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Appendix A
SAMPLE

RESOLUTION
AUTHORIZING (APPLICANT AGENCY)
TO ENTER INTO AN AGREEMENT WITH THE NORTH CAROLINA DEPARTMENT
OF TRANSPORTATION

WHEREAS, the (applicant agency) has requested the North Carolina Department
of Transportation to participate in the funding of (brief description of project); and

WHEREAS, the (applicant agency) will provide (percentage) of the cost of the
above described project;

NOW THEREFORE, BE IT RESOLVED that the (authorized official’s title)* is
hereby authorized to enter into a contract with the Department of Transportation and
execute all agreements and contracts with the North Carolina Department of
Transportation, Public Transportation Division.

I, (name and title)* do hereby certify that:
A motion was made by (name and title) and seconded by (name and title) for
adoption of the above resolution, and upon being put to a vote was adopted at a duly
held meeting of the (applicant agency’s governing body) onthe _ day of

, 20 .

the above is a true and correct copy of an excerpt for the minutes of a meeting of
the) duly held on the day of , 20

Signature of Certifying Official

* the official authorized to enter onto agreement CAN NOT sign the resolution.






APPENDIX B

Sample Pre-Scoping Conference Call Agenda

TIME TOPIC LEADER FOCAL POINT POSSIBLE DISCUSSION TOPICS
9:00 Welcome and Introductions MDS An interactive process Sign in sheet and meet participants
9:10 Purpose of meeting MDS Why are we here today? Meeting is a review and development session for PTD
and Transit System staff to begin development of the
final scope of work.
9:20 Transit system(s) presentation Transit system(s) | Who are we? Current services, gaps and needs, underserved areas, etc.
9:45 Review Guidelines for Project MDS How do we get there? Follow the Guide to Completing the Five-Year CTSP
Process (Tab 4 in binder).
10:05 Discuss Program Expectations MDS What are we looking to get | Public Involvement Plan, Study Vision Statement, Goals
out of this project? and Objectives, Data collection, Project Development,
Plan Development Process and Tracking, Transit
Demand Analysis, Transit System, Capital,
Institutional/Management, Financial and Development
Alternatives, Implementation plan
10:30 Review Contact Information MDS Who are the project Review who is the primary contact person, stakeholders,
Form participants? participating agencies, etc. Use (Tab 10 in binder)
Contact Information Form to discuss the necessary
contact information.
10:45 Review General Scope of Work MDS What are the project General scope of work is a guideline for development of
parameters? final scope; it should support the mission, goals and
values established by the North Carolina Department of
Transportation.
11:15 Assess Transit System Needs Transit What do we need to know in | Discuss in detail any gaps and needs in existing service,
System(s) order to accomplish this future growth expectations, funding opportunities,
project? staffing issues, etc.
11:40 Discuss Project schedule MDS When will the project be Discuss the project timeline, reporting and invoicing
completed? schedules, deliverable timelines, etc.
12:00 Discuss Project Funding and MDS How is project funded? Inform transit system the all invoicing and reporting will
Invoicing be provided by the consultant.
12:15 Open Discussion All Avre there any questions? This is an open floor discussion on any topics not
covered in agenda.
12:30 Adjourn








APPENDIX C

Sample Scoping Meeting Agenda

TIME TOPIC LEADER FOCAL POINT POSSIBLE DISCUSSION TOPICS
9:00 | Welcome and Introductions Transit System(s) An interactive process Sign in sheet and meet participants
9:10 | Purpose of meeting MDS Why are we here today? Meeting is a review and development session for PTD and
Transit System staff to begin development of the final scope of
work.
9:20 | Transit system(s) presentation Transit system(s) Who are we? Current services, gaps and needs, underserved areas, etc.
9:45 | Review Guidelines for Project MDS How do we get there? Follow the Guide to Completing the Five-Year CTSP Process
(Tab 4 in binder).
10:05 | Discuss Program Expectations MDS What are we looking to get out of | Public Involvement Plan, Study Vision Statement, Goals and
this project? Obijectives, Data collection, Project Development, Plan
Development Process and Tracking, Transit Demand Analysis,
Transit System, Capital, Institutional/Management, Financial
and Development Alternatives, Implementation plan
10:30 | Review Contact Information MDS Who are the project participants? | Review who is the primary contact person, stakeholders,
Form participating agencies, etc. Use (Tab 10 in binder) Contact
Information Form to discuss the necessary contact information.
10:45 | Review General Scope of Work | MDS What are the project parameters? | General scope of work is a guideline for development of final
scope; it should support the mission, goals and values
established by the North Carolina Department of
Transportation.
11:15 | Assess Transit System Needs Transit System(s) What do we need to accomplish Discuss in detail any gaps and needs in existing service, future
this project? growth expectations, funding opportunities, staffing issues, etc.
11:40 | Discuss Project schedule MDS When will the project be Discuss the project timeline, reporting and invoicing schedules,
completed? deliverable timelines, etc.
12:00 | Discuss Project Funding and MDS How is project funded? Inform transit system the all invoicing and reporting will be
Invoicing provided by the consultant.
12:15 | Project Questions and Needs LSA Firm What do we need to know? Project scheduling, invoicing, reporting, primary contact
information, transit needs, gaps, etc.
12:30 | Open Discussion All Are there any questions? This is an open floor discussion on any topics not covered in
agenda.
1:00 | ‘Ride About’ All
1:30 | Adjourn







D ITRE

Performance Planning - Business Practices Questionnaire

The following questionnaire, along with the data you have sent to ITRE, will give us a more complete picture of how your
transit system operates and a framework for setting goals. These questions will help us assess your current business
practices and identify both strong points and areas that need improvement. Please complete the questionnaire and return it
to ITRE. Answer to the best of your ability and with as much detail as you can.

Instructions for completing this Questionnaire: To fill out this questionnaire, click on the grey area at the end of the
guestion and begin typing your answer. For questions that are multiple choice, or have you select one option from a list,
simply click the box(es) next to the answers you wish to select. You can use the “tab” button to move quickly between the
answer fields and copy and paste into these fields if needed. After completing the questionnaire, you will need to save the
file and send them to ITRE.

Transit System Information:

Transit System Name:

Respondent Name(s) and Position:
Contact Phone Number:

Contact Email Address:

Date Questionnaire was completed:

If more than one person is involved in completing this questionnaire, please indicate who provided each answer or if the
answer was created collaboratively.

1. Job Advertisements and Employee Information:
1.a. When the most recent new employee was hired, what kind of advertising or help-wanted ads were placed?

1.b. Please give the job description of one office staff member (scheduler, dispatch, etc) and the job description
for drivers:

1.c. Were any current employees previously employed with the system in a different position? If so, please list
the employee, their current position and their previous position.

1.d. Please fill out the two accompanying “Employee Information Worksheets” with the requested information.
There is one sheet for information about Office Staff, and a separate sheet for Drivers.

2. Organizational Culture:
2.a. Do you have regularly scheduled staff meetings?

2.b. Describe you last staff meeting giving the date, what was discussed and who attended.

2.c. On a scale of 1-10, (with 1 being the lowest score and 10 as the highest) how well do you believe your staff
works together? Please explain your rating.

2.d. Please list your organization goals.

2.e. If you are a part of a parent organization give that organizations name:
2.e.1.What is the nature of the relationship between your system and this organization?

2.f. What kind of organization is your transit system? (Please check one box)
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[ County Department

[ Private Non-Profit
| Regional/Multi-County Authority

[ Other (Please explain):

3. Operating Policies and Practices: Scheduling and Dispatch
3.a. How long in advance can a passenger schedule a trip?

3.b. When is the cutoff time for taking reservations?
3.c. What are your operating hours?

3.d. Have your operating hours changed in the last 12 months?
3.d.1. If they have changed, please explain why:

3.e. If there is a cancelation, what (if any) changes are made to the run they were assigned?
3.f. If a passenger no shows, what (if any) changes are made to the run they were assigned?
3.¢g. How does your system differentiate between a cancelation and a no show?

3.h. Do you have a no show policy?
3.h.1.1s this policy approved by your Board?

3.h.2.What is the date of approval? (please attach a copy of the policy)

3.i. Does your system charge for no shows?
3.i.1.If so, is the passenger charged directly, or is the funding source billed?

3.j. Do you have any penalties (such as service suspension) for multiple cancelations or frequent no
shows?
3.J.1. Please explain these penalties.

3.k. When are drivers given their manifests?

3.1. When are manifests verified?

3.m. If a driver calls in sick, who covers that driver’s trips?
3.m.1. What is the decision making process used?

3.m.2. Who is involved in the rescheduling? Please list each involved employee and their responsibilities in
this situation.

3.n. Do you carry passengers out of your county?
3.n.1.Do you have specific days that you provide this service?

3.n.2.1f you do carry passengers out of county, please list the top 2 destinations and the days trips are
scheduled:

3.0. Please check the boxes for the trip purposes you provide service:
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[ Veterans Administration
[ Medical Trips

[ Shopping

[ Vocational Rehab

[ Educational

[ Work First

[ Other Employment

[ Social

[ Other (Please list):

4. Operating Policies and Practices: Maintenance and Vehicles
4.a. What method do you use to track the following:
e Preventative maintenance:
e Unscheduled maintenance:
e Predictive maintenance:

4.b. What maintenance tracking software do you use?
4.b.1.When was the software last updated?

4.c. Describe your policy on vehicle breakdowns and your system’s procedure for handling breakdowns.
4.c.1.Please list what each involved employee and their responsibilities in this situation.

4.d. Please attach a copy of your most recent PTMS.
5. Operating Policies and Practices: Interagency Coordination, Trip Brokering and Qutstationing:

5.a. Does your system coordinate with other systems?
5.a.1.1f so, please list the system names and how often they carry your passengers/you carry theirs.

System Name How Often You Carry Their How often They Carry Your
Passengers Passengers

5.a.2.What is your billing agreement for these trips?

5.b. Do you broker any trips to taxi companies or outside businesses?
5.b.1. If so, what does the taxi/business charge for this service?

5.b.2.What is the administrative fee for these trips?

5.c. Do you outstation any vehicles? Why or why not?
5.c.1.If you have outstationed vehicles, list their base location(s):

5.d. What were your total service miles for last Tuesday? (Also give last Tuesday’s date)
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6. Operating Policies and Practices: Planning and Data Utilization
6.a. Describe your system’s procedure for service expansion and who is involved with the process.

6.b. What planning activities have you engaged in during the past 18 months?
6.b.1.Who was involved in the planning process?

6.b.2.Please share the ‘what if” scenarios your planning involved.
6.c. What are your system’s goals?

6.d. What would you like your organization to look like in 5 years?

6.e. List any operational or policy changes that have occurred in the past 6 months. Please state the reason(s)
for change.

6.f. Does your county participate by contributing funds to your service?
6.f.1.1f so, how much did they contribute in the most recent fiscal year?

6.9. On a scale of 1-10 (with 1 being the lowest score and 10 as the highest) please rate the importance of
efficiency to you AND your governing body and explain your ranking. If there are other items that are more
important to you or your governing body, please give those as well.

