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General Information
 (Vehicles/Real Property Funded with PTN Assistance) 
This form should be completed for subrecipients with assets but no active PGA. 
Prior to completing the PTN 137, the PTC will run a report in PTMS and identify assets. 
In PTMS, select the "Fleet Condition Report" to generate the summary of inventory of vehicles. 
S:\PTN\PTC Assignments
Vehicles or Real Property Funded with PTN Assistance
Please select project(s) previously funded with PTN assistance: 
Review Results (check all that apply)
Improvement Action Plan (IAP)
TxDOT Reviewer Signature                                      
Representative Signature                                      
REVIEW AREAS
1. ASSET MANAGEMENT
Pursuant to FTA C 5010.1E 43 TAC §31.48, and 43 TAC §31.53 subrecipients shall meet the asset management and maintenance requirements prescribed by state law and TxDOT. Pursuant to FTA C 5010.1E and 43 TAC §31.50, subrecipients shall cooperate with the TxDOT Public Transportation Division (PTN) in performing a physical inventory of all transit equipment bi-annually.
Discussion Question: PTC may suggest vehicle disposition if all of the following criteria is met:
Refer to the SOP:  Asset Management-Vehicle Disposition Section IV. Disposition Exception for more details.
VEHICLE ASSET REVIEW  
Vehicle Inventory & Usage
Yes / No
1.   Has a physical inventory been completed within the last two years?
a. If yes, when?
2.   Have there been changes to the status of vehicles since the last physical inventory?
Inventory status changes may include a vehicle disposition, vehicle transfer, etc.
a. If yes, was TxDOT notified in writing?
3.   Are vehicles purchases with PTN assistance still operating within the scope of the 5310 program?
If the answer is no, the PTC should dispose or transfer the vehicle.
4.   Are 5310 program vehicles (purchased with PTN assistance) used for incidental purposes?
a. If yes, does the subrecipient have written PTN approval for incidental use?
If the answer is "No", then an IAP should be issued.
b. If yes, what date was TxDOT notified in writing?
5.  Does the former subrecipient allow vehicles and/or equipment to be used for “incidental uses”?
a. If yes, describe the type of incidental use, the purpose, and frequency:
b. Has the “incidental use” significantly changed the original scope of the project for which the vehicle/equipment was funded?
Yes = non-compliance
Guidance: For the use to truly be `incidental', it cannot change the main purpose for which the vehicle or equipment was originally funded. Trip logs may need to be examined in order to confirm compliance.
6.  Were Section 5310 funded vehicles leased to other public entities, nonprofit organizations, or private for-profit operators?
If NA, go to section: Vehicle Insurance.
a. If yes, was written approval obtained from the state prior to the lease of any Section 5310 funded vehicles?
b. If yes, what was the date of TxDOT approval?
c. Is the current lease agreement in IGX?
Vehicle Insurance 
Yes / No
1.  Is the current insurance policy uploaded in IGX?
PTC is responsible for uploading the insurance document in IGX.
2.   Does the current policy or declaration contain the following:
Confirm each of the following attributes. All must be present to reflect compliance.
a.          Name and address of the insured
b. 	Premium charged for each line of coverage
c.	Policy period
d. 	Comprehension and collision coverage
e.	Complete listing of all transit vehicles
f.	Minimum amounts of liability coverage
Vehicle Maintenance Program
Yes / No
3.   Does the Maintenance Program include:
Check all that apply. All must be present to reflect compliance.
a.	Written Maintenance Plan (MP)
b.	Preventive maintenance inspections and scheduled services
c. 	Warranty compliance and recovery
d. 	Provisions for accessible equipment
e.	Management of maintenance resources
f.	Standards for maintenance for subcontractors
Inspections and Checklists—PTC shall inspect maintenance log books with service schedules (based on fleet size)
Sample Size
Inspection Summary  
Fleet Size
# of Log Books Inspected
Inspected Logs
Vehicle License Plate #
1-5
1
6-15
2
16+
3
Vehicle Maintenance Program (continued)
Yes / No
4.   Are pre-trip inspections conducted?
5.   Does the maintenance plan describe the inspection procedures for each item listed on the inspection of servicing checklist?
