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FOREWORD

In 1971, in response to the increasing financial difficulties
of numerous mass transportation systems in the State as well

as the pressing need to improve airport and highway facilities,
the General Assembly, with strong bipartisan support, created
the framework for a significant and wide-ranging transportation

program.

Chief features of the series of bills passed by the General
Assembly include:

-a bond issue to provide $200'million'in matching funds
for public transportation capital improvements (plus
$75 million for RTA suburban area, added in 1974)

-creation of a new State Department of Transportation
to centralize the transportation functions of state
government and to allow an integrated planning
effort

-immediate financial aid for hard-pressed local transit
systems throughout the State.

Since 1971 the State has approved over $180 million in matching
funds for grants for public transportation equipment and facil-
jties throughout Illinois (more than $1 billion in total funds -
including federal and local). It has made public transportation
services available to millions of people with safe, modern,

and efficient equipment, and has prevented the collapse of many’
public transportation systems.

This booklet describes the State's Public Transportation Capital
Improvement Grant Program and outlines the application pro-
cedures and the requirements for project administration.

The program is administered by the I1linois Department of
Transportation, Division of Public Transportation. Questions
and correspondence should be directed to: .

I1linois Department of Transportation
Division of Public Transportation

300 North State Street - Room 1002
Chicago, Illinois 60610

(312) 793-2111
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USE OF THIS MANUAL

This manual contains I11linois Department of Transportation Te-
quirements for the application for public transportation cap-
jtal improvement grants and the management and administration
of the projects funded by these grants.

It is expected that the following departments and personnel
of the applicant or grantee will make use of this manual:

Directors, management - in application, project
formulation and management

Project managers - jn administration, reporting,
requisitioning, and contract administration

Legal department - in application, for contracts
and agreements, real estate acquisition

Accounting department - in management of project
funds, payment, requisitioning of state funds

Purchasing department - in procurement, solicitation
of bids, specifications, third party contracts

Real Estate department - acquisition of land and
property

All applicants and grantees are urged to make sure that current
copies of this manual are distributed within their organization
so as to reach the people who will need to use them. Additional
copies of this manual are available from the Department.

This manual supersedes both Information for Applicants, July,
1974, and Procedural Guide for Grantees, SeptemBe:, 157S.




PART I - APPLICATION PROCEDURES

GENERAL INFORMATION

The goals of the Capital Improvement Grant Program are to
renew and improve mass transportation systems necessary for
the convenience and well-being of the people and for the
benefit of the economy of the State.

The program supplements the federal grant program of the
Urban Mass Transportation Administration (UMTA) of the
United States Department of Transportation.* The federal
program funds capital improvement projects to 80% of the
total cost. Normally the state program provides two-thirds
of the difference between the total project cost and the
amount awarded by UMTA. The remaining funds are supplied
from local sources.

The local contribution must be in cash or cash-equivalent
contributions, such as: direct contribution of labor, mater-
jals, land not now used for transit, or other property of
ascertainable value.

Grants are made for projects that retain, upgrade, or ex-
pand present facilities or new services, These include the
acquisition, construction, reconstruction, or capital im-
provement of any bus, rapid transit, or railroad facility.
Not eligible are: fare subsidies, operating expenses,
maintenance and service, administration of the project, and

any other costs not capital in nature.

Costs or obligations incurred prior to apgroval are ineli-
gible for grants, unless specifically aut orized by the
Department. For the allowability of-costs, see "Eligibil-
ity of Project Cost", page 1ll.

%or other federal agency as designated by the Department



ELIGIBILITY OF APPLICANTS

-

An application may be made by one applicant oT by two
or more applicants acting together. Eligible applicants are:

-Municipalities (cities, villages, OT jncorporated towns)
-Districts (mass transit districts, Chicago Transit
Authority, Chicago Urban Transportation District, Bi-
State Development Agency)

- -Regional Transportation Authority

-Carriers (any corporatlon,‘partnership, association,

or persons authorized to provide mass transportation

in Illinois)

Any eligible applicant may apply for a capital improvement
grant. However, carriers will be encouraged to apply for a
grant through a public jintermediary since the federal program
requires the applicant to be a public body. Any agreements
between a public applicant and a carrier concerning the capital
project must be approved by the Department.

The applicant sponsoring & capital improvement project must
be legally, financially, and administratively competent to .
jnitiate and execute the project. The applicant may be
required to furnish information to demonstrate the capability
to undertake a capital improvement project.

The applicant shall provide all coordination at the local

level (such as: arranging public hearings, obtaining plan-

ning clearance, obtaining the required local share of the fund-
ing), and will be totally responsible for submitting the federal

.

application and meeting federal requirements. :

Applicants are urged to become familiar with the remainder of
this manual as an aid in understanding the requirements of
project management, project budgeting, fund requisitioning,
and third-party contract administration.
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FUNDING PROVISIONS

Generally, grants will be funded so that the state grant is
equal to 2/3 of the project cost not funded by the federal
program. Federal grants generally provide 80% of the project
funds. The state share of the project cost is, therefore,

2/15 of the total project cost, and the applicant must guarantee
the remaining 1/15 (the local share). . (Subsection 6%)

There are a number of exceptions to the primary funding mech-
anism:

Delayed Federal Funding: §5/6 state 1/6 local share (Subsection 7%)
Tovides up to five sixths of the cost where ederal funds have

been delayed. When federal funds become available, funds in

excess of the State's 2/15 share must be returned. Projects

must be essential, as determined by the Secretary.

Federal Ineligibilit¥: 2/3 state, 1/3 local share (Subsection 8*)

unds projects not eligible ror ledera unds up to . 1s
provision will be used only when federal funds cannot be obtained
and a dire need exists.

Emergency: 100% state fundin (Subsection 9*

eTmits funding for essential projects ol extreme necessity,
as determined by the Secretary. Funding js limited to a total
of 5% of the annual award. '

No-Match: up to 20% state share 80% federal Subsection 11*
Permits funding 1n excess of the étate's normal share for systems
owned by municipalities and for districts other than the Chicago

Transit Authority and Urban Transportation Districts. Funding
js limited to a total of 10% of the annual award.

RTA Suburban (Subsection 12*) i
ermits funding ifrom the million set aside for grants in

the six counties under RTA jurisdiction excluding the City
of Chicago.

The local share must be in cash or cash equivalent contribu-
tions, which may include the direct contribution to the project
of labor, materials, land not previously designated for transit,
or other property of ascertainable value.

%#I11inois Revised Statutes (1975), Chapter 127, Section 49.19.

-3-



GENERAL PROCEDURE FOR APPLICATION

The documents constituting the application are listed on the
following page.

Applicants seeking state funds under this progfﬁm should apply
simultaneously to UMTA for federal funding for the same project.

The Department will acknowledge receipt of the application and
may request further justification for the proposed project.
Acknowledgement of the application is an assurance that the
Department will review the application; it does not obligate
the Department to approve the project. However, the Department
considers the application as representing jocal intent to finance
and undertake the proposed project promptly if approved.

During review and evaluation of an application, the Department
may require the applicant to file additional supporting docu-
ments. The nature of these documents will vary with the
particular project and will be specified by the Department.

When the Department is satisfied that all information and
documents necessary and Televant to the evaluation of the
application have been submitted, a final review of the applica-
tion will be undertaken. Projects will be reviewed on the basis
of the needs of the mass transportation system under consider-
ation, other state mass transportation needs and priorities,
and the availability of state and federal funds.

The applicant will be notified when funding is approved, and
an Approved Project Budget will be furnished by the Department.

The Department and the applicant shall enter into a contract
specifying the terms and conditions of the grant.

The grant contract will include general regulations on project
expenditures, accounting of funds, insurance, documentation,
auditing and inspection requirements, Department approval of
contracts and subcontracts, civil rights,-competitive bidding,

and conflict of interests. The applicant will also be re-
quired to abide by the regulations set forth in this manual.



FILING AN APPLICATION

The exhibits listed below constitute the documents required
for application. Please submit as originals with one copy.
Any additional information justifying the grant request
should be included.

Exhibit 1 - Application Form

This form, with instructions, may be found in the Appendix.
The application form shall show project costs, funding shares,
funding provisions, a general budget, and projected expendi-
tures. .

Exhibit 1.1 - Certification of Applicant Eli ibility
an opinion by qualified counsel that the app icant is
legally organized and empowered (eligible) to apply for a grant
under the applicable legislatien. (See sample, Appendix.)

Exhibit 1.2 - Authorization for a Grant Application

Attach a copy of the applicant's board resolution, ordinance,
or other authorization for the filing of this application.
(See sample, Appendix.)

Exhibit 2 - Project Description

Xttach @ concise description of the proposed project. Outline
specific objectives (e.g., modernization of fleet, reduction
of operating expenses) and list activities necessary to achieve

these objectives (e.g., acquisition, construction, extension,
refurbishing of facilities and equipment).

Exhibit 2.1 - Project Justification

Thow what benefits will result if the activities are under-
taken, and what would result if the activity is not under-
taken. Show both of these £or each activity.

Exhibit 3 - Simultaneous Federal Application
IT the project is eligible for federal funds, the applicant
shall include the corresponding application to UMTA for a

federal capital grant. A copy of all correspondence with
UMTA dealing with the application shall also be filed.

Exhibit 4 - Financial Statement and Audit

State law requires that any municipality, district, or carrier
receiving or applying for capital assistance from the State
shall submit to the Department annual statements of assets,
revenues, and expenses, and annual audit reports T11linois
Revised Statutes (1975), Chapter 127, Section 49.%55.

Additional requirements are listed on the following page.



FINALIZING APPLICATION

Finalizing the application involves completion df 2 number of
steps required for the federal and state applications and sub-
mittal of additional documentation which may be required by
the Department.

The following actions are required of the applicant (and

documentation shall be submitted to the Department to indi-
cate their completion):

1. Planning Teview (A-95 review), required for the
Tederal application. .

2. Public notice, &8s required for the state application.

State law requires that the application procedures
established by the Department provide for public

notice and for the reasonable opportunity to submit
comments and objections by interested parties. To
this end, the Department will accept evidence that
the applicant has held a public hearing pursuant to

federal requirements. (See below.)