6.h. Give the name or type of reports you run.
o Daily Reports:
o  Weekly Reports:
e Monthly Reports:

6.i. How long did it take you to find the answer to question [5.d]?

6.j. What are your planning activities to ensure continuous RGP service during a fiscal year?
6.j.1.When was your last RGP trip last year?

6.j.2.Are RGP trips charged a fixed amount by passenger or does it depend how the trip was scheduled /

dispatched? (i.e. added to an existing route or dispatched a new vehicle?)

7. Einancial Management: Funding Sources, Rates and Billing
7.a. How are billing rates set?

7.b. Please list your current billing rates including the name of the billing method and funding source.

7.c. What is your newest (most recently acquired) funding source?
7.c.1.When was the source acquired?

7.d. Do you have contracts with most of your funding sources and do you renew them annually?
7.d.1.1f not, please describe the process you use.

7.e. Which funding source contract/rate was most recently changed (not including the funding source in the
previous question)?
7.e.1.What prompted this change?

7.f. Do the administrative duties you perform differ between funding sources?
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7.9. Which funding source requires the most administrative work?

8. Financial Management: Costs and Extra Charges
8.a. What are your fully allocated costs for the following units?
e Hour:
e Mile:
e Passenger Trip:

8.b. What are your extra administrative fees?
8.c. Describe the fuel surcharge in your contracts with funding sources.

8.d. Who is responsible for your yearly operating budget? (ex, if budget information were requested, who would
you ask?)
8.d.1. Please describe your budgeting process.

8.e. Do you use a rate- setting model of any kind? If so, please provide an example/copy of the last model used
and the data you input/output.

8.f. Please list any funds you receive that have a local match requirement, the amount you receive and who
provides these funds.
8.f.1. Describe the formal process to generate the local match?

8.9. In your accounting process, are your expenses broken down by department code (administrative,
operational, etc)?
8.9.1.Please give the name of the accounting software you use.

8.0.2.Please attach your complete administrative, operational and capital budget for this fiscal year?

9. Passenger/Community Outreach and Advertising:
9.a. If a new passenger was in need of transportation, how would they find out about your system?

9.b. What questions do you ask to determine new passenger eligibility for service?

9.c. Do you have decals, logos, or other information on the outside of your vehicles?
9.c.1.If so, please describe the logo, decal or information or attach a picture.






D ITRE

Employee Information Worksheet: Office Staff

(note: when rating by scale, 5 is high)

Employee Name and
Position/Title

Hire
date
(mo/yr)

# of hrs
worked
per
week

Employee’s 2 main duties

Does this
employee
share duties?

(Y/N)

From where
does the
funding for this
position come
(Admin or
Operational
Budget)?

On a scale of 1-
5, in general,
how well does
this employee
use a
computer?

On a scale of 1-5,
how well does
this employee
use software
specific to their
job duties?
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Employee Information Worksheet: Drivers

Employee Name Hire date (mo/yr) Hrs worked per week







Timeline of Activities for Completion of Study

2009 Regional Feasibility Study

Timeline in Weeks

Step |Primary Tasks October | 1| 2[3]4]5[6]7]8]9[10[11]12]13[14]15]16[March Result
Submit Iniiation memorandum and e-mal
to transit systems Memo and email submitted by PTD
* Present approach to the planning
1st Steering Committee Meeting study and solicit input
Analyze each system's services, < Overview of transit system's
1 [functions, positions and personnel organizational structures
Assess opportunities for
2 |regionalization of services X Evaluation of transit opportunities
Public Satisfaction and Community .
Needs Survey " Needs assessment
Stakeholder Interviews < Stakeholder input
Technical Memorandum #1 A Summarize Steps 1 & 2
Status Report Due <> LSA progress report
* Evaluation of interviews and surveys
2nd Steering Committee Meeting and Technical Memorandum #1
Identify new lead transportation Regionalization alternatives
3 |agency alternatives assessment
4 |Assess Governance and Funding < Assess oversight and funding
Technical Memorandum #2 Q Summarize Steps 3 & 4
Status Report Due <> LSA progress report
* Present information included in
3rd Steering Committee Meeting Technical Memorandum #2
5 |Determination of Participation < Draft Executive Summary
Executive Summary Submittal A Executive Summary submittal
Status Report Due (> LSA progress report
Informational Meeting * Informational meeting
4th Steering Committee Meeting Presentation of the Draft Study
6 [Final Feasibility Study Final Deliverable

«——»Timeline in Weeks
Twice Yearly Submittal

* Steering Committee Mtg.
/\ Deliverable
<> Status Report Due







2009 Five-Year Community Transportation Service Plan

Productivity Planning

Timeline of Activities for ITRE Staff for EACH Plan

Timeline in Weeks

Steps Primary Tasks 1] 2[3[4]5[6]7]8]6Months Later Result
1 |Pre-Call for Project Notification - - Email on CTP list serve
See 5-Year CTSP Timeline of Activities for
2 |Twice yearly Call for Projects detail Memo and email submitted by PTD
Sengl out Performance P'?‘””'”Q i Transit systems received questionnaire and worksheet to
3 |Business Practices Questionnaire and <> .
; be completed in 2 weeks
Employee Information Worksheet
4 Receive Documents and Generate Draft > ITRE staff processes data received from participating
Results transit systems
. . Included in the meeting: Director, Operations Manager
5 |Meetwith System to review draft plan -A and others with knowledge about survey data; ITRE staff
6 |Finalize Plan < ITRE staff develops final plan
) . A\ Transit System signs off on plan and plan is submitted to
7 |Final plan deliverable PTD for use in 5-Year CTSP
8 Check in to see if recommendations * ITRE staff conducts reevaluation of final plan

followed

< Mimeline in Weeks
* One-Day Activity

A Conf. Call/Mtg.
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Community Transportation Service Plan (CTSP)
Scope of Work

VISION STATEMENT

To ensure that the community transportation systems in North Carolina are making a strategically planned
response to the projected mobility needs of the general public and targeted populations in their service
area, and continuously improving and achieving excellence in all aspects of their service delivery and
management.

PURPOSE

To describe the current performance and organizational direction of the transit system and to recommend
strategies of operating or managing that increase mobility options for passengers and improve the
efficiency and effectiveness of the organization and transportation services. This community
transportation plan must be developed through a public education and involvement process that includes
the general public, private and non-profit transportation providers, human service providers and targeted
populations that include individuals with disabilities, low incomes and limited English proficiency (LEP).
The result of this planning effort should produce overall goals that the community can support.

PRIMARY OBJECTIVES FOR COST PARTICIPATION BY NCDOT
This document will be used as the principle guide in the accomplishment of the following:

= Promotion of transit options that provide meaningful alternatives to citizens and connectivity of
transportation services throughout the state;

= Promotion of the full integration of the community transportation system’s programs with other
federal and state programs supporting public and human service transportation.

= |mprove the efficiency and effectiveness of federal/state funded transportation programs

= Support and promote the coordination of public transportation services across geographies,
jurisdictions, and program areas for the development of a seamless transportation network

= Support the provision of dependable mobility transportation options to the general public, low
income individuals, elderly persons, and/or persons with disabilities within the guidelines and
funding levels provided by NCDOT and FTA

= Support and encourage defensible, results-based budget requests and submissions from systems to
NCDOT for funding.

NCDOT PLANNING PARTICIPATION
e The Mobility Development Specialist assigned to the service area will serve on the Steering
Committee and attend other meetings that include presentations of technical memorandums and
the draft final reports.
e The Mobility Development Specialist, prior to the initiation of the study will coordinate the
gathering of the following data and information:
A copy of the last approved five-year plan, if available.
A copy of current Performance Plan survey analysis conducted by ITRE.
An inventory of available capital assets and vehicle utilization data — (PTMS)
A summary of state and federal funding
A summary of operating statistical data for trend analysis
A basic service description and characteristics
A list of TAB Board Membership
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8. A copy of any Coordinated Public Transit-Human Services Transportation Plan that has
been created in the service area.
9. Other documents may include system policies and procedures, mission and goals, job
descriptions, customer survey results, and findings from any Safety and Security
Describe, Drug and Alcohol Describe or onsite compliance Describes.
e The Mobility Development Specialist will be responsible for tracking the progress of the study
and approving any changes in the schedule.

e The Mobility Development Specialist will facilitate a CTSP approval process.





REQUIRED CTSP ELEMENTS
The CTSP must minimally include the following elements at a level consistent with available resources
and the complexity of the local environment:

M ELEMENT 1- Assessment, documentation, recommendation and implementation guidance for
FUTURE RESOURCES for anticipated funding, capital, personnel, and training needs. New or
underutilized federal and/or state transportation funding programs for targeted populations or services
should be incorporated in the planning.

M ELEMENT 2 - Assessment, documentation, recommendation and implementation guidance for
EXPANDING PUBLIC TRANSPORTATION SERVICES AND MOBILITY OPTIONS while
continuing to coordinate the services of human service agencies to include but not limited to
strategies, activities and/or projects to address any identified gaps between current services and needs,
as well as opportunities to improve efficiencies in service delivery.

M ELEMENT 3— A determination of SERVICE PRIORITIES for implementation based on resources
(from multiple program sources), time, and feasibility for implementing specific strategies and/or
activities identified

M ELEMENT 4 — The development of a mission statement, objectives and metrics for MEASURING
PERFORMANCE that support result-based budgeting and utilizes state performance standards and
benchmarking.

M ELEMENT 5 — Includes IMPLEMENTABLE RECOMMENDATIONS by delineated plan
elements listed above. Should include an implementation schedule, milestones and timelines for
recommendations.

M ELEMENT 6 — A complete description of the specific activities and techniques used to get PUBLIC
INVOLVEMENT in the planning process. The planning process will include the use of a Steering
Committee that meets not less than three times during the process to provide oversight and to monitor
the progress on the work plan. Interviews with a sampling of public officials, TAB members, human
service agencies, non-participating human service agencies, area employers, transit users, non-users
from the targeted populations and private providers should be scheduled. Surveys, focus groups,
public hearings and empirical data are other techniques that should be used for getting public input.





TASK 1 - Inventory the Transit System’s current organizational direction and service
delivery.

Content Area 1.1: ADVISORY AND GOVERNANCE STRUCTURE

A. Describe the type of system and oversight board (governing vs. advisory)

B. Describe the TAB composition provided in the system overview. Does it represent
the demographic characteristics of the community? Are any groups under-
represented?

C. Assess if the TAB clearly understands its role?

= Advisory vs. Governance
= Representative of a particular constituency vs. the needs of the entire
community
= Quality of training or orientation (if any) of board responsibilities
= Describe of organizational by-laws
D. Assess if the TAB meets often enough to provide adequate and sufficient guidance?
E. Assess if the TAB terms are staggered to provide new ideas yet continuity of
purpose?
Describe and evaluate the process of recruitment of TAB members.
Assess if the TAB structure is conducive to the accomplishment of goals and the
transit needs of the entire community? Are all community stakeholders fairly
represented on the board?
I. Conduct visioning, goal setting exercise with TAB, if needed and document results
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Content Area 1.2: ORGANIZATIONAL FOCUS

Assumption: An over arching goal is for increased mobility, accessibility through coordination
and integration of services.

