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 PAGE 10

Site Visit Checklist 
Grantee_______________________________________________________________________

Agency representatives present at this site visit (include titles)


______________________________________________________________________________

WSDOT representatives conducting review:


______________________________________________________________________________

All Funding

Audit Report

Do you have a completed schedule of federal funds received? (please provide copy)


Did your agency expend over $500,000 in Federal funds in the 2004 Federal fiscal year? ______

Did your audit agency perform the required single audit for federal funds exceeding the above limits? ________

· Has a copy of the audit report been sent to WSDOT? __________

· Were there any audit findings in the most recent audit report? _______ If so, what were they?___________________________________________________________________________________________________________________________________________________________________________________________________________________

· If there were findings, how have the findings been addressed?______________________

________________________________________________________________________

________________________________________________________________________

Employment Practices
Civil Rights Compliance

What effort is being made to recruit minorities for employment and members of policy and advisory committees?


______________________________________________________________________________

Once hired, are minorities and women given the same training and promotional opportunities as other employees?


Does your agency have a written policy in place to prevent harassment, intimidation, and coercion in any form (please provide a copy)? ______________________________________________________________________________

Has your agency received any written complaints alleging discrimination in its employment practices or services provided within the last twelve months?

· If yes, what is the nature and status of the complaint?

Employment 

Are all employees receiving minimum wage or higher?



Are any employees working on the project subject to overtime in accordance with the Fair Labor Standards Act?


· If yes, are these employees paid time and a half for hours worked in excess of 40 hours per week?

Does your agency have an adequate description for each position or group of positions?

· Specify whether the position is exempt or nonexempt from the FSLA?

· Specify whether the position is safety sensitive and subject to drug and alcohol testing?

· Are the physical requirements spelled out clearly?


Provide a copy of a job descriptions  _____

Code Of Ethics

Does your agency have a written code of ethics (Please provide a copy)? 

· Was a sample policy reviewed? 

· Does the plan cover employees, officers, board members and agents?  _______________

Service Delivery
Are the services provided by your agency accessible to all people, regardless of Race, Color, Religion, Sex, National Origin, or Disability?


Please provide a set of bus schedules _____

Marketing Practices
Describe the advertising and marketing efforts your agency is making to promote or increase its service


____________________________________________________________________________________________________________________________________________________________


Are transportation services made available to the general public?


· If yes, describe your agency’s marketing efforts directed specifically toward service to the general public._________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________
Restrictions on Lobbying

(Applies if you received more than $100,000 of any federal funds in one year.) 

Was your agency awarded more than $100,000 in FTA funds in the past year?


Was your agency awarded more than $100,000 in FTA funds for the current year?


If no, you can skip the rest of this section.

Note:  For the purposes of this certification lobbying includes traveling to and/or meeting with members of Congress, Congressional staff, officers or employees of federal departments specifically seeking to obtain funds in the form of grants and contracts with a cost over $25,000.  It does not include lobbying regarding policy issues.  

If yes, did your agency lobby?


If yes, how did you ensure that no federal funds were used to pay for lobbying expenses?


If your agency lobbied with local or state funds, did you submit the required LLL lobbying report to WSDOT?   ________  (WSDOT will submit this report to the FTA)  

Signage

Civil Rights (Title VI) (non-discrimination)______           Disabled Persons’ Employment______

Equal Opportunity Employer  _______
                            Federal Minimum Wage Law_______

Are the above signs located where applications are accepted and hiring takes place?


Job Safety & Health Protection

Polygraph Protection Act


Family Medical Leave Act (Applies to organizations with more than 50 employees)


Are the above signs located in the Employee’s gathering area, e.g. break room etc.?______

Purchasing Procedures

Does your agency issue formal contracts in the amount of $100,000 or more for goods and services purchased with federal funds? __________

Do you use a checklist to assure you have all the proper FTA clauses?  ____ (For applicable information see FTA’s Best Practices Procurement Manual at www.fta.dot.gov/library/admin/BPPM/appA1.html)

Does your agency have written purchasing policy? (provide a copy) ___________________
· Does the purchasing policy cover purchase of various values (i.e. small purchases to vehicle/facility purchases)?  ________________________________________________

· Does your policy have an appeal process? _____________________________________

Do you do competitive procurement? _______________________________________________

Do you comply with FTA circular 4220.1e (Chapter 6 - Guide to Managing Your Public Transportation Grant Reference Manual)? __________
Program Specific

Complaints (5310, 5311, 5311(f) and JARC grants only)

Does your agency have procedures in place to handle complaints received that allege unfair competition?


