from the FTA New Freedom Program
(85317).
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e Column d: FTA New Freedom Program — Eligible Operating Assistance. Enter the funds expended on operations during
the period from §5317 funds — operating assistance.

e Column e: FTA New Freedom Program — Spent on Capital Projects. Enter the funds expended on capital during the
period from §5310 funds.
Line 69, FTA New Freedom Program (UAF) (85317)

e Column d: FTA New Freedom Program — Capital Assistance Spent on Operations (Including Maintenance Expenses ).
Enter the funds expended on operations during the period from 85317 funds — capital assistance. These are formula
capital funds eligible for OE such as preventive maintenance costs.

Line 70: FTA Alternative Transportation in Parks and Public Lands (5320)

e  Column c: Funds Earned during Period. Enter the funds earned during the period from the FTA Alternative
Transportation in Parks and Public Lands (§5320).

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period 85320 funds.
These items include capital maintenance expenses.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from 85320 funds.

Line 70a: ARRA TIGGER (Greenhouse Gas and Energy Reduction) funds

e Column c: Funds Earned during Period. Enter the funds earned during the period from the ARRA TIGGER (Greenhouse
Gas and Energy Reduction) funds.

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period from ARRA
TIGGER (Greenhouse Gas and Energy Reduction) funds. These items include capital maintenance expenses.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from ARRA TIGGER
(Greenhouse Gas and Energy Reduction) funds.

Line 71: Other FTA Funds

e Column c: Funds Earned during Period. Enter the funds earned during the period from other FTA programs not detailed
above, such as the FTA Research, Development, Demonstration and Training Projects Program (85312) or Interstate
Transfer Program.

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period other FTA
programs not detailed above, such as 85312 or Interstate Transfer Program funds. These items include capital
maintenance expenses.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from other FTA programs
not detailed above, such as 85312 or Interstate Transfer Program funds.

Line 72, column d: Other FTA Funds — Capital Assistance Spent on Operations (Including Maintenance Expenses).
e Enter the funds expended on operations during the period from the Other FTA Program Funds — capital assistance.
e These are formula capital funds eligible for OE such as preventive maintenance costs.

Line 73: Total FTA Funds

e  Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
total funds earned from FTA programs equal to the sum of lines 58 through 72, column c.

e Column d: Funds Expended on Operations. This is an auto-calculated field and cannot be edited. This field displays
the total funds expended on operations from FTA programs equal to the sum of lines 58 through 72, column d.

e Column e: Funds Expended on Capital. This is an auto-calculated field and cannot be edited. This field displays the
total funds expended on capital from FTA programs equal to the sum of lines 58 through 72, column e.

Line 74: Funds Received from other USDOT Grant Programs

e Column c: Funds Earned during Period. Enter the funds earned during the period from other USDOT grant programs.

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period from other
USDOT grant programs.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from other USDOT grant
programs.

Line 74a: ARRA TIGER (Transportation Investment Generating Economic Recovery) Multimodal Discretionary funds.

e  Column c: Funds Earned during Period. Enter the funds earned during the period from ARRA TIGER (Transportation
Investment Generating Economic Recovery) funds.
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e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period from ARRA
TIGER (Transportation Investment Generating Economic Recovery) funds.

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from ARRA TIGGER
(Transportation Investment Generating Economic Recovery) funds.

Line 75: Other Federal Funds

e Column c: Funds Earned during Period. Enter the funds earned during the period from other Federal programs (Other
Federal funds). Describe the sources in the Other Federal Funds — Describe Other field.

e Column d: Funds Expended on Operations. Enter the funds expended on operations during the period from (Other
Federal funds).

e Column e: Funds Expended on Capital. Enter the funds expended on capital during the period from (Other Federal
funds).

Line 76: Total Federal Funds

e Column c: Funds Earned during Period. This is an auto-calculated field and cannot be edited. This field displays the
total Federal funds earned during the period equal to the sum of lines 73 through 75, column c.

e Column d: Funds Expended on Operations. This is an auto-calculated field and cannot be edited. This field displays
the total Federal funds expended on operations during the period equal to the sum of lines 73 through 75, column d.

e Column e: Funds Expended on Capital. This is an auto-calculated field and cannot be edited. This field displays the
total Federal funds expended on capital during the period equal to the sum of lines 73 through 75, column e.

Summary

Line 78, column c: Total Funds Earned During Period.

e Thisis an auto-calculated field and cannot be edited. This field displays the total funds earned during the period equal
to the sum of total directly generated funds (line 30, column c), total local funds (line 43, column c), total State funds
(line 56, column c) and total Federal funds (line 76, column c).

Line 79, column d: Total Funds Expended on Operations During Period. This is an auto-calculated field and cannot be
edited.

e This field displays the total funds expended on operations during the period equal to the sum of total directly generated
funds (line 30, column d), total local funds (line 43, column d), total State funds (line 56, column d) and total Federal
funds (line 76, column d).

Line 80, column e: Total Funds Expended on Capital During Period. This is an auto-calculated field and cannot be edited.

e This field displays the total funds expended on capital during the period equal to the sum of total directly generated
funds (line 30, column e), total local funds (line 43, column e), total State funds (line 56, column e) and total Federal
funds (line 76, column e).

Line 82: ARRA Total Funds Earned during Period.

e Thisis an auto-calculated field and cannot be edited. This field displays the total ARRA funds earned during the period
equal to the sum of ARRA Fixed Guideway Modernization (§5309) funds (line 58a, column c), ARRA Major Capital
investment(New Starts) (8§5309)funds (line 58b, column c), ARRA Urbanized Area Program (85307) funds (line 60a,
column c), ARRA TIGGER(Greenhouse Gas and Energy Reduction) funds (line 70a, column c) and ARRA TIGER
Multimodal Discretionary funds (line 74a, column c).

Line 83: ARRA Total Funds Expended on Operations during Period.

e Thisis an auto-calculated field and cannot be edited. This field displays the total ARRA funds expended on operations
during the period equal to the sum of ARRA Fixed Guideway Modernization (§5309) funds (line 58a, column d), ARRA
Major Capital investment(New Starts) (§5309)funds (line 58b, column d), ARRA Urbanized Area Program (§5307) funds
(line 60a, column d), ARRA Urbanized Area Program Funds(85307)- Capital assistance spent on operations(including
maintenance expenses) funds (line 60b, column d), ARRA TIGGER(Greenhouse Gas and Energy Reduction) funds (line
70a, column d) and ARRA TIGER Multimodal Discretionary funds (line 74a, column d).

Line 84: ARRA Total Funds Expended on Capital during Period.

e Thisis an auto-calculated field and cannot be edited. This field displays the total ARRA funds expended on capital
during the period equal to the sum of ARRA Fixed Guideway Modernization (§5309) funds (line 58a, column e), ARRA
Major Capital investment(New Starts) (8§5309)funds (line 58b, column e), ARRA Urbanized Area Program (§5307) funds
(line 60a, column e), ARRA TIGGER(Greenhouse Gas and Energy Reduction) funds (line 70a, column €) and ARRA
TIGER Multimodal Discretionary funds (line 74a, column e).
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Uses of Capital form (F-20)

Uses of Capital (F-20)

NTD ID: 0000 Agency Name: NTD Reporting Agency, Inc. Report: IBY 2008

Rehabilitation | Reconstruction | Replacement / Iimprovement for Existing Service
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Overview

The Uses of Capital form (F-20) form details the amount of funds expended by category of capital asset and by project
classification as either an improvement for existing transit services or expansion of service.
Reporting Requirements and Thresholds

All transit agencies must complete this form. You should complete one form. The form lists each mode and type of service
(TOS) identified on the Identification form (B-10).

What Has Changed from Prior Year

There are no changes for the 2012 report year.

Approach

This form collects capital expenses by mode and TOS, and by nine project categories classified as either improvements for
existing transit services or expansion for new services.

The project categories are:

e Guideway
e Passenger stations

e  Administrative buildings

e  Maintenance buildings

e Revenue vehicles
e  Service vehicles (non-revenue)
e Fare revenue collection equipment

e Communications and information systems
e  Other.

Projects are further classified by whether the capital projects are for:
e Rehabilitation, reconstruction or replacement projects for existing transit services, or
e Expansion of service resulting in new capital projects.

These two classifications are then summarized into total expenditures by the nine project categories for each mode by TOS.

Capital expenses are expenses for items of tangible property that have a useful life of more than one year and an
acquisition cost threshold consistent with Federal and local requirements. The cost threshold by FTA requirements is at
least $5,000 or a lesser level if used by the agency for its financial statements.

Transit agencies often report planning and service development costs as operating expenses on the Operating
Expenses form (F-30) rather than as capital expenses. Once a commitment is made for a specific capital project,
these costs are capital expenses on the Capital Funding form (F-20).

The following discusses five major concepts necessary to complete the F-20 form:
1. Accrual accounting

Relationship to sources of funds

Capital maintenance expenses

Purchased transportation (PT)

Project classification.

a kv

Accrual Accounting

Capital expenses are reported using the accrual accounting principle that expenses are reported in the period they are
incurred; i.e., the year in which they result in liabilities for benefits received, regardless of whether or not the expenditure is
paid during the reporting period.
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Relationship to Sources of Funds

The total capital expenses reported on the F-20 form must equal the total funds expended for capital reported on the F-10
form.

Capital Maintenance Expenses

Operating expenses (OE) that are paid with capital funds are not reported on this form. The Uniform System of Accounts
(USOA) defines operating expenses (Section 5.2) regardless of grant eligibility for Federal capital assistance. You should go
to the Operating Expenses form (F-30) for reporting capital maintenance expenses.

Purchased Transportation

You should report all capital expenditures made by your transit agency for transit, whether the expenditures are used for DO
service or for PT service. You should not report capital expenditures incurred by your PT provider in your report.

For the rare cases when your transit agency is a seller and files a separate NTD Annual report the following apply:

e If your transit agency is a private for profit or private non-profit seller filing a separate report, you should not report
capital expenditures.

e If your transit agency is a public agency that is a seller of service, you should report capital expenditures.

Contracts for PT service are reported to NTD on an annual basis and contractors may vary from year-to-year. Also, capital
projects by definition have a useful life of more than one year. Thus, it is unusual that a contractor, unless it is a public
agency, would acquire capital equipment solely for use in a particular contract. More often, if equipment is dedicated to PT
services, it is acquired by the buyer of service and provided to the contractor under the PT agreement. Therefore, for NTD,
except for public agency sellers, all capital expenditures relating to PT services are reported by the buyer, whether the PT
services are contained within the buyer’'s NTD Annual report or filed by the seller in a separate NTD Annual report.

Project Classification

There are three parts to capital project classification necessary for completing this form:

1. Determining the project need as an improvement to existing services or expansion for new service
2. Determining the appropriate mode and TOS

3. Determining the project category when there are multiple uses for the project.

The following provides the rules that transit agencies should follow. These rules simplify reporting requirements.
Capital Project Need

Project need is classified into two categories:
1. Improvements relating to existing transit services through rehabilitation, reconstruction or replacement of capital

2. Capital for expansion of service (e.g., light rail (LR) line extension), implementing new services (e.g., new mode of
service) or building a new facility to accommodate planned services.

In classifying a project as an improvement relating to existing transit services or as new capital for expansion of
W service, you should refer to the project justification in grant applications and other documents used in their capital
projects program.

When a project need is a combination of these two categories, you should report the capital project cost attributed to each
category. An example follows the discussion of these two categories.

Improvements for Existing Transit Services

Improvements relating to existing transit services are done to extend their useful life or to replace existing equipment and
buildings that have become obsolete. Typical projects may be rehabilitating a bus, doing midlife overhaul on rail passenger
cars, re-roofing a maintenance facility or replacing an obsolete garage or vehicles that have reached their useful life. As long
as the improvement extends the useful life of the equipment or replaces capital for existing transit services, you should report
the project as an improvement for existing transit services.
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Expansion of Transit Service

Expansion of service requires new capital equipment. Expansion of service may be for capital projects such as the extension
of a rail line, or starting a new mode of service, or buying additional buses for new MB routes in developing areas, or
constructing an additional maintenance facility for planned expansions of service.

Expansions should be for committed plans to implement new services. A project may also have elements of both
improvements and expansion. If a project is both an improvement and an expansion, you should prorate the project between
the two project needs. These concepts are illustrated in the following example.

Example 9 — Reporting Project Need Classification

Example 1: A transit agency decides to rehabilitate an existing maintenance / operating garage, designed for 200 revenue
vehicles, by replacing the roof and updating electrical, heating and air conditioning systems. At the same time, the agency has
increased its transit services and the maintenance garage needs to be expanded to accommodate 275 revenue vehicles that are
currently operating out of the garage. How would the project be reported?

Solution: The project is reported only as an improvement. Even though the project involves expanding the size of the facility, the
project is necessary for existing transit services. You should report the project under maintenance buildings in the rehabilitation /
reconstruction / replacement / improvements section of the form.

Example 2: A transit agency decides to replace an existing, obsolete garage. The transit agency decides to expand the size of the
facility as well even though it currently does not need the additional capacity, nor does it have any commitments for increases in
transit services that would require additional revenue vehicles. How should the project be reported?

Solution: You should report the garage under maintenance buildings in the rehabilitation / reconstruction / replacement /
improvements section of the form since there are no commitments for expansion of service.

Example 3: A transit agency decides to replace an existing, obsolete garage. The transit agency is also committed to implement
new transit services, phased in over the next several years, which will require additional revenue vehicles. Therefore, the
replacement garage is bigger than the original garage in order to handle these new services. How should the project be reported?
Solution: In this case, there is a commitment for expansion of services and therefore, you should report the project as both
rehabilitation / reconstruction / replacement / improvements and an expansion. You should report the project costs under
maintenance buildings in the rehabilitation / reconstruction / replacement / improvements section of the form for the part of the
project that replaces the original garage. You should report the project costs under maintenance buildings in the expansion
section of the form for the part of the project that accommodates the new transit services.

Example 4: A transit agency purchases 50 new buses (MB). The agency is replacing 40 MB that have reached their useful life
and acquiring 10 MB for new services to developing suburbs. How would the project be reported?

Solution: You should report the cost of the 40 replacement buses under revenue vehicles in the improvements section of the
form. The 10 MB for expansion of service under revenue vehicles in the expansion section of the form since these MB are for
services not previously operated.

Multiple Modes and Types of Service

Some capital projects may apply to more than one mode or TOS. You should report the project for one mode and TOS
based on the predominant use. Predominant use should be determined by:

e The primary reason why the project was constructed or acquired, or
e Howitis used as measured by:
e The amount of passengers served by mode or TOS for passenger facilities
e The square footage or number of revenue vehicles serviced for non-passenger facilities such as maintenance
garages.
Multiple Capital Project Categories

Sometimes a project fits more than one capital project category. You should report the project for one mode and TOS based
on the predominant use.

The following are examples of how to report predominant use.
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Example 10 — Reporting Predominant Use

Example 1: A transit agency builds a new heavy rail (HR) passenger station on a new rail line extension. The station is also
served by MB mode for both DO and PT services. Passengers also use the rail station as a transfer center between MB routes.
Overall, there are more MB users than HR users. How would the station be reported?

Solution: The primary reason the station was constructed was to serve rail passengers even though there may be more MB
transit users than HR users. You should report the project under HR mode in the expansion section of the form.

Example 2: A transit agency builds a transit center building for its MB, demand response (DR) and vanpool (VP) services. The
center serves as the major hub for passenger transfers between the modes. More MB riders use the center than DR or VP riders.
Previously, the site consisted of a few off-street passenger shelters. How would the transit center be reported?

Solution: There are more passengers for MB than DR or VP. You should report the project under MB mode. Since the site and
the transit services previously existed, you should report the project under the rehabilitation / reconstruction / replacement /
improvements section of the form.

Example 3: A transit agency builds a new maintenance garage to accommodate new transit services. The garage is used for both
MB and DR services. The garage has a design capacity for 200 buses and 50 DR revenue vehicles. How would the garage be
reported?

Solution: You should report the project under MB mode since it has the larger design capacity. You should report it under
maintenance buildings in the expansion section of the form since it accommodates new services.

Example 4: A large transit agency directly operates LR, MB and DR services and purchases ferryboat (FB) and VP service. Itis
replacing its administrative headquarters building. Most transit users are MB riders. Under which mode and type of service (TOS)
should the administrative building be reported?

Solution: You should report the building under administrative buildings for MB DO under the rehabilitation / reconstruction /
replacement / improvements portion of this form as an improvement for existing transit services. You report it under MB DO since
it carries the largest number of riders and probably incurs the most administrative operating expenses.

Example 5: A small transit agency just beginning service builds a new garage. The agency operates only DR service. The garage
also serves as the agency’s administrative office. How would the garage be reported?

Solution: You should report the garage as DR under maintenance buildings since the primary reason the garage exists is to
service DR vehicles. You should report it in the expansion section of the form since this is not a replacement of an existing
building.

Detailed Instructions

There is one form for all modes and TOS. Internet Reporting automatically generates rows for each applicable mode and
TOS.

If your transit agency did not have any capital expenditures during the report year, you should use the Check List box at the
top of the form to indicate form not applicable. You should save and exit the form.

Within each of the nine categories of projects, you should classify projects by the project need determined by whether these
are:

e Improvements for existing transit services through rehabilitation, reconstruction or replacement projects, or

e Capital for expansion of transit service (e.g., LR line extension), implementing new services (e.g., new mode of service)
or building a new facility to accommodate planned services.

You should divide project cost into each classification if the project involves both classes.

You also should select the predominant use when a project applies to more than one mode or TOS, or to more than one
project category.

These two project need classifications are automatically totaled in Internet Reporting.

As a general rule, projects include all equipment and furniture integral to buildings and structures.

Guideway

You should report capital expenses for guideway including the costs for design and engineering, land acquisition and
relocation, demolition, and purchase or construction of guideway.
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Guideway includes the buildings and structures dedicated for the operation of transit vehicles such as at grade, elevated and
subway structures, tunnels, bridges, track and power systems for rail modes; paved highway lanes dedicated to MB mode.

Guideway does not include passenger stations and transfer facilities, bus pull-ins or communication systems (e.g., cab
signaling and train control).
Passenger Stations

You should report capital expenses for passenger stations, including the costs for design and engineering, land acquisition
and relocation, demolition, and purchase or construction of the stations. Passenger stations include park-and-ride facilities.

Station Criteria

The most important step is to determine what is considered a passenger station. The intent is to capture significant
structures in separate rights-of-way (ROW). This usually means a platform area for rail modes and something more than a
street stop or street side passenger shelter for non-rail modes.