3. Ppublic hearing, Tequired for the federal application.

4. Certification from the Secretary of Labor (13c
where require or the federal application.

For details of federal requirements for application, see
External Operating Manual, UMTA, U.S. Department of Transpor-
tation, Washington, D.(. 20590.

Completion of the state application may jnvolve the submittal,
at the request of the Department, of detailed information con-
cerning the applicant, the mass transportation system, and the
community served. The Department may also request evidence

of the ability of the applicant to undertake the project,
proof of the availability of local funds, the basis for cost
estimates, a detailed project budget, documentation of spe-
cial conditions, and may request review of agreement between
the applicant and operator.



AMENDING PENDING APPLICATIONS

Applications may be amended at any time prior to approval to
change the scope, project cost, OT funding levels or provisions.
1f the amendment involves only minor project changes, not affect-

ing the scope or funding, a nevw Certification of Eligibility (Exhibit
1.1) and Authorization for Applicant (Exhibit 1.2.) are not required.

For amendments involving changes in scope oT funding, the
applicant shall submit to the Department certification of
eligibility and authorization for each amendment, along with
a detailed description of the exact changes (in scope and in
funding) constituting the amendment.

As with the applications themselves, proposed amendments to
applications will be evaluated on an individual basis. The
applicant is advised to submit with each amendment any infor-
mation, documents, or other submissions which might help
evaluation.

PROJECT MANAGEMENT

The remainder of this manual deals with project management and
in particular with third-party contract administration. The
applicant is urged to check the following items which pertain
also to the Application phase of a project.

-Costs incurred prior to approval, Ppg 9.

-Eligibility and ineligibility of costs, Pg 11.
-Continued public use of facilities, pg 17.
-Curtailment or reduction of service, pg 17.
-Anticipated sale of scrap and used equipment, pg. 19.
-Required prior appraisals, pg. 21.



PART 11 - PROJECT MANAGEMENT

GENERAL OBLIGATIONS

The grantee is urged to become familiar with both the grant
contract and this manual., Following this manual carefully
will expedite the completion of projects and avoid costs which
cannot legally be charged to project funds.

The grantee is wholly responsible for the administration of
the project, compliance with the terms and conditions of the
grant contract, and adequate supervision and inspection of
work performed.

The obligations of the grantee and the Department are set
forth in the grant contract, and nothing in this manual shall

be construed as modifying that contract. pparent conilicts
should be reported to the Department.

It is the responsibility of the grantee, jn attainment of the
project objectives, to:

-provide continuous administrative direction of project
activities; ‘

-provide, directly orT by contract, adequate technical
inspection and supervision by qualified professionals
of all work in progress; v

-assure conformance to planms, specifications, contract
requirements, applicable codes, ordinances, and safety
standards; and

-maintain an adequate program schedule.

The Department may conduct periodic on-site inspections of the
project. Inspection OT concurrence by the Department in project
activities does not relieve the grantee of responsibility.



PROJECT APPROVAL

Immediately after 2 project has been approved, the grantee is
notified of such approval by a jetter from the Governor. Upon
receipt of the notice of project approval, the grantee may Ppro-
ceed to carry out the project, subject to any subsequent project
budget approvals and compliance with the provisions of the
grant contract and this manual. However, requisitions for
state grant funds will not be honored until the grant contract
has been signed by the Department. I1f the project involves
both state and federal funds, the grantee may not proceed with
the project until both State and Federal approval have been
received.

Costs incurred prior to project approval are jneligible as
project costs, except as specifically authorized in advance

by the Department. When so authorized, reimbursement will

be subject to full compliance with the provisions of the grant
contract and this manual.

The Department will send three copies of the grant contract to
the grantee soon after project approval. The grantee should
sign - but not date - all three copies and return them within
30 days together with:

-an attested resolution of the governing board of the
grantee agreeing to the terms of the contract, and
directing the execution of the contract; and

-a legal opionion certifying that the agreement 1is
binding upon the grantee.

The Department will obtain the State's execution of the contract
and return one copy to the grantee.

The Department should be advised promptly if the contract cannot
be executed by the grantee within 30 days after receipt.

The approved project budget will be sent separately. {The grantee

is responsible for controlling project commitments to insure that
they are in accord with the approved budget.



PROTECTION OF FUNDS

The grantee shall establish separate accounts for the project,
either to be maintained within jts existing accounting system
or to be set up independently. Those accounts shall be in con-
formity with the uniform accounting requirements established
by UMTA. (see UMTA, External Operating Manual)

State, Federal and local funds of the project shall be kept
separate from each other through the use of subsidiary accounts.

All project funds (state, federal, and local) must be deposited
in a bank or trust company which js a member of the Federal
Deposit Insurance Corporation, in accordance with the provisions
of the grant contract. A special bank account is required.

The cash balance in the project account should not exceed the
amount required to meet needs over a period of 30 days. Whenever
the cash balance in the project account exceeds this amount,

the excess funds shall be invested in approved securities which
are legal investments in accordance with 11linois law and which
have a maturity date on or before the date the funds are needed
for disbursement. No cash shall be withdrawn for investment

if this would reduce the balance below $1,000.

Funds which are returned from jinvestment shall be redeposited,
together with all net earnings, in the project account. Net
earnings shall be considered as "other income" and credited

to the "revenue financing" line of the budget to reduce net
project cost.

The grantee shall, at the request of the Department, furnish

an audit report of the project accounts prepared by an inde-
pendent certified public accountant.

-10-



ELIGIBILITY OF PROJECT COSTS

Project costs shall be clearly related to the purposes specified
in the grant contract and the approved project budget. Care
shall be exercised in incurring costs to assure that all expen-
ditures are in accordance with these general standards and meet
the following criteria of eligible costs. Failure to exercise
this discretion may result in expenditures for which grant

funds cannot be used. o

Costs and charges are eligible if they meet all the following
general criteria: :

a. they are necessary and reasonable for proper
and efficient execution of the project in
accordance with the grant contract and the
approved project budget; and

b. they are not prohibited under federal, state
and local statutes or regulations; and

c. they are treated uniformly and consistently
in accounting policies and procedures approved
or prescribed by the Department for the grantee,
and those approved or prescribed by the grantee
for its contractors; and

d. they are not allocable to or included as a cost
of any other state-financed program in either the
current or a prior period; and

e. they represent net costs, deducting all applicable
credits (such credits are to be set forth separ-
ately); and

f. they are in accord with budgetary or other
restrictions on expenses established by the
Department; and

g. they are fully documented.

None of the following items shall be included in project costs:

a. contributions and donations - contributions or
donations to organizations for any purpose;

b. entertainment costs - cost of amusements, social
events, and incidental costs relating to them,
such as meals, beverages, lodgings and gratuities,
unless such costs are a part of the fee charged
for attendance at meetings;

c. meals - the cost of meals served at meetings of
boards or committees;

d. fines or penalties - costs resulting from viola-
tions or gaiIure to comply with federal, state
and local laws and regulations;-

e. interest and other financing costs - interest
on borrowing (however represented), bond discounts,
costs of financing and refinancing operations, and

-11-



legal and professional fees paid in connection there-
with, unless such legal and professional fees are
specifically provided for in the project budget;

lepal expenses - legal expenses jnvolved in preparation
of the application or management and execution -of
project activities (except as defined for acquisition,

rg. 19, 21); .
meeting attendance - costs of attending or conducting
Meetings in facilities which are not available on &
non-segregated basis;
other meeting expenses - payment of stipend for attend-
“nce at meetings to persons other than those assigned
to the project by the contractor or the grantee;
membership expenses - dues for membership in pro-
Tessional, technical or industry groups OF associa-
tions;

travel - travel and per diem or subsistence payments
I excess of the rates prescribed by ‘the current
State of Illinois publication "Travel Regulations";
salaries - salaries of elected or appointed chief
executive officers of a county, city, authority,
district, or other public body;

reparation of application - costs of preparing an
appgicatxon Tor capital improvement grant;
uninsured losses - claims for actual losses incurred,
wWhere the grantee is self-insured, or where the losses
could have been covered by permissible insurance;
broker fees - cost of fees or commissions to brokers or
negotiators for services in connection with the sub-
mission of processing of an application;
unexpended materials - materials and supplies which
are purchased but not used or installed as part of
this grant project; '
administrative costs - costs associated with grant
Yecord keeping, general grant administration, and
preparation of reports; or
Tequired appraisals - cost of appraisals Tequired
prior to project approval for project budget de-
termination (see “Acquisition', pg 21).

-12-



DEPARTMENT CONCURRENCE

Department Teview and concurrence are required before certain
activities may be undertaken. These include:

-solicitation of bids and award of third-party contracts,
startup of force-account work, issuance of change-orders,
disposal of scrap oY used equipment and materials, and
award of other contracts or agreements relating to
procurenent, construction, (professional) service, OT
acquisition (pg 18);

-entering into agreements for use or lease of project
facilities by an operator OT carrier, or use by other
than the grantee (pg 2);

-interchange of project equipment or combined use of project
facilities between carriers, operators OT agencies;

-budget revisions and budget amendments (prg 14);

" .sale or conversion to other use of project facilities

during the post-settlement period (pg 17);

-reduction or termination of service during the project
or the post-settlement period (pg 17);

-continued use of scrap, used, OT disposable facilities
after replacement by project facilities; and

-any action which may l1imit the continued public use of
project facilities, OT 1imit the best possible use of
grant funds.

'APPROVED PROJECT BUDGET

Only items specifically l1isted in the approved project budget
are eligible for State funds. Proceeds from earned interest of
investments and sale of disposable material, equipment and

jand shall be credited to the project. ‘

Comnitments against any budget line item shall not exceed the
amount shown for that item in the approved budget. Transfers
between line items, or from contingencies to any line iten,
require the prior approval of the Department. Budget overruns
or failure to obtain approval for budget revisions will result
in ineligible costs.