· If yes, what do the procedures consist of? 

Has your agency received any written complaints?


· If yes, what is the status of the complaint(s)


Charter Service (5311, 5311(f) and JARC only)

Does your agency provide charter service?


· If yes, have they gone through the willing and able process and received an extension from the FTA?


· If yes, when was this process completed?


Note: This must be done annually. (49CFR, part 604 – also in the Grantee’s Guidebook)

School Bus Service (5310, 5311, 5311(f) & JARC only)

Does your agency provide school bus transportation?

· If so, is this service also available to the general public (open door policy)?

(49CFR,part 605)

Signage (5311,  5311(f) & JARC only)

5333(b) Special Warranty (Previously Section 13(c) 

Does your agency have a copy of the “Rural Transportation Employee Protection Guidebook? Chapter 7 of “Guide to Managing Your FTA Project – Reference Manual” 

· Is Appendix “F” on your agency letterhead (followed by Appendixes “A” and “C”) displayed in an employee main gathering area?

Does your agency have an existing Union collective bargaining agreement?

If yes, are the arbitration procedures attached to Appendix “C” as an addendum?

· What Union__________________________________________Local______________

Is the recipient’s letter accepting the Special Warranty posted where affected employees can see it (in the employees break room or lounge)?
________
Drug and Alcohol (5311, JARC)

Have you updated your Drug and Alcohol policy since it was last submitted to WSDOT? ______

If yes, please provide a copy ____

Disadvantaged Business Enterprises(DBE)

5310, 5311, 5311(f) & JARC only –if $250,000 in contracting not including rolling stock

Was your agency awarded $250,000 or more in FTA funds to be received this Federal fiscal year?     Yes
     No________

If Yes, does your agency expect to award contracts cumulatively exceeding $250,000 using FTA funds during this federal fiscal year (excluding rolling stock)?  __________

If Yes, 

Do you have a formal plan approved by FTA?  (please provide a copy)_____________________
· Was the plan submitted to WSDOT?

· Is your agency meeting their goal for purchases from DBE sources?


· What good faith efforts were made to try to meet this goal:

If No, 

What good faith efforts made to purchase from DBE Vendors?


Are DBEs given the opportunity to participate in the bidding process for purchases?

· What documentation does your agency have to support this claim?

Do you have available and use the Minority and Women Owned Business Enterprise Handbook (also available on line at http://www.omwbe.wa.gov/directory/directory.htm)?


Comments/Follow Up Action on Current Site Visit – Program Specific

Operating Only

Matching Funds

Does your agency have an invoicing system for matching funds?


Does your agency have documentation for the source(s) and amounts of the matching funds shown on the previous invoice?

Were all matching funds eligible for use?



Did your agency use as match, any “In-Kind” contributions?


· Did you receive written approval from WSDOT? 


· Did these funds total 50% or less than the total match? (Federal funds only excluding JARC)  _____________________________

Did your agency use as match, any federal funds that were not passed through another state social service agency (Medicaid, ALTC, etc.)?


· Did these funds total 50% or less than the total match?

Were records on the above easily accessed?

Payroll Considerations

Do the payroll records reflect, by program, the time spent by the employees on specific grant activities? ______


· If not, what method is being used to distribute these costs?________________________
_______________________________________

Are payroll withholding taxes being remitted on a timely basis:  i.e. Labor and Industries, Social Security, federal income tax, etc.?



Do full time employees receive benefits such as 401 plans, health insurance, etc for which any amount is withheld from their salary?


· Are these benefits being paid timely and accordingly?

Do full time employees receive paid sick and/or annual leave?


· If yes, how is the time earned accounted for?

At what point is leave time charged to the agreement?



· If charged when taken, are measures in place to ensure that no more time is charged than what the employee earned during the agreement period?



· If charged as accrued, has a leave pool been established & the accruals fully funded?

Comments:


Are payroll records easily accessible?


Are your personnel records complete? (Social Security number, name and address, job classification, hourly pay rate, number of hours worked, deductions, and wages paid)_________

Accounting Records and Practices

Expenses:
Is your accounting system an accrual system? 