A. Describe the system’s current mission, goals, objectives, performance measures and
outcomes and progress toward these

B. Identity the “benefits” the transit system is providing to the community

C. Evaluate if policies support or hinder coordination/regionalization of public
transportation services, as applicable.

Content Area 1.3: SERVICE CHARACTERISTICS

A. Describe the last Community Transportation Improvement Plan. Determine the status
of the recommendations and timelines in this plan. What have been the major
accomplishments since this plan was completed?

B. Describe the service description and operating statistics provided in the system
overview.

C. Using mapping software, plot the fixed routes, deviated fixed routes, subscription
routes and routine origins and destinations of demand response trips.

D. Determine how public transportation services are incorporated into the coordinated
system. As it applies, is there connectivity with the fixed-route system?

E. Describe the policies that are in place that support/guide service provision.

Content Area 1.4: FUNDING AND FINANCIAL MANAGEMENT
A. Determine key funding/revenue sources: agencies, general public, state/federal
grants, foundations, local funds, and private donations
B. Describe system fare structure and billing rate for agency and general public
transportation services
C. Describe local funding opportunities/availability
D. Describe Third Party Contracts with service providers.






Content Area 1.5: CAPACITY ANALYSIS

A
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Describe the vehicle inventory and vehicle utilization records provided in the system
overview.

Determine the usefulness, appropriateness, condition and ownership of any transit
systems facilities.

Determine what current advanced technologies are in place and to what extent these
are utilized in the operation.

Describe the organizational chart and staffing plan.

Describe the historical operating statistical reports and data provided in the system
overview.

Assess through observation the performance of the scheduling and dispatching
functions.

Content Area 1.6: PUBLIC SATISFACTION AND COMMUNITY NEEDS

A.

B.

Receive meaningful input (survey or interview) from at least twenty (20) human
service agency passengers that represent at least three different agencies;

Receive meaningful input (survey or interview) from at least ten (10) general public
riders;

Receive meaningful input (survey or interview) from a sample of human service
agency directors or contacts that purchase transportation services;

Conduct a minimum of two community planning sessions with diverse groups of
stakeholders in the community to solicit input about existing services and unmet
needs.

Interview a sample of human service agencies that are not currently contracting with
the transit system and document reasons they are not utilizing the coordinated
transportation services.

Ensure that persons with limited English proficiency (LEP) have the means of
sharing meaningful input.

Actively seek out and consider the viewpoints of minority, low-income, and LEP
populations in the course of conducting public outreach and involvement activities
Describe any locally developed Coordinated Public Transit-Human Service
Transportation Plan approved in the service area.

TASK 2 — Present Technical Memorandum #1 at the Initial Steering Committee Meeting.

Content Area 2.1: PREPARATION OF TECHNICAL MEMORANDUM #1
Summarize and analyze the information gathered to-date and prepare Technical
Memorandum #1. This document will also include information about the previous CTIP
and other strategic plans developed for the transportation services. Include any mapping
of services, results of the surveys and interviews, and consultant’s assessment of services
provided by the transit system. The Technical Memorandum #1 must be submitted to
NCDOT in a format described by NCDOT, at least ten working days prior to the initial
steering committee. The consultant is responsible for the timely distribution of copies of
the Technical Memorandum #1, by email or regular mail as necessary, to the members of
the steering committee, the county manager and the authorized official before the
committee meeting.

Content Area 2.2: INITIAL STEERING COMMITTEE MEETING

A.
B.

Describe and discuss the Community Transportation Service Planning process.
Summarize and present the findings from the system inventory and confirm the
consultant’s understanding of the current provision of transportation in the service
area.





Allow the Steering Committee to share their knowledge or perception of unmet needs
and the problems and/or concerns associated with the operation and/or management
of the existing transportation system.

The consultant will include a summary of the meeting and a list of attendees in the
Public Involvement Section of the Draft Plan.

The consultant will send out a summary of the meeting to the Steering Committee.

TASK 3 - Collect and analyze information about the service area and estimate
transportation needs from empirical data.

Content Area 3.1:

A

Content Area 3.2:

A

B.

COUNTY AND REGIONAL DEMOGRAPHICS AND GEOGRAPHY

Identify the medical and employment travel patterns of the county/regional residents
(as identified by the most recent data). Include specific information and locations of
the major employment and industrial centers. Include dialysis centers and medical
centers.

Determine areas currently not served or underserved by the transit system based on
the service mapping of Task #1.

Map the location of households where the head of household is elderly, minority, low
income and/or does not have a vehicle.

Determine the trends in aging and immigration in the service area that will affect
transportation demand.

Analyze census data to determine the size of the disabled population in the service
area.

Identify any seasonal (i.e. snow, hurricanes, floods) or infrastructure (i.e. roads,
bridges) issues that affect transportation delivery.

Through empirical data, estimate the normative transportation needs of the service
area.

COORDINATION OPPORTUNITIES

Determine whether other transportation providers or volunteer groups are providing
transportation services in the area.

Survey the bordering counties’ transportation systems and determine if there is the
ability to coordinate inter-county transportation services.

Determine whether there is a regional or intercity service that needs local connector
services.

Determine whether any regional authority, urban fixed route system, or small urban
system is operating in any part of the service area. What opportunities are there to
coordinate services?

Determine the location of any regional medical centers and whether the transit
system operating in medical center location could use sub-contracted services during
wait times at medical center.

Identify locations that could be used for Park and Ride services.

TASK 4 - Analyze and Develop Management and Service Alternatives

Content Area 4.1:

A.

B.

ADMINISTRATION AND MANAGEMENT OF THE TRANSIT SYSTEM

Assess the mission and goals of the organization. Based on these, what performance
is being measured?

Determine if any existing policies are negatively affecting performance and customer
service. Are additional policies needed? Analyze no-show, cancellation, denials,
pick-up window, reservation and waiting list policies.





Analyze the transit system’s annual budgeting and spending to determine the causes
of repeated deficits or excessive surpluses.

Using the division’s Fully Allocated Cost Model, assess whether the transit system is
billing for trips at the appropriate rate. Assess the appropriateness of the fare(s)
charged.

Determine what financial reserves are in place and how they are used.

Determine the local financial assistance provided. Assess how it is used and how
much more is needed.

Identify any local constraints or barriers the transit system faces in implementing the
recommendations of this plan. Evaluate the local commitment to improving or
expanding public transportation in the service area.

Evaluate the marketing strategies used to promote transit services. Is there a
marketing plan? Assess current webpage for accuracy and compliance.

Assess whether the public involvement strategies of the system are meeting the needs
of persons with disabilities, low income individuals, minorities, elderly and the LEP
population.

Has the transit system participated in the development of a locally developed
Coordinated Public Transit -Human Service Transportation Plan in their service area?
If yes, assess whether any of the service gaps prioritized in the document could be
included in the five-year plan. If no, provide the development of a coordinated
public transit-human service transportation plan in the service area in the five-year
plan.

Content Area 4.2: SERVICE ANALYSIS

A.

B.

Identify opportunities for implementation of new Federal Programs (JARC, New
Freedom, 5310 Elderly and Disabled) as applicable.
Assess whether alternative service delivery strategies such as volunteers, voucher
systems, deviated fixed routes, intercity routes or brokerage activities are needed in
the system’s service design.
Assess the coordination of trips among other counties, small urban system and/or
fixed route systems.
Determine how the transit system can provide transportation services to any un-
served and underserved areas. Will this service require more vehicles or a new type
vehicle?
Determine how services for the general public can be expanded to become a greater
portion of the service provided, without negatively impacting the coordination of
human service agency trips.
Assess how the availability or absence of any advanced technology (scheduling
software, phone system, MDC, radios) is impacting the efficiency and effectiveness
of services.
Cross-reference the reports and other documents provided in the system overview
with your analysis.
Fixed Route Systems Only

Assessment of on-time performance

Assessment of bus shelters and bus stop locations to include the following:

Bus Shelters Bus Stops
Location Location
Pedestrian Access Pedestrian Access
(sidewalks, near a ditch, etc.) (sidewalks, near a ditch, etc.)
Lighting Signage
Cleanliness Posted Routes/ Schedules/ Times
ADA accessibility






TASK 5 — Present Alternatives in Technical Memorandum #2 at the Second Steering
Committee Meeting and solicit public comment.

Content Area 5.1: PREPARATION OF TECHNICAL MEMORANDUM #2

A.

The Technical Memorandum #2 will summarize the findings of Task 3 and Task 4
and describe alternatives to the existing management and operation of the
coordinated transit system.

The advantages and disadvantages of each alternative and the detailed costs
associated with each alternative should be included. It is important for local officials
to see all additional cost and revenues associated with each service design
improvement and alternative. These alternatives are derived from all the data that
has been described, collected and analyzed since the beginning of the study and on
transit industry best practices.

The Technical Memorandum #2 must be submitted to NCDOT in a format described
by NCDOT, at least ten working days prior to the initial steering committee.

The consultant is responsible for the timely distribution of copies of the Technical
Memorandum #2, by email or regular mail as necessary, to the members of the
steering committee, the county manager and the authorized official before the
committee meeting.

Content Area 5.2: SECOND STEERING COMMITTEE MEETING

A.

B.

C.

D.

Summarize and present the alternatives recommended in the Technical Memorandum
#2.

The Steering Committee will discuss the alternatives, recommend changes and/or
select the alternatives they feel should be included in the final report.

The consultant will include a record of the meeting and a list of attendees in the
Public Involvement Section of the Draft Plan.

The consultant will send out a summary of the meeting to the Steering Committee.

Content Area 5.3: PUBLIC EDUCATION AND PUBLIC INVOLVEMENT

A

B.

The consultant will present Technical Memorandum #2 to the Transportation
Advisory Board for comments.

The Steering Committee will plan and execute at least one public forum to present
the alternatives and receive public comments. The consultant will attend the public
forum to present the alternatives he/she is recommending. Other means of public
education and public involvement may be planned in addition to the public forum(s)
including website postings, focus groups, on-board copies, placement of copies at
community centers, publication in local newspapers, email attachments and/or
presentations at clubs and organizations in the service area. The consultant will
include a record of any public involvement action or meeting that is taken in the
Public Involvement Section of the Draft Plan.

Copies of Technical Memorandum #2 will be shared for comment with the county
manager, county finance officer, the authorized official and other public officials as
determined by the Steering Committee.

TASK 6 — Develop the Draft Plan

Content Area 6.1: COMBINE TECHNICAL MEMORANDUMS AND COMMENTS INTO A DRAFT PLAN
Combine all the technical memorandums into a single draft plan considering all the
comments and recommended changes provided.