6.   Does the schedule indicate when (according to mileage or time) each service is scheduled to be performed?
7.   Does the schedule indicate the date/mileage when services were performed?
8.   Using the vehicle maintenance log with the service schedule and pre-trip inspection checklist, compare when a service was due vs. when service was performed. Is the correlation reasonable? (10 percent +/-)
9.   Are warranty claims pursued prior to seeking reimbursement from TxDOT?
Maintenance Standards for Vehicles and Equipment Leased or Maintained Under Contract
10. Does the subrecipient "lease out" vehicles for transit operations?
a. If yes, are the vehicle maintenance responsibilities listed in the lease agreement?
2. CHARTER SERVICE
If a subrecipient outsources some or all of its transit service and responsibilities, the questions below may apply to the Third-Party Contractors.  
Subrecipients are prohibited from using FTA-funded equipment and facilities to provide charter service if a registered private charter operator expresses interest in providing the service. Subrecipients are allowed to operate community-based charter services only under the exceptions outlined in 49 CFR §604 and must be reported quarterly using the Form PTN-104. 
Review Questions
Yes / No
1.   For the previous four quarters have Quarterly Charter Reports been submitted on-time?
2.   Did the Subrecipient provide Charter Service?
If no, go to Section 3 below.
3.   Review the last four submitted PTN-104 Charter Reports, for charter service reported under 49 CFR §604.6, “Government Officials on Official Government Business.”  Were the exceptions limited to 80 or fewer charter service hours in the past 12 months?
4.   Review the last four submitted PTN-104 Charter Reports, for charter service reported under 49 CFR §604.7, “Qualified Human Service Organizations,” were the organizations listed in Appendix A of 49 CFR 604, or registered on the FTA Charter Registration website?
 
http://ftawebprod.fta.dot.gov/CharterRegistration/splash-charterregistration.aspx 
5.   Review the last four submitted PTN-104 Charter Reports, for charter service reported under 49 CFR §604.9, “When No Registered Charter Provider Responds to Notice From a Recipient,” were records retained by the subrecipient documenting their efforts to notify registered charter providers of the charter service opportunity? 
a.  Records required for documentation of notice issued per 49 CFR §604.14:  
i.    An electronic copy of the email notice and list of registered charter providers that were sent email notices. Retain these documents for at least 3 years from the date the notice was sent.
ii.   A record of all undeliverable email notices and copies of the facsimiles sent for confirmation in lieu of the email notice. Retain these documents for at least 3 years.
b.   Documentation that charter service was provided no less than 72 hours after notice when requested within 30 days; or no less than 14 calendar days after notice when requested in 30 days or more.
6.   Review the last four (4) submitted Charter Reports for charter service reported under 49 CFR §604.8, “Leasing FTA Funded Equipment and Drivers (LE).” For eligibility, confirm if a registered charter provider received a request for charter service that exceeds its available capacity either of the number of vehicles operated by the registered charter provider or the number of accessible vehicles operated by the registered charter provider; and if the registered charter provider has exhausted all of the available vehicles of all registered charter providers in the recipient’s geographic service area.
To confirm eligibility, the subrecipient must maintain the following records, at a minimum, documenting the service:
Confirm each of the following attributes. All must be present to reflect compliance.
a.      Private charter operator is registered on the FTA charter registration website;
b.      Registered charter provider owns and operates buses or vans in a charter service business;
c.      Registered charter provider received a request for charter service that exceeds its available capacity either of the number of vehicles operated by the registered charter provider or the number of accessible vehicles operated by the registered charter provider; and 
d.     Registered charter provider has exhausted all of the available vehicles of all registered charter providers in the recipient’s geographic service area. 
7.   Does the subrecipient maintain notices and records in electronic format for charter bus services provided in the past three years?
The Subrecipient is required to maintain notices and records in electronic format for a period of at least three years from the date of service or lease. 
3. AMERICANS WITH DISABILITIES ACT
Subrecipients are prohibited from discriminating against an individual with a disability in connection with the provision of transportation service. The Americans with Disabilities Act of 1990 sets forth specific requirements for the provision of service and vehicle and facility accessibility. Though not mandatory, Subrecipients may use elements of this section to monitor Contracted Service providers. 