· If yes, do you make accruals monthly or at year-end? 


Does your agency have specified accounts within its accounting system for each transportation program?



· If not, what method does your agency use to distribute the costs between programs?

Were all costs charged to the grants incurred after the beginning date of the agreement?


Are costs for prepaid services prorated to include only services that are rendered during the contract period?



Were vouchers or purchase orders prepared for all payments made to vendors?

· Do these documents specify what was purchased?


· Do the documents identify the programs being charged (i.e. accounts)? ______________

· Were sample documents easily retrieved?


Did the amounts charged against the agreement reflect the actual prices paid?


  (Sales price less any discounts, refunds, etc.)

Is there a clear audit trail of the accounts?


Can the costs charged to a specific program be traced back from the general ledger to the actual invoice?


Does your agency charge administrative or overhead costs to the grant?  ______

Does your agency have a system in place to properly distribute the administrative and overhead costs between programs?
_
· Have you supplied a copy of your cost allocation plan to WSDOT?

· How are these costs calculated to determine the portion charged to a specific program?

Does your agency charge depreciation expense to the grants?  _______

· If yes, do you have a system in place to calculate allowable depreciation expense and/or use fees?


· How are the expenses/fees calculated?

Does your agency pay for mileage on private vehicles?



If Yes:

· Does the rate paid fall within the current state mileage rate?_

· Does your agency have a written policy in place for volunteer drivers?

· Does the policy require volunteer drivers to accept shared rides (more than one passenger)?

Were employee travel expenses charged to the grant?


· If yes, were the trips eligible for reimbursement?


· Were the costs incurred within state per diem rates?


· Was prior written approval received from WSDOT? (Required for out of state and non- transportation related activities) 

Comments/Follow Up Action on Current Site Visit – All Projects 

Capital Only

Federal Vehicle Procurement

Did your agency conduct its own procurement, participate in a WSDOT consolidated bid or piggyback on another transportation provider contract? _______

Do you have a procurement file containing all documents relative the bid process (see attached list)?  _______ 

Does the file contain an executed contract with the vendor (Attachment C)? ____

Does the file contain the final vehicle specifications?  _____ 

If the procurement was part of a WSDOT consolidated bid or piggyback on another provider contract, does the file contain the appropriately executed bid documents?____

Is the FMVSS certification (metal plate or in door jam) on all federal funded vehicles? _______

Do you have the FMVSS Certification in your files?___________________________________

Do you have a copy of the Altoona test for all FTA vehicles that meet the threshold? _________

For State Funds or Federal Funding  - Contracts over $100,000:

· Do you have Buy America Certifications (Pre-Award and Post-award?)______
Maintenance Program 

Do you have a written preventative maintenance plan/program? (please provide a copy)_______
Do you maintain vehicle repair files? (please provide a sample)________

· Do the vehicle repair files reflect that service is done in accordance with the preventative maintenance plan/program? ______ 

How often are vehicles serviced under the plan/program?  _______________________________

______________________________________________________________________________
How do you keep track of when preventative maintenance servicing is due? (please provide a copy) _________________________________________________________________________
Furnish copies of work orders or repair orders. ______

Vehicle Inventory Issues 

If WSDOT holds title to any vehicles:

· Was a WSDOT vehicle inventory report completed and verified during this meeting?

· Were vehicle maintenance records reviewed?

· Were any vehicles inspected or viewed?  ______

· If yes, which vehicles were viewed:  _______________________________________________________________________________________________________________________________________________________________________________________________________________

· If a vehicle was shown on the grant application as a replacement vehicle, is the replaced vehicle currently shown in spare and surplus status?  _____________________________

Comments/Follow Up Action on Current Site Visit – Capital Only

Agency __________________   Agency Veh # ________    Year ________    Make _______________

General Vehicle Condition Checklist (WSDOT use only)
1. Exterior condition (Paint Condition / Body Damage / Cleanliness)

 FORMCHECKBOX 
  Excellent
 FORMCHECKBOX 
  Good
 FORMCHECKBOX 
  Fair

 FORMCHECKBOX 
  Poor

 FORMCHECKBOX 
  Needs Immediate Attention

Comments:

2. Lights, Mirrors, Glass (Breaks, Cracks, Not Functioning Lights)

 FORMCHECKBOX 
  Excellent
 FORMCHECKBOX 
  Good
 FORMCHECKBOX 
  Fair

 FORMCHECKBOX 
  Poor

 FORMCHECKBOX 
  Needs Immediate Attention

Comments:

3. Interior (Upholstery, Safety Belts, Floor, Door Operation, Lights, Cleanliness)

 FORMCHECKBOX 
  Excellent
 FORMCHECKBOX 
  Good
 FORMCHECKBOX 
  Fair

 FORMCHECKBOX 
  Poor

 FORMCHECKBOX 
  Needs Immediate Attention

Comments:

4. Engine Running (Difficulty Starting, Excessive Noise, Visible Exhaust, Noticeable Odors (other than diesel exhaust), Evidence of Oil Leaks on Ground

 FORMCHECKBOX 
  Excellent
 FORMCHECKBOX 
  Good
 FORMCHECKBOX 
  Fair

 FORMCHECKBOX 
  Poor

 FORMCHECKBOX 
  Needs Immediate Attention

Comments:

5. Tires (Visibly worn, Sidewall Cuts or Cracks, Appear Under Inflated)

 FORMCHECKBOX 
  Excellent
 FORMCHECKBOX 
  Good
 FORMCHECKBOX 
  Fair

 FORMCHECKBOX 
  Poor

 FORMCHECKBOX 
  Needs Immediate Attention

Comments:

6. Wheelchair Lift / Ramp (Operates Properly, No Exposed Hazards, Cleanliness)

 FORMCHECKBOX 
  Excellent
 FORMCHECKBOX 
  Good
 FORMCHECKBOX 
  Fair

 FORMCHECKBOX 
  Poor

 FORMCHECKBOX 
  Needs Immediate Attention

Comments:

7. Safety  (loose items in driver and passenger compartment, etc.)

Comments:

Procurement File - Recommended Contents

· Correspondence between your agency & WSDOT regarding the consolidated grant process and your capital

assistance grant

· Documents regarding the group development of final WSDOT bid package (if vehicle purchase off of state

contract)

· Official request for bids and final specifications

· Copy of the vendor bid (including all attached documents) and approved equal requests

· Response to requests for equals and any related requests for reconsideration 

· Original signed vendor bid sheet pertaining to your vehicle purchase

· Final price of vehicle with list of selected options signed by vendor

· Original Certification of Lower-Tier Participants Regarding Debarment, Suspension, and Other Ineligibility

and Voluntary Exclusion signed by the vendor 

· Original signed Lobbying Certification

· Original signed Participation by Minority Business Enterprise in Department of Transportation Programs 

· Original Signed and Dated Pre-Award Certifications: Buy America (if over $100,000) and Federal Motor

Vehicle Safety Standards Certifications

· Copy of Altoona Test for the particular vehicle model and manufacturer

· Report from factory visit (where appropriate)

· Written WSDOT approval of proposed Contract with vendor and final price sheet (important note
)
· Original fully executed contract with vendor

· Performance Bond
  

· Post Award Buy America Certification (if over $100,000)

· Confirmation that Federal Motor Vehicle Safety Standard Certification is physically attached to the vehicle

· Road test checklist (In Guidebook, Appendix C)

· Vehicle inspection checklist (In Guidebook, Appendix C)

· Original Invoice

· Voucher system that adequately tracks payment to vendor

· Request for reimbursement from WSDOT with attachments

· WSDOT reimbursement transmittal information

· Vehicle title showing WSDOT as legal owner

· Insurance coverage listing WSDOT as additional insured

Please refer to the Guide to Managing Your Public Transportation Grant for further instructions and requirements.  Chapter 3 contains information specific to Capital Projects.  The post award Buy America Certification, Road Test form, Visual Inspection form and original invoice must be included in your request for reimbursement.  

� Prior to issuance/execution of a purchase order/contract for a vehicle(s), WSDOT must be provided the purchase order/contract and all required certifications to ensure all procurement clauses and certifications have been incorporated.  With the transmittal to WSDOT, include a cover letter certifying that you have the appropriate Altoona Testing in your procurement file.  


� WSDOT will release Bid Bond once your agency notifies our office that you have received your Performance Bond.
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