<13-



BUDGET REVISIONS

Budget revisions require prior Department concurrence. Budget
revisions are defined as any proposed changes in project activi-
ties or the project budget which do not represent changes 1n

scope Or state funding levels.
To obtain concurrence the grantee shall submit:

a. a cover letter; :
b. a statement justifying the proposed changes; and
c. a budget which follows the same format 85 the approved
project budget, but uses three columns to show:
-the original (currently approved) state budget
-the changes proposed
-the resultant proposed budget.

BUDGET . AMENDMENTS

Budget amendments require prior Departmental approval. Budget
. amendments are defined any of the following:

-any change in the scope of the project; or

-any change 1n the budget which would increase the
state share of net project cost.

To obtain concurrence the grantee shall submit:

a. a cover letter;
b. a statement justifying the proposed changes; and
c. a budget which follows the same format as the approved
budget, but uses three columns to show: .
-the original (currently approved) state budget
-the changes proposed
-the resultant proposed budget.

A proposed budget amendment which alters the scope of the
project may require a contract amendment. A proposed budget
amendment which changes the state funding level will require

a contract amendment. Any jncrease in the state grant depends
on adequate justification by the grantee and the availability
of funds (state and federalg. 1f a contract amendment is re-
quired, the grantee shall submit, in addition to the above:

a. an authorizing resolution by the grantee's governing
body which clearly sets forth the requested changes
and includes an exhibit which makes simple comparison
of the original and revised budgets; and

b. (if required) evidence of the availability of appro-
priate local matching funds.

-14-



QUARTERLY REPORTS

Regular progress reports are required for the project. Spe-
cial reports may also be required {f consfdered necessary.

Quarterly reports are due within 30 days of the end of each
quarter. Quarters end on March 31, June ‘30, September 30,
and December 31. ,

The grantee is responsible for submitting one copy of the
fo]low;ng regular progress reports (see appendix for sample
format):

Status of the Project Account

Show the beginning and ending palances of the project account
for the quarter. Show the deposits and withdrawals made during
this quarter, identifying the sources of deposits and with-
drawals separately, by total project funds. Also show on the
same sheet the name of the bank where the funds are deposited,
the address of the bank, and the account number. Identify

any project funds held as investments during this quarter by
amount and manner of investment, and show the interest

accrued.

Cash Flow Estimates

Show the total project funds obligated (contracted out) and
the total disbursed to the end of the reporting quarter. for
the remainder of the project show:

- the funds expected to be obligated in each
remaining quarter; and

- the funds expected to be disbursed in each
remaining quarter.

Percentage may be used {n lieu of dollar amounts for the pro-
jections. . ~

An update of the Cash Flow Estimate is required with each requi-
sition, and at least quarterly. Thus guarterlz updates of the
Cash Flow Estimate are required only 1¥ the grantee has not
cubmitted a requisition during a quarter.

Progress Report . _ .
This is & brief summary (one or two pages will suffice)

describing the progress made in 'the reporting quarter and the
project status through the end of this quarter. Documentation
or reference to other sources is to pe avoided. The report
shall include information on all contracts let, started, con-
tinuing, or completed during the reporting quarter, as well as
an overall account of completion of the project through the
end of the quarter, broken down into major project activities.

Rev. July 1, 1979 -15-



REQUESTING STATE GRANT PAYMENTS

The form “Requisition for Grant Payment" is used to request
the payment of state funds for approved grant projects. This
form is available from the Department. (See Appendix.) '

The grantee may submit requisitions for reimbursement of
actual expenditures and may request advances for estimated
cash needs for one month.

The grantee may requisition at any time, but not more frequent-
1y than every 30 days or in amounts less than $100.

Department approval of each requisition for payment is contin-
gent upon: -

- submission of documentation to verify the needs for
current funds and estimated 30 day cash needs; and
an update of the Cash Flow Estimate.

- indication that the grantee s currently meeting
jts share of project costs in cash or approved cash
equivalents;

- sugmission of periodic progress and financial reports;
an

- compliance with all the terms of the grant contract.

Rev. July 1, 1979 -16-



CLOSING OUT THE PROJECT

The grantee shall notify the Department immediately when all
project activities have been completed and all project costs
incurred. The Department will then initiate final financial
settlement of the project. Project settlement usually includes:

- on-site inspection of the project by a Department
representative, where appropriate;

- final financial audit of the books and accounts
by the State of Illinois and settlement of any
audit findings;

- the submission of a 1ist of equipment purchased for
the project, identified individually by serial number
or other distinguishing-designation;

- the submission of a final requisition covering pay-
ment of the balance of the allowable state grant, oOT
a check payable to the Department for the full amount
of any overpayment of State grant funds; and

- notification by the Department that final financial
settlement has been reached.

The grantee is required by contract to retain intact for three
years following final settlement all project contract documents,
financial records, and supporting documentation.

The grant contract requires that facilities or equipment
acquired with state funds shall be used in mass transportation
service for a specified period. Project facilities or equip-
ment may not be sold or converted to other use during this
time without prior Department concurrence. If such facilities
or equipment are sold or converted to other use during this
time, the grantee shall pay to the State of Illinois a propor-
tional share of the proceeds of the sale or of the fair market
value. Department concurrence is required before any sale.

Department concurrence is required in advance of any proposed
reduction or termination of service during this period.

-17-



" PART II1 - CONTRACT ADMINISTRATION

GENERAL REQUIREMENTS

Except as otherwise authorized in this manual, the grantee
shall not enter into any contract or other obligation with
any third party with respect to the project without prior
written concurrence from the Department. Costs incurred

without such concurrenceé OT written waiver may be found
jneligible for payment from grant project funds.

‘Changes in any third-party contract also require prior
written concurrence from the Department unless othervise
exempted from this requirement.

-

Department concurrencé is also required before. force-
account work or materials (work by the forces of the grantee.
or material supplied from the grantee’S'stores)~tan be*

started or used. °

Neither the Department nor the State of Illinois shall be
obligated or liable to any person OT organization other than
the grantee. The grantee shall take care that its agents
and contractors are fully jdentified in their proper capac-
jties and are not acting for the State in any capacity, as

provided in the grant contract.

In general, the grantee may not enter into contracts or
agreements for construction, materials, OT equipment except
after formal advertising and free, open, &nd unrestricted
competitive bidding. Some exceptions, listed on the following
pages, are authorized when permitted by local law and the
internal procedures of the grantee.

The disposition of scrag or replaced equipment and materials
shall also be accom lished through'competitive bidding, so

as to insure that the maximum value may be received and credited
to the project.

The following pages define the types of activities which

constitute a project, the types of contracts 0T arrangements
which are generally used to accomplish these activities, and
the concurrence procedure required for each. '

-18-



PROJECT ACTIVITIES

For the purposes of Department review, the following project
activities are defined:

1. Procurement: The purchase of materials, equipment,’
or rolling stock (but not real estate, land, or
personal property already in public transportation
use), including delivery and installation.

Contracts for lease of space, equipment,
or services, which are not a subcontract
to a contract for construction, are
considered as procurements.

2. Construction: The construction of facilities
such as structures, buildings, parking lots,
etc., as normally understood. This does not
jnclude rolling stock or other manufactured
items, but does include all construction mater-
jals supplied by the general contractor. '
(Materials and supplies provided by the
grantee, either directly or from other sources,
for use by a construction contractor are con-
sidered procurements.)

3. Services: Includes engineering and design
engineering, architectural, inspection, and
construction supervision. Also includes
appraisals and legal services in conjunction
with real estate, land, and property acqui-
sition.

4. Acquisition: Of land, real estate, OT other
Teal or personal property not normally acquired
through competitive bidding, such as used
equipment or existing transit facilities.

All facilities (that is: material, equipment, rolling stock
land, and property) which become available for possible sale
as scrap, used, or surplus as a result of project procurement,
construction, or .acquisition shall be disposed of through
sales (using bidding procedures and contracts appropriate

for any item) within 90 days of replacement Or availability.
Continued use or holding of such disposable facilities beyond
the 90 day period require Department concurrence.

The following pages describe requirements for accomplishment
of the project activities described above.
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Procurement OV Construction activities

Procurement or contruction shall be accomplished through
third-party contracts awarded to the lowest responsible
bidder on the basis of free and open bidding, through
formal advertisement and solicitation of bids, and formal
bid opening, with the following exceptions:

- procurements and construction contracts below $5000
may be negotiated. The grantee is prohibited from
breaking up groupings of procurements Or construction
which could be let as a single contract in order to
avoid informal or formal bidding. The grantee shall
retain full documentation.

- procurements and construction contracts under £10,000
may be awarded on the basis of informal bidding (such
as quotations by letter or telephonei. Bids shall
be obtained from at least three suppliers .and the
contract shall be awarded to the lowest bidder. The
grantee shall retain a record of bids received.

Department concurrence is required prior to advertisement

and solicitation of bids for activities over $10,000. De-
partment concurrence is required prior to award to other than
the apparent low bidder. Department concurrence is required
prior to awards of contracts over $100,000. Department
notification of awards is required (211 values).

Procurement or construction activities which are to be
accomplished by means other than open-bid third-party
contracts require Department concurrence prior to award.
(See applicable contract or means, next section.)

Services (Engineering, Design, Architectural, Appraisal,
Tnspection)

A1l contracts or agreements may be negotiated. Grantees shall
obtain formal proposals from at least three sources. The nego-
tiations shall be adequately documented and shall reflect as 2
minimum the names of all the firms who were considered prior

to final selection, a summary of the proposals recefived from
each, and the reasons for selecting the proposed firm.

Department concurrence is required prior to award. Department
notification of award is required.
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Acquisition (of land, real estate, Or transit property)
Before entering into an agreement for the purchase of land,
" real estate, transit property, OT other real or personal
property not normally acquired through competitive bidding,

s

the grantee shall obtain two independent appraisals.

In the acquisition of transit property, the grantee's ap-
praiser may make one of the appraisals, provided that he is
technically qualified to(appraise transit properties and that
a fully documented report is furnished.

In the acquisition of land, real estate or other property,
both appraisers shall be persons of technical competence
and professional standing (e.g., MAI membership) whose
appraisals have been accepted by the courts or other gov-
ernmental agencies in matters of real property acquisition.