Content Area 6.2: FIVE-YEAR DRAFT PLAN
Based on the recommended service and/or management alternative(s), develop a detailed
five-year Implementation and Financial Plan to include the following elements:
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6.2.1

6.2.2

6.2.3

6.2.4

6.2.5

6.2.6

Executive Summary — provide a synopsis of the key elements contained in the
plan.

Implementation Plan — discuss recommended alternatives and identify specific
action steps to be addressed. The plan should be at a level consistent with
available resources to address needs identified within the services area.
Marketing recommendations should be included.

Implementation Schedule - develop a prioritized implementation schedule that
includes tasks by month and state fiscal year and that is based on resources, time,
and the feasibility of implementation. Marketing activities should be included.
Financial Plan - develop a five-year administrative, operations, and capital
financial plan. Include projected federal, state and local assistance and
incorporate a strategy to adjust fares or rates to ensure the system has at least a
three-month operating reserve. ldentify the fully allocated costs and address costs
by service.

Performance Measurement Plan — include the mission statement, objectives and
goals for measuring the performance of the transit system.

Public Involvement Description — include a record of all the interviews, surveys,
focus groups, public forums and/or meetings used to collect input during the
development of the plan. The record should include date, location, time and a list
of attendees.

TASK 7 - Present the Draft Plan at the final meeting of the Steering Committee. Meeting.

Content Area 7.1: FINAL MEETING OF THE STEERING COMMITTEE

A presentation of the Draft Plan will be made to the Steering Committee, TAB members,
authorized official, county manager, county finance manager, members of the public
governing body, and/or other interested groups. Comments will be solicited and
considered for incorporation for the Final Plan.

TASK 8 - Provide final project deliverables to NCDOT and the public governing body for

adoption.

Content Area 8.1: DRAFT PLAN TO FINAL PLAN STEPS

A. Send Draft Plan to sponsoring organization, public governing body and NCDOT

for final review and return all comments within ten working days. Submit all
comments directly to assigned Mobility Development Specialist for coordination
and distribution.

The consultant will revise the Draft Plan if necessary and return it for comment.
This process will continue until there are no more comments and the plan
becomes the Final Draft Plan.

The Final Draft Plan should be approved within 30 days of receipt. When
approved, the sponsoring organization or public governing body will send a letter
to the NCDOT stating acceptance of the plan.

D. NCDOT will notify the consultant when the plan is accepted.

Content Area 8.2: EINAL PLAN APPROVAL MEETING WITH GOVERNING BODY

A final meeting will be scheduled and held for elected officials, transportation system
directors, commission and board members, and other stakeholders to discuss the findings
of the study and address any questions on the report.

Content Area 8.3: FINAL PROJECT DELIVERABLES

A. The consultant will present one copy of all information contained in the Final

Plan in electronic format. This information should be easily convertible to
HTML or web-based format.





. The consultant shall provide one (1) camera-ready original copy and 10
reproduced copies.

. The consultant will complete the following Summary of Recommendations and
send to NCDOT Public Transportation Division

. The consultant will complete the following Summary of
Recommendations and send to NCDOT/PTD.
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SUMMARY OF RECOMMENDATIONS

Recom-
mendation
Number

Page Number

PLAN OBJECTIVE #1 - Promote the development and availability of
transportation services throughout the state, in partnership with local officials, public
and private non-profit agencies, and operators of transportation services, and
members of the public

NCDOT Goal Efficiency

Values Customer Service

PTD/MDS MetricCoordination, Program Planning

PLAN OBJECTIVE # 2 - Improve the efficiency and effectiveness of federal/state
funded transportation programs

NCDOT Goals Efficiency
Values Customer Service
PTD/MDS Metrics Coordination, Program Planning

PLAN OBJECTIVE # 3 - Support and promote the coordination of public
transportation services across geographies, jurisdictions, and program areas.

NCDOT Goals Efficiency
Values Customer Service
PTD/MDS Metrics Coordination, Program Planning

PLAN OBJECTIVE # 4 - Provide dependable transportation to the general public,
low income individuals, elderly persons, and/or persons with disabilities within the
guidelines and funding levels provided by NCDOT and FTA

NCDOT Goals Efficiency
Values Customer Service, Safety
PTD/MDS Metrics Coordination, Program Planning

PLAN OBJECTIVE # 5 - Enhance the coordination of existing services for the
development of a seamless transportation network

NCDOT Goals Efficiency, Safer, Last Longer
Values Customer Service, Safety
PTD/MDS Metrics Coordination, Program Planning

PLAN OBJECTIVE # 6 - Build upon the coordination efforts that exist within
North Carolina’s public transportation system

NCDOT Goals Efficiency, Safer, Last Longer
Values Customer Service, Safety
PTD/MDS Metrics Coordination, Program Planning
PLAN OBJECTIVE #7 - Serve as a basis for funding requests from NCDOT
NCDOT Goals Efficiency
Values Integrity, Customer Service
PTD/MDS Metrics Coordination, Program Planning
- END SCOPE OF WORK -
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SCOPE OF WORK - REGIONAL FEASIBILITY STUDY

The following Scope of Work identifies minimum project requirements and consultant
responsibilities for a Regional Feasibility Study. The consultant is encouraged to view
these steps as minimum project guidelines and to develop each step and product in an
innovative manner.

Purpose

The purpose of this Regional Feasibility Study is to assess the existing transit services
being provided and to determine if it is necessary for multiple single county transit
services to be regionalized within a specific transit service area. This will be
accomplished by identifying areas within the service area in need of transit services and
determine the most efficient and effective method of meeting these needs. The range of
organizational structures considered range from every system operating independently to
regionalization of all services under a unified organization. This Regional Feasibility
Study must be developed through a public education and involvement process that
includes the general public, private and non-profit transportation providers, human
service providers and targeted populations that include individuals with disabilities, low
incomes and limited English proficiency (LEP).

Upon completion of this Regional Feasibility Study and final adoption by a governing
board, the transit systems agree to move forward to the next step of initiating a Five Year
Community Transportation Service Plan to assess the current performance and
organizational direction of the transit system and to recommend strategies of operating or
managing that increase mobility options for passengers and improve the efficiency and
effectiveness of the organization and transportation services.

Project Schedule and Reports

The consultant will be expected to complete this study in four (4) months. The selected
consultant shall prepare a draft Project Schedule to establish schedules and completion
dates for all project deliverables within fourteen (14) days of the Notice to Proceed.

The consultant shall submit progress reports to NCDOT-PTD and Transit System on a
monthly basis.  Progress reports will indicate percent of tasks completed and
achievements towards steps. The consultant will prepare and provide minutes of all
meetings to assigned project staff of the NCDOT-PTD and Transit System. The
consultant will submit invoices to NCDOT-PTD.

Public Participation

The consultant will work closely with officials and staff to identify needs and
opportunities for receiving public input. The Public Participation should reflect an
understanding of who the customers are, what the customers' needs are, and how to
communicate findings and receive/integrate feedback from the customers. Public
Participation shall identify how the public (including minority, women, elderly, disabled,
Limited English Proficiency, and low income individuals) will participate in the planning
process when assessing needs, strategies, and service alternatives, and the resulting final
report shall document the efforts made in order to comply with Title VI requirements.





Stakeholder Interviews

Within thirty (30) days of the Notice to Proceed, the consultant will organize and
schedule meetings and interviews with key stakeholders in accordance with the

following:

A

B.

C.

Interview a sample of human service agencies that are not currently
contracting with the transit system and determine reasons they are not
utilizing the coordinated transportation services.

Receive meaningful input from a sample of human service agency
directors or contacts that purchase transportation services;

Ensure that persons with limited English proficiency (LEP) have the
means of sharing meaningful input.

D. Actively seek out and consider the viewpoints of minority, low-

income, and LEP populations in the course of conducting public
outreach and activities

Stakeholders shall include the following but may include other stakeholder interviews
identified by the consultant that may be beneficial to the study process.

County officials:

City officials:

Town officials:

Other:

County Manager, Chairman of the County Commissioners, and
Community Transportation Advisory Board Chairman, other.

City Manager, City Mayor, and Chairman of the Transit
Commission, other.

Town Managers of the participating municipalities, other.

Transportation Advisory Board representative, Representative
from Chamber of Commerce, Director of Regional Council, MPO
Coordinator, RPO Coordinator, and contracting agencies,
community leaders, other.

Public Satisfaction and Community Needs Survey
The Consultant shall develop and distribute a Public Satisfaction and Community Needs
Survey to the general public in accordance with the following:

A

B.
C.

Receive meaningful input from at least twenty (20) human service
agency passengers that represent at least three different agencies;
Receive meaningful input from at least ten (10) general public riders;
Receive meaningful input from a sample of human service agency
directors or contacts that purchase transportation services;

Ensure that persons with limited English proficiency (LEP) have the
means of sharing meaningful input.





E. Actively seek out and consider the viewpoints of minority, low-
income, and LEP populations in the course of conducting public
outreach and involvement activities

F. Describe any locally developed Coordinated Public Transit-Human
Service Transportation Plan approved in the service areas.

The consultant will prepare a Summary Report of interviews and surveys for inclusion in
Technical Memorandum 1.

First Steering Committee Meeting: Within thirty (30) days of the Notice to Proceed, the
consultant will meet with the Steering Committee to present their approach to the planning
study and solicit input from the committee on concerns and issues that will be addressed.
NCDOT PTD will assist local transportation systems in forming this committee.

Step 1.

Analyze each system’s services, functions, positions, and personnel.

A.

B.
C.

nm
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Identify and map each system’s service area.

Describe each system’s services and functions.

Summarize organizational structure and administrative functions of each
system, including contractual relationships.

Identify the type (position, FT/PT), number/duties of positions within each
system that provide the services and functions, including vacant positions.
Describe personnel practices, procedures and benefits of the positions.
Describe operating policies and procedures. Summarize operational findings
resulting from staff interviews and observations, as well as the review of the
current Community Transportation Services Plan, Capital Transportation
Improvement Plan (CTIP), Long Range Transportation Improvement Plan
(LRTP) and other system, MPO, and/or RPO documents/information.

Identify the source and amount of existing federal/state/local funding.

Identify capital resources used to provide services and functions.

Evaluate the effectiveness in utilization of capital resources.

Conduct an analysis of existing routes to determine effectiveness of meeting
need.

Evaluate the current scheduling and dispatching techniques utilized by the
systems

Assess each transportation system’s performance (operations and financial).

. Identify and the roles and responsibilities of existing transportation boards.

Evaluate the role of local governance in operation of the systems.

Identify any current or emerging issues related to administrative, operating,
or capital funding that are applicable to or that affect regionalization.

Describe contracts and operating policies.

Prepare a Step 1 completion report and present it to the steering committee.





Step 2.

Assess opportunities for Regionalization of services, including but not limited to the
following items.

A. Main destination areas such as regional medical centers, employment centers,
shopping centers, social service centers.