The following rules apply:

e All rail passenger facilities (except LR and cable car (CC)) are stations.

e Al LR and CC passenger facilities in a separate right-of-way (ROW) that have platforms are stations.

e All MB and trolleybus (TB) passenger facilities in a separate ROW that have an enclosed structure (building) for
passengers for such items as ticketing, information, restrooms, concessions, telephones are stations.

e  Stops on-street or in medians for CC, LR, MB, and TB are not stations if at most they have shelters, canopies, lighting,
signage or ramps for accessibility requirements i.e., no separate, enclosed buildings.

e All transportation, transit or transfer centers, park-and-ride facilities and transit malls, if they have an enclosed structure
(building) for passengers for such items as ticketing, information, restrooms, concessions, and telephones are stations.

You should include platforms, shelters, parking and crime prevention and security equipment at stations. You should not
include shelters located at on-street bus stops. These are reported under other capital projects.
Administrative Buildings

You should report capital expenses for administrative buildings, including the costs for design and engineering, land
acquisition and relocation, demolition, and purchase or construction of the administrative buildings.

Administrative buildings are the general administrative offices owned by your transit agency. Administrative buildings usually
house the executive management and supporting activities for overall transit operations such as accounting, finance,
engineering, legal, safety, and security, customer services, scheduling and planning. They include separate buildings for
customer information or ticket sales that are owned by your transit agency and which are not part of passenger stations. See
the general administrative function (160) in the F-30 form for activities usually performed in administrative buildings.

Maintenance Buildings

You should report capital expenses for maintenance buildings, including the costs for design and engineering, land
acquisition and relocation, demolition, and purchase or construction of the maintenance buildings.

Maintenance buildings include garages, shops (e.g., body, paint, machine) and operations centers, Include in maintenance
buildings, equipment that enhances the maintenance function for example bus diagnostic equipment. You should not include
information systems such as computers that are used to process maintenance data.

Revenue Vehicles

You should report the capital expenses for revenue vehicles, including acquisition and major rehabilitation of revenue
vehicles.

Revenue vehicles are the vehicles used in providing transit service for passengers. As a capital project, revenue vehicles
include the body and chassis and all fixtures and appliances inside or attached to the body or chassis, except fare collection
equipment and revenue vehicle movement control equipment (radios). For rubber-tired vehicles, it includes the cost of one
set of tires and tubes to make the vehicle operational, if the tires and tubes are owned by your transit agency.

Capital funds for revenue vehicles may be used for:
¢ Replacement (fleet) — the replacement of revenue vehicles having reached the end of a minimum normal service life.
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e Rehabilitation (fleet) — the rebuilding of revenue vehicles to original specifications of the manufacture. Rebuilding may
include some new components but has less emphasis on structural restoration than would be the case in a
remanufacturing operation, focusing on mechanical systems and vehicle interiors.

¢ Remanufacture (fleet) — the structural restoration of revenue vehicles in addition to installation of new or rebuilt major
components (e.g., engines, transmissions, body parts) to extend service life.

e Rail overhaul (fleet) — the one-time rebuild or replacement of major subsystems on revenue producing rail cars and
locomotives, commonly referred to as midlife overhaul.

e Expansion (fleet) — the acquisition of revenue vehicles for expansion of transit service.

Service Vehicles

You should report the capital expenses for the acquisition or rehabilitation of service vehicles.

Service vehicles are vehicles that are not used in providing transit service for passengers (e.g., supervisor vans, tow trucks,
mobile repair trucks, transit police cars and staff cars).

Fare Revenue Collection Equipment

You should report the capital expenses for the acquisition or rehabilitation of fare revenue collection equipment.

Fare revenue collection equipment includes turnstiles, fare boxes (drop), automated fare boxes and related software, money
changers and fare dispensing machines (tickets, tokens, passes).

Communications and Information Systems

You should report the capital expenses for systems. There are two types of systems:
1. Information systems which process information
2. Communications systems that relay information between locations.

A system is a group of devices or objects forming a network especially for distributing something or serving a common
purpose (e.g., telephone, data processing systems).

Communication systems include two-way radio systems for communications between dispatchers and vehicle operators, cab
signaling and train control equipment in rail systems, automatic vehicle locator systems, automated dispatching systems,
vehicle guidance systems, telephones, facsimile machines and public address systems.

Information systems include computers, monitors, printers, scanners, data storage devices and associated software that
support transit operations such as general office, accounting, scheduling, planning, vehicle maintenance, non-vehicle
maintenance and customer service functions.

For NTD reporting, you must distinguish between: 1) equipment that collects information and 2) equipment that processes
that information. For example, you should report a bus diagnostic machine as part of a maintenance building but you should
report the computer that processes the data under systems.

Other

You should report the expense for other capital projects including:

e  Furniture and equipment that are not an integral part of buildings and structures
e Shelters, signs and passenger amenities (e.g., benches) not in passenger stations.

Uses of Capital form (F-20) — 117


http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G389
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G391
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G386
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G136
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G434
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G140
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G459
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G90
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G209
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G313

2012 Annual Reporting Manual

Line by Line Instructions Uses of Capital form (F-20)

Completing the Uses of Capital form (F-20)

You should complete one form by mode and type of service (TOS).

Form Level Help: You should click on the Help tab at the top of the screen for form level help.

Form Notes: A form note can be attached to any form. You should use the Add Form Note link for relevant information to a
specific field, to the entire form or to multiple forms. You should click on the Add Form Note link at the top of the screen and
enter your note on the Notes screen. You can review and / or edit a form note from the Notes tab. You should not use the
Form Notes feature to answer issues generated from this form. From the Issues tab you should use the Add Comments
link next to the specific issue.

Saving or Closing the Form: You should click on the Save button prior to exiting the form and continuing with the report.
You should click on the Close button at the bottom of the screen to close the form without saving.

Check-box: If your transit agency did not have any capital expenditures during the report year for any modes and TOS, you
should click the Check-box, save and exit the form.

Rehabilitation / Reconstruction / Replacement / Improvements for Existing Transit Services

Column a: Guideway. By mode and TOS

e Enter the capital expenses for rehabilitation / reconstruction / replacement improvements for existing transit services for
guideway including the costs for design and engineering, land acquisition and relocation, demolition, and purchase or
construction of guideway. Guideway does not include passenger stations and transfer facilities, bus (pull-ins or
communication systems (e.g., cab signaling and train control). Does not apply to demand response (DR), demand
response-taxi (DT), jitney (JT), publico (PB), vanpool (VP) and ferryboat (FB) modes.

Column b: Passenger Stations. By mode and TOS

e Enter the capital expenses for rehabilitation / reconstruction / replacement improvements for existing transit services for
passenger stations, including the costs for design and engineering, land acquisition and relocation, demolition, and
purchase or construction of the stations. Passenger stations include park-and-ride facilities. Include platforms, shelters,
parking and crime prevention and security equipment at stations. Do not include shelters located at on-street bus stops.
These are reported under other capital projects.

Column c: Administrative Buildings. By mode and TOS

e Enter the capital expenses for rehabilitation / reconstruction / replacement improvements for existing transit services for
administrative buildings, including the costs for design and engineering, land acquisition and relocation, demolition, and
purchase or construction of the administrative buildings. Include furniture and equipment that are integral to the building.

Column d: Maintenance Buildings. By mode and TOS

e Enter the capital expenses for rehabilitation / reconstruction / replacement improvements for existing transit services for
maintenance buildings, including the costs for design and engineering, land acquisition and relocation, demolition, and
purchase or construction of the maintenance buildings. Include equipment that enhances the maintenance function for
example bus diagnostic equipment, as well as furniture and equipment that are integral to the building. Do not include
information systems such as computers that are used to process maintenance data.

Column e: Revenue Vehicles. By mode and TOS

e Enter the capital expenses for rehabilitation / reconstruction / replacement improvements for existing transit services for
revenue vehicles, including acquisition and major rehabilitation of revenue vehicles. As a capital project, revenue
vehicles include the body and chassis and all fixtures and appliances inside or attached to the body or chassis, except
fare collection equipment and revenue vehicle movement control equipment (radios). For rubber-tired vehicles, it
includes the cost of one set of tires and tubes to make the vehicle operational, if the tires and tubes are owned by your
transit agency. Capital funds for revenue vehicles may be used for: Replacement (fleet), Rehabilitation (fleet),
Remanufacture (fleet) and Rail overhaul (fleet).

Column f: Service Vehicles (non-revenue). By mode and TOS

e Enter the capital expenses for rehabilitation / reconstruction / replacement improvements for existing transit services for
the acquisition or rehabilitation of service vehicles.

Column g: Fare Revenue Collection Equipment. By mode and TOS
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e Enter the capital expenses for rehabilitation / reconstruction / replacement improvements for existing transit services for
the acquisition or rehabilitation of fare revenue collection equipment.

Column h: Communications and Information Systems. By mode and TOS

e Enter the capital expenses for rehabilitation / reconstruction / replacement improvements for existing transit services for
information systems and communication systems. In reporting, it is necessary to distinguish between equipment that
collects information and equipment that processes that information. For example, a bus diagnostic machine should be
reported as part of a maintenance building but the computer that processes the data should be reported in systems.

Column i: Other Capital Projects. By mode and TOS

e Enter the capital expenses for rehabilitation / reconstruction / replacement improvements for existing transit services for
other capital projects.

Column j: Total Capital Expenditures — By mode and TOS

e Thisis an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the total capital expenses
for rehabilitation / reconstruction / replacement improvements for existing transit services equal to the sum of columns a
through i.

Columns a — j: Total Capital Expenditures — Project Category

e These are auto-calculated fields and cannot be edited. These fields display, by project category, the total capital
expenses for rehabilitation / reconstruction / replacement improvements for existing transit services equal to the sum of
all modes and TOS.

Expansion of Service

Column a: Guideway. By mode and TOS

e Enter the capital expenses for expansion of service for guideway including the costs for design and engineering, land
acquisition and relocation, demolition, and purchase or construction of guideway. Guideway does not include passenger
stations and transfer facilities, bus pull-ins or communication systems (e.g., cab signaling and train control). Does not
apply to DR, JT, PB, VP and FB modes.

Column b: Passenger Stations. By mode and TOS

e Enter the capital expenses for expansion of service for existing transit services for passenger stations, including the
costs for design and engineering, land acquisition and relocation, demolition, and purchase or construction of the
stations. Passenger stations include park-and-ride facilities. Include platforms, shelters, parking and crime prevention
and security equipment at stations. Do not include shelters located at on-street bus stops. These are reported under
other capital projects.

Column c: Administrative Buildings. By mode and TOS

e Enter the capital expenses for expansion of service for administrative buildings, including the costs for design and
engineering, land acquisition and relocation, demolition, and purchase or construction of the administrative buildings.
Include furniture and equipment that are integral to the building.

Column d: Maintenance Buildings. By mode and TOS

e Enter the capital expenses for expansion of service for maintenance buildings, including the costs for design and
engineering, land acquisition and relocation, demolition, and purchase or construction of the maintenance buildings.
Include equipment that enhances the maintenance function for example bus diagnostic equipment, as well as furniture
and equipment that are integral to the building. Do not include information systems such as computers that are used to
process maintenance data.

Column e: Revenue Vehicles. By mode and TOS

e Enter the capital expenses for expansion of service for revenue vehicles, including acquisition and major rehabilitation of
revenue vehicles. As a capital project, revenue vehicles include the body and chassis and all fixtures and appliances
inside or attached to the body or chassis, except fare collection equipment and revenue vehicle movement control
equipment (radios). For rubber-tired vehicles, it includes the cost of one set of tires and tubes to make the vehicle
operational, if the tires and tubes are owned by your transit agency. Capital funds for revenue vehicles may be used for

Expansion (fleet).

Column f: Service Vehicles (hon-revenue). By mode and TOS

e Enter the capital expenses for expansion of service for the acquisition of service vehicles.

Column g: Fare Revenue Collection Equipment. By mode and TOS
e Enter the capital expenses expansion of service for the acquisition of fare revenue collection equipment.
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Column h: Communications and Information Systems. By mode and TOS

e Enter the capital expenses for expansion of service for information systems and communication systems. In reporting
systems, it is necessary to distinguish between equipment that collects information and equipment that processes that
information. For example, a bus diagnostic machine should be reported as part of a maintenance building but the
computer that processes the data should be reported in systems.

Column i: Other Capital Projects. By mode and TOS

e Enter the capital expenses for expansion of service for other capital projects.

Column j: Total Capital Expenditures — Mode and TOS

e This is an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the total capital expenses
for expansion of service equal to the sum of columns a through i.

Columns a — j: Total Capital Expenditures — Project Category

e These are auto-calculated fields and cannot be edited. These fields display, by project category, the total capital
expenses for expansion of service equal to the sum of all modes and TOS.

Total of All Uses of Capital

Column a: Guideway

e This is an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the sum of capital
expenses for guideway equal to rehabilitation / reconstruction / replacement improvements for existing transit services
and expansion of service. Does not apply to DR, JT, PB, VP and FB modes.

Column b: Passenger Stations

e This is an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the sum of capital
expenses for passenger stations equal to rehabilitation / reconstruction / replacement improvements for existing transit
services and expansion of service.

Column c: Administrative Buildings

. This is an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the sum of capital
expenses for administrative buildings equal to rehabilitation / reconstruction / replacement improvements for existing
transit services and expansion of service.

Column d: Maintenance Buildings

e This is an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the sum of capital
expenses for maintenance buildings equal to rehabilitation / reconstruction / replacement improvements for existing
transit services and expansion of service.

Column e: Revenue Vehicles

e This is an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the sum of capital
expenses for revenue vehicles equal to rehabilitation / reconstruction / replacement improvements for existing transit
services and expansion of service.

Column f: Service Vehicles (hon-revenue)

e Thisis an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the sum of capital
expenses for service vehicles (non-revenue) equal to rehabilitation / reconstruction / replacement improvements for
existing transit services and expansion of service.

Column g: Fare Revenue Collection Equipment

e This is an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the sum of capital
expenses for fare revenue collection equipment equal to rehabilitation / reconstruction / replacement improvements for
existing transit services and expansion of service.

Column h: Communications and Information Systems

e This is an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the sum of capital
expenses for systems equal to rehabilitation / reconstruction / replacement improvements for existing transit services
and expansion of service.

Column i: Other Capital Projects

e This is an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the sum of capital
expenses for other capital projects equal to rehabilitation / reconstruction / replacement improvements for existing transit
services and expansion of service.
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Column j: Total Capital Expenditures — Mode and TOS

e Thisis an auto-calculated field and cannot be edited. This field displays, by mode and TOS, the total capital expenses
for rehabilitation / reconstruction / replacement improvements for existing transit services and expansion of service
equal to the sum of columns a through i.

Columns a — j: Total Capital Expenditures — Project Category

e These are auto-calculated fields and cannot be edited. These fields display, by project category, the total capital
expenses for rehabilitation / reconstruction / replacement improvements for existing transit services and expansion of
service equal to the sum of all modes and TOS.
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Operating Expenses form (F-30)
"'-‘&Sccuru(y'

' Issues ' Reports 'c-:wnrruumc.mons's-,snamm' Search

' Summary ' Help

Line a b C d e
Vehicle Vehicle Non-Vehicle General
Operations Maintenance Maintenance Administration Total
010 041 042 160 Modal
Expense Object Class Total Total Total Total Expenses
Labor (501)

01 Operators' salaries and wages (01)

02 Other salaries and wages (02)

03 Fringe Benefits (502)

04 Services (503)
Materials and Supplies (504)

05 Fuel and lubricants (01) I I
06 Tires and tubes (02) I I

07 Other materials and supplies (99) I I . I

08 Utilities (505)

09 Casualty and Liability Costs (506) | [

10 Taxes (507) | | [

13 Miscellanecus Expenses (509) I I I I I

14 Expense Transfers (510) I I I I I

15 Total Modal Expenses | I ) I o] I ) I
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Home Monthly Ridership¥ Safety & Security Issues Communications

Sys Admin Summary

Line a b C d e
Vehicle Vehicle Non-Vehicle General
Operations Maintenance Maintenance Administration Total
010 041 042 160 Modal
Expense Object Class Total Total Total Total Expenses

Labor (501)

01  Operators' salaries and wages (01)

02 Other salaries and wages (02)

03 Fringe Benefits (502)

04 Services (503)
Materials and Supplies (504)

05 Fuel and lubricants (01) | | |
08 Tires and tubes (02) I I I

07 Other materials and supplies (99) I I I

08 Utilities (505)

09 Casualty and Liability Costs (506) | |

10 Taxes (507) | | |
Purchased Transportation (508)
11 In Report {(01)

12 Filing Separate Report (02)

13 Miscellanecus Expenses (509)

14 Expense Transfers (510)

15 Total Modal Expenses

The sum of the total on line 11 should equal the sum of lines 06 and 07 of the B-30s for service included in this report for this mode ($10,851,700)
The sum of the total of lines 01 - 10 and 13 - 14, should equal the total of B-30s, line 08 for all service reported as purchased transportation for this mode ($6,581,390)

The total of line 15 should equal the total of the B-30s, line 09, total operating expenses for all service reported as purchased transportation for this mode in both this report and filing a seperate
report ($17,433,080)

f

Home

Line a b 5 d e
Vehicle Vehicle Hon-Vehicle General
Operations Maintenance Maintenance Administration Total
010 041 042 160 Modal
[Expense Object Class Total Total Total Total Expenses
ILabor (501)

01 Operators’ salaries and wages (01)

02 Other salaries and wages (02)

03 Fringe Benefits (502)

04 Services (503)
IMaterials and Supplies (504)

05 Fuel and lubricants (01) [ [ |
06 Tires and tubes (02) [ [ I

07 Other materials and supplies (99) I I I

08  Utilities (505)

09 Casualty and Liability Costs (506) [ |

'
1

[10 Taxes (507) I I I

13 Miscellaneous Expenses {509) I I I I I

14 Expense Transfers (510) | | | I I

[15 Total Modal Expenses | I I I . I

[16 Americans with Disabilities Act of 1990 I—
(ADA)-Related Expenses
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Line a b c d e
Vehicle Vehicle Hon-Vehicle General
Operations Maintenance Maintenance Administration Total
010 041 042 160 Modal
Expense Object Class Total Total Total Total Expenses
Labor (501)

01 Operators’ salaries and wages (01)

02 Other salaries and wages (02)

03 Fringe Benefits (502)

04 Services (503)
Materials and Supplies (504)

05 Fuel and lubricants (071) | | |
06 Tires and ubes (02) | | I

07 Other materials and supplies (99) I I I I I
08 Utilities (505) |— | - I
09 Casualty and Liability Costs (508) I I I I
10 Taxes (507) | | | | |

Purchased Transportation (508)
11 InReport (01)

12 Filing Separate Report (02)

13 Miscellaneous Expenses (509)

14 Expense Transfers (510)

15 Total Modal Expenses I

16 Americans with Disabilities Act of 1990 I—
(ADA)-Related Expenses :
The sum ofthe total online 11 should equal the sum of lines 06 and 07 ofthe B-30s for senvice included in this report for this mode (§1,555,778)

The sum of the total of lines 01 - 10 and 13 - 14, should equal the total of B-30s, line 08 for all service reported as purchased transportation for this mode ($476,429)

The total of line 15 should equal the total of the B-30s, line 09, total operating expenses for all service reported as purchased transportation for this mode in both this report and filing a seperate report ($2,032,207)
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Overview

The purpose of the Operating Expenses form (F-30) is to collect data on your transit agency's operating expenses (OE)
using the Uniform System of Accounts (USOA).