A "No" response = non-compliance. All comments and non-compliance are to be documented in the Comment Section.
Contact Information (49 CFR 37.17 Designation of responsible employee)
Yes / No
1.  Do you have at least one designated employee and Contracted employee to coordinate the ADA complaint process?
2.  Is the name, address, telephone number, and email address of the employee and Contracted employee accessible to the general public?
Complaint Procedures (49 CFR 37.17 Adoption of complaint procedures)
Yes / No
3.  Is there a written process to address ADA complaints?
4.  Are written responses to disability related complaints provided within 30 days of its receipt?
5.  Are ADA-related complaints retained for at least one year and a summary of all ADA related complaints for at least five years?
6.  Is the complaint policy made publicly available on the agency’s website or any other public information site?
Nondiscrimination (49 CFR 37.5 Nondiscrimination)
Yes / No
7.  Are the following practices prohibited?
•  Discriminating against an individual with a disability in connection with the provision of transportation service.
•  Denying an individual on the basis of disability, the opportunity to use general public transportation service, if the individual is capable of using that service.
•  Requiring an individual with a disability to use designated priority seats, if the individual does not choose to use these seats.
•  Imposing special charges, not authorized by this part, on individuals with disabilities, including individuals who use wheelchairs, for providing services required by this part or otherwise necessary to accommodate them.
•  Requiring an individual with disabilities be accompanied by an attendant.
•  Refusing to serve an individual with a disability because the entity's insurance company increases rate or denies insurance coverage because of passengers with disabilities.
•  Refusing to provide service to an individual with disabilities solely because the individual's disability results in appearance or involuntary behavior that may offend, annoy, or inconvenience employees of the entity or other persons.
Vehicle Accessibility and Maintenance (49 CFR 37.7 Standards for accessible vehicles)
Yes / No
8.  Is the revenue fleet sufficient to meet the transportation demands of persons with disabilities?
9.  Are accessibility features maintained and in operative condition? Examples include:
a. Lifts and other means of access to vehicles
b. Securement devices
c. Communication systems
d. Signage
Keeping Lifts in Operative Conditions (49 CFR 37.163 Keeping lifts in operative condition)
Yes / No
10. Is there a system of regular and frequent maintenance checks of lifts?
11. When lifts become inoperable, are vehicles taken out of service before the next service
day and repaired before the vehicle returns to service?
12. When lifts become operable, is alternative transportation to individuals with disabilities provided?
Vehicle Lift/Ramp Securement Use (49 CFR 37.165  Wheelchair Securement)
Yes / No
13. Have there been an instance(s) where a lift could accommodate the combined occupant and wheelchair, but the service was denied?
14. Is there a securement system in place to ensure the passengers/wheelchairs remain secured?
15. Do staff assist individuals with disabilities with the use of securement systems, ramps, and lifts upon request?
16. Are lifts/ramps deployed for all riders upon request?
17. Are facilities that were altered since the last Comprehensive Review readily accessible to and usable by individuals with disabilities?
Other Service Requirements (49 CFR 37.167 Other service requirements)
Yes / No
18. Are service animals permitted to accompany individuals with disabilities in vehicles?
19. Are transportation services available in accessible formats?
20. Are individuals with disabilities allowed to travel with a respirator or oxygen supply?
21. Is adequate vehicle boarding, disembarking time provided?
Reasonable Accommodation (49 CFR 37.5 Nondiscrimination)
Yes / No
22. Is there a process to respond to requests for reasonable modifications to transportation services?
23. If a request was denied, was the denied request limited to the following?
• Alter the nature of the transit service.
• Create a direct threat to the health or safety of others.
• Individuals with a disability can fully use the services, program, or activities for their intended purpose.
• Cause an undue financial or administrative burden.
24. If a request was denied, were “reasonable” steps taken to ensure that the individual with a disability receives the services?
 
4. Title VI
Pursuant to FTA C 4702.1B and the TxDOT-PTN Title VI Program, subrecipients shall prohibit discrimination on the grounds of race, color, and national origin, in the delivery of public transit services. 
Title VI Complaints
Yes / No
1. Did the agency receive any Title VI complaints related to the use of PTN funded assets in the last two years?
a. If yes, was the complaint resolved?
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