B. Non-emergency medical transportation.

C. Employment transportation patterns.

D. Housing and development patterns that can be addressed via transit.

E. Coordination of existing transit services

F. Rural/community transportation services, including demand response,
subscription, and deviated route/feeder services.

G. Urban fixed-route transit services, including intercity services.

H. Rail/aviation/intercity bus connections and regional transit
connections/coordination.

I. Auvailable local private transportation services, such as taxis, paratransit
providers, etc.

J.  Examination of local and regional travel patterns based on census data.

K. Administrative, capital, operational areas where there is a clear duplication of
services/functions and/or that present opportunities for coordination and/or
consolidation.

L. Develop service design alternatives to improve intermodal connections in the
area, including needs or opportunities for regional connections.

M. Complete "SWOT" (strengths/weaknesses, opportunities/threats) analysis for
service coordination and/or consolidation.

N. Prepare a Step 2 completion report and present it to the steering committee.

Technical Memorandum #1

Technical Memorandum #1 shall detail findings and recommendations from Steps 1 and
2 concerning services, functions, positions and personnel and opportunities for
regionalization, as well as the Summary Report of stakeholder interviews and needs
survey. The report shall include illustrations (maps and charts) of services/functions,
including comparative information relative to any duplication of service or service
opportunities. The consultant will distribute Technical Memorandum #1 to all Steering
Committee members at least ten (10) calendar days prior to the second meeting of the
Steering Committee.

Second Steering Committee Meeting: The consultant will discuss information included in
Summary Report of interviews and surveys and Technical Memorandum #1 and will facilitate
discussion to ensure that all information is accurate. The consultant will make changes to
Technical Memorandum #1 as needed.

Step 3.
Identify new lead transportation agency alternatives (to include organizational





charts) and staffing options and location alternatives for regionalized
administrative and/or operations office.

A

B.

M.
N. Prepare a Step 3 completion report and present it to the steering committee.

Step 4.

Identify services, functions and positions to be regionalized under the new
lead transportation agency.

Evaluate advantages and disadvantages of transferring services and functions
(including call center issues and software issues; i.e. Types of software/cost of
software) to new lead transportation organization.

Assess when services, functions and positions could be transferred to lead
transportation organization. Provide recommendations regarding retention of
vested permanent employees of transit systems.

Identify and evaluate organizational alternatives for service regionalization.
Analyze and document advantages/disadvantages and costs/savings/benefits
of each alternative. Evaluate anticipated costs, revenues, and cost allocation
and billing methodology.

Provide recommendations on a public education campaign to ensure a smooth
transition from several existing systems to a single entity. The consultant will
provide options on regional system name based on input from the steering
committee.

Identify existing grants and analyze and document impacts of options upon
local, state and federal funding.

Identify any impacts or implication of federal regulations and requirements
(e.g., drug and alcohol testing, ADA, labor protection, Clean Air Act, etc.).
Identify administrative and operating impacts (financial, customer service,
safety, quality of service, enhanced mobility) to existing passengers and
contracting human service agencies (by comparing fully allocated cost rates of
each alternative with single-system rate). Include impact on out-of-county,
non-emergency medical trip expenses.

Identify impacts of alternatives on staffing in existing systems.

Identify impacts on combining existing vehicle fleets and provide
recommendation on existing insurance and liability issues.

Identify impacts on capital needs (vehicles, equipment, technology and
facilities), including impacts (financial, customer service, safety) to existing
passengers contracting agencies, and local governments (compare new
regionalized fully allocated cost rate with single-system rate). Include impact
on out-of-county, non-emergency medical trip expenses.

Provide a recommendation on the preferred organizational alternative.

Assess Governance and Funding

A

B.

Describe the roles and responsibilities of the existing Transportation Advisory
Boards.

Assess and identify the current political support regarding regionalization and
the creation of a lead transportation agency.





C. ldentify the appropriate roles and responsibilities for local Transportation
Advisory Boards to insure input into the decision making process of a new
lead transportation agency.

D. Analyze and provide a recommendation for the organizational structure of the
regionalized system. Include organizational charts, staffing options, and
location/facility alternatives for administrative and operational functions.

E. ldentify appropriate roles and responsibilities for a new lead transportation
entity.

F. Identify the governance of a new lead transportation agency and provide
recommendations on how its members would be appointed.

G. Provide a recommendation on the designation of a lead transportation
organization (e.g., city department, county department, non-profit
organization, consortium, authority, etc.).

Describe standardized regional fully allocated billing rate and fare policy
Describe cost allocation plans.

Identify active grants.

Describe federal and state grant requirements.

Evaluate the process for a new lead transportation agency becoming the single
grant recipient.

. Assess options for establishing levels of service in the future.

Identify funding options to support the continuation of services under a new
lead transportation agency.

Identify region wide funding sources to support the services and functions
regionalized under a new lead transportation agency.

Address revenue opportunities with “authority” status.

Prepare a Step 4 completion report and present it to the steering committee.
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Technical Memorandum #2

Technical Memorandum #2 will detail the findings and recommendations from Steps 3-4
that address a new lead transportation agencies alternatives, governance and funding.
The consultant shall distribute Technical Memorandum #2 to all Steering Committee
members at least ten (10) calendar days prior to the third meeting of the Steering
Committee documenting impacts, advantages, and disadvantages of regionalization
alternatives and recommend a preferred option as determined from Step 3.

A meeting will be held at this point with elected officials, transportation system directors
and advisory board representatives to discuss the findings and opportunities for
regionalization.

Third Steering Committee Meeting: The consultant will present information included in Technical
Memorandum #2 and facilitate discussion ensure that all information is accurate. The consultant
will make changes to Technical Memorandum #2 as needed. In association with the NCDOT/PTD,
the Steering Committee will review the decision-making process to be undertaken regarding
participation in a consolidated system.






Step 5.
Determination of Participation

The consultant will prepare an Executive Summary of information derived through
stakeholder interviews, surveys and Technical Memorandums #1 and #2. The consultant
will distribute a copy of the Executive Summary via established mechanisms (e.g.,
through county managers, clerks, etc.) to all elected officials, NCDOT/PTD, to City and
County managers, to transportation system directors/planners, to members of advisory
commissions and boards, as well as to managers of towns that may be impacted by the
study recommendations, and other key stakeholders as applicable or appropriate.

Informational Meeting: An informational meeting will be scheduled and held for elected officials,
transportation system directors, commission and board members, and other stakeholders to discuss
the findings of the study and address any questions on the report. After the informational meeting,
directors, commission and board members, and stakeholders shall be provided at least two weeks to
provide input to their respective governing bodies regarding the study and its recommendations.

Local staff will work with the consultant and the NCDOT/PTD to schedule the meeting
for discussion and action at an official meeting of each local governing body. Each local
governing body shall decide whether or not the services, functions, organization, and
governance of its respective transportation system will be united as one regional
transportation system. Based on the meeting schedule of the governing bodies, it may
take up to four (4) weeks to schedule this item on official meeting agendas.

The decisions of or feedback from the governing bodies will determine the direction of
the study:

% If either governing body needs additional information prior to making their
decision regarding participation in the regionalized system, the Scope of Work
will be revised, and the consultant will be asked to provide a revised cost proposal
for the additional work. Upon approval of the NCDOT/PTD, the consultant will
undertake the additional work and will repeat the above process for determining
participation.

< If both governing bodies decide to participate in a regionalized public
transportation system, each governing body will be asked to submit a Letter of
Intent to the NCDOT/PTD to initiate the Five Year Community Transportation
Service Plan process.





FINAL MEETING OF THE STEERING COMMITTEE

A presentation of the Draft Plan will be made for the Steering Committee, TAB members,
authorized official, county manager, county finance manager, members of the public governing
body, and/or other interested groups. Comments will be solicited and considered in the Final Plan.

Step 6.
Provide final project deliverables to NCDOT/PTD and the public governing body.

DRAFT PLAN TO FINAL PLAN

A. Send Draft Plan to public governing body and NCDOT/PTD for final review
who will return comments if necessary within ten working days.

B. The consultant will revise the Draft Plan if necessary and return it for
comment. This process will continue until there are no more comments and
the plan becomes the Final Draft Plan.

C. The Final Draft Plan should be approved within 30 days of receipt. When
approved, the public governing body will send a letter to the NCDOT/PTD
stating acceptance of the plan.

D. NCDOT/PTD will notify the consultant when the plan is accepted.

FINAL PROJECT DELIVERABLES

A. The consultant will present one copy of all information contained in the Final
Plan in electronic format. This information should be easily convertible to
HTML or web-based format.

B. The consultant shall provide one (1) camera-ready original copy and 10
reproduced copies.

C. The consultant will complete the following Summary of Recommendations
and send to NCDOT/PTD.






North Carolina Department of Transportation

Public Transportation Division
Limited Services Agreement Consultant Selections

ContactF|ContactLast
Prefix |irst Name Suffix Position CompanyName Address City State | PostalCode [Phone Email
301-347-
Mr. David Hunt Project Manager Cambridge Systematics 4800 Hampden Lane, Suite 800|Bethesda | MD 20814 0100
Regional Office 704-375-
Mr. Jesse Hite , PE Manager Gannett Fleming, Inc. 301 S. McDowell St. Suite 914 |Charlotte | NC 28204 2438 jhite@gfnet.com
HDR Engineering, Inc. of the 128 South Tryon Street, Suite 704-338-
Mr. Steve Carroll , PE Section Manager Carolinas 1400 Charlotte NC 28202 6700
343 E. Six Forks Road, Suite 919-546-
Mr. Jim Kessler , PE Program Manager [HNTB North Carolina 200 Raleigh NC 27511 8997 JKessler@HNTB.com
301-951-
Ms. Sue Knapp President KFH Group 4920 Elm Street, Suite 350 Bethesda [ MD 20814 8660
, PE, 919-677-
Mr. Larry Meisner AICP Project Manager Kimley-Horn and Associates, Inc. |P.O. Box 33068 Raleigh NC 27636 2000 larry.meisner@kimley-horn.com
1616 East Millbrook Rd., Suite 919-781-
Mr. Wayne |Hyatt, Jr. , PE, PLS |Program Manager |Moffat & Nichol 160 Raleigh NC 27609 4626 WHyatt@moffattnichol.com
, PE, 1616 East Millbrook Road, 919-876-
Ms. Jill Gurak AICP Project Director PBS&J Suite 310 Raleigh NC 27609 6848 JSGurak@pbsj.com
3131 S. Dixie Highway, Suite 937-299-
Ms. Robbie [Sarles President RLS and Associates, Inc. 545 Dayton OH 45439 5007
Simpson Engineers and 919-852-
Mr. David Simpson , PE Project Manager Associates 5520 Dillard Drive, Suite 120 |Cary NC 27511 0468 dsimpson@simpsonengr.com
Principal, 801 Jones Franklin Road, Suite 919-851-
Mr. Kenneth [Smith , PE Transportation Stantec Consulting Services Inc. (300 Raleigh NC 27606 6866 kwsmith@stantec.com
1000 West Morehead St.,Suite 704-372-
Mr. Brian Dehler , PE Project Manager STV/Ralph Whitehead Associates [200 Charlotte | NC 28208 1885 brian.dehler@rwhitehead.com