One of the two appraisals shall be performed prior to project
approval, as a means of determining the project budget. Only
appraisals conducted after project approval may pe included
in the project budget for reimbursement.

The purchase price of the land may be negotiated within the
range of two recent appraised values (determined within the
last twelve months).

Should the Department decide the results of the appraisals

are too far apart in value or time, 3 third appraisal may be

;qu!red by the Department, which will be eligible for
unding.

The grantee shall comply with the guidelines of the UMTA
in the acquisition of real property (see UMTA manual C4530.1).

The grantee shall maintain detailed records of all negoti-
ations and other related actions, including any report from
real estate agents or ctaff members regarding their negotia-
tions with property Oowners.

Department concurrence is required prior to entering any
binding agreement to purchase. Department concurrence is
required prior to jnstitution of eminent domain proceedings.
Degartment notification of contract or court award is re-
quired.
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Summary

Below is a summary of Department review requirements for
various project activities. 1In addition to these require-
ments the guidelines for specific types of contracts.or
agreements may apply (see “Contracts, Agreements and Other
Means", page 23). :

-

Summary of Required Review and Concurrence

Activities Value Pre-bid review Pre-award review
Procurement,Y (under $ 10,000 -—-- exceptions only
Construction, over $ 10,000 required exceptions only
if open bid over $100,000 required required
A1l other ~all values ---- required

Award nqtification is required within thirty days of award for
a1l activities (see “Award Notification", page 31). ‘

The specific documents required by the Department for review
will .depend on the type of contract, agreement, or other
means used to implement project activities. Lists of re-
quired documentation may be found under “Contracts, Agree-
ments and other means," pg. 23.
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CONTRACTS, AGREEMENTS, AND OTHER MEANS

Third-party contracts, agreements (as with public bodies oOT
operators), and arrangements of force-account work are the
means whereby project activities (procurement, construction,
etc.) are accomplished.

Department review and concurrence are required of certain
project activities (depending on type, value, and the
ability to meet competitive bidding requirements) and for
certain contracts, agreements, and other means of accom-

plishing these activities.
Department review is made to imnsure that:

- proposed activities are within the overall scope
of the project,

- the proposed contract amount is within the established
budget,

- the bidding documents, specifications, and proposed
contracts contain the required clauses and provisions,

- the best use is made of State monies - through com-
petitive bidding or proper justification for the
proposed expenditure, and adequite specifications.

~To this end the Department will review all proposed obligations
prior to solicitation of bids oT prior to contract award.

The following pages 1list the requirements for review of
various contracts, agreements, and other means:

- Open-bid third-party contracts, P§ 24

- Bid-exception contracts, P8 25

- Single-source contracts, pg 25

- Carrier agreements, PgB 26

- Cooperative agreements, Pg 27

- Professional service contracts, pg 27

- Acquisition contracts (and eminent domain), pg 28
- Force-account work (and materials), P8 28

- Contract change-orders (and options), pg 29

. Subcontracts, pg 30 -

The advertisement for bid, the proposed contract, and the
plans and specifications shall include the required standard
clauses and provisions applicable for each (see "Standard
‘Clauses and Provisions").
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Open-bid third-party contracts: Pre-bid review

An Open-bid third party contract ijs defined as any contract
or agreement between the grantee and another party for
procurement OT construction that meets the intent of open
competitive bidding.

Prebid review is required for contract for procurement or
construction exceeding $10,000. Post-award notification 1S
required.

The grantee shall submit the following documents to the De-
partment for review:

a cover letter or form_ (see Appendix);
. the proposed advertisement for bid;
the plans and specifications;

. the proposed contract; and

. related bidding documents.

oLOoR

Open-bid third-party contracts: Pre-award review

Pre-award review is required for contracts for procurement oOT
construction exceeding $100,000. Post-award notification is
required.

The grantee shall submit the following documents to the De-

partment for review and concurrence prior to contract award:

. cover letter or form (see Appendix);

certified copy of the advertisement for bid;

certified tabulation of all bids received;

copy of the bid proposal selected for award;

copy of the proposed contract and related

documents; -

. a copy of the plans and specifications;

. a copy of the certificate of insurance
(construction); and

h. a copy of the performance bond (construction).

arh OO OD
oM

Unusual conditions shall be handled as specified under Bid-
exception or Single-source contracts or other applicabdble
means listed below.
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Bid-exception contracts

A Bid-exception contract is defined as any contract be-
tween the grantee and any other party for procurement

or construction activities which is to be awarded to
other than the apparent low bidder, for any reason, apd
which as a result may not meet the intent of competitive
bidding, or for which only a single bid has been re-
ceived despite all attempts at solicitation of additional
bids.

Pre-award review is required. Post-award notification is
required.

The grantee shall submit the following documents to the
Department for review and concurrence prior to contract
award:
a. a cover letter Or form (see Appendix);
b. a certified copy of the advertisement for
bid;
c. a certified tabulation of all bids received;
d. a copy of the bid proposal selected for award;
e. a copy of the proposed contract and supporting
documents;
a copy of the plans and specifications;
a full statement of the reasons for not awarding
to the apparent low bidder, together with any
supporting documentation; and
h. a statement demonstrating that all attempts have
been made to comply with the intent and guidelines
for unrestricted open bidding.

0a Hh

Single-source contracts
A Single-source contract js defined as any contract that can

only be awarded to a single source for any of the reasons
%isted below. The reasons for such single-source award may
e:

- the items are only available from a single
source and no other item will meet project
requirements; OT

- it is clearly established that substantial
and quantifiable economies in operation or
maintenance can be affected because of stan-
dardization of the items.

Pre-award review is required. Post-award notification is re-
quired.
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The grantee shall submit the following documents to the
Department for review and concurrence prior to contract
award: :

a a cover letter OT form (see Appendix);
b. a copy of the proposed contract and supporting
documents;
a copy of the plans and specifications; and
a statement supporting the reasons for use
of a single-source contract, documenting as
applicable:

-that the items aTe only available

from a single source and no other

jtem will meet project requirements

or

-that substantial economies in operation

or maintenance will be effected.

o0

-

Carrier agreements
A carrier agreement is defined as a contract between the

grantee and a carrier or operator of public transportation
(public or private) for the performance of construction orT

service activities (unusual for procurement).

Pre-award review is required. Post-award notification is
required. Department concurrence is required on all sub-
contracts prior to award.

~ The grantee shall submit the following documents to the
Department for review and concurrence prior to contract
award:

a. a cover letter or form (see Appendix);

b. a copy of the proposed contract and supporting
documents;

c. a copy of the plans and specifications;

d. detailed estimates of the costs;

e. the reason for contracting with the carrier
or operatoTr rather than an independent.con-
tractor;

£. evidence of the ability of the carrier or
operator to perform the work;

g. assurances that the materials, equipment,
or improvements will remain available for
public transportation use; and

h. other agreements between the grantee and the
carrier or operator which relate to the pro-
posed contract (i.e., lease OT subsidy
contracts).

See “Subcontracts," pg 30, for requirements of work and
contracts performed under Carrier Agreements.
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Cooperative agreements

A cooperative agreement ijs defined as a contract between
the grantee and 2 public body (other than a carrier or
operator) for the performance of construction OT service
activities (unusual for procurement).

Pre-award Teview is required. Post-award notification
is Tequired. Department concurrence js required on all
subcontracts prior to award.

The grantee shall submit the following documents to the
Department for review and concurrence prior to contract
award: : : '

a. a cover letter or form (see Appendix);

b. a copy of the proposed contract and supporting
documents;

c. a copy of the plans and specifications;

d. a detailed estimate of the costs;

e. the reasons for contracting with a public
agency instead of a private contractor; and

£. evidence of the ability of the public agency
to perform the work.

See "Subcontracts,' PE 30, for requirements of work and
contracts performed under Cooperative Agreements.

Professional service contracts

professional service contract is defined as a negotiated
contract for any of the following activities: engineering,
architectural, inspection, appraisal, construction supervis-
ion, and legal services for acquisition (only). Profession-
al service contracts may not include procurement, construc-
tion, or acquisition activities. Professional service
contracts shall be awarded after competitive bidding, using
the guidelines established by UMTA. At least three propo-

sals are required.

Pre-gward review is required. Post-award notification is
required.

The grantee shall submit the following documents to the De-
partment for review and concurrence prior to contract award:

a. a cover letter or form (see Appendix) ;
b. a copy of the proposed contract and supporting
documents;
c. a copy of the request for proposal;
d. a list of persons or firms considered prior
to final selection;
e. a summary of the proposals received from
each (a minimum of three proposals are required); and
f£. a statement reflecting the Teasons for
selecting the proposed firm.
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Acguisition contracts (and eminent domain)
efined to inc ude real estate

Acquisition contracts are

contracts and any contracts leading to the acquisition_

of any property not normally acquired through competitive
bidding (such as used buses) or property already in public
transit use, and eminent domain proceedings.

Pre-award review is required. Post-award notification is
required.

The grantee shall submit the following documents to the
Department for review and concurrence prior to contract
award or institution of eminent domain proceedings:

a. a cover letter or form (see Appendix);

b. a copy of the proposed contract and supporting
documents;

c. a description of the property involved;

d. a detailed record and documentation of all
negotiations and a summary;

e. two appraisals as detailed under "Project
Activities - Acquisition'; and

f£. before instituting eminent domain proceedings:
an opinion of the grantee's attorney that all
requirements of state and local law, and the
policies detailed under "Project Activities -
Acquisition" of this manual have been met.

Force-account work .

Torce-account WOTK is defined as the performance of project
activities (generally construction and service) by the forces
of the grantee, rather than by independent contractors. Force-
account work may include materials supplied from the stores

of the grantee.

Review and concurrence -is required before aork may start,
Certified payrolls are required as .work progresses.