Reporting Requirements and Thresholds

All transit agencies must complete this form. You should complete one form for each mode and type of service (TOS).

What Has Changed from Prior Year

There are no changes for the 2012 Report Year

Approach

This form collects OE which are those expenses associated with the day-to-day operation of your transit agency. They are
collected using the Uniform System of Accounts (USOA), which establishes standard definitions for functions or activities
performed and object classes or categories of expenditures such as labor, fringe expenses and materials (Sections 5.2 and
6.2 of the USOA).

You need to understand the following concepts to correctly complete the F-30 form:
e  Accrual accounting
e Treatment of capital maintenance expenses

e Treatment of incidental transit service

e Cost allocation for resources shared by modes or types of service (TOS)
e  Treatment of vanpools (VP)

e Treatment of vehicle leases and depreciation costs.

Accrual Accounting

Operating expenses are reported using the accrual accounting principle that OE are reported in the year they are incurred,
i.e., the year in which they result in liabilities for benefits received, regardless of whether or not the expenditure is paid during
the reporting period.

Capital Maintenance Expenses

Operating expenses are defined in Section 5.2 of the USOA, regardless of grant eligibility for Federal capital assistance. You
should report all maintenance expenses, which are OE that are paid with capital funds, on this form.

For example, preventive maintenance costs reported on the F-30 form are eligible for Federal capital assistance in FTA
programs. For the purpose of Federal funding assistance under FTA programs, preventive maintenance costs are defined as
all maintenance costs reported under functions 041, vehicle maintenance, and 042, non-vehicle maintenance, on the F-30
form.

The FTA funds expended on (applied to) these capital maintenance expenses are reported as funds expended on (applied
to) operations on the F-10.

Incidental Transit Service
There are times when existing transit services cannot meet demand. Transit agencies provide alternate ways to
accommodate transit riders. This often occurs for:

e Employer-based Guaranteed Ride Home (GRH) program where the transit agency works with employers to ensure
employees who took transit to work and who must leave work for a personal emergency (illness, family crisis) or have
unscheduled overtime, have a ride home. There are often limits on the number of times an employee or company may
use the GRH.

e Service interruptions (e.g., vehicle breakdown) and a replacement vehicle is not available; or an accident on light rail
tracks so passengers must transfer to a bus line

e Cancellation of a reserved passenger trip in the demand response mode (vehicle or driver unavailable).

As these occurrences are infrequent, the alternate transit services are “incidental” to the regular mode of service.
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Transit agencies provide incidental services typically in one of two ways:

1. Taxicabs—reimbursing or providing vouchers to pay for the cost of the ride

2. Transit agency--using vehicles available from another mode or service vehicles (such as a supervisor van and its driver)
to provide the ride.

Report the cost of incidental services in the mode where the unforeseen event occurred as a miscellaneous expense. For
the light rail accident described above, report the costs under light rail mode, not bus mode. Substituting with taxi service
does not require a separate Contractual Relationship (B-30) form since the costs will be part of the normal transit mode
used.

Cost Allocation

All OE for transit operations must be fully allocated to functions by mode and TOS for NTD Annual reporting. To fully allocate
OE you should:

e Determine which expenses or costs are direct costs and can be easily traced to a particular mode and TOS.

e Determine which expenses or costs are joint expenses or shared costs. These costs are incurred for the benefit of more
than one mode or TOS and cannot be easily traced to a specific mode or TOS.

e Allocate joint expenses or shared costs to each mode and TOS.

Examples of direct costs are:
e Labor expenses for operators who work only on MB service
e Tires and tubes expenses for directly operated (DO) demand response (DR) vehicles

e Schedule printing costs incurred by your transit agency for the MB service operated under a purchased transportation
(PT) contract

e  Printing expenses for ticket issued for DO commuter rail (CR) service

e Gasoline expenses for vans in DR mode when your transit agency tracks fuel consumption by vehicle at the fueling
island or station.

Examples of joint expenses are:
e Salary expenses for the general manager who is responsible for the provision of MB and DR services
e Electric utility expenses for a garage that serves both MB and DR vehicles

e Outside audit services that are used annually to meet State and local requirements for a transit agency that provides DO
MB service and PT DR service.

There are many ways to allocate costs. This discussion of allocating joint expenses is based on the publication Fully
Allocated Cost Analysis Guidelines for Public Transit Providers (April 1987), which provides a comprehensive review of fully
allocated cost analysis, cost allocation variables, and the development and application of cost models. Approaches include a
one variable unit cost model and a three variable unit cost model, as well as an example of a cost build up approach using
vehicle hours, vehicle miles and peak vehicles. Peak vehicles are equivalent to vehicles operated in annual maximum
service (VOMS) in NTD Annual reporting.

The exhibit below depicts how the eight major expense object classes included on the F-30 are assigned to these three
allocation variables. The exhibit is taken from the Fully Allocated Cost Analysis Guidelines for Public Transit Providers
publication.

In addition to vehicle hours, vehicle miles and peak vehicles, other typical allocation variables are revenue hours and miles,
total vehicles, number of employees, and ridership. While these options for allocating costs are common to the transit
industry, in some instances others may be more appropriate.

For example, you might use track miles and passenger stations may be used to allocate certain types of rail system costs.
You also might use number of transactions to allocate the costs of accounts payable department. Any variable or measure
that can be related to the modes and types of services provided, and is logically related to the rate of consumption of an
expense element, is an acceptable basis for allocation.
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Exhibit 9 — Assignment of Expense Object Classes to Allocation Variables

Expense Object Class Vehicle Hours Vehicle Miles Peak Vehicles
501. Labor

Operator salaries Yes

Maintenance salaries Yes

Other salaries Yes
502. Fringe Benefits

Operator Yes

Maintenance Yes

Other Yes
503. Services

Professional and technical Yes

Contract maintenance Yes

Security Yes

Other services Yes
504. Materials and Supplies

Fuel and lubricants Yes

Tires and tubes Yes

Other materials Yes
505. Utilities

Utilities Yes
506. Casualty and Liability Costs

Premiums for damage Yes

Recoveries of losses Yes

Payouts for uninsured Yes
507. Taxes

Vehicle registration Yes

Fuel and lubricant Yes

Other taxes Yes
509. Miscellaneous Expenses

Dues and subscriptions Yes

Travel and meetings Yes

Bridges, tunnel and highway tolls Yes

Advertising media Yes

Other miscellaneous expense Yes
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The following is an example of how to allocate joint expenses using the previous exhibit.

Example 11— Allocating Joint Expenses

Example: Coaster Transit Agency (Coaster) has one maintenance facility that it uses for both its directly operated (DO)
bus (MB) and demand response (DR) operations:

This facility is used to fuel and maintain the revenue service vehicles for MB and DR operations.
Coaster receives one electric bill for the power used in the maintenance facility.
How can Coaster allocate electric utility expenses?

Solution: You must determine shared (joint) cost for object class (505), Utilities, under function (160), general
administration.

Expenses: Joint expenses (shared costs-electric power) $1,000,000
You select the allocation variable and calculate the allocation percentage:

Allocation Variable Vehicles

Percentage Available for Maximum Service Allocation
MB 200 80.0%
DR 50 20.0%
Total 250 100.0%
Allocate joint expenses: Allocation
MB ($1,000,000 x 80.0%) $800,000
DR ($1,000,000 x 20.0%) $200,000
Vanpools

You should report only publicly sponsored vanpool (VP) services. For inclusion in the NTD, vanpools:

e Must be operated by a public entity, or a public entity owns, purchases or leases the vehicle(s)

e Must be in compliance with public transit rules, including Americans with Disabilities Act of 1990 (ADA) provisions
e Must be open to the public, and that availability must be made known.

Other forms of public participation to encourage ridesharing arrangements, such as the provision of parking spaces, use of
high occupancy vehicle (HOV) lanes, coordination or clearing house services, do not qualify as public vanpools.

You must report all expenses involved with operating these services, even when VP participants pay for some of the costs.
OE could include cost of purchased service (if service is provided through a private operator), vehicle leases, administrative,
marketing, maintenance and legal services, plus additional expenses to operate the vans (e.g., fuel, tires, insurance, tolls,
maintenance or repairs) often paid by riders.

Vehicle Leases and Depreciation Costs

You should report vehicle capital lease and depreciation costs as reconciling items. If total costs are based on unit charges
to riders, (e.g., per mile or per trip) you must separate operating costs from any lease and depreciation costs.
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Detailed Instructions

You should complete one form for each DO mode and each PT mode.

You should use the operating chart of accounts for OE that is defined in the USOA. Below, discussion is provided for each
object class and function as well as information about ADA-related expenses.

Chart of Accounts for Modal Operating Expenses

The USOA provides a detailed explanation of the chart of accounts for NTD Annual reporting in Chapter 5, Expense Object
Classes, and Chapter 6, Expense Functions. The OE chart of accounts used in the F-30 form is organized by expense
function (columns) and expense object class (rows).

Functions
A function is an activity performed by a transit agency.

NTD Annual reporting uses four basic functions:
1. Vehicle operations (010)

2. Vehicle maintenance (041)

3. Non-vehicle maintenance (042)

4. General administration (160).

The activities included under each basic function are detailed in Section 6.2 of the USOA. The following exhibit provides the
the detailed to basic function equivalency. The detailed functions provide additional clarification on activities.
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Exhibit 10 - Function Equivalency

N N

010 Vehicle operations 010 Transportation administration 011 Transportation administration

151 Ticketing and fare collection 012 Revenue vehicle movement control

> 161 System security > 021 Scheduling of transportation operations
030 Revenue vehicle operation 151 Ticketing and fare collection

161 System security

031 Revenue vehicle operation

041 Vehicle maintenance " 041 Vehicle maintenance A 041 Maintenance administration - vehicles
051 Servicing revenue vehicles
061 Inspection & maintenance of revenue vehicles
> > 062 Accident repairs of revenue vehicles
071 Vandalism repairs of revenue vehicles
081 Servicing and fuel of service vehicles
091 Inspection & maintenance of service vehicles

042 Non-vehicle maintenance \ 042 Non-vehicle maintenance \ 042 Maintenance administration — non-vehicles

101 Maintenance of vehicle movement control systems

111 Maintenance of fare collection and counting equipment

121 Maintenance of roadway and track

122 Maintenance of structures, tunnels, bridges and subways

123 Maintenance of passenger stations

> > 124 Maintenance of operating station buildings, grounds and equipment
125 Maintenance of garage and shop buildings, grounds and equipment

126 Maintenance of communication system

127 Maintenance of general administration buildings, grounds and equipment

128 Accident repairs of buildings, grounds and equipment

131 Vandalism repairs of buildings, grounds and equipment

j j 141 Operation and maintenance of electric power facilities

160 General administration \ 160 General administration \ 165 Injuries and damages

166 Safety

167 Personnel administration

168 General legal services

169 General insurance

170 Data processing

171 Finance and accounting

172 Purchasing and stores

173 General engineering

174 Real estate management

175 Office management and services
176 General management

145 Preliminary transit system development
181 General function

162 Customer service

163 Promotion

j j 164 Market research

177 Planning
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Vehicle Operations

Vehicle operations are all the activities associated with dispatching and running vehicles in revenue service to carry
passengers, including administrative and clerical support. There are six detailed functions in the basic vehicle operation
function (010):

1. Transportation administration and support (011) includes supervising garages / operating centers to make sure
operators are available, inspecting and instructing operators, run selection and supervision, and reporting accidents and
appearing as a witness.

2. Revenue vehicle movement control (012) includes dispatching and return of operators and revenue vehicles to garages
/ operating centers, and monitoring and supervising revenue vehicle operations.

3. Scheduling of transportation operations (021) includes collecting data, making schedules and run cutting.

4. Revenue vehicle operation (030) includes moving revenue vehicles along routes to carry passengers, and moving
vehicles to and from garages / operating centers to routes (deadheading), laying over at the ends of routes, and moving
operators to and from relief points. This is the largest expense category in the vehicle operations function since it
includes all the labor, fringes and fuel to operate the revenue vehicles.

5. Ticketing and fare collection (151) includes producing, distributing and collecting fare instruments (passes, tickets,
tokens), and providing security for collecting and counting the fares.

6. System security (161) includes patrolling revenue vehicles and passenger stations during revenue operations, and
patrolling and controlling access to yards, buildings and grounds.

Public transportation is a labor-intensive activity. Since vehicle operators generally are the largest employee
W group for non-rail services, vehicle operation expenses are typically the largest expense function arising from the
labor and fringe benefit expenses for these employees.

Vehicle Maintenance

Vehicle maintenance is all the activities associated with ensuring revenue vehicles and service vehicles are operable,
cleaned, fueled, inspected and repaired. There are seven detailed functions in the basic vehicle maintenance function (041):

1. Maintenance administration — vehicles (041) includes preparing maintenance records, analyzing data for vehicle
performance and training vehicle maintenance personnel.

2. Servicing revenue vehicles (051) includes fueling, interior cleaning and exterior washing of revenue vehicles.

3. Inspection and maintenance of revenue vehicles (061) includes performing scheduled preventive maintenance,
performing minor repairs, going to vehicle breakdowns to either repair or tow revenue vehicles, rebuilding and
overhauling repairable components, performing major repairs on revenue vehicles (e.g. body work, re-upholstering, unit
rebuilds and replacing major repairable units of revenue vehicles (e.g. engines, transmissions and air conditioners).

4. Accident repairs of revenue vehicles (062) includes repairing damage as a result of collisions, floods and accidental
fires.

5. Vandalism repairs of revenue vehicles (071) includes repairing damage as a result of willful or malicious destruction or
defacement of revenue vehicles.

6. Servicing and fuel of service vehicles (081) includes fueling, interior cleaning and exterior washing of service vehicles.

7. Inspection and maintenance of service vehicles (091) includes performing scheduled preventive maintenance,
performing minor repairs, going to vehicle breakdowns to either repair or tow service vehicles, rebuilding and
overhauling repairable components, performing major repairs on service vehicles (e.g. body work, re-upholstering, unit
rebuilds and replacing major repairable units of service vehicles (e.g. engines, transmissions and air conditioners).

For inspection and maintenance of revenue or service vehicles, work on repairable units such as engine rebuilds and
overhauls are an operating expense only if they meet the criteria established by FTA in determining when an item is an
operating or a capital expenditure. If the total labor and materials necessary for the rebuild or overhaul are less than a unit
value of $5,000 or a lesser capitalization level used by the agency such as $3,000, then this is an operating expense
reported on the F-30. If not, then the rebuild or overhaul expenses are a capital expenditure reported on the F-20.

Vehicle maintenance employees typically are the second largest group of employees for non-rail services.
W Therefore, vehicle maintenance expenses are the second largest expense function.

Non-Vehicle Maintenance

Non-vehicle maintenance is all the activities associated with ensuring buildings, grounds and equipment (garages,
passenger stations and shelters, administration buildings); fare collection equipment; and communications systems, track,
structures, tunnels and power systems are operable. There are thirteen detailed functions in the basic non-vehicle
maintenance function (042). These are summarized in four categories below:
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1. Maintenance administration — non-vehicles (042) includes preparing maintenance records and training facility

maintenance personnel.
2. Inspecting, cleaning, repairing and replacing components for:

Maintenance of vehicle movement control systems (101) including radios, roadway phones and monitor units

Maintenance of fare collection and counting equipment (111) including fare boxes, vaults and money counters,
changers and sorters

Maintenance of roadway and track (121) including rails and rail bed

Maintenance of structures, tunnels, bridges and subways (122)
Maintenance of passenger stations (123) including shelters and custodial services

Maintenance of operating station buildings, grounds and equipment (124) including mechanics, electricians,
carpenters, plumbers, janitors, groundskeepers and custodial services;

Operating stations are the buildings and rail yards where vehicles are stored and dispatched for revenue service.
Often operating stations and garages are the same facilities.

Maintenance of garage and shop buildings, grounds and equipment (125) including mechanics, electricians,
carpenters, plumbers, janitors, groundskeepers and custodial services;

Garages and shop buildings are where repairs and maintenance is performed. Often operating stations and
garages are the same facilities.

Maintenance of communication systems (126) including office telephones, fax machines and public address
systems, but not including vehicle movement control systems

Maintenance of general administration buildings, grounds and equipment (127) including mechanics, electricians,
carpenters, plumbers, janitors, groundskeepers and custodial services

3. Vandalism repairs of buildings, grounds and equipment (131) includes repairing damage as a result of willful or

malicious destruction or defacement of buildings, grounds and equipment
4. QOperation and maintenance of electric power facilities (141) includes electric power generation and distribution facilities

for third rail, overhead lines, cable systems, etc.

(<

For rail systems, non-vehicle maintenance is a larger portion of overall OE than for non-rail systems since there is
a large infrastructure to maintain — track, rail beds, signaling, overhead lines and third rails, and passenger
stations, etc.

General Administration

General administration is all the activities associated with supporting the provision of transit service. Usually, you should

report these expenses using a cost allocation plan as discussed above because these activities benefit all modes and TOS.
There are seventeen detailed functions and one residual function in the basic general administration function (160). These
are summarized in five categories below:

1. Finance and procurement:

Finance and accounting (171) including maintaining accounting records; payroll processing; paying vendors;
accounting for receivables, assets and investments; investing available cash; obtaining funds through debt, equity,
subsidy and other financing transactions; budgeting; performing internal audits; and, preparing and submitting
financial reports

Purchasing and stores (172) including preparing specification and procuring materials and supplies from vendors,
receiving at and issuing and distributing supplies from storage facilities, and maintaining inventory records

Real estate management (174) including negotiating purchases and sales of transit real estate, negotiating property
leases and managing concessionaire contracts.

2. Marketing and customer service:

Customer services (162) including telephone information on routes and services, handling customer complaints and
providing information at transit centers and stations

Promotion (163) including media relations, and developing and distributing promotional materials to encourage
transit use

Market research (164) including conducting consumer behavior research and transit service demand surveys to
help define new routes and revisions to existing services.

o Accidents:

Injuries and damages (165) including insuring your transit agency against liability losses, receiving and processing
damage claims, investigating accidents, making settlements and defending public liability cases
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Safety (166) for providing a system safety plan for employees and the public in order to prevent accidents and
including compiling safety statistics.

4. Planning and service development:

Preliminary transit service development (145) including researching transit technology and service areas to
determine appropriate technology, route configurations and service level requirements. This covers the expenses
associated with performing these activities before a firm commitment to construct is made. After a commitment to
construct, these costs are often included as part of the capital cost of the project.