Tab 7 Consultant Information.xls
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North Carolina Department of Transportation
Public Transportation Division
Community Transportation Resources

The following links can be found on the PTD website http://ncdot.gov/transit/nctransit/resources.htmi

FORMS

Financial Management

Budget

UPTAS (Uniform Public Transportation
Accounting System)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/U
PTAS. pdf

Request for Budget Revision/Amendment

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/B
udgetRevisionRequests.pdf

Reimbursement

How to Complete a Request for
Reimbursement

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/R
eimbursementinstructions.pdf

Supporting Documentation

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/S
upportingDocumentation.pdf

Advance Payment Certification for
Vehicles Template (Community & Urban)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/T
emplate/Advance.pdf

Administrative Template (Community)

http://ncdot.gov/transit/nctransit/download/Template/Admin.xls

Capital Template (Community)

http://ncdot.gov/transit/nctransit/download/Template/Capital.xls

5309 Capital Template (Urban)

http://ncdot.gov/transit/nctransit/download/Template/5309Capital.xls

Facility Template (Community)

http://ncdot.gov/transit/nctransit/download/Template/Facility.xls

Operating Template (Community)

http://ncdot.gov/transit/nctransit/download/Template/Operating.xIs

Technology Template (Community)

http://ncdot.gov/transit/nctransit/download/Template/Technology.xls

Planning Template (Urban)

http://ncdot.gov/transit/nctransit/download/Template/Planning.xls

Reporting

DBE/MBE/WBE/HUB Vendor Awards

http://ncdot.gov/transit/nctransit/download/Forms/VendorAwardForm.xls

Delegation of Authority

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/F
orms/Delegation_of Authority.pdf
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http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/F
Quarterly Progress Report orms/QuarterlyProgressReport.pdf

Safety and Training

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/F
Workshop Evaluation orms/WorkshopEvaluation.pdf

Procurement

New Vehicle Inspection/Disposition

Disposition Policy Guidelines and
Accident/Incident Report for Personal
Property http://ncdot.gov/transit/nctransit/download/Forms/DispositionGuidelines.xls

Inspection/Disposition - Center Aisle Van [http://ncdot.gov/transit/nctransit/download/Forms/InspectionCenterAisle.xls

Inspection/Disposition - Conversion/Lift
Van http://ncdot.gov/transit/nctransit/download/Forms/InspectionConversionLift.xIs

Inspection/Disposition - Minivan http://ncdot.gov/transit/nctransit/download/Forms/InspectionMinivan.xls

Inspection/Disposition - 22'/25/ Light
Transit Vehicle (Champion & EIDorado) |http://ncdot.gov/transit/nctransit/download/Forms/InspectionChampion-ElDorado.xls

Inspection/Disposition - 28' Light Transit
Vehicle (Goshen) http://ncdot.gov/transit/nctransit/download/Forms/InspectionGoshen.xls

Procurement Checklist

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/F

Price Quotes orms/PriceQuotes.pdf
http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/F

Informal Written Quotes orms/InformalQuotes.pdf
http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/F

Formal Bid orms/FormalBids.pdf
http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/F

Procurement History orms/HistoryForm.pdf

LINKS
Agencies

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/F
U.S. Department of Transportation orms/HistoryForm.pdf
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State Transportation Web Sites

http://www.fhwa.dot.gov/webstate.htm

Federal Transit Administration

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

Institute for Transportation Research and
Education, NCSU

http://itre.ncsu.edu/

Organizations

Community Transportation Association of
America

http://itre.ncsu.edu/

Association for Commuter Transportation

http://www.actweb.org/mc/page.do

American public Transportation
Association

http://www.apta.com/

N.C. Public Transportation Association

http://www.nctransit.org/

Others

Share the Ride, NC

http://www.sharetheridenc.com/

PUBLICATIONS

Directory of N.C. Public Transportation
Systems (February 2008)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/S
ystemDirectory.pdf

Annual Report on Progress Toward SB
953 Goals (October 2007)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/S
B953total.pdf

N.C. Coastal Region Evacuation and
Sheltering Standard Operating Guide

(October 2007) http://www.nccrimecontrol.org/div/iem/documents/NC%20Evacuation%20Guidebook October%202007.pdf
North Carolina's Multimodal Stations http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//www.bytrain.org/quicklinks/pdf/ncmulti
(July 2007) modalstations.pdf

Performance-Based Budgeting for NC
Public Transportation Systems (2007)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/P
erformanceBasedBudgeting.pdf

Severe Inclement Weather Plan for NC
Public Transportation Systems - Model
Template (2006)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/|
nclementWeatherTemplate.pdf

Benchmarking for NC Public
Transportation Systems (2006)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/2
006BenchmarkingFinalReport.pdf
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Annual Update to the Alternative-Fueled,
Low Emissions Bus Purchase Plan
(2005)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/0
5AlternativeFuelsUpdateFinalReport.pdf

Performance Standards and Measures
for Public Transportation Systems (2004)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//www.ncdot.org/doh/preconstruct/tpb/r
esearch/download/2004-10FinalReport.pdf

Statewide TDM Plan (2004)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/T
DMPlan.pdf

Regionalizing pubic Transportation
Services (2002)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//www.ncdot.org/doh/preconstruct/tpb/r
esearch/download/2002-11FinalReport.pdf

Technology Plan for NC Transit Systems
(1999)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/T
echPlan-NCtransit-ExecSummary.pdf

Transit 2001 (1997)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/T
ransit2001.pdf

Comprehensive Financial Management
Guidelines for Rural and Small Urban
Public Transportation Providers (Sept.
21, 1992)

http://www.transportation.org/sites/scopt/docs/MTAP.pdf

Operating Statistics Summary

July 2005-June 2006

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/
OperatingStatisticsSummary.pdf

REFERENCE
Community Transportation

Rate Setting Model

http://ncdot.gov/transit/nctransit/download/RateSettingModel.xls

Procurement

Vehicle Floor Plans

Center Aisle Vans

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/V
FPlans/CenterAisleVanFloorPlans.pdf

Conversion Vans

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/V
FPlans/ConversionVanFloorPlans.pdf

Left-equipped Vans

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/V
FPlans/LiftVanFloorPlans.pdf

20; Light Transit Vehicle (LTV)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/V
FPlans/20ftLTVFloorPlans.pdf
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22' Light Transit Vehicle (LTV)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/V
FPlans/22ftLTVFloorPlans.pdf

25' Light Transit Vehicle (LTV)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/V
FPlans/25ftLTVFloorPlans.pdf

28' Light Transit Vehicle (LTV)

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/V
FPlans/28ftLTVFloorPlans.pdf

2008 Vehicle Floor Plans

Conversion Vans

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/V
FPlans/ConversionVan08.pdf

Lift-equipped Vans

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/V
FPlans/WheelchairLift08.pdf

Local Procurement

Quick-Reference Purchasing Guide

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/P
rocurement/QuickReference.pdf

Federal Requirements and Special
Conditions

Communications Equipment

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/P
rocurement/Communication.pdf

Construction

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/P
rocurement/Construction.pdf

Materials, Equipment and Supplies

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/P
rocurement/Materials.pdf

Operations and Management Contracts

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/P
rocurement/Operations.pdf

Professional and Architectural and
Engineering Services

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/P
rocurement/Professional.pdf

Rolling Stock Purchases

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/P
rocurement/RollingStock.pdf

Safety and Training

Best Practices

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/B
estPractices.pdf

Building an System Safety Program Plan

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/S
afetyWorkshop.pdf
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Common Findings from Completed
System Safety Reviews

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/C
ommonFindings.pdf

Emergency Preparedness Guide for
Transit Employees on the Job and at
Home

http://transit-safety.volpe.dot.gov/EPG/JSimpsonL etter.html

Minimum Training Standards for
Community and Human Transportation
Vehicle Operators

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/
MinimumTrainingStandards.pdf

Standard Operation Procedure for the
Review of the System Safety Program
Plans

http://www.ncdot.org/_includes/download/external.html?pdf=http%3A//ncdot.gov/transit/nctransit/download/S
SPP.pdf

Training Resources

https://apps.dot.state.nc.us/PTD/
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Guide to Completing the Five-Year
Community Transportation Service Plan (CTSP)
Process

Note: The Five-Year Community Transportation Service Planning Guide should not be confused
with the Five-Steps to local coordinated planning. Approved Local coordinated human service-
public transportation plans are required with Sections 5310, 5316 and 5317 grant funding

GOALS of the planning process

To identify, evaluate, develop, recommend and implement strategies that provide
planning elements for meaningful mobility options for the general public and targeted
populations by allowing passengers to travel where and when they want and need to
go. This community transportation plan must be developed through a public
education and involvement process that includes the general public, private and non-
profit transportation providers, human service providers and targeted populations that
include individuals with low incomes and limited English proficiency (LEP). The result
of this planning effort should produce an overall goal that the community can support.

USE of five-year plan

This document will be the principle road map in the accomplishment of the following:

* Development and promotion of transit options that provide meaningful alternatives
to citizens and connectivity of transportation services throughout the state;

» Development and promotion of the full integration of the community
transportation system’s programs with other federal and state programs
supporting public and human service transportation.

* Improve the efficiency and effectiveness of federal/state funded transportation
programs

» Support and promote the coordination of public transportation services across
geographies, jurisdictions, and program areas for the development of a seamless
transportation network






= Support the provision of dependable mobility transportation options to the general
public, low income individuals, elderly persons, and/or persons with disabilities
within the guidelines and funding levels provided by NCDOT and FTA

» Support and encourage defensible, results—based budget requests and
submissions from systems to NCDOT for funding.

OBJECTIVES for cost participation by NCDOT

= Promote the development and availability of transportation services throughout the
state, in partnership with local officials, public and private non-profit agencies, and
operators of transportation services, and members of the public

= Improve the efficiency and effectiveness of federal/state funded transportation
programs

= Support and promote the coordination of public transportation services across
geographies, jurisdictions, and program areas.

= Provide dependable transportation to the general public, low income individuals,
elderly persons, and/or persons with disabilities within the guidelines and funding
levels provided by NCDOT and FTA

= To further support the mission, goals and values established by the North Carolina
Department of Transportation.

ELEMENTS essential for CTSP development

Public Involvement Plan
Public involvement should solicit general information, comments and
ideas about existing and future transit service and user needs from the
general public.

Study Vision Statement, Goals and Objectives
Develop study vision statement, based on the study area characteristics,
existing service and prior planning work. Include specific goals and
objectives for the study, including both policy and funding goals for short
(5-year) and long-range (10-year) needs.