The grantee shall submit the following documents to the De-
partment for review and concurrence prior to starting work:

a. a cover letter or form (see Appendix) ;

b. a copy of the plans and specifications;

c. detailed estimates of costs, including
-direct labor rates,
-rates for labor overhead charges, and
-materials charges, including v“gtores" and
vweransfer" charges as applicable;

d. a statement detailing the reasons for using
force-account in lieu of a private contractor;

e. eviience of the grantee's ability to do the
work;
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£. evidence that the grantee carries insurance
or can offer such other protection to guar-
antee the protection and completion cf the
proposed activity; and

Contract change-orders

Contract change-orders are defined as any changes in specifi-

cations, scope, or cost which may be ordered, negotiated, or

awarded as a change to any contract or agreement for major

procurement, construction, or service activities after the

prime contract or agreement has been awarded. Exercising of
- a contract option is a change-order.

Department review is Tequired prior to issuance by the
grantee.

The grantee shall submit the following documents to the De-
partment for review and concurrence prior to issuance of any
contract change-order:

a. a cover letter or form (see Appendix);

b. a copy of the proposed change order with
appropriate contract identification;

c. a narrative explanation of the proposed
change and its effect upon the prime contract
and the project; and

d. a statement of the cost of this change-order,
the cumulative cost of all prior change-orders,
and estimates of any further anticipated change-
orders and associated costs.

Under some circumstances, prior concurrence will not be re-

quired. These circumstances are:

-In an emergency, the grantee may issue a change
order after verbal (phone) concurrence by the
Department. The grantee shall immediately for-
ward the change-order for review to determine
its eligibility for inclusion in the project
budget. The nature of the emergency must be
clearly indicated.

-Minor change-orders may be issued without
Department review. A minor change-order is
defined as one which neither changes the
contract scope nor increases the contract
cost.

Each minor change-order shall be. completely documented in
the project files for later on-site audit.
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Subcontracts
Tubcontracts are defined as any contracts OT agreements
relating to the project which are of a lower tier than

a third-party contract.

Department review and concurrence is required prior to
award or prior to solicitation of bids by the third partg
of any subcontracts, where the third party has contracted
with the grantee under 2 Cooperative Agreement or a Carrier
Agreement. The subcontracts shall be subject to the same
guidelines and 1imitations as apply to third-party con-
tracts, agreements, OT other means, as detailed in this

Manual.

Work performed directly under 8 carrier agreement or a
cooperative agreement shall be considered as force-account
work, and handled as such. -

The third party shall submit documents appropriate to the
type of activity and instrument (as per lists, above) to

the grantee for approval prior to submittal to the Depart-
ment for review.

Summary of Required Review and Concurrence

Contract type Pre-Bid Review Pre-Award Review
Open-bid t§1rd-party contracts over $10,000 over $100,000 and

exceptions
Bid-exception contracts -- Required
Single-source contracts -- Required
Cooperative agreements -- Required
Carrier agreements : -- Required
Professional services -- Required
Acquisition contracts -- Required
Force-account work -- Required (before
startup)
Contract change-orders -- ‘Required (before
issuance)
Subcontracts : see text see text

Award notification is required within 30 days of award
(or issuance) for all contracts, agreements, and other
means.
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AWARD NOTIFICATION

Following award of any contract or agreement, the grantee
shall notify the Department within thirty days of the
award. The following documents, &S applicable, shall be .
submitted as part of the notification:

cover letter or form (see Appendix);

a certified copy of the advertisement

for bid;

a certified tabulation of all bids received;
a copy of the bid proposal selected for
award;

a copy of the executed contract and supporting
documents;

. a copy of the plans and specifications;

a copy of the contractor's Notice to Proceed;
a copy of the certificate of insurance;

a copy of the performance bond.

o'

[~ p)
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-
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STANDARD CLAUSES AND PROVISIONS

standard clauses and provisions required for specifications,
solicitation for bids, and third-party contracts are listed
below. ' '

The grantee is advised to check the grapt.contract for
additional clauses and provisions pertalning to specifi-
cations, solicitations for bids, and third-party contracts.

Specifications, Requests for Proposals ]
Applicable to procurement, construction, and services.
Provisions to be included:

a. Scope and description .
Specifications oT Tequests for proposals.shgll
be based upon a clear snd accurate description

of the technical requirements for the material,
product, OT service to be procured.

b. Product restrictions (Procurement and construction)
Pescription shall not, in competitive procure-
ments, contain features which unduly restrict
competition. “Brand name OT equal" description
may be used only as a means to define the

erformance or other salient requirements
of a procurement, and when it is so used,
the specific features of two brand names
which must be met by offerors should be
clearly specified.

c. Unrestrictec Su 1
Speciiications and other bidding documents shall

contain no limitations on the use of foreign orT
domestic sources of material, equipment OT
supplies. .

d. Motor vehicles Procurement of motoT vehicles onl
otor vehicles s a1l meet local, state, an ed-
eral regulations on air pollution, noise, and
safety.

e. Exclusion of rocurement Construction onl
pecifications and bl ing documents 10T uilding
construction shall jnclude only that work and the
furnishing of those jitems necessary to the con-
struction. Items that are integral to the
construction, such as garage 1ifts, may be
included. However, jtems such as shop equip-
ment, office equipment or furniture, or others
not considered to be "real estate" shall be bid
separately, &S procurements.
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Solicitation of bids, advertisement for bid:

Applicable to procurement, construction, and services,
except as indicated below.

-~

Provisions and clauses to be included:

Bidding time

A time span shall be used for submittal

of bids which will allow preparation of

submittals from enough parties to insure
competitive bidding.

Scope and description
An adequate description of the materials,

project, or services desired, including
options, shall be given.

Specifications

Advertisements for bids shall include di-
rections for obtaining specifications, require-
ments and contract documents.

Rejection of bids (to quote)

"The right 1s reserved to accept any bid or
any part or parts thereof or to reject any
and all bids. Acceptance of any bid is
subject to concurrence by the I11inois
Department of Transportation (and the

United States Department of Transportation).”

Financial assistance (to quote)

"Any contract resulting from these bids is
subject to financial assistance contracts
between (Grantee's name) (and the United
States Department of Transportation) and
the I11inois Department of Transportation.*

E/E/O compliance (to quote)

Contractor w be required to comply with all
applicable Equal Employment Opportunity laws
and regulations.”
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Requirements for 21l third party contracts
Applicable to procurement, construction, service, and acqui-
¢ition, except 2as indicated below.

Provisions and clauses to be fncluded:

a. Scope

An adequate description of the materials, project,
scope of service, or property to be obtained, with
necessary reference to appropriate specifications,
plans, drawings, etc.

b. Compensation
The maximum compensation or reimbursement payable
under the contract shall be shown.

c. Unit basis (applicab]e‘to Service only)
The unit basis, or other data in support of the
amount of compensation, shall be shown or explained.

d. Method of payment (not applicable to procurements
under $10,000)

The method of paying for work performed and the sub-
missfon of estimates or invoices to support payment
shall be specified. ,

e. Contract period
R reasonable period of time for the completion of
the contract shall be set forth. The period shall

start with the signing of the contract (for con-
struction: at the issuance of the notice to
Proceed) and end within a resonable time.

§. Termination (all contracts over $10,000)
17 contracts in excess of $10,000 shall contain
suitable provisions for termination by the grantee
including the manner by which it will be effected
and the basis for settlement. In addition, such
contracts shall describe conditions under which the
contract may be terminated for default as well as
conditions where the contract may be terminated
because of circumstances beyond the control of the
contractor. ‘

g. Financfal assistance (to quote)

s contract 1s subject to financial assistance
contracts between (grantee's name) (and the United
States Department of Transportation) and the I11inois
pepartment of Transportation.*
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Interest of Members of Congress (to quote)

“No member of or delegate to the Illinois General
Assembly (or the Congress of the United States)
shall be admitted to any share or part of this
contract or to any benefit arising therefrom."

Prohibited Intrests (to quote)

TNo member, or officer, or employee of (grantee's
name) or a local public body with financial
interest or control in this contract during his
tenure or for one year thereafter shall have any
interest, direct or indirect, in this contract or
the proceeds thereof."

Contract Changes (to quote)

"Any proposed change in this contract shall be
submitted to the (name of grantee) for its prior
approval.*

Subcontracts (Cooperative and Carrier Agreement)
(to quote)

“The (third party: agency, carrier, contractor)
shall not enter into any sub-contracts or
agreements, or start any work by the work forces
of (the third party) or use any materials from
the stores, of (the third party), with respect to
this contract, without the prior concurrence of
tne I1linois Department of Transportation. All
such subcontracts, agreements, and force work and
materials shall be handled as prescribed for
third-party contracts, agreements, and
force-account work by the IDOT manual for Public
Transportation Capital Improvement Grants. All
requests for concurrence shall be submitted to
(naTgogf“grantee) for approval prior to submittal
to .

Escalation

Escalation clauses are not allowed as part of
specifications or contracts, with the following

exceptions, subject to prior concurrence by the
Department for each contract: :

- Procurement for rail vehicles, where the
contract price exceeds $10,000,000 and
completion of delivery exceeds one year; and

- Procurements of metal products from a mill or
manufacturer where quotations pased on “price
at time of shipment* have historically been
used.



EQUAL EMPLOYMENT OPPORTUNITY

In the event of the contractor's non-compliance with the
provisions of tnis Equal Employment Opportunity Clause, tne
111inois Human Rights Act or the Rules and Regulations of the
I1linois Department of Human Rights (“Department"), the
contractor may be declared ineligible for future contracts or
subcontracts with the State of I1linois or any of its political
subdivisions or municipal corporations, and the contract may be
cancelled or voided in whole or in part, and such otner
sanctions or penalties may be imposed or remedies invoked as
provided by statute or regulation. During the performance of
this contract, the contractor agrees as follows:

(1) That it will not discriminaté against any employee or
applicant for employment because of race, color, religion, sex
marital status, national origin or ancestry, age, physical or
mental handicap unrelated to ability, or an unfavorable
discharge from military service; and further that it will
examine all job classifications to determine if minority
persons or women are underutflized and will take appropriate
affirmative action to rectify any such underutilization.

(2) Tnat, if it hires additional employees in order to perform
this contract or any portion thereof, it will determine the
availapility (in accordance with the Department's Rules and
Regulations) of minorities and women in the area(s) from which
it may reasonably recruit and it will hire for each job
classification for which employees are hired in such a way that
minorities and women are not underutilized.