Planning (177) including long range and regional transit needs assessments.
Transit agencies often report planning and service development costs as operating expenses on the Operating

W Expenses form (F-30) rather than as capital expenses. Once a commitment is made for a specific capital project,

these costs are capital expenses on the Capital Funding form (F-20).

5. General activities:

Personnel administration (167) including employee recruitment, administering pre-employment medical exams,
conducting orientation programs, administering fringe benefits, performing employee evaluations, conducting
grievance procedures, negotiating labor agreements, providing management and supervisory training, and
maintaining employee records

General legal services (168) for general legal service activities not related to public liability claims for injuries and
damages

General insurance (169) for preparing, submitting and pursuing insurance claims not related to public liability
including fires, weather related damage such as floods, and accidents not related to public liability

Data processing (170) including data entry and verification; operating computers, scanners and other equipment for
maintaining data bases and conducting analyses; testing, software development and other programming activities;
and, maintaining data processing equipment

General engineering (173) including researching available technology for performing transit activities, and preparing
specifications for constructing or purchasing capital assets;

All engineering associated with maintenance of vehicles, buildings, structures, communication systems, equipment,
etc. is included in the appropriate vehicle or non-vehicle maintenance function.

Office management and services (175) for managing general office activities including receptionists, telephone
operators, mail rooms, libraries and distribution of office supplies

General management (176) for establishing policies for the development and operation of your transit agency and
services, and providing top level management to implement these policies

General function (181) is used when expenses not related to or easily associated with the other functions under the
general administration function (180).

Object Classes

There are ten major expense object classes used in NTD Annual reporting:

Labor (501)

Fringe benefits (502)
Services (503)

Materials and supplies (504)

Utilities (505)
Casualty and liability costs (506)

Taxes (507)
Purchased transportation (PT) service (508)

© X NGO~ wDNPRE

. Miscellaneous expenses (509)

10. Expense transfers (510).

An object is an article or service obtained. An object class is a grouping of expenses for the goods or services purchased.
The object classes include salaries and wages, fringe benefits, services, materials and supplies and other expenses, and are
detailed in Section 5.2 of the USOA.
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Labor

Labor (501) is the pay that transit agency employees receive for work performed for your transit agency. The pay to
employees of outside organizations that provide services to your transit agency are not included as labor expenses, but
rather as services (503).

There are two categories for labor (501):

1. Operators' salaries and wages (501.01)

2. Other salaries and wages (501.02).

Operators' Salaries and Wages

Operators' salaries and wages (501.01) are the labor expenses for your transit agency employees that usually are the
persons driving revenue vehicles. However, there are two other types of transit agency employees that are included as

operators:
1. Conductors and ticket takers in commuter rail (CR) mode

2. Attendants aboard vehicles to assist riders in boarding and alighting, securing wheelchairs, etc., typically the elderly and
individuals with disabilities.
Operators do not include the following two categories:

1. Employees aboard vehicles for other purposes than described above such as transit security personnel, employees
conducting surveys and employees monitoring service performance

2. Employees permanently removed from performing as operators but who remain classified as operators for payroll.
These employees do not work as operators but perform other functions.

You should report the wages paid for vehicle operators, conductors and other on-board crew in object class 501.01,
operators' salaries and wages, under the appropriate function, as follows:

e Report wages for performing vehicle operations under the vehicle operations function (010). Include platform time,
student training time, accident reporting time, standby time and revenue vehicle movement control.

e Report wages for performing inspection and maintenance and servicing revenue vehicles under the vehicle
maintenance function (041).

e Do not report operators' wages under the non-vehicle maintenance function (042). Ordinarily, there are no operators'
wages for performing non-vehicle maintenance.

e Report wages for performing customer service or marketing duties under the general administration function (160).

The vast majority of operators’ wages and salaries typically are reported in the vehicle operations function. If
W there is a sizeable portion of operator wages reported in other functions such as vehicle maintenance or general
administration, you should describe the reasons for these expenses using the Add Form Notes link.

Other Salaries and Wages

Other salaries and wages (501.02) are the labor expenses for all of your transit agency employees who are not revenue
vehicle operators or crew.

You should report other salaries and wages by function using the following rules:

e Report the wages paid for vehicle operations for employees such as dispatchers, schedulers, ticketing and fare
collection, security, revenue vehicle movement control, traffic managers, terminal managers, as well as superintendents
and their clerical support in object class 501.02, other salaries and wages under the vehicle operations function (010).

e Report wages for performing inspection, servicing and maintenance work on transit agency vehicles or components of
those vehicles under the vehicle maintenance function (041). You should include supervisory, clerical and cleaning
personnel.

e Report wages under the non-vehicle maintenance function (042) for performing maintenance of roadway and track;
structures; passenger stations; fare collection and counting equipment; vehicle movement control systems; buildings,
grounds and equipment; and associated professional and clerical support.

e Report wages for performing marketing, customer information, accounting, data processing, legal, safety, planning and
other administrative functions under the general administration function (160).

Although the majority of vehicle operations labor expenses typically are for operators, labor expenses typically
W also are reported for vehicle operations under other salaries and wages. You should use sing the Add Form
Notes link to describe why there are no wages reported for vehicle operations.
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Fringe Benefits

Fringe benefits (502) are the expenses for employment benefits or services that an employee receives in addition to his / her
basic wages. These payments are your transit agency’s costs over and above labor costs, but still arising from the
employment relationship. Typical benefits include contributions to or providing:

e Retirement plans

e Pension plans

e Medical plans

e Dental plans

e Life insurance and short-term disability plans

e Unemployment insurance

e  Workers' compensation insurance

e Sick leave

e Holiday leave

e Vacation (and other paid leave such as bereavement leave, jury duty)

e Uniform and work clothing allowances typically for drivers, security personnel

e Tool allowances for mechanics.

Some accounting systems do not track fringe benefit costs by function. In this situation, you must allocate fringe benefit
expenses by function. One common approach is to allocate fringe benefit costs in proportion to the sum of salaries and

wages listed for labor (501.01 and 501.02) by function. You should report these allocated expenses under fringe benefits
(502) and not under expense transfers (510).

Services

The services (503) object class is for:
e Management services
e Professional services

e Temporary labor services of personnel who are not employees of your transit agency, the governmental body or the
multifunctional organization.

Services (503) are the expenses for the labor and other work provided by outside organizations for fees and related
expenses. Usually, services from an outside organization are a substitute for in-house employee labor because the skills
offered by the outside organization are needed for only a short period of time or are better than internally available skills.

Some transit agencies are organized as a department of State or local government, or as part of a multifunctional

W organization. For NTD Annual reporting purposes, if your transit agency is organized this way, your agency does
not purchase services from other parts of the governmental entity or multifunctional organization. Therefore, you
should not report these expenses in the services object class (503).

Instead, you should report all expenses for activities pertaining to the transit services, but performed by other departments or
offices within the governmental or multifunctional entity, in the appropriate object class and function.

For example, if your transit agency is a department of a county government and the county highway department maintains
the transit vehicles, you should report highway department’s transit maintenance expenses under the vehicle maintenance
function and report maintenance labor expenses in the other salaries and wages object class (501.02), fringe benefit
expenses in object class (502) and materials and supplies in object class (504).

Materials and Supplies

Materials and supplies (504) consumed are expenses for tangible products obtained from outside suppliers or manufactured
internally. Discounts, sales taxes and excise taxes (except on fuel and lubricants) are included in the cost of the material or
supply. Charges to these expense accounts are for the materials and supplies issued from inventory for use and for the
materials and supplies purchased for immediate use; i.e., without going through inventory.

There are three reporting categories for materials and supplies (504) consumed:
1. Fuel and lubricants (504.01)

2. Tires and tubes (504.02)

3. Other materials and supplies (504.99).
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Fuel and Lubricants

Fuel and lubricants (504.01) are the costs of items such as gasoline, diesel fuel, propane, lubricating oil, transmission fluid,
and grease for use in vehicles.

You should report expenses for fuel and lubricants for:
e Revenue vehicles under the vehicle operations function (010)

e  Service vehicles under the vehicle maintenance function (041).

e Internet helps you follow the reporting rules by not providing data cells under the non-vehicle maintenance and general
administration functions for fuel and lubricants

You should report the taxes paid on fuel and lubricants, if applicable, for taxes (507). You should not report these
W taxes for fuel and lubricants (504.01).

Tires and Tubes

Tires and tubes (504.02) are the lease payments for tires and tubes rented on a time period or mileage basis or the cost of
tires and tubes for replacement of tires and tubes on vehicles.

You should report expenses for tires and tubes for:
e Revenue vehicles under the vehicle operations function (010)
e  Service vehicles under the vehicle maintenance function (041).

e Internet helps you follow the reporting rules by not providing data cells under the non-vehicle maintenance and general
administration functions for tires and tubes.

Other Materials and Supplies

Other materials and supplies (504.99) are the costs of materials and supplies not specifically identified in object classes
(504.01) and (504. 02). These materials and supplies may be issued from inventory or purchased for immediate
consumption.

In many transit agencies, other materials and supplies expenses reported under vehicle maintenance are the
W largest category of materials and supplies expenses. These expenses represent the parts used to repair revenue
and service vehicles.

Utilities
Utilities (505) costs cover payments made to utility companies for the purchase of their energy or services. Utilities include

propulsion power used for electrically driven vehicles, electric power for other uses, water and sewer, natural gas and other
fuels for heating, telephone and garbage collection.

You should report expenses for utilities for:
e  Propulsion power for revenue vehicles under the vehicle operations function (010)
e  Other utilities under general administration (160).

Casualty and Liability Costs

Casualty and liability costs (506) are the expenses related to losses incurred by your transit agency including the costs of
loss protection. These expenses include compensation of others for their losses due to acts for which your transit agency is
liable, the costs of protecting your transit agency from losses through conventional insurance and other risk financing
programs (e.g., self insurance, pools) and agency losses due to the liable actions of others that are covered by other
corporate insurance.

Casualty and liability costs (506) include:

e Physical damage insurance premiums

e Recovery of physical damage losses for public liability and property damage insurance premiums

e Insured and uninsured public liability and property damage settlement pay outs and recoveries, and
e  Other corporate insurance premiums (e.g., fidelity bonds, business records insurance).

Transit agencies cover casualty and liability costs using different risk financing techniques. For these techniques, you should
report:
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e The amount of the physical damage insurance as casualty and liability costs under the vehicle maintenance function
(041) if your agency carries physical damage insurance on its rolling stock,

e  The amount of the physical damage insurance as casualty and liability costs under the non-vehicle maintenance
function (042)if your agency carries physical damage insurance on its buildings, grounds and equipment.

e Casualty and liability costs under the general administration function (160) if your agency is self insured for repairs to
damaged vehicles.

e  Other insurance premiums usually carried, such as fire insurance, under the general administration function (160).

Internet helps you follow the reporting rules by not providing data cells under the vehicle operations function for casualty and
liability costs.

You should classify related expenses in the correct object classes and report:

e The costs of repairing damaged property in the labor (501), fringe benefits (502), and material and supplies (504) object
classes.

e The costs of writing off property damaged beyond repair in the depreciation object class (513).

e The costs of your agency employees engaged in insuring and processing claims for and against your transit agency in
labor (501) and fringe benefits (502) object classes.

Taxes
Taxes (507) are the charges and assessments levied against your transit agency by Federal, State and local governments.

You should report expenses for:

e Income taxes

e Property taxes

e Fuel and lubricant taxes

e  Electric propulsion power taxes

e Vehicle licensing and registration fees.

You should not report:

e Sales and excise taxes on materials and services purchased other than fuel and lubricants. You should report these as
part of the base price of the material in materials and supplies (504) or service in services (503).

e Rebates and reimbursements of taxes as a credit against an OE. You should report rebates and reimbursements paid
as revenue on the F-10 form in either the other funds line or from the original sources.

Purchased Transportation Service

Purchased transportation (PT) services (508) are the expenses incurred and billed by PT providers (sellers) in the operation
of the contracted transit services identified on Contractual Relationship (B-30) forms. You only report expenses for this
expense object class for PT services. The PT services object class is not included in the expense object classes for DO
services.

The PT service object class (508) is for the buyer of PT service and covers the payments or accruals made to the PT
provider. This expense object class does not include:

e Expenses for which your agency has no obligation to pay — for example, if the service costs the seller more than his
contract covers.

e Expenses incurred by your agency in support of the PT services — for example, salaries and wages of transit agency
personnel administering or working in some capacity in support of the agreement, fuel and tires if provided to the seller,
vehicle maintenance, marketing, advertising, legal services, and ticket sales. These are called other costs incurred by
the buyer and are reported in the appropriate object classes (501) to (507) and (509) to (510).

e Depreciation and lease costs for vehicles and facilities. These costs should be reported as reconciling items. Some
purchased transportation providers provide the revenue vehicles as part of their contract. Also, commonly the purchased
transportation provider may operate the service from its own maintenance facility. If the purchased transportation
provider charges total costs — either in absolute dollars and unit charges (e.g., per mile or per trip), you must separate
operating costs from any lease and depreciation costs.

There are two reporting categories for PT service:
1. One for sellers included in your agency’s report — In report (508.01)
2. One for sellers filing their own report — Filing separate report (508.02).
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As a general rule, public agencies should report all PT service for In report (508.01), regardless of the number of vehicles
operated in maximum service (VOMS) by the PT seller. Therefore, the public agencies will report PT expenses. The public
agencies also will report the non-financial operating data for these services in their NTD Annual reports.

However, public agencies buying / selling PT service from / to another public agency (NTD Annual reporter) may determine
locally which public agency will report the service, provided only one agency reports the service. If the public agency seller
reports the service, the public agency buyer of the service will report PT expenses for Filing separate report (508.02). In this
case, the public agency seller also will report the non-financial operating data for the service in its NTD Annual reports.

In rare instances, a seller may be a private or non-profit entity filing a separate NTD report. The seller has a purchased
transportation agreement with a buyer who is public agency NTD reporter. The buyer completes Filing separate report
(508.02).

Filing in Report

Purchased transportation (PT) service in report (508.01) are the expenses for PT services involving sellers whose non-
financial data are included in the buyer's report.

Filing Separate Report

PT service filing separate report (508.02) are the expenses for PT services involving sellers whose non-financial operating
data are not included in the buyer's report.

Other Costs Incurred by the Buyer

You should report other costs incurred by your agency in the appropriate function and object class. For example you should
report your agency’s expenses for scheduling under the vehicle operations function (010) for labor (501.02) and fringe
benefits (502).

Relationship of Purchased Transportation Costs to Contractual Relationship form (B-30)

The purchased transportation costs are reported by contractual relationship on the Contractual Relationship form (B-30).
Each form provides information on:

e  Whether the PT provider is Filing in (buyer’s) Report, or whether the PT provider is Filing Separate Report and
e Cost of the PT service which is reflected by two items:

1. Total contract costs

2. Other costs incurred by buyer.
For most transit agencies, the total by mode across all the B-30 of the three items listed above equals the operating

expenses for PT by mode reported on the F-30 Total Modal Expenses on line 15, column e. The total is the sum of the
following:

e Object Class 508.01 Filing In Report, line 11 column e, is equal to line 07a, the sum of line(s) 07 (contract costs net of
fare revenues) and line(s) 06 (fare revenues for the service under the PT agreement) from the B-30 form(s) when
contractual relationship types are 1, 3 or 10.

e Object Class 508.02 Filing Separate Report, line 12 column e, is equal to the sum of line(s) 07 (contract costs net of fare
revenues) and line(s) 06 (fare revenues for the service under the PT agreement) from the contracted agencies’ B-30
form(s) when contractual relationship types are 5, 7, 8, 9, or 12.

e Object Classes 501-507, 509-510, lines 01-10, 13 and 14, are equal to the sum of line(s) 08 (other costs incurred by the
buyer) from the B-30 form(s) for PT service when contractual relationship types are 1, 3, 5, 9 and 12.

e All Object Classes, line 15 column e, is equal to the sum of line(s) 09 (total operating expenses) from the B-30 form(s)
for PT service for this mode, filed in this report and in a separate report, when contractual relationship types are 1, 3, 5,
7,8,9,10 and 12.

For some transit agencies, the total by mode across all the B-30 of the three items listed will not equal the operating
expenses by PT mode reported on the F-30 Total Modal Expenses on line 15, column e. This is because the contract
includes items such as vehicle capital lease and depreciation costs which are reported as reconciling items on the Operating
Expenses Summary form (F-40).

Miscellaneous Expenses

Miscellaneous expenses (509) are expenses that cannot be classified in expense object classes (501) through (508).

Miscellaneous expenses include:
e Dues and subscriptions
e Travel and meeting expenses
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e Bridge, tunnel and highway tolls

e Entertainment expenses

e Charitable donations

e Fines and penalties

e Bad debt expense

e Advertising and promotion expenses
e Incidental transit services.

Report the costs of incidental transit services under vehicle operations (010).
Expense Transfers

Expense transfers (510) are adjustments and reclassifications of expenses previously reported in object classes (501)
through (509).

Expense transfers include:

e Reclassifications of expenses from one function to another
e Reclassification of costs between cost centers and work orders
e Capitalization of non-operating costs

If you report expense transfers, expenses in individual object classes and functions for your transit agency may
W be overstated or understated.

Americans with Disabilities Act of 1990 Related Expenses (Complementary Paratransit)

NTD requires reporting the total expenses for operating complementary paratransit services, in compliance with Americans
with Disabilities Act of 1990 (ADA) requirements. You should report total OE for these services on the F-30 form for demand
response (DR) and demand response-taxi (DT) modes only on line 16, column e. These expenses should be less than or
equal to the total DR or DT modal expenses reported on line 15, column e you may estimate these expenses.
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Line by Line Instructions Operating Expenses form (F-30)

Completing the Operating Expenses form (F-30)

You should complete one form for each mode and type of service (TOS).

Form Level Help: You should click on the Help tab at the top of the screen for form level help.

Form Note: A form note can be attached to any form. You should use the Add Form Note link for relevant information to a
specific field, to the entire form or to multiple forms. You should click on the Add Form Note link at the top of the screen and
enter your note on the Notes screen. You can review and / or edit a form note from the Notes tab. You should not use the
Form Notes feature to answer issues generated from this form. From the Issues tab you should use the Add Comments
link next to the specific issue.

Saving or Closing the Form: You should click on the Save button prior to exiting the form and continuing with the report.
You should click on the Close button at the bottom of the screen to close the form without saving.