Data collection





Prepare analysis of data collected from existing sources related to the
study area and current characteristics of transit system.
Project Development
Comprehensive assessment of all available reports/studies/policies for
the purpose of compiling a list of needs identified to date and identifying
needs and issues that may need to be reexamined.
Plan Development Process and Tracking
Consultant will submit reports on the status of each tasks included in the
final scope of work using the attached Tracking Format. (Appendix C)
Transit Demand Analysis
Analyze the mobility needs of transit system and population and estimate
the potential short, mid, and long range ridership of transit service.
Transit System, Capital, Institutional/Management, Financial and Development
Alternatives
Develop potentially feasible alternatives for short and long range needs.
Implementation plan
Prepare an implementation plan outlining each step and providing a
timeline of the actions necessary to successfully implement the
improvements identified in the CTSP.

OPPORTUNITIES for funding request

The Public Transportation Division will process requests for funding based on the
following:

Regionalization Studies or Urban-Nonurban Consolidation Studies
Single County Plans or Plan Updates

Regional Feasibility Studies

Please contact your assigned Mobility Development Specialist for other transportation
planning study opportunities for your region.

FIVE-YEAR Planning Study Process





Step 1 - Pre-Call for Project Notification

The Public Transportation Division (PTD) will submit an email notification on its CTP list
serve notifying all transit systems of the upcoming twice yearly 5-Year CTSP Call for
Projects. (This process will be initiated twice yearly in February and August)

Step 2 - Initiation Email

The Public Transportation Division (PTD) will submit an initiation email to the transit
systems identified for planning studies based on the defined priorities. The email will
request that the identified transit systems acknowledge their interest in participating in
the Five Year CTSP program. If so, the transit system must submit an engagement
letter (Step 3) addressed to Denese Lavender with a copy sent to their assigned
Mobility Development Specialist. (This process will be initiated twice yearly in March
and September.)

Step 3 - Transit System Submits Engagement Letter (10% Match and

Resolution)

The engagement letter must be submitted on official letterhead stating their request to
participate in a five-year CTSP program. The letter should also indicate that 10% local
matching funds are available including an adopted resolution indicating evidence of
local support for the study.

Step 4 - Notification of Participation (NOP)
PTD will submit a Notification of Participation to affected transit systems of its
selection to participate in the Five Year CTSP Program.

Step 4a - Five-Year CTSP Program Packet
PTD will enclose with the Notice of Participation (NOP) the Five-Year CTSP Program
Packet which includes the following:

Tab 1 Notice of Participation Letter

Tab 2 Timeline of Activities for CTSP
Timeline of Activities for Regional Feasibility Study
Timeline of Activities for Performance Plan

Tab 3 Roles and Responsibilities for CTSP

Tab 4 Guide to Completing the Five-Year Community Transportation
Service Plan (CTSP) Process





Tab 5 CTSP Scope of Work
Regional Feasibility Study Scope of Work

Tab 6 Notice to Proceed Template

Tab 7 Consultant Information Sheet

Tab 8 Community Transportation Web Resources
Tab 9 Community Transportation Data Set Resources
Tab 10 Contact Information Form

Appendix A Sample Resolution

Appendix B Sample Pre-Scoping Conference Call Agenda

Appendix C Sample Scoping Meeting Agenda

Appendix D Performance Plan - Business Practices Questionnaire and Employee
Information Questionnaire

Step 4b - LSA Firm is Selected

PTD will coordinate with the transit system to select a LSA Firm from PTD’s Limited
Services Agreement Contract.

Step 5 - Pre-Scoping Conference Call

PTD will schedule a pre-scoping conference call to include, for example, the assigned
Mobility Development Specialist, transit system representative, Transportation Advisory
Board representative, Local Government Representative for the purpose of establishing
goals and objectives of study prior to meeting with the LSA Firm.

Step 5b - Steering Committee Members - Contact Information Form
(Appendix A)

The local transit system stakeholders will establish a Five Year Community
Transportation Service Plan Steering Committee prior to the issuance of a Notice to
Proceed (NTP) by PTD. A Contact Information Form must be completed by the Transit
System to include:

e Primary Contact Information

e Transit System Contact Information

e County Contact information

e Other Staff Contact information

e Any Agency or Organization Contact Information

e Steering Committee Member Contact Information






o Composition of the steering committee would include representatives from
(Appendix B):
» Transit System Riders (Passengers)

Transportation partners (local and regional e.g. RPO and MPO)

Advocacy groups

Human service provider

Private providers

Bi-lingual translators and Signers

Other interested groups

Assigned Mobility Development Specialist

YV V V V V V V

Step 6 - Scoping Meeting - Review and Develop Draft Scope of Work
The general scope of work is designed to be modified to accommodate the needs of
single county systems, regional systems, single counties that are considering

becoming regional systems and plan updates. All tasks outlined in the general scope of
work may not be needed for final scope of work.

The Scoping Meeting is an on-site review and development session for PTD, LSA firm
and Transit System staff to begin development of the final scope of work. PTD
recommends the participants of the scoping meeting conduct a ‘Ride About’ through
the community to conduct a preliminary needs assessment and observe transit gaps
and concerns.

Step 7 - Final Scope of Work

The transit system will select one of the consultants or consulting firms for which there
exist a Limited Service Agreement (LSA) with the Public Transportation Division, then a
PTD staffer will prepare an in-house estimate based upon the approved scope of work.
A cost comparison between the in-house estimate and the consultant cost estimate
will determine if negotiations to resolve differences greater than those allowed by
NCDOT should take place.

Step 8 -Notice to Proceed

Once PTD has reviewed and approved the final scope of work and cost estimate, PTD
and the approved LSA firm will execute a Notice to Proceed and submit it to the
approved LSA consulting firm authorizing them to commence work on the project.

Step 8a - LSA firm submits sealed cost-estimate





Prior to execution of Notice of Proceed between PTD and LSA Firm, a sealed cost
estimate will be submitted by the LSA Firm to be evaluated by NCDOT Professional
Services Management Unit.

Step 8b - In-House Cost Estimate

PTD will develop an in-house cost estimate to be submitted to NCDOT Professional
Services Management Unit to be negotiated based on comparison to sealed cost
estimate submitted by LSA Firm.

Step 8c - Notice to Proceed is signed by FM and LSA Firm
Once the Notice to Proceed is signed by PTD and LSA Firm, Financial Management will
authorize the disbursement of funds for project.

Step 8d - Transit system submits 10% match
Transit system submits 10% match to PTD prior to issuance of Notice to Proceed.

Step 9 - CTSP Planning Process

MDS will coordinate with the LSA Firm and Transit System in the development of the
CTSP. MDS will be responsible for reviewing and approving invoicing, tracking and
reporting review and oversight of LSA Firm throughout the planning process.

Step 9a - PTD verifies rates and cost
PTD Financial Management will verify rates and cost submitted by the LSA Firm to
maintain accuracy and compliance with the contract terms.





ROLES and Responsibilities

Timeline in

Responsible

Steps Primary Tasks Weeks Party Comments Result
Pre-Call for Project Email notic_e is distributed to tran_sit _ _
1 e 4 systems to inform them of upcoming Email on CTP list serve
Notification . ;
PC twice annual Call for Projects
Submitted
twice yearly
Submit Initiation in March
memorandum and e-mail to and Transit systems will be notified of Memo and email submitted by
2 transit systems September PC CTSP program PTD
Engagement Letter (10% Systems may need up to 30 days to Engagement letter received
match commitment and get approval for 10% match and with 10% commitment and
3 resolution) 4 Transit System adopted resolution resolution from Transit system
Letter to transit system(s) notifying
Notification of Participation PTD Asst. them of their selection into the CTSP PTD sends Notice of
4 (NOP) 2 Director program Participation letter
CTSP Program Packet contains;
Guide to CTSP Process, general
CTSP Program Packet (3- scope of work, draft contract, contact Transit system will receive
ring binder) submitted with information form (see 5a below), data packet to assist them in the
4a | NOP letter MDS set resources & LSA firm information scoping process
PC coordinates with transit system to
LSA Firm is selected for select from available consultant firms
4b | project PC pre-approved on LSA Selected LSA firm
Conference call between PC, MDS,
Transit System and TAB
representative to establish goals and
Pre-Scoping Conference objectives of study prior to
5 Call 1 MDS development of scope Project goals and objectives
Completed Contact
Transit system will identify steering Information Form submitted to
5a | Contact Information Form 3 Transit System committee members MDS for review.
On-site meeting with MDS, Transit
system and LSA firm to include a
6 Scoping Meeting 3 MDS 'Ride About' service area. Draft Scope of Work
MDS and Transit System will review
7 Final Scope of Work 2 LSA firm final scope of work for approval Final Scope of Work






FM will execute Notice to Proceed

8 Notice to Proceed 2 FM with LSA firm Executed Notice to Proceed
LSA firm submits sealed Sealed cost-estimate is submitted to
8a | cost-estimate LSA Firm FM to be submitted to NCDOT PSMU Approved project cost
PTD will complete an in-house cost
estimate to be submitted to PSMU for
8b | In-House Cost Estimate PC review Final approved cost estimate
Notice to Proceed is signed FM will authorize the disbursement of Final executed Notice to
8c | by FM and LSA Firm PSMU funds for projects Proceed
Submit letter to transit Transit system submits 10% match to
system requesting payment PTD prior to issuance of Notice to
8d | of 10% match PC Proceed 10% match submitted
MDS will be responsible for the
MDS coordinates with LSA invoicing, tracking and reporting,
firm and Transit System in review and oversight of LSA firm
9 the development of CTSP 6-18 months MDS throughout the planning process Approved CTSP
FM reviews and verifies
rates and cost submitted by FM verifies rates and cost for
9a | LSA Firm FM accuracy and compliance. Authorization to pay invoice
KEY
PC Planning Coordinator
PTD Public Transportation Division
MDS Mobility Development Specialist
FM Financial Management
LSA
Firm Limited Services Agreement Firm
CTP Community Transportation Program
TAB Transportation Advisory Board
PSMU Professional Services Management Unit






Appendix A

Contact Information Form

Completion of this form is essential in receiving a Notice to Proceed and should be submitted to your assigned Mobility Development Specialist
within three (3) weeks of receipt of the Notice of Participation from NCDOT. Once this information is received, your assigned Mobility
Development Specialist will contact the Primary Contact listed to discuss next steps. If you have any questions, contact your assigned Mobility

Development Specialist for assistance.

TRANSIT
1 SYSTEM MPO/RPO: HWY DIVISION:
PRIMARY CONTACT. Please name the individual to whom NCDOT will directly communicate for the planning study.
Name: | Title: | Department:
Address: Phone: e | Fax
City: | State: | NC Zip Code: Email
3 ADDITIONAL CONTACT. Please name the senior staff member responsible for the results of the project.
Name: S L1143 N Department: |
Address: ] Phone: 1 Fax
City: | State: | NC Zip Code: I Email |
4 OTHER STAFF. Please provide information on other staff involved in the planning study.
Organization Name Title Address Zip Code | Phone Number Email

Phone

If you know of any AGENCY or ORGANIZATION that will be assisting in the planning study please provide their contact information here. (COG, MPO, RPO, etc.)

Agency/Organization

Name Title

Name

Address

Zip Code

Number

Email

6 STEERING COMMITTEE MEMBERS. Please list any individuals/agency representatives you may consider appointing to assist in the plan development.