(3) That, in all solicitations or advertisements for employees
placed by it or on its penalf, it will state that all
applicants will be afforded equal opportunity without
discrimination because of race, color, -religion, sex, martial
status, national origin or ancestry, age, physical or mental
handicap unrelated to ability, or an unfavoraple discharge from
military service.

(4) That it will send to each labor organization or
representative of workers with which it has or is bound by a
collective bargaining or otner agreement or understanding, a
notice advising such labor organization or representative of
the contractor's obligations under the I11inois Human Rights
Act and the Department's Rules and Regulations. If any such
labor organization or representative fails or refuses to
cooperate with the contractor in its efforts to comply with
such Act and Rules and Regulations, the contractor will
promptly so notify the Department and the contracting agency
and will recruit employees from otner resources when necessary
to fulfill its obligations thereunder.
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(5) That it will submit reports as required by the Department's
Rules and Regulations, furnish all relevant information as may from
time to time be requested by the Department or the contracting
agency, and in all respects comply with the Illinois Human Rights act
and the Department's Rules and Regulations.

(6) That it will permit access to all relevant books, records,
accounts and work sites by personnel of the contracting agency and
the Department for purposes of investigation to ascertain compliance
with the I11inofs Human Rights Act and the Department's Rules and
Regulations.

(7) That it will include verbatim or by reference the provisions of
this clause in every subcontract it awards under which any portion of
tne contract obligations are undertaken or assumed, so that such
provisions will be binding upon such subcontractor. In the same
manner as with otner provisions of this contract, the contractor will
be liable for compliance with applicable provisions of this clause by
such supcontractors; and further it will promptly notify the
contracting agency and the Department in the event of any
subcontractor fails or refuses to comply therewitn. In addition, the
contractor will not utilize any subcontractor declared by the
I1linois Human Rights Commission to be ineligible for contracts or
subcontracts with the State of Illinois or any of its political
supdivisions or municipal corporations. ‘

Revised - 9/82
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Additional requirements for Construction and Service contracts

Provisions and clauses to be included:

a.

b.

d.

Audit and Inspection of Records (to quote)
"The contractor shall permit the authorized representatives
of (grantee's name) and the State of ITlinois to inspect

and audit all data and records of the contractor relating
to his performance under the contract.*

Assignment (to quote)
"Assignment of any portion of the work by subcontract must

be approved in advance by (grantee's name)."”

Retention of records (Service contracts only) (to quote)

"The contractor shall maintain records to show actual time
devoted and cost incurreg.”

Ownership of records (Service contracts only) (to quote)
*(6rantee's name) shall retain ownership of all plans,
specifications, and related documents.
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Additional requirements for Construction contracts

Provisions and clauses to Pe included:

a.

d.

Government Inspection (to quote)

TRepresentatives of the State of Illinois shall
have access to the site of constructidon and shall
have the right to inspect all project works."

Performance Bond (construction over $100,000)

The contractor shall furnish a performance bond in
an amount equal to 100 percent of his contract
price.

Insurance

The contractor and his subcontractors shall main-
tain Workmen's Compensation, Public Liability,
Property Damage, and Vehicle Liability Insurance
in amounts and on terms satisfactory to the De-
partment and the grantee.

The contractor (or the grantee, at the grantee's
option) shall carry Builders' Risk Insurance, in-
cluding fire and extended coverage, On 100 percent
of the completed value of the insurable portion
of construction. Such insurance coverage is re-
quired to remain in effect until the construction
has been accepted by the grantee.

Prime Contractor Participation (to quote)

“"The prime contractor shail perform on the site, with
his own staff, work equivalent to at least 10 percent
of the total amount of construction work at the

site. Only pay items of the construction contract
will be used in computing the total amount of con-
struction at the work site." (The grantee may in-
crease this minimum amount of prime contractor par-
ticipation depending upon the degree of specializa-
tion required to perform this work.)

Warranty of Construction (to quote)

"For a period of one year from the date of comple-
tion, as evidenced by the date of final acceptance
of the work, the Contractor warrants that work per-
formed under this contract conforms to the contract
requirements and is free of any defect of equipment,
material or workmanship performed by the Contractor
or any of his subcontractors OT suppliers.
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Under this warranty, the ContractoT shall remedy
at his own expense any such failure to conform oOT
any such defect. -

Nothing in the above intends oT jmplies that this
warranty shall apply to work which has been abused
or neglected by (the grantee)."

Certified Payrolls (to quote)

"(Iﬁegranteei <hall obtain from the contractor

and each subcontractor 2 certified copy of each
weekly payroll within seven days after the regular
payroll date. - Following a review by (the grantee)
for compliance with state and federal labor laws,
the payroll copy shall be retained at the project
site for later review by the authorized representa-
tives of the State of I11linois."

Project Sign (to quote)

"The contractor shall erect and maintain signs
satisfactory to the J11inois Department of Trans-
portation jdentifying the project and indicating
state participation." (Sign specifications can
be found in the Appendix.)
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Summary of Required Provisions ard Clauses

specifications, Requests for Proposals

Scope and description

Product restrictions (procurement, censtruction)
Unrestricted supply (procurement and construction)
. Motor vehicles (motor vehicle procurement only)
Exclusion of proctrement (construction only)

onanop

Solicitation of bids, advertisement

Bidding time

Scope and description
Specifications
“Rejection of bids"
“Financial assistance®
. “EEO compliance"

e« & * o

-0 00Ty

"A11 Third party contracts (procurement, construction, service,
acquisition)

a. Scope
. b. Compensation
c. Unit basis (service only)
.d. Method of payment (except procurement under $10,000)
e. Contract period
-f. Termination (contracts over $10,000)
g. “Financial assistance"
«h. “Interest of members of Congress"
.i. "prohibited interests"”
.j. “"Contract changes"
.k. "Subcontracts" (Cooperative and carrier)
1. Escalation
m. “I.F.E.P. Act"

_Additional for Construction and Service contracts

va. "“Audit and inspection of records"

vb. “Assignment"

Jc. "“Retention of Records" (Service contracts only)
«d. “Ownership of records" (Service contracts only)

Additional for Construction contracts

. "Government fnspection”

. Performance bond (over $100,000)
. Insurance

. "Prime contractor participation®
. “Warrantee of construction®

. "Certified payroll"

"project sign"

v -HAoOOOTH
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APPENDIX

Instructions for Exhibit 1

Exhibit 1 - Application for Capital Improvement Grant (form)
Exhibit 1.1 - Applicant's Legal Opinion (sample)

Exhibit 1.2 - Authorization for Filing (sample)

Exhibit 4 - Financial statements (cover form)

Definitions _

Instructions for Requisition and Form C

Requisition for Capital Improvement Grant Payment (form)
Form C - Allocation of Expenditures

status of Project Account (sample)
Projections of Funds Required (sample)
Quarterly Progress Report (sample)
Project Sign Specifications
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INSTRUCTION FOR EXHIBIT 1
APPLICATION FOR CAPITAL IMPROVEMENT GRANT

APPLICATION FOR CAPITAL GRANT (front)

-—

1. Applicant. The Applicant is the party who will apply for the
state (an federal) grant and administer and coordinate all

efforts necessary for the execution and completion of the pro-
ject. Please show the correct mailing address, contact person
whom the Department may use for general contacts, and phone number.

2. Project Description. Please supply 8 brief description,

such as: urchase of twenty 45-passenger buses, maintenance
tools, office equipment; construction of garage bus washer,
purchase and installation of 20 passenger shelters." This brief
description should highlight the major categories shown on the
back of the application form.

3. Project Funding Shares.

-Net Project Cost - from back of form.

-Federal Share Requested - Show the amount of federal funds
requested for this project.

-State Share Requested - Because administrative expenses 2are
not eligible, administration should be deducted from the
Net Project Cost before the state share is calculated.

-Local Matching Share - The amount of the Net Project Cost
not covered by state and federal grant requests.

The total of Federal Share, State Share and Local Matching Share
should add up to the Net Project Cost.

PROPOSED PROJECT BUDGET (back)

Column 1, (Federal) Budget Line Item Identification

Please use the MACS budget line item code (see UﬁTA Management
and Control System Manual). If the proposed project does mot
involve federal funds the applicant may use any reasonable
numbering system to jdentify various major elements of the
project. These major groupings must, however, have enough
detail to jndividually jdentify and price:

-purchase jtems of general generic groupings such as:
tools, office equipment, ect.

-rolling stock, separated by size and type

-construction of facilities at differing locations (and/or
separation by general contracts)

—professional service contracts
-grantee staff and forces work and material
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Column 2, Detail

Use any reasonable numbering systems which relates individual
projects (such as Job-order numbers)

Column 3, Description

-

The information presented in this column shall verbally describe
the items included under each budget line item.

Column 4, Proposed Budget Amount

The proposed budget amount must reflect as accurately &8s
possible the actual expected (gross) capitalizable cost

of each line item. This amount may therefore include cost
of preparation, inspection, jnstallation, and freight
charges if these items are allowed to be capitalized under
generally acceptable accounting procedures. Cost incurred
prior to project approval, cost of initial maintenance,
cost of feasibility studies, and administrative costs are
not generally eligible. Contingency estimates cannot be
jncluded with line item amounts.

Line Totals

- Subtotal - the sum of all gross capitalizable costs for
all of the budget line item categories above

- Contingencies - not to exceed 10% of Subtotal

- Gross Project Costs - total of Subtotal, Contingencies

- Revenue Financing - the value (scrap or used) of
material replaced by the new facilities to be pur-
chased or constructed

- Net Project Cost - project cost after deducting Revenue
Financing from Gross Project Cost. This amount is to
be carried to the front of the Application Form.