Labor (501)
Line 01: Operators’ Salaries and Wages (501.01)

Report the operators' salaries and wages paid for vehicle operations (010), vehicle maintenance (041), non-vehicle
maintenance (042) and general administration (160) functions.

e Column a: Vehicle Operations (010). Enter the wages paid for vehicle operators and other on-board crew for performing
vehicle operations. Include platform time, student training time, accident reporting time, standby time and revenue
vehicle movement control.

e Column b: Vehicle Maintenance (041). Enter the wages paid for vehicle operators, and other on-board crew performing
inspection and maintenance, and servicing revenue vehicles.

e  Column c: Non-Vehicle Maintenance (042). Ordinarily there are no operators' wages for performing non-vehicle
maintenance functions.

e  Column d: General Administration (160). Enter the wages paid for vehicle operators and other on-board crew for
performing customer service or marketing duties. Using the Add Form Notes link, describe if there is a sizeable portion
of operators' wages in general administration activities.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
wages paid for vehicle operators and other on-board crew equal to the sum of operators' salaries and wages for the
vehicle operations (010), vehicle maintenance (041), non-vehicle maintenance (042) and general administration (160)
functions.

Line 02: Other Salaries and Wages (501.02)

Report the other salaries and wages paid for vehicle operations (010), vehicle maintenance (041), non-vehicle maintenance
(042) and general administration (160) functions.

e Column a: Vehicle Operations (010). Enter the wages paid for dispatchers, schedulers, ticketing and fare collection,
security, revenue vehicle movement control, traffic managers, terminal managers, and superintendents and their clerical
support for performing vehicle operations.

e Column b: Vehicle Maintenance (041). Enter the wages paid for dispatchers, schedulers, ticketing and fare collection,
security, revenue vehicle movement control, traffic managers, terminal managers, and superintendents and their clerical
support for performing inspection, servicing and maintenance work on transit agency vehicles or components of those
vehicles. Include supervisory, clerical and cleaning personnel.

e Column c: Non-Vehicle Maintenance (042). Enter the wages paid for dispatchers, schedulers, ticketing and fare
collection, security, revenue vehicle movement control, traffic managers, terminal managers, and superintendents and
their clerical support for performing maintenance of roadway and track; structures; passenger stations; fare collection
and counting equipment; vehicle movement control systems; buildings, grounds and equipment. Include associated
professional and clerical support.

e Column d: General Administration (160). Enter the wages paid for dispatchers, schedulers, ticketing and fare collection,
security, revenue vehicle movement control, traffic managers, terminal managers, and superintendents and their clerical
support for performing marketing, customer information, accounting, data processing, legal, safety, planning and other
administrative functions.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
wages paid for dispatchers, schedulers, ticketing and fare collection, security, revenue vehicle movement control, traffic

Operating Expenses form (F-30) — 140


http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G266
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G498
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G307
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G306
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G517
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G359
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G452
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G3
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G445
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G400
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G400
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G212
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G437
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G289
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G289
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G103
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G307
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G324
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G469
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G212
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G251
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G252
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G250
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G246
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G246
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G249
http://www.ntdprogram.gov/ntdprogram/Glossary.htm#G22

2012 Annual Reporting Manual

managers, terminal managers, and superintendents and their clerical support equal to the sum of other salaries and
wages the vehicle operations (010), vehicle maintenance (041), non-vehicle maintenance (042) and general
administration (160) functions.

Line 03: Fringe Benefits (502)

Report the fringe benefits expenses (i.e., vacation, sick, holiday, personal insurance plans, retirement plans, etc.).
Attributable to vehicle operations (010), vehicle maintenance (041), non-vehicle maintenance (042) and general
administration (160) functions.

e Column a: Vehicle Operations (010). Enter benefits expenses attributable vehicle operations based on the salaries and
wages (operators and others) reported by function.

e Column b: Vehicle Maintenance (041). Enter benefits expenses attributable to vehicle maintenance based on the
salaries and wages (operators and others) reported by function.

e Column c: Non-Vehicle Maintenance (042). Enter benefits expenses attributable to non-vehicle maintenance based on
the salaries and wages (operators and others) reported by function.

e Column d: General Administration (160). Enter benefits expenses attributable to general administration based on the
salaries and wages (operators and others) reported by function.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
expenses attributable to benefits, i.e., vacation, sick, holiday, personal insurance plans, retirement plans, etc. equal to
the sum of fringe benefits expenses for the vehicle operations (010), vehicle maintenance (041), non-vehicle
maintenance (042) and general administration (160) functions.

Line 04: Services (503)

Report the services expenses for the vehicle operations (010), vehicle maintenance (041), non-vehicle maintenance (042)
and general administration (160) functions.

If your transit agency is organized as a department of State or local government, or as part of a multifunctional organization,
your agency does not purchase services from other parts of the governmental entity or multifunctional organization. Do not
report these expenses in the services object class (503). Report all expenses for activities pertaining to the transit services,
but performed by other departments or offices within the governmental or multifunctional entity, in the appropriate object
class and function.

e Column a: Vehicle Operations (010). Enter expenses for management, professional or temporary labor services of
personnel who are not employees of your transit agency performing vehicle operations functions.

e  Column b: Vehicle Maintenance (041). Enter expenses for management, professional or temporary labor services of
personnel who are not employees of your transit agency performing vehicle maintenance functions.

e  Column c: Non-Vehicle Maintenance (042). Enter expenses for management, professional or temporary labor services
of personnel who are not employees of your transit agency performing non-vehicle maintenance functions.

e Column d: General Administration (160). Enter expenses for management, professional or temporary labor services of
personnel who are not employees of your transit agency performing general administration functions.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for management, professional or temporary labor services of personnel who are not employees of your transit
agency equal to the sum of services expenses for the vehicle operations (010), vehicle maintenance (041), non-vehicle
maintenance (042) and general administration (160) functions.

Materials and Supplies (504)

Line 05: Fuel and Lubricants (504.01)

Report the fuel and lubricants expenses for vehicle operations (010) and vehicle maintenance (041) functions.

e Column a: Vehicle Operations (010). Enter expenses for fuel and lubricants for revenue vehicles.
e Column b: Vehicle Maintenance (041). Enter expenses for fuel and lubricants for service vehicles.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for fuel and lubricants equal to the sum of fuel and lubricants expenses for the vehicle operations (010) and
vehicle maintenance (041) functions.

Line 06: Tires and Tubes (504.02)

Report the tires and tubes expenses for the vehicle operations (010) and vehicle maintenance (041) functions.
e Column a: Vehicle Operations (010). Enter expenses for tires and tubes for revenue vehicles.
e Column b: Vehicle Maintenance (041). Enter expenses for tires and tubes for service vehicles.
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e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for tires and tubes equal to the sum of tires and tubes expenses for the vehicle operations (010) and vehicle
maintenance (041).

Line 07: Other Materials and Supplies (504.99)

Report the other materials and supplies expenses for the vehicle operations (010), vehicle maintenance (041), non-vehicle
maintenance (042) and general administration (160) functions

e Column a: Vehicle Operations (010). Enter expenses for other materials and supplies used for vehicle operations
functions.

e Column b: Vehicle Maintenance (041). Enter expenses for other materials and supplies used for vehicle maintenance
functions.

e  Column c: Non-Vehicle Maintenance (042). Enter expenses for other materials and supplies used for non-vehicle
maintenance functions.

e Column d: General Administration (160). Enter expenses for other materials and supplies used for general
administration functions.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for other materials and supplies equal to the sum of other materials and supplies expenses for the vehicle
operations (010), vehicle maintenance (041), non-vehicle maintenance (042) and general administration (160) functions.

Line 08: Utilities (505)

Report the expenses for utilities equal to the expenses for the vehicle operations (010) and general administration (160)
functions.

e Column a: Vehicle Operations (010). Enter the expenses associated with electricity used to propel revenue vehicles.

e Column d: General Administration (160). Enter the expenses associated with utilities other than electricity used to propel
revenue vehicles.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for utilities equal to the expenses for the vehicle operations (010) and general administration (160) functions.

Line 09: Casualty and Liability Costs (506)

Report the expenses for casualty and liability for the vehicle maintenance (041), non-vehicle maintenance (042) and general

administration (160) functions.

e Column b: Vehicle Maintenance (041). Enter expenses for physical damage insurance on revenue vehicles.

e Column c: Non-Vehicle Maintenance (042). Enter expenses for physical damage insurance on buildings, grounds, and
equipment.

e Column d: General Administration (160). Enter expenses for all other insurance premiums.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
casualty and liability costs equal to the expenses for casualty and liability for the vehicle maintenance (041), non-vehicle
maintenance (042) and general administration (160) functions.

Line 10: Taxes (507)

Report the Federal, State and local taxes (including Federal and State income tax, property tax, vehicle licensing and
registration fees, fuel, lubricant and electric power taxes) for taxes for vehicle operations (010), vehicle maintenance (041),
non-vehicle maintenance (042) and general administration (160) functions.

Do not report sales and excise taxes on materials and services purchased other than fuel and lubricants. These are
accounted for as part of the base price of the material in materials and supplies (504) or service in services (503).

Do not report rebates and reimbursements of taxes as a credit against an operating expense (OE). Rebates and
reimbursements paid are reported as revenue on the Sources of F-10 in either the other funds line or from the original
sources.

e Column a: Vehicle Operations (010). Enter Federal, State, and local taxes attributable to vehicle operations functions.

e Column b: Vehicle Maintenance (041). Enter Federal, State, and local taxes attributable to vehicle maintenance
functions.

e Column c: Non-Vehicle Maintenance (042). Enter Federal, State, and local taxes attributable to non-vehicle
maintenance functions.

e  Column d: General Administration (160). Enter Federal, State, and local taxes attributable to general administration
operations functions.
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e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
Federal, State and local taxes equal to the expenses for taxes for the vehicle operations (010), vehicle maintenance
(041), non-vehicle maintenance (042) and general administration (160) functions.

Purchased Transportation (508)
Line 11: In Report (508.01)

Report total contract costs to sellers. These costs may include payments, accruals, and retainage of fares.

e Column a: Vehicle Operations (010). Enter expenses for vehicle operations for PT contractors that are included in your
report.

e Column b: Vehicle Maintenance (041). Enter expenses for vehicle maintenance for PT contractors (sellers) that are
included in your report.

e  Column c: Non-Vehicle Maintenance (042). Enter expenses for non-vehicle maintenance for PT contractors (sellers) that
are included in your report.

e Column d: General Administration (160). Enter expenses for general administration for PT contractors (sellers) that are
included in your report.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for PT, including payments or accruals to sellers under the contracts and PT fare revenues (regardless of
whether or not the contractor retains the fares) for contractors (sellers) included in your report equal to the PT expenses
for the vehicle operations (010), vehicle maintenance (041), non-vehicle maintenance (042) and general administration
(160) functions.

Report all other expenses incurred by your transit agency as a result of the contracts in the appropriate object class and
function. These can include salaries and wages of your transit agency personnel administering or working in some capacity
in support of the agreement; fuel and tires if provided to the seller; maintenance of vehicles; marketing; advertising; legal
services; ticket sales, etc.

Line 12: Filing Separate Report (508.02)

Report total contract costs to sellers. These costs may include payments, accruals, and retainage of fares.

e  Column a: Vehicle Operations (010). Enter expenses for vehicle operations for PT contractors (sellers) submitting a
complete and separate report.

e  Column b: Vehicle Maintenance (041). Enter expenses for vehicle maintenance for PT contractors (sellers) submitting a
complete and separate report

e  Column c: Non-Vehicle Maintenance (042). Enter expenses for non-vehicle maintenance for PT contractors (sellers)
submitting a complete and separate report.

e Column d: General Administration (160). Enter expenses for general administration for PT contractors (sellers)
submitting a complete and separate report.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for PT, including payments or accruals to sellers under the contracts and PT fare revenues (regardless of
whether or not the contractor retains the fares) for contractors (sellers) submitting a complete and separate report equal
to the PT expenses for the vehicle operations (010), vehicle maintenance (041), non-vehicle maintenance (042) and
general administration (160) functions.

Report all other expenses incurred by your transit agency as a result of the contracts in the appropriate object class and
function. These can include salaries and wages of your transit agency personnel administering or working in some capacity
in support of the agreement; fuel and tires if provided to the seller; maintenance of vehicles; marketing; advertising; legal
services; ticket sales, etc.

Line 13: Miscellaneous Expenses (509)

Report expenses that cannot be attributed to any other expense category. Include dues and subscriptions; travel and
meeting expenses; bridge, tunnel, and highway tolls; entertainment expenses; charitable donations; fines and penalties, bad
debt expense and advertising and promotion expenses.

e Column a: Vehicle Operations (010). Enter all miscellaneous expenses for vehicle operations functions.

e Column b: Vehicle Maintenance (041). Enter all miscellaneous expenses for vehicle maintenance functions.
e Column c: Non-Vehicle Maintenance (042). Enter all miscellaneous expenses for non-vehicle maintenance functions.
e  Column d: General Administration (160). Enter all miscellaneous expenses for general administration functions.
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e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for miscellaneous expenses equal to the expenses for utilities for the vehicle operations (010), vehicle
maintenance (041), non-vehicle maintenance (042) and general administration (160) functions.

Line 14: Expense Transfers (510)

Report the expenses for adjustment and reclassification of expenses previously recorded, and capitalization of non-operating
costs (used to credit any function in which expense has been temporarily deposited for ultimate capitalization) equal to the
expense transfers for the vehicle operations (010), vehicle maintenance (041), non-vehicle maintenance (042) and general
administration (160) functions.

e Column a: Vehicle Operations (010). Enter expenses for adjustment and reclassification of vehicle operations.
e Column b: Vehicle Maintenance (041). Enter expenses for adjustment and reclassification of vehicle maintenance.

e  Column c: Non-Vehicle Maintenance (042). Enter expenses for adjustment and reclassification of non-vehicle
maintenance.

e Column d: General Administration (160). Enter expenses for adjustment and reclassification of general administration.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for adjustment and reclassification of expenses previously recorded, and capitalization of non-operating costs
(used to credit any function in which expense has been temporarily deposited for ultimate capitalization) equal to the
expense transfers for the vehicle operations (010), vehicle maintenance (041), non-vehicle maintenance (042) and
general administration (160) functions.

Line 15: Total Modal Expenses

e Column a: Vehicle Operations (010). This is an auto-calculated field and cannot be edited. This field displays the total
modal expenses for the vehicle operations function equal to the sum of the expenses reported for each object class for
the vehicle operations (010) function.

e Column b: Vehicle Maintenance (041). This is an auto-calculated field and cannot be edited. This field displays the total
modal expenses for the vehicle maintenance function equal to the sum of the expenses reported for each object class
for the vehicle maintenance (041) function.

e Column c: Non-Vehicle Maintenance (042). This is an auto-calculated field and cannot be edited. This field displays the
total modal expenses for the non-vehicle maintenance function equal to the sum of the expenses reported for each
object class for the non-vehicle maintenance (042) function.

e Column d: General Administration (160). This is an auto-calculated field and cannot be edited. This field displays the
total modal expenses for the general administration function equal to the sum of the expenses reported for each object
class for the general administration (160) function.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
modal expenses for the all functions equal to the sum of the expenses reported for each object class for the vehicle
operations (010), vehicle maintenance (041), non-vehicle maintenance (042), and general administration (160)
functions.

Line 16, column e: Americans with Disabilities Act of 1990 (ADA) Related Expense.

e Enter total expenses for complementary paratransit services (demand response (DR) and demand response-taxi (DT))
attributable to ADA compliance requirements. These expenses should be less than or equal to the total modal expenses
for DR on line 15, column e. Applies only to DR and DT modes.
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Expenses Summary form (F-40)

Line

Expense Object Class
Labor (501)

01 Operators’ salaries and wages (01)
02 Other salaries and wages (02)
03 Fringe Benefits (502)

04 Services (503)
Materials and Supplies (504)
05 Fuel and lubricants (01)

06 Tires and tubes (02)

07 Other materials and supplies (99)
02 Utilities (505)

09 Casualty and Liability Costs (506)

10 Taxes (507)
Purchased Transportation (508)
11 Inreport (01)

12 Filing separate report (02)
13 Miscellaneous Expenses (509)
14 Expense Transfers (510)

15 Total Modal Expenses

16 Americans with Disabilities Act of 1990 (ADA)-Related Expenses
(DR and DT only)

Reconciling ltems

17 Interest Expenses (511)

18 Leases and Rentals (512)

19 Purchase Lease Agreement (514)

20 Related Parties Lease Agreement (515)

2

Depreciation {513)
22  Amortization of Intangibles (513.13)
23 Other Reconciling ltems {516}

24 Total Reconciling ltems

25 Americans with Disabilities Act of 1990 (ADA)-Related Expenses
(DR and DT Only}

26 Total Expenses from Published Reports for Transit Operations

Summary

a b c d 3
Vehicle Vehicle Non-Vehicle General
Operations Maintenance Maintenance Administration
010 042 160 Total
Total Total Total Total Expenses
| | | | |
| | | | |
| | | | |
| [ [ | |
| |
| |
| | | | |
| |
| | | |
| [ [ | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
li
Total Expenses for
Funds Applied Funds Hot Applied Period
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Overview

The Operating Expenses Summary form (F-40) form has two purposes:

1. To summarize total agency expenses reported by mode and type of service (TOS) on the F-30. NTD Internet Reporting
summarizes the system wide expenses automatically.

2. Toreconcile expenses reported on the F-30 with expenses reported by your transit agency in other published reports,
typically your transit agency’s audited financial statement. This reconciliation is done through the reporting of reconciling
expenses on the F-40 form. Transit agencies that are multifunctional organizations should reconcile expenses for their
transit operations only.

Reporting Requirements and Thresholds

All transit agencies must complete this form. There is one form covering all modes and TOS.

What Has Changed from Prior Year

There are no changes to the F-40 form for the 2012 report year.

Approach

You should complete only one F-40 form. All data from the F-30 form by mode and TOS are automatically summarized and
transferred to the summary form by object class and function, providing a system wide summary of modal expenses. You
should enter data only for any reconciling items at the system level.

Reconciling items vary among agencies in how they are treated in their accounting systems. Accounting practices may vary
as a result of local ordinances on accounting treatments. Typical reconciling items are depreciation, interest expenses and
leases and rentals. They are called reconciling items because they are needed to provide an overall total that is consistent
with local published reports, typically the audited financial statement.

Funds Applied and Funds Not Applied

The chart of accounts used for reconciling items is organized by expenditure type (columns) and expense object class
(rows). There are two types of expenditures:

1. Funds applied

2. Funds not applied.

Funds applied means that your transit agency has incurred expenses and that its payment involves a transfer of money
between the agency and another party such as a contractor or another government agency. Examples of object classes with
expenses that usually are classified as funds applied include interest expenses and leases and rentals.

The total operating expenses (OE) for which funds where applied and reported on the F-40 form must equal the total sources
of funds applied to operations reported on the F-10.

Funds not applied means that the expenses do not involve a transfer of money between your agency and another party and
that are typically valued using accounting principles. Examples of object classes with expenses that usually are classified as
funds not applied include depreciation of vehicles and amortization of intangibles.
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Detailed Instructions

You should report reconciling items by object class for the funds applied and funds not applied categories. An object is an
article or service obtained. An object class is a grouping of expenses on the basis of goods or services purchased.