10





Name

Agency/Organization
Associated with:

Address

Zip Code

Phone
Number

11






Appendix B

STEERING COMMITTEE COMPOSITION

Composition of steering committee should include groups and organizations
such as the following in the coordinated planning process, if present in the
community:

Transportation Partners

Area transportation planning agencies, including rural planning
organizations, metropolitan planning organizations, councils of
government, regional councils, associations of governments, local
governments and NCDOT;

Public transportation providers (including Americans with Disabilities Act
(ADA) paratransit providers and agencies administering the projects
funded under FTA urbanized and nonurbanized programs);

Private transportation providers, including private transportation brokers,
taxi operators, vanpool providers, school transportation operators and
intercity bus operators;

Nonprofit transportation providers;

Past or current organizations funded under the JARC, Section 5310,
and/or New Freedom programs; and

Human service agencies funding, operating and/or providing access to
transportation services.

Passengers and Advocates

Existing and potential riders, including both general and targeted
population passengers (individuals with disabilities, older adults and
people with low incomes);

Protection and advocacy organizations;
Independent living centers; and

Advocacy organizations working on behalf of targeted populations.

12





Human Service Partners

= Agencies that administer health, employment or other support programs
for targeted populations. Examples of such agencies include, but are not
limited to, departments of social/human services, employment one-stop
services; vocational rehabilitation, Workforce Investment board, Medicaid,
community action programs , agency on aging, developmental disability
council, community services board;

Nonprofit human service provider organizations that serve the targeted
populations;

Job training and placement agencies;

Housing agencies;

Health care facilities; and

Mental health agencies.

Others
= Security and emergency management agencies;
= Tribes and tribal representatives;
= Economic development organizations;
* Faith-based and community-based organizations;
= Representatives of the business community (e.g., employers);
= Appropriate local or state officials and elected officials;
= School districts; and

= Policy analysts or experts.
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Appendix C

COMMUNITY TRANSPORTATION SERVICE PLAN DEVELOPMENT
PROCESS AND TRACKING

STUDY PHASE 1- Generally begins with the study kickoff meeting which must
take place within 30 days of the issuance of the Notice to Proceed and ends

with the assessment of available resources.

PHASE |

Task Description

Comments

Results

Task #

Task #

Task #

Task #

Task #

Task #

Task #

Task #

Task #

()
()
()
()
()
()
()
()
()
()

Task #

Task # ()

Phase 1 Deliverables

Date by which all
Deliverables are due

Payment due ( ) % of
Approved Total Cost

Notes:
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STUDY PHASE II- Generally begins after the successful, timely completion of
Phase | tasks and ends with the issuance of the first draft report of findings

PHASE Il Task Description Comments Results

Task #

Task #

Task #

Task #

Task #

Task #

Task #

Task #

Task #

()
()
()
()
()
()
()
()
()
()

Task #

Task # ()

Phase Il Deliverables

Date by which all
Deliverables are due

Payment due ( ) % of
Approved Total Cost

Notes:
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STUDY PHASE Ill- Generally begins after the successful, timely completion of
Phase Il tasks and ends with the issuance of the first draft report.

PHASE Il Task Description Comments Results

Task #

Task #

Task #

Task #

Task #

Task #

Task #

Task #

Task #

(
(
(
(
(
(
(
(
(
(

Task #

)
)
)
)
)
)
)
)
)
)
)

Task # (

Phase Il Deliverables

Date by which all
Deliverables are due

Payment due ( ) % of
Approved Total Cost

Notes:
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		OBJECTIVES for cost participation by NCDOT

		ELEMENTS essential for CTSP development

		OPPORTUNITIES for funding request

		STEERING COMMITTEE COMPOSITION






DATE

«Authorized_Signature»
(Transit_System)
«Mailing_Address»

«City», «State» «Zip__Code»

Re: Project No. (Project_ Number) Notice of Participation
Five-Year Community Transportation Service Plan
(Transit_System)

Dear «Authorized_Signature»:

The North Carolina Department of Transportation Public Transportation Division is pleased to issue this
Notice of Participation in a 2009 Five-Year Community Transportation Service Plan for the
(Transit_System).

Please find enclosed the program 3-ring binder Five-Year Community Transportation Service Plan Packet
which includes the following program oriented information:
Tab 1 Notice of Participation Letter
Tab 2 Timeline of Activities for CTSP
Timeline of Activities for Regional Feasibility Study
Timeline of Activities for Performance Plan

Tab 3 Roles and Responsibilities for CTSP

Tab 4 Guide to Completing the Five-Year Community Transportation Service Plan (CTSP)
Process

Tab 5 CTSP Scope of Work
Regional Feasibility Study Scope of Work

Tab 6 Notice to Proceed Template

Tab 7 Consultant Information Sheet

Tab 8 Community Transportation Web Resources

Tab 9 Community Transportation Data Set Resources

Tab 10 Contact Information Form

Appendix A Sample Resolution

Appendix B Sample Pre-Scoping Conference Call Agenda

Appendix C Sample Scoping Meeting Agenda

Appendix D Performance Plan — Business Practices Questionnaire and Employee Information
Questionnaire

The purpose of this packet is to serve as a resource guide for you during the development of your Five-
Year Community Transportation Plan. Please review the enclosed information and use the 3-ring binder as
a recordkeeping tool throughout the Five-Year Community Transportation Planning process.

Please complete the Contact Information Form and submit to your assigned Mobility Development
Specialist within three (3) weeks of receipt of this correspondence. Include a list of potential steering
committee members and the role they serve in the community. This information will be critical in the final
issuance of a Notice to Proceed.

You will be contacted by your assigned Mobility Development Specialist regarding a pre-scoping meeting
conference call to discuss the development of your draft scope of work.





Please note that any funds expended prior to executing an agreement and receiving a notice to proceed
from NCDOT are not eligible for reimbursement.

We look forward to working with you to create a plan that will improve conditions for mobility in your
region. If you have any questions or comments, please contact your assigned Mobility Development
Specialist.

Sincerely,

Denese Lavender
Assistant Director

Cc: «Assigned_Mobility _Specialist»






2009 Five-Year Community Transportation Service Plan
Timeline of Activities for Notice to Proceed

Timeline in Weeks

Steps|Primary Tasks Apg|Sept] 1[2[3[4]5]6]|7]|8]9([10{11]12]13]Fgb|Mar Result
1 [Pre-Call for Project Notification < = < Email on CTP list serve
V !
2 [Twice yearly Call for Projects O ] O Memo and email submitted by PTD
Engagement Letter (10% match commitment and < > Engagement letter with 10% commitment and
3 |resolution) resolution from Transit system
4 |Notification of Participation (NOP) letter PTD sends Notice of Participation letter
CTSP Program Packet (3-ring binder) submitted * Transit system will receive packet to assist them in
4a with NOP letter the scoping process
4b LSA Firm is selected for project * Selected LSA Firm
5 |Pre-Scoping Conference Call A Project goals and objectives

Completed Contact Information Form submitted to
MDS for review.

v

5a Contact Information Form

6 [Scoping Meeting Draft Scope of Work

4

7 |Final Scope of Work Final Scope of Work

8 [Notice to Proceed Executed Notice to Proceed
8a LSA firm submits sealed cost-estimate * Approved project cost
8b PTD In-House Cost Estimate * Final approved cost estimate
Notice to Proceed is signed by FM and submitted *
8c to LSA firm Final executed Notice to Proceed
Submit letter to transit system requesting
8d payment of 10% match 10% match submitted
MDS coordinates with LSA firm and Transit
9 [System in the development of CTSP Approved CTSP
FM reviews and verifies rates on invoices
9a submitted by LSA firm Authorization to pay invoice

<+—>»Timeline in Weeks
Call for Projects

* One-Day Activity

A Conf. Call/Mtg.
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2009 Five-Year Community Transportation Service Plan
Roles and Responsibilities

Steps Primary Tasks Timeline in Weeks Responsible Party Comments Result
1 Pre-Call for Project Notification 4 Planning Coordinator Email notice is disltributgd to transit systems tq inform them of Email on CTP list serve
(PC) upcoming twice annual Call for Projects
Submitted twice yearly
Submit Initiation memorandum and e-mail to in March and
2 |transit systems September PC Transit systems will be notified of CTSP program Memo and email submitted by PTD
Engagement Letter (10% match commitment Systems may need up to 30 days to get approval for 10% match Engagement letter received with 10%
3 |and resolution) 4 Transit System and resolution commitment and resolution
Letter to transit system(s) notifying them of their selection into the
4 |Notification of Participation (NOP) 1 PTD Asst. Director CTSP program PTD sends Notice of Participation letter
CTSP Program Packet contains; Guide to CTSP Process, general
CTSP Program Packet (3-ring binder) scope of work, draft contract, contact information form (see 5a Transit system will receive packet to assist
4a[submitted with NOP letter MDS below), data set resources & LSA firm information them in the scoping process
PC coordinates with transit system to select from available
4b [LSA Firm is selected for project PC consultant firms pre-approved on LSA Selected LSA firm
Conference call between PC, MDS, Transit System and TAB
representative to establish goals and objectives of study prior to
5 |Pre-Scoping Conference Call 1 MDS development of scope Project goals and objectives
Completed Contact Information Form
5a[Contact Information Form 3 Transit System Transit system will identify steering committee members submitted to MDS for review.
On-site meeting with MDS, Transit system, PSMU and LSA firm to
6 Scoping Meeting 1 MDS include a 'Ride About' service area. Draft Scope of Work
MDS and Transit System will review final scope of work for
7 Final Scope of Work 2 LSA firm approval Final Scope of Work
8 |Notice to Proceed 1 PSMU PSMU will execute Notice to Proceed with LSA firm Executed Notice to Proceed
8a[LSA firm submits sealed cost-estimate LSA Firm Sealed cost-estimate is submitted to NCDOT PSMU for review Approved project cost
PTD will complete an in-house cost estimate and submit to PSMU
8b[In-House Cost Estimate PC for review Final approved cost estimate
Notice to Proceed is signed by FM and LSA
8c|Firm PSMU FM will authorize the disbursement of funds for projects Final executed Notice of Award
Submit letter to Transit system requesting Transit system submits 10% match to PTD prior to issuance of
8d |payment of 10% match PC Notice to Proceed 10% match submitted
MDS coordinates with LSA firm and Transit MDS will be responsible for the invoicing, tracking and reporting,
9 System in the development of CTSP 6-18 months MDS review and oversight of LSA firm throughout the planning process Approved CTSP
FM reviews and verifies rates and cost
9a[submitted by LSA Firm FM FM verifies rates and cost for accuracy and compliance. Authorization to pay invoices
KEY
PC _|Planning Coordinator
PTD _|Public Transportation Division
MDS |Mobility Development Specialist
FM__|Financial Management
LSA
Firm_[Limited Services Agreement Firm
CTP_|Community Transportation Program
TAB _|Transportation Advisory Board
NTP [Notice to Proceed
PSMU [Professional Services Management Unit
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