Schedule of Obligation and Cash Disbursement

Please estimate how the monies budgeted for each line item
would be obligated (that is, contracted) and spent if the
project receives approval. Please take into account the time
delays due to

engineering and preparation of specifications
bidding and government concurrence

seasonal construction

billing and jnvoicing delays

Use Quarters (3 month periods), #fter project approval. Percentage

may be used in lieu of dollar amounts.
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DIVISION OF PUBLIC TRANSPORTATION
DEPARTMENT OF TRANSPORTATION
STATE OF ILLINOIS

APPLICATION FOR CAPITAL TMPROVEMENT GRANT

(Exhibit 1)
-For Office Use Only- -
State 1. Applicant Name
Federal Mailing Address
Received Zip Code

Contact Person Phone ( )

The applicant hereby applies to the I11linois Division of Public Transportation for a Capital
Improvement Grant, under the Transportation Bond Act. Required resolutions, documents, schedu
and exhibits in support to this grant request are attached and are to be considered a part of
this application.

2. Project Description (briefly describe the proposed project).

3. Project Funding Shares:
Net Project Cost (fram back of this form)
Federal Grant Requested

State Grant Requested
Local Matching Share

40 &M 4N N

In support of this application, 1 offer the above data and supporting documents &s required.
I certify that the statements herein and in the supporting documents are correct and comple’

' Date:
Name of Authorized Oriicer
- Signature Title
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SAMPLE FORMAT
EXHIBIT 1.1: APPLICANT'S LEGAL OPINION

Gentlemen: B

I, the undersigned, am an attorney licenseq by and duly
admitted to practice law in the State of I111inois and am counsel

and attorney for the . In th@s.cgpacity,
my opinion has been requested concerning the eligibility of
the for grant assistance.under the

terms of the lransportation Bond Act ( inoi evise

1975, Chapter 127, Section 701 et seg.) and Section 49.19.of
the "Civil Administrative Code o T11inois* (Jllinois Rev;ggd
Statutes, 1975, Chapter 127, Section 49.19). Please be advised
that: -

1. The js a (district, municipality,
etc.), under the laws of the State of 1llinois, &nd is
eligible to apply for, receive and use state grant funds
under the foregoing statutes.

2. There are no provisions in the charter of the
or in the statutes of the State of I1linois, the United
States of America, or any municipal or other local ordinances
that preclude or prohibit the from making
application for or contracting with the oState of lllinois
for the purpose of receiving a mass transportation capital
. grant and using such grant in accordance with the purposeé

set forth in the application and applicable state and local
laws and ordinances.

3. The undersigned has no knowledge of any pending or
threatened litigation in either federal or state courts
which would adversely affect this application or which
seeks to prohibit the - from applying
to or from contracting with The State of lllinois for the
purpose of receiving a state capital improvement grant. .

Based upon the foregoing, I-am of the opinion that the

is eligible as a recipient under the
provisions of the statutes and ordinances cited herein, and that
it is fully empowered and authorized to apply for and accept a
mass transportation capital grant from the Illinois Department
of Transportation.

(signed and dated)

A
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- PROPOSED PROJECT BUDGET -

Budget Proposed

Line Item ‘ Budget

Jdentification Detail Description Amount
S

..............

eoes eo o e s 000

e @ e s s at e s o0

(Use additional sheets as needed)

Subtotal $..... ceaaes s
Contingencies (not to exceed 10% of sub- _...cccoovocne
total)

Gross Proj. Cost (sum of Subtotal, contin- $...ccccecens
gencies)

Revenue Financing (see definition) ’ eeeecsess

NET PROJECT COST  (carry to front of this PP

Qocceoaaeosos
form) =

- PROJECT TIMETABLE -

Fiscal Major Schedule of Schedule of
Quarter Activities Started Obligations Cash Disbursements

oo ¢ @ o9 s..'..‘.“. s..‘.'....'..

® @ e ¢ 0 0 o0 e ® @0 40 08 0o FE R ERX IR BN I

FIC R IR SRR A B eacseees oo s PR IR I B IR IR B

(Use additional sheets as needed)

TOTAL (Net Project  JAPT  JA N
Cost) .

77



SAMPLE FORMAT
EXHIBIT 1.2: AUTHORIZATION FOR THE FILING OF THIS GRANT APPLICATION

CERTIFICATE -

1, (name of certifying officer), do hereby certify that 1 anm

the duly qualified and acting (title of certifying officer) of the
(name and legal description of applicant) and as such (title of
certifying officer) 1 am the keeper of the seal, records, and

files of the (name of applicant). '

1 do further certify that at a regularly constituted meeting of
the (governing body - Board of Trustees, Board of Directors,
Executive Committee, etc.) of the (name of applicant) held on the
day of ’ , at which (a quorum OT all of the
members) was (were) present and voting, a certain Resolution was
(unanimously or by majority vote) adopted in full accordance and
conformity with the (By-Laws of the applicant, ordinances of the
applicant, or statutes of the State of Illinois) as made and pro-
vided, and that the following is a full, complete, and true COpY of
the pertinent provisions of said Resolution:

“BE IT RESOLVED by the (governing body) of the (name of appli-
cant): :

1. That an application be made to the Division of
Public Transportation, Department of Transpor-
tation, State of I1linois, for a capital improve-
ment grant to acquire funds to provide (brief
description of the project);

2. That (name and/or title) of the (name of
applicant) is hereby authorized and directed
to execute and file on behalf of the (name of
applicant) such application; and

3. That (name and/or title) of the (name of
applicant) is authorized to furnish such
additional information as may reasonably be
required by the pivision of Public Transporta-
tion in connection with the aforesaid application
for said grant."

1 further certify that the original of the complete said Resolution
ijs on file in the records of the (name of applicant) in my custody.

1 do further certify that the foregoing Resolution remains in full
force and effect and has not been rescinded, amended, or altered
in any manner since the date of its adoption.

IN WITNESS WHEREOF, I have hereunto affixed my official signature
and the seal (if app:opriate).of the (name of applicant), this
day of , 19 .

SEAL 48
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Exhibit 4
FINANCIAL STATEMENTS AND AUDIT REPORTS

-

State law Tequires that any municipality, district, or carrier
Teceiving or applying for capital assistance from the State
shall submit to the Department annual statements of assets,
revenues, and expenses, and annual audit reports. (1llinois
Revised Statutes (1975), Chapter 127, Section 49.20)

® Applicant

Address -
Zip Code
For Application  Submitted
e Financial Statements of (period)

(Balance Sheet, Income Statement and Supporting Documents)

( ) are attached ( ) have been submitted on

e Audit reports for ' (period)

( ) are attached ( ) have been submitted on

e Annual accounting period in use (fiscal, calendar)

which ends on

¢ Most recent period for which books are closed

e Most recent period for which financial statements have been

prepared

e Most recent period for which audit reports have been

completed

Signature : . Date

Rame of Authorized Uiricer 47 Tatle



DEFINITIONS

Approved Pro%ect Budget - -
A schedule oif propose expenditures approved by the Depart-

ment as eligible, necessary, and reasonable for proper and
efficient execution of the project.

Department - .
The State of Illinois Department of Transportation.

Federal Application -
An application to UMTA of the United States Department of

" Transportation for federal grant assistance in providing cap-

jtal facilities for use in public transportation made under
the Urban Mass Transportdtion Act of 1964, as amended.

Mass Transportation -

Transportation provided within the State of Illinois by rail,
bus, or other conveyance, available to the general public on
a regular and continuing basis. (Refer to I11linois Revised
Statutes (1975), Chapter 127, Section 49.19(1a).) This in-
ciludes regular city and suburban transit operations, rapid
transit services, and commuter rail services. It does mnot

jnclude school bus, charter, oOT sightseeing services.

Project -
The planned undertaking of the grantee as stated in the appli-
cation for state assistance and in the grant contract.

Revenue Financinﬁ -
An estimate of the worth of items to be traded in, scrapped,

or sold and replaced in the project. The amount received for
the trade-in, scrapping, oOT sale must be used to reduce the
net project cost. The action taken on the replaced item must
have the concurrence of the Department; it must be fully
documented.

Secretary -
e Secretary of the Department of Transportation of the State
of Illinois.

UMTA -

The Urban Mass Transportation Administration of the United
States Department of Transportation (Regional Office: 300
South Wacker Drive, Chicago, I1linois 60606).
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Instructions for
Requisition for Capital Improvement Grant Payment,
Revised March 1979 and fForm C~

“Requisition for Capital Improvement Grant Payment" form is
used in requisitioning state funds for approved grant projects.

One copy should be submitted. Separate requisitions should
be used for separate grants. Requisitions are to be numbered
consecutively for any grant.

Grant funds may be requisitioned only after the grant contract
has been fully executed. Requisitions shall be for reimburse-
ment of project costs and may also include costs expected to
be incurred during the next month. No funds will be approved
for more than one month in advance. :

Department approval of each requisition for payment is contin-
gent upon (1) a showing on the Requisition that the grantee

is currently meeting its share of project costs in cash or
approved cash equivalents, (2) the submission of periodic
progress and financial reports, (3) compliance with all terms
of the grant contract, (4) and documentation of expenditures
and advances, and update of Cash Flow Estimate.

- The grantee may requ%sition at any time but not more frequently
than every 30 days, or in amounts less than $100.

Requisition Instructions

Face side

Line Items, and Amount Budgeted - Use only figures from the
current approved budget; do not add in pending revisions or
amendments which have not yet been approved.

Amount Contracted - For each 1ine item show the amount of the
approved budget which has been contracted, for which purchase
orders have been issued, or which has otherwise been obligated.
No ftems in this column may exceed the project budget column.

Amount Spent to date - Show the amount of checks actually written
for each 1ine 1tem. No amount {in this column may exceed the
amount obligated. Invoices received but not paid may be {ncluded
if these are due before the date of the requisition.

Expected Need - Use this column only if you elect to requi-
sition ADVANCE PAYMENTS.

s/



Column totals - NET PROJECT COST under AMOUNT BUDGETED should
equal the NET PROJECT COST for the project. “Items not eligi-
ble for State funds" includes all administrative charges. If
this includes other items not participated in by the State
please list these on 2 separate sheet.

Reverse side
Approved shares of net project costs - Use the figures from
the current approved project budget; do not add in amendments
or changes which have not yet been approved.

Amounts requisitioned prior to this re uisition - Do not in-
clude the amount of tﬁ%s requisit?on {(or the amount of the

federal requisition If filed simultaneously).