Reconciling Items

There are five major object classes and a residual category to capture reconciling items. One category, amortization of
intangibles is a special form of depreciation:

1. Interest expenses (511)

Leases and rentals (512)

Purchase lease payments (514)
Related parties lease agreement (515)
Depreciation (513)

e Amortization of intangibles (513.3)
6. Other reconciling items (516).

ok~ wn

There is also a category to report reconciling items for Americans with Disabilities Act of 1990 (ADA) related expenses for
complementary paratransit.

Interest expenses (511) are the charges incurred for borrowed money by your transit agency, and include both long and
short-term debt obligations. You should not report interest charges pertaining to construction debt that is capitalized as an
interest expense.

Depreciation (513) is probably the largest expense for most transit agencies and is usually reported in the funds not applied
category. Depreciation reflects the loss in service value of your transit agency's capital assets. As capital assets, depreciated
items have a high initial cost and a useful life of more than one year. To reflect the consumption or use of the asset over its
service life, a portion of the asset’s cost is expensed each year. Transit agencies may use different methods to arrive at the
yearly depreciation expense.

Amortization of intangibles (513.3) is a special form of depreciation that applies to intangible assets such as franchises,
patents, and goodwill. Typically, transit agencies receive intangible assets when they acquire other transit providers. Since
these acquisitions have become less and less frequent, very few transit agencies report amortization expenses.

Leasing often covers two types of costs:
1. Capital equipment lease costs
2. Operating and maintenance costs.

When reporting leases, you must separate costs associated with operating or maintaining the equipment from costs
associated with leasing capital equipment. You should report the operating and maintenance costs in the appropriate object
classes and functions by mode on the F-30 form. You should report the lease cost for the capital equipment in the
appropriate object class under reconciling items.

Leases are payments for the use of capital assets not owned by your transit agency. There can be different leasing
arrangements involving:

e Leases and rentals (512) are true leases and cover the total cost of the capital asset plus interest. At the end of the
lease the capital asset is still owned by the lessor (entity providing the capital asset) rather than your transit agency.

e Purchase lease agreements (514) are financing plans that enable your transit agency to acquire (own) the capital asset
at the end of the lease, sometimes with an additional payment due. The property covered by such leases may or may
not have been recorded as owned assets, either during or after the period of the lease, your transit agency's internal
accounting records. If purchase leases have not been capitalized in your transit agency's internal accounting records,
this category includes the lease payments for the purchase lease agreement. If the lease has been capitalized in the
internal accounting records of your transit agency, you should report it as it has been accounted for internally.

e Related parties lease (515) where the terms and amount of payments by your transit agency are substantially less than
in a true lease because your transit agency is related to the lessor. For example, a transit agency may lease surplus
equipment from another transit agency or local government.

Other reconciling (516) items are any other costs that cannot be captured in object classes (511) through (515), such as
funds to another agency through a cooperative agreement and expenses for purchased transportation (PT) services not
meeting NTD requirements for a contractual agreement.
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You must provide a description for costs reported in other reconciling items. You should describe other reconciling items in
the Reconciling ltems — Other Description field.

‘E"“ A detailed explanation of these expense object classes is provided in Chapter 5, Expense Object Classes, in the
Uniform System of Accounts (USOA).

Americans with Disabilities Act of 1990 Related Expenses

For demand response (DR) and demand response-taxi (DT) modes only, you should report the portion of the total
reconciling items that result from ADA requirements for complementary paratransit. These expenses should be less than or
equal to the total reconciling expenses.
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Line by Line Instructions Expenses Summary form (F-40)

Completing the Operating Expenses Summary form (F-40)

You should complete one form. This is a system wide form for all modes and types of service (TOS). Expenses are
summarized from the modal detail forms (F-30). You should enter expenses for reconciling items.

Note: Your transit agency may handle reconciling items differently than other transit agencies depending upon local
ordinances and conditions.

Form Level Help: You should click on the Help tab at the top of the screen for form level help.

Form Note: A form note can be attached to any form. You should use the Add Form Note link for relevant information to a
specific field, to the entire form or to multiple forms. You should click on the Add Form Note link at the top of the screen and
enter your note on the Notes screen. You can review and / or edit a form note from the Notes tab. You should not use the
Form Notes feature to answer issues generated from this form. From the Issues tab You should use the Add Comments
link next to the specific issue.

Saving or Closing the Form: You should click on the Save button prior to exiting the form and continuing with the report.
You should click on the Close button at the bottom of the screen to close the form without saving.

Summarized Data from Operating Expenses form (F-30)

Lines 01 — 14: Object Classes 501 — 510.

e Column a: Vehicle Operations (010). These are auto-calculated fields and cannot be edited. These fields display, by
object class, the sum of all modal operating expenses for vehicle operations from the detail pages, column a.

e Column b: Vehicle Maintenance (041). These are auto-calculated fields and cannot be edited. These fields display, by
object class, the sum of all modal operating expenses for vehicle maintenance from the detail pages, column b.

e Column c: Non-Vehicle Maintenance (042). These are auto-calculated fields and cannot be edited. These fields
display, by object class, the sum of all modal operating expenses for_non-vehicle maintenance from the detail pages,
column c.

e Column d: General Administration (160). These are auto-calculated fields and cannot be edited. These fields display,
by object class, the sum of all modal operating expenses for general administration from the detail pages, column d.

e Column e: Total Expenses for Period. These are auto-calculated fields and cannot be edited. These fields display, by
object class, the sum of all modal operating expenses from the detail pages, column e.

Lines 15: Total Agency Expenses by Function.

e Column a: Vehicle Operations (010). This is an auto-calculated field and cannot be edited. This field displays the sum
of object classes (501-510) for vehicle operations function (010), lines 1-14, column a.

e Column b: Vehicle Maintenance (041). This is an auto-calculated field and cannot be edited. This field displays the sum
of object classes (501-510) for vehicle maintenance function (041), lines 1-14, column b.

e Column c: Non-Vehicle Maintenance (042). This is an auto-calculated field and cannot be edited. This field displays the
sum of object classes (501-510) for non-vehicle maintenance function (042), lines 1-14, column c.

e Column d: General Administration (160). This is an auto-calculated field and cannot be edited. This field displays the
sum of object classes (501-510) for general administration function (160), lines 1-14, column d.

e Column e: Total Modal Expenses. This is an auto-calculated field and cannot be edited. This field displays the total
operating expenses, equal to the sum of total operating expenses for each function, line 15, columns a-d.

Line 16, column e: Americans with Disabilities Act of 1990 (ADA) Related Expenses.

e Thisis an auto-calculated field and cannot be edited. This field displays the sum of all operating expenses for
complementary paratransit services (DR) attributable to Americans with Disabilities Act of 1990 (ADA) compliance. Total
ADA related expenses should be less than or equal to the total modal expenses on line 15, column e.

Reconciling Items

Line 17: Interest Expenses (511)

e Column a: Funds Applied. Enter interest expenses for which you have applied funds to pay for the expenditures. Interest
is the charges incurred for borrowed money by your transit agency, and include both long and short-term debt
obligations. Interest charges pertaining to construction debt that is capitalized are not reported as interest expense.
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e Column b: Funds Not Applied. Enter interest expenses for which you have not applied funds to pay for the expenditures.
Interest is the charges incurred for borrowed money by your transit agency, and include both long and short-term debt
obligations. Interest charges pertaining to construction debt that is capitalized are not reported as interest expense.

e Column c: Total Expenses for Period. This is an auto-calculated field and cannot be edited. This field displays the total
interest expenses equal to the sum of columns a and b.

Line 18: Leases and Rentals (512)

Leases and rentals are the expenses for the use of capital assets not owned by your transit agency. True leases are those in
which the lessor and lessee are not related parties; the total lease payments cover the lessor's cost of the property for the
period of the lease plus interest; and the ownership of the property remains with the lessor upon expiration of the lease. For
the true lease, this object class includes the lease payments on true lease property.

e Column a: Funds Applied. Enter leases and rentals expenses for which you have applied funds to pay for the
expenditures.

e Column b: Funds Not Applied. Enter leases and rentals expenses for which you have not applied funds to pay for the
expenditures.

e Column c: Total Expenses for Period. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for leases and rentals equal to the sum of columns a and b.

Line 19: Purchase Lease Agreement (514)

Purchase lease agreements are financing plans that enable your transit agency to acquire (own) the capital asset at the end
of the lease, sometimes with an additional payment due. The property covered by such leases may or may not have been
booked as owned assets, either during or after the period of the lease, in your transit agency's internal accounting records. If
purchase leases have not been capitalized in your transit agency's internal accounting records, this category includes the
lease payments for the purchase lease agreement. If the lease has been capitalized in the internal accounting records of
your transit agency, it is to be accounted for in the NTD system as it has been accounted for internally.

e Column a: Funds Applied. Enter purchase lease agreement expenses for which you have applied funds to pay for the
expenditures.

e Column b: Funds Not Applied. Enter purchase lease agreement expenses for which you have not applied funds to pay
for the expenditures.

e Column c: Total Expenses for Period. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for purchase lease agreements equal to the sum of columns a and b.

Line 20: Related Parties Lease Agreement (515)

e Column a: Funds Applied. Enter related parties lease agreement expenses for which you have applied funds to pay for
the expenditures. Related parties leases are where the terms and amount of payments by your transit agency are
substantially less than in a true lease because your transit agency is related to the lessor. For example, a transit agency
may lease surplus equipment from another transit agency or local government.

e Column b: Funds Not Applied. Enter related parties lease agreement expenses for which you have not applied funds are
substantially less than in a true lease because your transit agency is related to the lessor. For example, a transit agency
may lease surplus equipment from another transit agency or local government.

e Column c: Total Expenses for Period. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for related parties lease agreements equal to the sum of columns a and b.
Line 21: Depreciation (513)

Depreciation is probably the largest expense for most transit agencies and is usually reported in the funds not applied
category. Depreciation reflects the loss in service value of your transit agency's assets. Depreciated items have a high initial
cost and a useful life of more than one year. In order to account for the reduction in value (usefulness) of the asset, a portion
of the cost is expensed each year of the asset's life. Transit agencies may use different methods to arrive at the yearly
depreciation expense.

e Column a: Funds Applied. Enter depreciation expenses for which you have applied funds to pay for the expenditures.

e Column b: Funds Not Applied. Enter depreciation expenses for which you have not applied funds to pay for the
expenditures.

e Column c: Total Expenses for Period. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for depreciation equal to the sum of columns a and b.

Line 22: Amortization of Intangibles (513.13)
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The amortization of the intangible costs of your transit agency includes organization costs, franchises, patents, goodwill and
other intangible assets.

Column a: Funds Applied. Enter the amortization of the intangible expenses for which you have applied funds to pay for
the expenditures.

Column b: Funds Not Applied. Enter the amortization of the intangible expenses for which you have not applied funds to
pay for the expenditures.

Column c: Total Expenses for Period. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for amortization of intangibles equal to the sum of columns a and b.

Line 23: Other Reconciling Items (516)

Column a: Funds Applied. Enter any other expenses for which you have applied funds that cannot be captured in object
classes (511 through 515). Some examples of other reconciling items are expenses for non-transit programs, funds to
another agency through a cooperative agreement and expenses for PT services not meeting NTD requirements for a
contractual agreement. Describe in the Other Reconciling Items — Other Describe field.

Column b: Funds Not Applied. Enter any other expenses for which you have not applied funds that cannot be captured
in object classes (511 through 515). Some examples of other reconciling items are expenses for non-transit programs,
funds to another agency through a cooperative agreement and expenses for PT services not meeting NTD requirements
for a contractual agreement. Describe in the Other Reconciling Items — Other Describe field.

Column c: Total Expenses for Period. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for other reconciling items equal to the sum of columns a and b.

Line 24: Total Reconciling Items

Column a: Funds Applied. This is an auto-calculated field and cannot be edited. This field displays the total expenses
for reconciling items for which you have applied funds equal to the sum of lines 17-23, column a.

Column b: Funds Not Applied. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for reconciling items for which you have not applied funds equal to the sum of lines 17-23, column b.

Column c: Total Expenses for Period. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for the period equal to the sum of columns a and b.

Line 25: Americans with Disabilities Act of 1990 (ADA) Related Expenses

Column a: Funds Applied. Enter the sum of all reconciling items for which you have applied funds to pay for the
expenditures for complementary paratransit services (DR) attributable to ADA compliance. Total ADA related expenses
should be less than or equal to the total reconciling items on line 24, column a.

Column b: Funds Not Applied. Enter the sum of all reconciling items for which you have not applied funds to pay for the
expenditures for complementary paratransit services (DR) attributable to ADA. Total ADA related expenses should be
less than or equal to the total reconciling items on line 24, column a.

Column c: Total Expenses for Period. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for reconciling items attributable to ADA related expenses (DR only) equal to the sum of columns a and b.

Line 26: Total Expenses from Published Reports for Transit Operations

Column a: Funds Applied. This is an auto-calculated field and cannot be edited. This field displays the total expenses
for which you have applied funds to pay for the expenditures. The total expenses should reconcile to published reports
for transit operations and should be equal to the sum of line 15, column e and line 24; column a. Published reports are
typically your transit agency’s audited financial statement.

Column b: Funds Not Applied. This is an auto-calculated field and cannot be edited. This field displays the total
expenses for which you have not applied funds to pay for the expenditures. The total expenses should reconcile to
published reports for transit operations and should be equal to the sum of line 15, column e and line 24; column b.
Published reports are typically your transit agency’s audited financial statement.

Column c: Total Expenses for Period. This is an auto-calculated field and cannot be edited. This field displays the total
expenses from published reports for transit operations equal to columns a and b.
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Statement of Finances (F-60)

The purpose of the F-60 form to consolidate and simplify bond and loan reporting. Bonds and loans will now be reported
include consolidated reporting of financial assets, along with financial liabilities, according to categories already established
in the Uniform System of Accounts (USOA), since the reporting of liabilities without the concurrent reporting of asset does
not present a full picture of the financial capacity of the transit system.

Statement of Finances (F-60)

A Statement of Fiances (F-60)

NTD ID: 0000 Agency Name: State Report: IRY 2011 =1
Home Monthly Ridership¥l Safety & Security Communications ¥ Sys Admin
: Shtemen.l of Fiances (F-60)
Line Object Class a b
Assets Liabilities
1 Cashand Receivable (101, 102)
2 Investments (131) li
3 Special Funds (141) 7
4 Other Finance Assets li
Total Assets li
1 Long Term Debt (221) [
2 Estimated Long Term Pension Liabilities (231 01) [
3 Other Estimated Liabilities (231.02, 231.03) Ii
4 Other Liabilities (201-211, 241) li
Total Liabilities I—
_Swe | _ s | _ pim_|

Overview

The FTA uses the statistics from the

Reporting Requirements and Thresholds

Transit agencies that are not operating as a unit of city or local Government, and which have their own financial assets and
liabilities, are required to submit this form.

What Has Changed from Prior Year

There are no changes for the 2012 Report Year.

Approach

This form will be used for consolidated reporting of financial assets, along with financial liabilities, according to categories
already established in the Uniform System of Accounts (USOA), since the reporting of liabilities without the concurrent
reporting of asset does not present a full picture of the financial capacity of the transit system. You are required to submit a
“best available” report to the NTD by the established deadline in order to begin the validation process, but revisions may be
made during the validation process. Finally, given the difficulty in valuing many transit capital assets, let alone the difficulty of
liquidating those assets in order to meet financial liabilities, you will not have to include the reporting of the value of capital
assets to the NTD at this time.

This form is divided into two sections. One is for assets and one for liabilities. All reporting is based on the Uniform System of
Accounts (USOA).
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Detailed Instructions

The first half of this form details the assets.
Cash and receivables (101 and 102)
101. CASH AND CASH ITEMS

These categories cover cash on hand and in banks available for the liquidation of transit agency liabilities, including special
deposits for which a current liability exists.

01. Cash and Cash Items - Cash

The amount of current funds available for use on demand. They may be in the hands of financial officers or on deposit in
banks and trust companies.

02. Cash and Cash Items - Working (Imprest) Funds.

The amounts advanced to officers, agents, employees, masters, pursers and others as petty cash or working funds from
which certain expenditures are to be made and accounted for.

03. Cash and Cash Items - Special Deposits, Interest

The monies and bank credits specially deposited in the hands of fiscal agents or others for the payment of interest on behalf
of the transit agency. When interest is paid from such deposits, this account shall be credited and the appropriate accrued or
matured interest liability account shall be debited.

04. Cash and Case Items - Special Deposits, Dividends

The monies and bank credits in the hands of fiscal agents or others for the payment of dividends on behalf of the transit
agency. When dividends are paid from such deposits, this account shall be credited and the appropriate dividend account
shall be debited.

05. Cash and Cash Items - Special Deposits, Other

The monies and bank credits in the hands of fiscal agents or others for special purposes other than the payment of interest
or dividends. This includes cash or securities deposited with Federal, state or municipal authorities, public utilities or others
as a guarantee for the fulfillment of obligations. When the purposes for which the deposit exists have been satisfied, this
account shall be credited with the amount of the deposit disbursed or released.

06. Cash and Cash Items - Temporary Cash Investments

The book cost of investments such as time drafts receivable and time loans, bankers' acceptances, United States Treasury
certificates, marketable securities and other similar investments acquired for the purpose of temporarily investing cash. Any
securities included herein must be of such a nature as to be readily convertible into cash at substantially the book value.

102. RECEIVABLES
These categories cover amounts owed to the transit agency by other parties.
01. Receivables - Accounts Receivable

The amounts due from others (except associated companies) for material and supplies furnished and services rendered,
including transportation and storage charges, property use charges, other matured rents, amounts owing by public
authorities, amounts of collectible judgments, current accounts with officers and employees and other accounts and claims
upon which responsibility is acknowledged by solvent concerns or individuals.

02. Receivables - Notes Receivable

The book cost of all collectible obligations in the form of notes receivable, contracts receivable and similar evidences of
money receivable on demand or within a time not exceeding one year from date of issue.

03. Receivables - Interest and Dividends Receivable

The amount of current interest accrued to the date of the balance sheet on bonds, mortgages, notes and other commercial
paper owned; on loans made; and on open accounts, bank deposits, etc. The amount of dividends receivable on stocks
owned.

04. Receivables - Receivables from Associated Companies

The total of amounts receivable from associated companies which are subject to current settlement, such as balances in
open accounts for services rendered, material furnished, traffic accounts, claims, rent for use of property and similar items.

» Interest and dividends receivable from associated companies.
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« Loans, notes and drafts for which associated companies are liable.
05. Receivables - Receivable Subscriptions to Capital Stock
The balance due from subscribers upon legally enforceable subscriptions to capital stock.
06. Receivables - Receivables for Capital Grants
Grant amounts receivable from Federal, state and local governments or other parties, for capital projects and acquisitions.
07. Receivables - Receivables for Operating Assistance

Amounts receivable from Federal, state and local governments or other parties, for general operating assistance, special
fare subsidies, demonstration project assistance, and purchase-of- service payments.