Item E, state share of cumulative cash needs - The percentage
is determined by the Grant Contract. For grants funded at
two or more different levels, the current applicable percentage

js determined by agreement with the Department.

Reconciliation of Cash Needs - Update the figures from the
previous Cash Flow Estimate to establish a current estimate

of the future need for State funds. The Fiscal Year and the
Fourth Fiscal Quarter end on June 30. 1In making these estimates
allow 20 days processing time for requisitions. Thus requi-
sitions submitted after the 10th of a month will be credited

for the following month.

Form C, Instructions

Form C is used for a tabulation of documentation submitted with
each requisition.

For procurements, each item shall be documented with invoices
or similar evidence identifying each item.

For construction, services, and major procurement contracts,
where progress payments are requisitioned on the basis of the
contractor's estimated invoices, the contractor's estimated
invoices shall be used for ADVANCE PAYMENTS. Actual invoices
shall be used for actual expenditures. :

For force-account work, the grantee shall submit summary pay-
rolls for the period covered by the requisition, plus a state-
ment of the applicable direct labor overhead previously
concurred in by the Department.

For force-account materfals, the grantee shall submit charge
documents or requisitions for the internal transfer of these
materials at the rates previously concurred in by the Depart-
ment.
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-For Office Use Only-

Checked

REQUISITION FOR CAPITAL IMPROVEMENT GRANT PAYMENT

Verified

Applicant Name

Mailing Address

Approved

Contact Person

ECTECEEXLTEEREEZEE S B S TN RS CE ST S E S EEEEEEEREEE T

Project Number
Contract Number

Requisition Number

Budget Approval Date

R A g 3 3 I it It 1 X I P P P T T T T

line Item or

Job Order

(Please number consecutively)

Phone ( )

Zip Code

=x:==:tct::::-:::=::::::z::::t:::e::::::::::::

Date of this requisition

[ ] Request for funds actually expended only.

[ 1 Request for funds actually expended plus
advance for estimated 30-day needs.

[ ] Final requisition.

-

Documentation of Project Status and Current Needs

Amount Budgeted

from Bonds

from G.RQF.

or Contracted

Amount Obligated Actual amount

spent to date

]
:38BS:“SBSSSGRGSSSCSSEGGBSS==88==::=:=2=:t8:2::::========

Expected 30

day Cash Needs

Revenue Financing

Contingencies

Bonds Subtotal §
6.R.F. Subtotal

TOTALS
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Approved’Shares of Net Project Cost Amounts requisitioned prior to this requisition

s cotral L S Federal share requisitioned | SRR
State (BONOS) ceeccecencccscecns State share requisitioned (Bonds)  ..cecececcccccccce [E
State (G.R.F.) ceeeencanes ceseoes State share requisitioned (G.R.F.) ..ceccceccacacens [F:
tocal  ee... ceesscoses ‘e Local share - teeveesessesisessas.
NET PROJECT COST $.ccoeeociocsoccces TOTAL REQUISITIONED OR ADDED $.ieecccassososeanes
from Bonds from G.R.F.

Cumulative Cash Needs, from previous page $.eeeencsnecesossss[A*B] $eeennacanssssesss[C4D
State Share of Cash Needs (See Contract) L S R $ececccssancacancns
less, amount of prior requisitions, above cecseeasscessssasvess [€E] e veesssescsssslF]
Amounts for this Requisition $eereaacccccascsasss[G]  ieescesesssssesss[H]
TOTAL OF THIS REQUISITION (Item G plus H) L ST
EeteerseEEEEEESSIECsESISEIESECSSISSISEESISISCSEESSISSIEETSSSISESEESSISISSISEESEEEssSsSSSEsssssss

Reconciliation of Cash Needs

From Bonds From G.R.F.
Amount of prior requisitions k S cececcesasasslE] $eveenencneanascacaslF]
Amount Of this reQUiSition -coo......cno.o...o.[G] o.oo-o.o......o...O[H]
Amounts to be requisitioned in remaining (1).cceceeiaccaccaccnss cececcesescascasses
months of current State fiscal quarter (2)ceicceccesccnacanncs eeescccsccsscsssocs
(Dr three months of next quarter) (3)0.'.......‘.'......‘ OOIQ.‘...'....‘..'.
pmounts to be requisitioned in remaining (1).ceccecccccccccacaas cecssscessscssscses
quarters of current State fiscal year 3 F cesesecccscassssass
(or in four quarters of following (3)eececcccacceacacasas cccccecsccssvacaces
State f1sca] year) (4).C.‘.........-‘....'. CQ........O........
mmts to be requ‘sitioned 1“ (FY- ;.I.....'..‘......... .0..‘..............
fo‘]owing State fisca] years (FY- 'EFEEEEREEXENR N NN N NN R N] l........‘.‘.....'.
{Please list additional years (FY=  Jecececccccccacccoccs cecscsccecescesasse
as required) (FY- )..‘...I............. .l..“;..'.;.‘;.‘..
Subtota]s s.'......“........l‘ S.‘........Q........
TOTAL, to equal State Share $ i eecreccosncncacsis

In support of this requisition 1 offer the above data and supporting documents as required. I

certify that the statements herein and the supporting documents are correct and complete, and

that the project is being carried out in conformity with the grant contract and the project
jget '] M N .

Date:

Name of authorized officer

dignature 3514L Title



DIVISION OF PUBLIC TRANSPORTATION
DEPARTMENT OF TRANSPORTATION
STATE OF ILLINOIS

FORM C, revised 11/80

Allocation of Expenditures and Supporting Documentation
(Attachment to Requisition for Capital Improvement Grant Payment)

State Project Number
Requisition Number

From this Requisition: Items A and C, Amount spent to date
Items B and D, Amount of advance
Less, Items A, B, C, and D from previous Requisition
TOTAL

b .o

®0easbonsecss st e

b P P

This amount is to be detailed below

Line Item or
Job Order

Jtem Description*

Invoice Amount

Advance Amount
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*Each item for which funds are being requisftioned must be 1isted separately and must be

documented by copies of invoices or similar evidence i
instructions.
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STATUS OF PROJECT ACCOUNT

- SAMPLE -

CAP-00-000-Fed.
(1L-03-0000)

GREATER PODUNK TRANSIT DISTRICT

Quarter ending March 31, 1978

Transaction Deposit Withdrawals Balanc
Beginning balance (1/1/78) - - $ 500.
1/15 Fed. requisition 10,000.00 - - 10,500.
1/16 State requisition 1,600.00 - 12,100.
1/17 Local Share 800.00 - 12,900,
1/20 Sale of scrap 500.00 - 13,400
1/22 Invoice paid - 12,000.00 1,400
1/31 Return of jnvested funds 5,000.00 - 6,400
1/31 Earned interest 400.00 6,800
2/10 Construction invoice - 5,500.00 1,300
etc. etc.
3/3i/78 ending balance - - ARAX
Invested funds
1/1/78, held since 12/1/77: COD - 8% 5,00C
interest accrued to 1/1/78 30¢
1/31/78, returned to project account (5,00¢(
interest accrued to 1/31/78 10(
1/31/78, interest deposited to project accecunt (40
3/31/78, investments held , -
3/31/78, interest accrued ’ ’ | -
Bank: Greater Podumk State Bank, 12 Maine Street, Podunk, Illinois

Account: 360-30-1784

Prepared by Date
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- SAMPLE -

CASH FLOW ESTIMATES -

CAP-00-000-Fed.
(IL-03-000)
GREATER PODUNK TRANSIT WORKS
Quarter ending March 31, 1978

Obldgations* Expenditures**

Through 3/31/78 ' $15,000 (20%) $6,500 (11%)
Required for
Quarter ending 6/30/78 22% 12%
9/30/78 34% 18%
12/31/78 16% 14%
3/31/79 8% 15%
6/30/79 - 16%
9/30/79 - 14%
1007 100%
Prepared by Date

NOTES on the sample

*Qbligations represent: the award of contracts, as for
construction or rolling stock, the start-up of force
account work.

**Expenditures represent the actual billings for obligatfons.

PLEASE NOTE: 1If Cash Flow Extimates have been updated
during the quarter (as part of a requisition submittal), a
Cash Flow Estimate 1s not required at the end of the quarter.
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- SAMPLE -
QUARTERLY PROGRESS REPORT

CAP-00-000-Fed.
(1L-03-000)

WEST PODUNK TRANSIT DEPARTMENT

Quarter ending March 31, 1978

ACCOMPLISHMENT FOR QUARTER

1. Completed 5% of construction of garage.
2. Completed deliveries of new buses (24)

-

3. Completed preliminary design phase of office building

STATUS OF PROJECT ITEMS

Item Status
Buses -Complete
Bus washer -Complete
Bus stop signs -Complete
Garage : -Construction Underway
Turn around -No Progress - See problems
Repair equipment -Bids advertised

PROBLEMS

1. Turn around - Weather delaying construction.

OUTLOOK FOR NEXT QUARTER

1. Complete garage construction.
2. Award bid for repair equipment

3. Complete design of office

COMPLETION STATUS

Based on delivered improvements, the project is 51.4% complete.
Based on obligations, the project is 70.0% complete.

Prepared by ' Date

5%



Specifications for Project Sign

1. One sign shall be erected at each major entrance to the project
for maximum public identification of the work, and shall be
maintained in good condition until completion of the project.
Upon project completion, the signs shall be removed.

2. Signs are to be cut from standard 4' x 8' waterproof plywood
sheets, or other suitable material, and shall meet the design
standards shown in the drawing below.

3, The sign may be varied to meet special requirements of the
situation, but proportions shall be maintained.

4.7 The center white panel will indicate briefly the nature of the
project, such as “WKEATING BUS GARAGE AND TERMINAL." Avoid maps
or lengthy descriptions. Copy should be limited to two lines,
if possible.

5. No information shall be included on the project signs except
that stipulated in the above paragraphs or the drawings below.
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Lettering:
Top: Futura Bold Italic, white on red;
Center: Futura Bold, blue on white;

- Bottom: Futura Demi-Bold, white on blue background
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