08. Receivables - Other Receivables

Amounts receivable from solvent debtors based on debtor-creditor relationships other than those specified in categories
102.01 through 102.07.

09. Receivables - Reserve for Uncollectible Accounts
131. INVESTMENTS

These categories cover investments of transit agency funds in the operation of other entities for purposes other than the
temporary investment of surplus cash.

01. Investments - Investments and Advances, Associated Companies

The book cost of the transit agency's investments in securities issued or assumed by associated companies. The notes of
associated companies maturing more than one year from date of issue. The amount of advances to associated companies
not subject to current settlement including accrued interest on such advances when not subject to current settlement.

02. Investments - Other Investments and Advances
The book cost of the transit agency's investments in securities issued or assumed by non-associated companies.
141. SPECIAL FUNDS

These categories cover cash and near cash items whose use is restricted to satisfying a specific class of transit agency long-
term obligations.

01. Special Funds - Sinking Funds

The cash, cost of securities of other companies and cost of other assets placed on deposit or in the hands of trustees or
segregated from the transit agency's other assets as a sinking fund to meet obligations maturing in the future or to carry out
such operations as the retirement of preferred stock or the procurement of serial bonds.

02. Special Funds - Capital Asset Funds

The cash cost of securities of other companies and cost of other assets which have been specifically set aside for the
purpose of providing a fund for the acquisition of units of depreciable property.

03. Special Funds - Insurance Reserve Funds

The cash, cost of securities of other companies and cost of other assets placed on deposit or in the hands of trustees to
guarantee the satisfaction of obligations for losses that related to the current or a prior accounting period in instances where
the transit agency is a "self-insurer" in whole or in part.

04. Special Funds - Pension Funds

The cash, cost of securities of other companies and cost of other assets which have been specifically set aside, placed on
deposit or in the hands of trustees to provide for employees' pensions, relief, savings, and hospital benefits accruing to
employees for performance of their labor services.

05. Special Funds - Other Special Funds

The cash, cost of securities of other companies and cost of other assets that have been specifically set aside for special
purposes not provided for in the above categories.
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151. OTHER ASSETS

These categories cover the assets not properly included in major categories 101through 141 above.
01. Other Assets - Prepayments

The payments for items whose benefit is to be realized subsequent to the time of the payment, e.qg., prepaid rent, prepaid
insurance, etc. As the benefit is realized, the prepayment will be reduced and the appropriate expense category charged.

02. Other Assets - Miscellaneous Other Assets

The cost of all assets not provided for in any other asset object class.
The second half of the form details the liabilities.

221. LONG-TERM DEBT

These categories cover obligations of the transit agency due after one year from the current period ending date and
evidenced by formal long-term debt instruments such as equipment obligations, bonds, etc.

01. Long-Term Debt - Equipment Obligations

The face value of equipment obligations issued by the transit agency which will mature more than one year from the current
period ending date or, if payable in installments, the face amount of such installments not due within one year from that date.
This includes equipment bonds, equipment notes, chattel mortgages and other obligations for which equipment is pledged
as security or held under a conditional sales agreement. It also includes the face value of equipment obligations issued by
others, the payment of which has been assumed by the transit agency, and equipment obligations so issued or assumed, the
majority of which has been extended by specific agreement.

02. Long-Term Debt - Bonds

The face value of bonds, other than equipment obligations, issued by the transit agency which will mature more than one
year from the reporting date. Unsecured debentures and general revenue bonds are to be included in this category. This
category also includes the face value of such bonds issued by others, the payment of which has been assumed by the transit
agency.

03. Long-Term Debt - Receivers' and Trustees' Securities

The par value of evidences of indebtedness issued or assumed by receivers or trustees acting under the orders of a court.
04. Long-Term Debt - Long-Term Construction Liabilities

The amount of construction retentions scheduled as due after one year from the current period ending date.

05. Long-Term Debt - Other Long-Term Obligations

The amount of long-term obligations not provided for in the above categories and maturing more than one year from the
current period ending date. This covers such items, executed or assumed, as real estate mortgages, assessments for public
improvements, receipts outstanding for long-term obligations and other obligations maturing more than one year from the
reporting date.

06. Long-Term Debt - Unamortized Debt Discount and Expense

The amount of unamortized discount and expense incurred in connection with the issuance of the transit agency's
outstanding long-term debt instruments.

07. Long-Term Debt - Unamortized Premium on Debt

The amount of unamortized premium incurred in connection with the issuance of the transit agency's outstanding long-term
debt instruments.

08. Long-Term Debt - Reacquired and Nominally Issued Long- Term Obligations

The par value of long-term debt of the transit agency nominally issued or reacquired by the transit agency and held
uncanceled by it, except debt held in sinking or other special funds.
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ESTIMATED LIABILITIES

These categories cover amounts which have been established and segregated as estimates of future liabilities.
Estimated Long Term Pension Liabilities

231.01. The estimated obligations of the transit agency, due more than one year from the current period ending date, to
make payments to employees, their beneficiaries or trustees or managers of pension funds for pension, savings, relief and
hospital benefits accruing to employees for the performance of their labor services.

Other Estimated Liabilities

231.02. Estimated Liabilities - Uninsured Public Liability and Property Damage Losses The estimated amounts required from
which to pay settlements for injuries and damages to the person or property of others which are not covered by outside
insurance.

231.03. Estimated Liabilities - Other Estimated Liabilities - Estimated obligations other than those for pensions and
satisfaction of uninsured public liability settlements.

Other Liabilities
201. TRADE PAYABLES - ACCOUNTS PAYABLE

The amounts payable to others (except associated companies) for materials and services received, including use of
property, other matured rents, amounts due to public authorities, amounts of payable judgments, current accounts with
officers and employees, personal injury and property damage claims and other similar items. 01. Trade Payables - Payables
to Associated Companies The amounts payable to associated companies which are subject to current settlement, such as
credit balances in open accounts for services rendered, materials furnished, claims, rents for use of property and similar
items.

202. ACCRUED PAYROLL LIABILITIES

This category covers obligations to pay for the labor services rendered by employees of the transit agency, including
deductions from employees' wages for Social Security, income taxes and other similar items.

203. ACCRUED TAX LIABILITIES

This category covers obligations to pay taxes (income, property, payroll, etc.) which have accrued during the accounting
period.

204. SHORT-TERM DEBT

These categories cover obligations to repay borrowings for periods of less than one year and current maturities of longer
term financing transactions.

01. Short-Term Debt - Notes Payable

The face value of outstanding obligations in the form of notes, drafts, acceptances and other similar evidences of
indebtedness which, by their terms, do not run for a period in excess of one year, including the face value of notes receivable
discounted or sold without releasing the transit agency from liability as endorser thereon.

02. Short-Term Debt - Matured Equipment and Long-Term Obligations

The amount (including obligations for premiums) of equipment obligations, long-term obligations and receiver's certificates
which have matured, but are unpaid, without any specific agreements for extension of maturity. This category includes
unpresented bonds called for redemption.

03. Short-Term Debt - Unmatured Equipment and Long-Term Obligations, Current Portion

The amount of bonds, equipment obligations and other long-term debt obligations, including obligations maturing serially or
payable in installments, which are due and payable within one year from the current period ending date, for which
arrangements for refunding have not been made and for which no sinking funds have been provided.

04. Short-Term Debt - Matured Interest Payable

The amount of matured (i.e., past due) and unpaid interest on obligations of the transit agency, whether the cause of the
failure to pay the interest is on the part of the creditor or for other reasons, except where such interest is added to the
principal of the obligation.

05. Short-Term Debt - Accrued Interest Payable

The amount of interest accrued to the date of the balance sheet, but not payable until after that date, on all indebtedness of
the transit agency, except interest which is added to the principal.
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06. Short-Term Debt - Current Pension Liabilities

The amount to be paid within one year of the current period ending date to retired employees, their beneficiaries or a trustee
or manager of a pension fund for the pension, savings, relief or hospital benefits accruing to employees for their labor
services.

205. OTHER CURRENT LIABILITIES

These categories cover miscellaneous obligations of the transit agency due within one year of the current period ending date
and not properly included in the above categories.

01. Other Current Liabilities - Unredeemed Fares

The amount of the obligation to provide transit service upon the redemption of tickets or tokens in the possession of patrons.
02. Other Current Liabilities - CODs Unremitted

The net amount of CODs collected from consignees, but not remitted to shippers.

03. Other Current Liabilities - Dividends Declared and Payable

The amount of dividends declared, but not paid, on any issue of capital stock of the transit agency.

04. Other Current Liabilities - Short-Term Construction Liabilities

The amount of construction retentions scheduled as due within one year of the current period ending date.

05. Other Current Liabilities - Miscellaneous Other Current Liabilities

The amount of obligations due within one year of the current period ending date and not properly included in the above
categories.

211. ADVANCES PAYABLE

These categories cover longer term obligations of the transit agency evidenced by open accounts and notes rather than by
more conventional long-term debt instruments, such as equipment obligations, bonds, etc.

01. Advances Payable - Advances Payable to Associated Companies

The amount of advances from associated companies, whether evidenced by notes or open accounts, which are not subject
to current settlement, including interest accrued thereon when such interest is not subject to current settlement.

02. Advances Payable - Other Advances Payable

The amount of advances from individuals and companies other than associated companies, whether evidenced by notes or
open accounts, which are not subject to current settlement, including interest accrued thereon when such interest is not
subject to current settlement.

241. DEFERRED CREDITS

This category covers credit balances in suspense accounts that cannot be entirely cleared and disposed of until additional
information is received and other items of a deferred nature.
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Line by Line Instructions Statement of Finances form (F-60)

Line 1, column a, Cash and Receivable (101, 102)

Line2, column a, Investments (131)

Line 3, column a, Special Funds (141)

Line 4, column a, Other Assets

Total Assets, This is an auto-calculated field and cannot be edited, review for accuracy.
Line 1, column b, Long Term Debt (221)

Line 2, column b, Estimated Long Term Pension Liabilities (231.01)

Line 3, column b, Other Estimated Liabilities (231.02, 231.03)

Line 4, column b, Other Liabilities (201-211, 241)

Total Liabilities, This is an auto-calculated field and cannot be edited, review for accuracy.
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Asset Module

The Asset Module contains three forms:

1. Stations and Maintenance Facilities form (A-10)
2. Transit Way Mileage form (A-20)

3. Revenue Vehicle Inventory form (A-30).

Stations and Maintenance Facilities form (A-10)

The A-10 form collects data on passenger stations and maintenance facilities.

This form is required for all transit agencies. Transit agencies complete separate forms for directly operated (DO) and for
purchased transportation (PT) services by mode. The form is not applicable for demand response taxi (DT).

Transit Way Mileage form (A-20)

The A-20 form collects mileage data on all fixed route and fixed schedule modes.

This form is required for all transit agencies with fixed route and fixed schedule modes that operate on fixed guideway.
Transit agencies complete separate forms for DO and for PT services by mode. The form is not applicable to ferryboat (FB),
demand response (DR), demand response-taxi (DT), jitney (JT), publico (PB), and vanpool (VP) modes.

Revenue Vehicle Inventory form (A-30)

The A-30 form collects data on the revenue vehicle inventory at the end of the fiscal year and identifies the characteristics of
the vehicles in the fleet.

This form is required for all transit agencies. Transit agencies complete separate forms for DO and for PT services by mode.
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Stations and Maintenance Facilities form (A-10)

Line

Passenger Stations

oz Total Stations

o4 Number of Multi-Modal Stations
05 Escalators

o8 Elevators

Maintenance Facilities
General Purpose Maintenance Facilities

or  Bering under 200 vehicles

o2 Serving 200 - 300 vehicles

o Sering mare than 300 vehicles

10 Mumber of Heawy Maintenance Facilities

11 Total Maintenance Facilities

01 Americans with Disabilities Act of 1990 (ADA) accessible

0z Americans with Disabilities Act of 1990 (ADA) non-accessible
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Another Public Leased from a
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Maintenance Facilities
General Purpose Facilities

o7 Sering under 200 vehicles

02 Serving 200 - 300 vehicles
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11 Total Maintenance Facilities

Owned

=} -
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Another Leased from
Public Agency a Private Entity
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Home i Maonthly R i Safety & Security Notes Issues Reports <IN ons Sys Admin
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Overview

The purpose of the A-10 form is to collect data on the number of passenger stations, both accessible and non-accessible, in
accordance with the Americans with Disabilities Act of 1990 (ADA), the number of elevators and escalators within passenger
stations, and the number of maintenance facilities by size and ownership categories.

Reporting Requirements and Thresholds

All transit agencies must complete this form. You should complete one form for each mode and type of service (TOS) except
demand response taxi (DT)

What Has Changed from Prior Year

There are no changes to the A-10 form for the 2012 report year.

Approach

The reported data represents the inventory of passenger stations and maintenance facilities used for directly operated (DO)
and purchased transportation (PT) services at the end of the fiscal year.

Passenger Stations

The passenger station information is only reported for fixed route, fixed schedule services (rail modes, bus (MB), trolleybus

(TB), ferryboat (FB), aerial tramway (TR)). All passenger stations are reported, even though the NTD reporter may not own

them. The key reporting criterion is that the passenger stations are served by the public transportation services contained in
the NTD Annual report.

Example 12 — Reporting Passenger Stations

Example: Coaster Transit Agency provides MB service to a FB passenger station that is owned by Coast Transportation
Authority. How should the passenger station be reported?

Solution: Coaster Transit Agency should report 1 passenger station while Coast Transportation Authority also reports 1
passenger station as stations are report

0300ed by use, not ownership.

Station Criteria

One reporting consideration is the definition of a passenger station. The intent of the definition is to capture significant
structures in separate rights-of-way (ROW). This usually means a platform area for rail modes and something more than a
street stop or street side passenger shelter for non-rail modes.

The following rules apply:

e All rail passenger facilities (except light rail (LR) and cable car (CC)) are stations.

e Al LR and CC passenger facilities in a separate ROW that have platforms are stations.

e Al MB and TB passenger facilities in a separate ROW that have an enclosed structure (building) for passengers for
such items as ticketing, information, restrooms, concessions, and telephones are stations.

e Stops on street or in medians for CC, LR, MB, and TB are not stations if at most they have shelters, canopies, lighting,
signage or ramps for accessibility requirements, (i.e., no separate, enclosed buildings).

e All transportation, transit or transfer centers, park-and-ride facilities and transit malls are stations if they have an
enclosed structure (building) for passengers for such items as ticketing, information, restrooms, concessions, and
telephones.

Multi-Modal Stations

Another reporting consideration is the definition of a multi-modal station. A station is defined as multi-modal if it serves one of
your transit agency’s modes and serves at least one of the following:

e  Other transit modes whether by your transit agency or another transit agency

e  Amtrak (non-transit services)

e Airports
e Intercity bus (non-transit services such as Greyhound and Trailways)
e  Water transportation (non-transit services).
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ADA Accessibility

The last reporting consideration is whether the station meets the Americans with Disabilities Act of 1990 (ADA) accessibility
requirements. To meet other Federal requirements, your transit agency probably has made this assessment.

Maintenance Facilities

Maintenance facilities are reported by:

e Type — general purpose or heavy maintenance

e  Ownership — owned or leased

e Size — the number of revenue vehicles that can be serviced.

Type

Maintenance facilities are the garages and buildings where routine maintenance and repairs are performed (general purpose
maintenance facility) and, in larger transit agencies, where engine and other major unit rebuilds are performed (heavy
maintenance facility). General purpose maintenance facilities generally also serve as operating garages where vehicles are
stored and dispatched daily for revenue service.

In some transit agencies, the same facility is used for both general purpose and heavy maintenance. You should report joint
general purpose / heavy maintenance facility as a general purpose maintenance facility.

Ownership
Maintenance facility ownership is reported based on the type of service (TOS) —DO or PT.

For DO service, the interest is in whether the facility is publicly owned, either by the transit agency itself or by another public
entity, such as a city highway department maintenance facility, or whether the facility is leased from a private entity.

For PT service, the interest is in whether there is public involvement in the maintenance facility either as a public facility
owned or leased by the buyer of the PT service, or whether the PT provider owns its own facility or leases one from a private
entity.

Size

The size of the facility is based on how many revenue vehicles can be serviced and stored. It is a measure of
capacity of the facility, not the number of revenue vehicles currently operated from the facility Shared Facilities

Some transit agencies operate more than one mode from a facility or use the facility for both DO and PT services. The most
common arrangement is the operation of bus (MB) and DR vehicles from a single facility. If a facility is shared by more than
one mode or TOS, you should prorate among the modes and TOS so that, in total, only one facility is reported (e.g., 0.9 for

MB/DO and 0.1 for DR/DO).
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Detailed Instructions

This form is tailored to meet the different reporting requirements for:

e Scheduled versus non-scheduled services. The fixed schedule services form for rail modes, MB, TB, FB, and TR
collects information about passenger stations. The non-scheduled services form for DR, VP, JT, and PB does not collect
passenger station information.

e TOS. The forms for DO or PT have different ownership types for maintenance facilities.

Complete one form for each mode and TOS.

Passenger Stations

You should report the number of transit passenger stations, distinguishing between Americans with Disabilities Act of 1990
(ADA) accessible stations and non-ADA accessible stations,, and total number of multi-modal stations. You should report the
number of stations that serve transit passengers, regardless of ownership.

For rail modes, you should report the station in each rail mode and TOS that it is used. This may result in the “double
counting” of some stations since they might be served by two rail modes (e.g., DO heavy rail (HR), DO light rail (LR)) or two
TOS (e.g., DO commuter rail (CR), purchased transportation (PT) CR).

Many rail stations also should be counted as multi-modal stations since they are served by two or more rail modes (e.qg.,
heavy rail (HR) and LR) or by a non-rail mode, typically MB. When the station is served by multiple rail modes, you should
report the station as multi-modal on each form.

However, the “double-counting” rule does not apply when a station is served by rail modes and MB mode at the same
station. You should only report the station only under the rail modes.

For non-rail modes, you should report the station in each mode and TOS that it is used. This may result in the “double
counting” of some stations, in most cases because they are served by two types of MB service —DO bus and PT bus.
Americans with Disabilities Act of 1990 Accessible Stations

Accessible stations do not have physical barriers that would prevent or restrict access by individuals with disabilities,
including individuals who use wheelchairs. To meet other Federal requirements, your transit agency probably has identified
accessible stations.

Non-ADA Accessible Stations

Non-accessible stations do not provide easy access, (i.e., do not meet accessibility requirements with regards to physical
barriers, sighage and other aids to enable individuals with disabilities, including individuals who use wheelchairs), to use
public transit.

Multi-Modal Passenger Stations

You should report the total number of passenger stations serving multiple modes. Modes include other transit modes,
AMTRAK, airports, water transportation, and intercity bus.

If a rail passenger station also has MB services, you should report it as a multi-modal passenger station if it has more than
three bus bays or one bay with capacity for more than three buses.
Escalators and Elevators

You should report the number of escalators and elevators within the passenger stations. These are used to transfer
passengers between levels in a station or parking facility or between each other. Elevators and escalators exclude moving
sidewalks.

You should not include non-passenger escalators and elevators used only for freight, or by transit staff, or as a back-up if
passenger escalators and elevators break down.

Maintenance Facilities

You should report the type of maintenance facility based on the type of work performed — for general maintenance or for
heavy maintenance. If there is only one facility that is used for both general and heavy maintenance, you should report the
facility under general purpose.

You should report maintenance facility ownership by category. The categories are different for DO and PT services. The
form is tailored to reflect the data required for each TOS.
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For DO modes, there are three categories of ownership:
1. Owned facilities

2. Facilities leased from another public agency

3. Facilities leased from a private entity.

For PT modes, there are four categories of ownership:

1. Owned by service provider — facility owned by seller of PT service (public entity or private operator)

2. Owned by public agency for service provider — facility owned by public agency buying PT (reporter)

3. Leased by public agency for service provider — facility leased by public agency buying PT service (reporter) from a third
party

4. Leased by service provider — facility leased by seller of PT service (public entity or private operator) from a third party.

You should not report maintenance facilities if maintenance services are performed at any other facility. For

mﬁ example, a transit agency has a PT agreement with a taxicab company for DT service. The taxicab vehicles are
taken to the local gasoline service station for routine repairs and servicing. You should not report the local
gasoline service as a maintenance facility.

General Purpose Maintenance Facilities

You should report general purpose maintenance facilities by:

e  Ownership — owned or leased

e Size —the number of revenue vehicles that can be serviced.

Size is divided into three categories based on the number of revenue vehicles that can be serviced:
1. Under 200 vehicles

2. 200 - 300 vehicles

3. More than 300 vehicles.

You should report the facility size based on design capacity, not the number of vehicles assigned to the facility.

Example 13 — Serves versus Capacity

Example: Coaster Transit Agency operates 100 vehicles and owns a maintenance facility that can store 300 vehicles. How what
type of general maintenance facility should be reported?

|
‘ Solution: You should report the size of the general purpose maintenance facility as 1 Serving 200 — 300 vehicles.

For PT service, these are the facilities owned or leased by the buyer for the seller, or the facilities owned or leased by the
seller for inspection, service and repair of the revenue vehicles used under the PT agreement.

If the same facility serves more than one mode or TOS, you should prorate the facility’s use by mode or TOS to one decimal
place. See the example below.

Heavy Maintenance Facilities

You should report heavy maintenance facilities by ownership category. There is no distinction for the size of the facility.

For PT service, these are the facilities owned or leased by the buyer for the seller, or the facilities owned or leased by the
seller for engine and other major unit rebuilds of the revenue vehicles used under the PT agreement.

If the same facility serves more than one mode or TOS, you should prorate the facility’s use by mode or TOS to one decimal
place. Do not include service vehicles when prorating maintenance facilities. See the example below.
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Example 14 — Reporting Maintenance Facilities

Example: Coaster Transit Agency uses one of its general purpose maintenance facilities for servicing both MB and DR vehicles
for DO services, and for DR PT service. How should maintenance facilities be reported?

Solution: You should prorate the facility based on usage. One way to estimate usage is to prorate the number of vehicles
available in annual maximum service for each mode and TOS. You should report facilities prorated to each mode and TOS.

Mode Vehicles Prorated Facilities
Serviced Ratio Reported
MB/DO 240 .8 .8 Line 08, column a Owned / public agency
DR/DO 30 1 1 Line 08, column a Owned / public agency
DR/PT 20 1 1 Line 08, columnd Owned / public agency for service provider
Total 290 1.0 Serving 200-300 vehicles
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Line by Line Instructions Stations and Maintenance Facilities from (A-10)

Completing the Stations and Maintenance Facilities form (A-10)

You should complete one form for each mode and type of service (TOS).

Form Level Help: You should click on the Help tab at the top of the screen for form level help.

Form Notes: A form note can be attached to any form. You should use the Add Form Note link for relevant information to a
specific field, to the entire form or to multiple forms. You should click on the Add Form Note link at the top of the screen and
enter your note on the Notes screen. You can review and / or edit a form note from the Notes tab. You should not use the
Form Notes feature to answer issues generated from this form. From the Issues tab you should use the Add Comments
link next to the specific issue.

Saving or Closing the Form: You should click on the Save button at the bottom of the screen to save the form. You should
click on the Close button at the bottom of the screen to close the form without saving.

Passenger Stations

This section does not apply to demand response (DR), demand response-taxi (DT), jitney (JT), publico (PB), and vanpool
(VP) modes.
Line 01, column a: Americas with Disabilities Act of 1990 (ADA) Accessible Passenger Stations — Number of Facilities.

e Enter the number of transit passenger stations that do not restrict access to individuals with disabilities under Americas
with Disabilities Act of 1990 (ADA) requirements.

For transit rail modes, report the station in each mode and TOS that it is used.
For transit rail modes and MB mode at the same station, count the station only under the rail mode.
For transit non-rail modes, report the station in each mode and TOS that it is used.

Line 02, column a: ADA Non-Accessible Passenger Stations — Number of Facilities.
e Enter the number of transit passenger stations that do not meet ADA accessibility requirements for individuals with
disabilities.
For transit rail modes, report the station in each mode and TOS that it is used.
For transit rail modes and MB mode at the same station, count the station only under the rail mode.
For transit non-rail modes, report the station in each mode and TOS that it is used.
Line 03, column a: Total Stations — Number of Facilities. This is an auto-calculated field and cannot be edited. This field
displays the total number of ADA accessible and non-ADA accessible passenger stations.
Line 04, column a: Number of Multi-Modal Stations — Number of Facilities.

e Of the total number of transit passenger stations, enter the number of those serving multiple transit modes, AMTRAK,
airports or intercity bus.

If the primary mode is rail and the passenger station has more than three bus bays or one bay with capacity for three
buses, report it as a multi-modal passenger station.

Line 05, column a: Escalators — Number of Facilities.

e Enter the number of escalators in passenger stations whose primary purpose is to transfer passengers between levels
in a station or parking facility or between each other, exclude moving sidewalks.

Line 06, column a: Elevators — Number of Facilities.

e Enter the number of elevators in passenger stations whose primary purpose is to transfer passengers between levels in
a station or parking facility or between each other, excluding moving sidewalks.

Maintenance Facilities - Directly Operated Service

Line 07: General Purpose Maintenance Facilities Serving under 200 Vehicles
e Column a: Owned

e Enter the number of maintenance facilities that are owned by the transit agency and that are designed to service up
to 200 revenue vehicles.

e Column b: Leased from Another Public Agency.
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Enter the number of maintenance facilities that the transit agency leases from another public agency and that are
designed to service up to 200 revenue vehicles. If you are a private company filing an NTD Annual report as directly
operated (DO) service, select this category if you are using any public agency facility for maintenance whether it is
leased or owned by the buyer for your use under the PT agreement.

Column c: Leased from a Private Entity. If you are a private company filing an NTD Annual report as DO service, select
this category if you are using any private facility for maintenance whether it is leased by the buyer or by yourself for your
use under the PT agreement.

e Enter the number of maintenance facilities that the transit agency leases from a private entity and that are designed
to service up to 200 revenue vehicles.

Column g: Total. This is an auto-calculated field and cannot be edited. This field displays the total number of general
purpose maintenance facilities that are designed to service up to 200 revenue vehicles.

Line 08: General Purpose Maintenance Facilities Serving 200-300 Vehicles

Column a: Owned.

e Enter the number of maintenance facilities that are owned by the transit agency and that are designed to service
200 to 300 revenue vehicles.

Column b: Leased from another Public Agency. If you are a private company filing an NTD Annual report as DO service,
select this category if you are using any public agency facility for maintenance whether it is leased or owned by the
buyer for your use under the PT agreement.

e Enter the number of maintenance facilities that the transit agency leases from another public agency and that are
designed to service 200 to 300 revenue vehicles.

Column c: Leased from a Private Entity. If you are a private company filing an NTD Annual report as DO service, select
this category if you are using any private facility for maintenance whether it is leased by the buyer or by yourself for your
use under the PT agreement.

e Enter the number of maintenance facilities that the transit agency leases from a private entity and that are designed
to service 200 to 300 revenue vehicles.

Column g: Total. This is an auto-calculated field and cannot be edited. This field displays the total number of general
purpose maintenance facilities that are designed to service 200 to 300 revenue vehicles.

Line 09: General Purpose Maintenance Facilities Serving more than 300 Vehicles

Column a: Owned. Enter the number of maintenance facilities that are owned by the transit agency and that are
designed to service more than 300 revenue vehicles.

Column b: Leased from another Public Agency. If you are a private company filing an NTD Annual report as DO service,
select this category if you are using any public agency facility for maintenance whether it is leased or owned by the
buyer for your use under the PT agreement.

e Enter the number of maintenance facilities that the transit agency leases from another public agency and that are
designed to service more than 300 revenue vehicles.

Column c: Leased from a Private Entity. If you are a private company filing an NTD Annual report as DO service, select
this category if you are using any private facility for maintenance whether it is leased by the buyer or by yourself for your
use under the PT agreement.

e Enter the number of maintenance facilities that the transit agency leases from a private entity and that are designed
to service more than 300 revenue vehicles.

Column g: Total. This is an auto-calculated field and cannot be edited. This field displays the total number of general
purpose maintenance facilities that are designed to service more than 300 revenue vehicles.

Line 10: Heavy Maintenance Facilities

Column a: Owned. Enter the number of heavy maintenance facilities that are owned by the transit agency.

Column b: Leased from another Public Agency. If you are a private company filing an NTD Annual report as DO service,
select this category if you are using any public agency facility for maintenance whether it is leased or owned by the
buyer for your use under the PT agreement.

e Enter the number of heavy maintenance facilities that the transit agency leases from another public agency.

Column c: Leased from a Private Entity. If you are a private company filing an NTD Annual report as DO service, select
this category if you are using any private facility for maintenance whether it is leased by the buyer or by yourself for your
use under the PT agreement.

e Enter the number of heavy maintenance facilities that the transit agency leases from a private entity.

Column g: Total. This is an auto-calculated field and cannot be edited. This field displays the total number of heavy
maintenance facilities.
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Line 11: Total Maintenance Facilities

Column a: Owned. This is an auto-calculated field and cannot be edited. This field displays the total number of general
purpose and heavy maintenance facilities that are owned by the transit agency.

Column h: Leased from another Public Agency. This is an auto-calculated field and cannot be edited. This field
displays the total number of general purpose and heavy maintenance facilities that the transit agency leases from
another public agency.

Column c: Leased from a Private Entity. This is an auto-calculated field and cannot be edited. This field displays the
total number of general purpose and heavy maintenance facilities that the transit agency leases from a private entity.

Column g: Total. This is an auto-calculated field and cannot be edited. This field displays the total number of general
purpose and heavy maintenance facilities.

Maintenance Facilities - Purchased Transportation Service

Line 07: General Purpose Maintenance Facilities Serving under 200 Vehicles

Column a: Owned by Service Provider.

e Enter the number of maintenance facilities that are owned by the service provider and that are designed to service
up to 200 revenue vehicles.

Column d: Owned by Public Agency for Service Provider.

e Enter the number of maintenance facilities that are owned by the public agency for the service provider and that are
designed to service up to 200 revenue vehicles.

Column e: Leased by Public Agency for Service Provider.

e Enter the number of maintenance facilities that are leased by the public agency for the service provider and that are
designed to service up to 200 revenue vehicles.

Column f: Leased by Service Provider.

e Enter the number of maintenance facilities that are leased by the service provider and that are designed to service
up to 200 revenue vehicles.

Column g: Total. This is an auto-calculated field and cannot be edited. This field display the total number of general
purpose maintenance facilities that are designed to service up to 200 revenue vehicles.

Line 08: General Purpose Maintenance Facilities Serving 200-300 Vehicles

Column a: Owned by Service Provider.

e Enter the number of maintenance facilities that are owned by the service provider and that are designed to service
200 to 300 revenue vehicles.

Column d: General Purpose Maintenance Facilities Serving 200-300 Vehicles — Owned by Public Agency for Service
Provider.

e Enter the number of maintenance facilities that are owned by the public agency for the service provider and that are
designed to service 200 to 300 revenue vehicles.

Column e: General Purpose Maintenance Facilities Serving 200-300 Vehicles — Leased by Public Agency for Service
Provider.

e Enter the number of maintenance facilities that are leased by the public agency for the service provider and that are
designed to service 200 to 300 revenue vehicles.

Column f: General Purpose Maintenance Facilities Serving 200-300 Vehicles — Leased by Service Provider.

e Enter the number of maintenance facilities that are leased by the service provider and that are designed to service
200 to 300 revenue vehicles.

Column g: Total. This is an auto-calculated field and cannot be edited. This field display the total number of general
purpose maintenance facilities that are designed to service 200 to 300 revenue vehicles.

Line 09: General Purpose Maintenance Facilities Serving more than 300 Vehicles

Column a: Owned by Service Provider.

e Enter the number of maintenance facilities that are owned by the service provider and that are designed to service
more than 300 revenue vehicles.

Column d: General Purpose Maintenance Facilities Serving 200-300 Vehicles — Owned by Public Agency for Service
Provider.

e Enter the number of maintenance facilities that are owned by the public agency for the service provider and that are
designed to service more than 300 revenue vehicles.
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Column e: General Purpose Maintenance Facilities Serving 200-300 Vehicles — Leased by Public Agency for Service
Provider.

e Enter the number of maintenance facilities that are leased by the public agency for the service provider and that are
designed to service more than 300 revenue vehicles.

Column f: General Purpose Maintenance Facilities Serving 200-300 Vehicles — Leased by Service Provider.

e Enter the number of maintenance facilities that are leased by the service provider and that are designed to service
more than 300 revenue vehicles.

Column g: Total. This is an auto-calculated field and cannot be edited. This field display the total number of general
purpose maintenance facilities that are designed to service more than 300 revenue vehicles.

Line 10: Heavy Maintenance Facilities

Column a: Owned by Service Provider.

e Enter the number of heavy maintenance facilities that are owned by the service provider.

Column d: Owned by Public Agency for Service Provider.

e Enter the number of heavy maintenance facilities that are owned by the public agency for the service provider.
Column e: Leased by Public Agency for Service Provider.

e Enter the number of heavy maintenance facilities that are leased by the public agency for the service provider.
Column f: Leased by Service Provider.

e Enter the number of heavy maintenance facilities that are leased by the service provider.

Column g: Total. This is an auto-calculated field and cannot be edited. This field displays the total number of heavy
maintenance facilities.

Line 11: Total Maintenance Facilities

Column a: Owned by Service Provider. This is an auto-calculated field and cannot be edited. This field displays the
total number of general purpose and heavy maintenance facilities that are owned by the service provider.

Column d: Owned by Public Agency for Service Provider. This is an auto-calculated field and cannot be edited. This
field displays the total number of general purpose and heavy maintenance facilities that are owned by the public agency
for the service provider.

Column e: Leased by Public Agency for Service Provider. This is an auto-calculated field and cannot be edited. This
field displays the total number of general purpose and heavy maintenance facilities that are leased by the public agency
for the service provider.

Column f: Leased by Service Provider. This is an auto-calculated field and cannot be edited. This field displays the
total number of general purpose and heavy maintenance facilities that are leased by the service provider.

Column g: Total. This is an auto-calculated field and cannot be edited. This field displays total number of general
purpose and heavy maintenance facilities.
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Transit Way Mileage form (A-20)

Line

Mode/Service

Guideway Classification

01 At grade; Exclusive right-of-way (ROW
0z A grade: wWith cross traffic

oz Atgrade: Mixed and cross traffic

04 Elevated-on-structure

05 Elevated-on-fill

o5 Cpen-cut

07 Subway

0z Total Miles

00 At grade crossings: With cross traffic
10 Atgrade crossings: Miked and cross traffic

11 Total Crossings

Mode/Service

Miles of Track

Crossings

Mode/Service

Miles of Track

Crossings

Mode/Service

Miles of Track

Crossings

Guideway Classification
12 Exclusive right-ofway (ROW)
12 Controlled access right-ofway (ROWY)

nz Total Miles

=]

Mode/Service

Lane Miles

—

b
Mode/Service

Lane Miles

—

(=]
Mode/Service

Lane Miles

—

1 [—1 [C—1

—

—

—
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Overview

The purpose of the A-20 form is to collect data for rail modes on system track and its construction, and for non-rail modes,
on lane mileage (bus (MB), trolleybus (TB)) or line mileage (aerial tramway (TR)) for fixed guideway (FG).

Reporting Requirements and Thresholds

All transit agencies operating fixed route, fixed schedule service that operate on fixed guideway, must complete this form.
You should complete one form for all rail modes and one form for all non-rail modes.

This form is not applicable to demand response (DR), demand response taxi (DT), jitney (JT), publico (PB), vanpool (VP)
and ferryboat (FB) modes.

What Has Changed from Prior Year

There are no changes to the A-20 form for the 2012 report year.

Approach

The reported data represents the inventory of fixed guideway (FG) facilities with fixed route, fixed schedule services for rail
and non-rail modes at the end of the fiscal year.

You need to understand the following concepts to use this form:

e Guideway classification

e Bus guideway safe operation

e  Multiple modes or types of service (TOS) operating on a FG facility.

Guideway Classification

The traditional definition of FG is a separate right-of-way (ROW) for the exclusive use of public transportation vehicles. By
this definition, all rail modes operate exclusively, (i.e., 24 hours per day and seven days per week), on FG.

For rail modes, you report miles of track by how the facility is constructed as follows:
e Atgrade
e Exclusive right-of-way
e With cross traffic
e Mixed and cross traffic.
e Elevated
e On structure
e Onffill.
e  Open cut or subway.

The concept of FG also has been extended to non-rail modes. TR operates over its own exclusive air space that is similar to
and is considered its own FG.

By Federal statute, the ROW used by FB also is considered exclusive FG. However, although FB is a fixed route, fixed
schedule mode, you are not required to report lane miles of waterway on this form.

The remaining two fixed route modes — MB and TB — sometimes operate on their own FGs, but often operate with other
vehicles. For MB and TB, you report lane miles by two types of ROW that involve the exclusive use of the ROW for transit
operations:

o  Exclusive right-of-way (ROW) is operated at all times — 24 hours per day, seven days per week.

e  Controlled access right-of-way (ROW) is only operated sometimes — less than 24 hours per day or not all days of the
week.

Mixed traffic right-of-way (ROW) is third type of ROW in which there is no exclusive use of the ROW for transit operations.
You do not report lane miles for mixed traffic ROW on this form.
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