2013 Reporting Year ™~

NTD

National Transit Database

m Rural Module
(o) (o) (o) Reporting Manual

Office of Budget and Policy
September 2013

U.S. Department of Transportation

(‘ Federal Transit Administration



2013 Rural Reporting Manual

Table of Contents

T e Lo To 1¥ o} 1T o TR UUUPPPPRUPRRRN 1
What is the National TransSit DAADASE?..........ccouiiiiiiiii ettt ettt sar e e st sene e s e e saneenenees 1
(01 gF= T o T I e I = LT o To 4 11T USRS 1
LTAT LT T 2 (=T o Lo 4 £ PSPPSR 1

CoNtiNUING Grant REQUITEMIENTS ....ciiciiiiiiiiiit i e e s eeiie e e e e e e ettt e e e e e s s tbeeeeaaeassatbaeeeaaeassastbeseeeaeesaassbeaeeeaeessasatbeseeaeseasnntrenees 2

State Reporting Exceptions

New Reporters ........ccocverenennne
NTD ID REqUESE ......ooveerriiiiieirie e
The NTD Identification Number .................

[Ry=T ool gulaTe [ B LT To [T a T PP PPPRP 4
REMINAET NOTCES ...ttt et e et e e e e bt ot e e sa bt e e b e e e ab e e ea b e e sab e e et e e sab e s e teesab e s e neenaneean 4
[Ry=T ool gulae [ o= TaTo o I b (=] =] (o] o PP OR SO PPRPR 4

R AT U= PP PRSP 5
Data and REPOI WAIVELS .......eeiiiieiiiiiie e e ettt ettt e oottt et e e e e e e s ettt et e e e e e e matbeeeeae e e e e ntbeeeeaa e e antbeeeeeaeaeaansbeseeeaeeesansnnneaaaaean 5

LAY Tz L (o TN =T o o] o PRSP 5
U=l =T oo [ To 1Y, (o o LN [OOSR 5

Agency Identification fOrM (RU-10) ......ouii ittt e ettt e e e e e e e e et bttt eaeeaa e nebeeeeaaeasaansbsseeaaeasaannnrneeeaaean 6
Rural General Public Transit fOrm (RU-=20) ........ccoueiiiiiiiiiie ettt e ettt e e e e s e tbee e e e e e e s s antbeseeeaeesaansnneeeeaaeaan 6
INtErCity BUS fOIM (RU-=2L) ..ottt e e ettt e e e e e e et bttt e e e e e e e aa b beeeeeae e s aanebeeeeeae e eansanseeeaeesaansnneeeaaaaan 6
Rural Recipient Reporting Separately fOrm (RU=-22) ........oooi ettt e e e e et e e e e e s e nnaeeeeaaaeean 6
Urban ReCipIent FOrM (RU-23) ... ... ittt ettt e e e e e ettt e e e e e e s aa b bt et eeaeaeaanebeeeeeae e aansaaseeeeeesaannnreeaaaaaan 6
Rural Public Transit Service Summary form (RU=30)........coui ittt e e st e e e e e e e anbee e e e e e e s aannneeeeeaaeean 6
Reporting and Formatting FINANCIAI DAta ............eeiiiiiiiiiiiie ettt e e e ettt e e e e e e et e e e e e e e e st beeeeeaeeeaansnnneeaaaeaan 6

Accrual Accounting

Yoo =T O T T TP TP O OO T PO PP PURP PR 9
ROULE-DEVIAIEA SEIVICE ....c.uviiiiiiiiiii ittt e et e et e e bt et e sab e et e e sab e e e e e sar e s aneenaneeaa 10

L= Tod1 o1 =Y o | PSP PRPRRPR 10

YU o] =Tod1 o =T o | PRSP UPRPRT 11

YU RS U o1 =T o] o1 (=g | PRSP UPRPRTN 11

L (=T BT P PP P PP PPPPPPPPPRPPPPPIRE 11
TYPE OF SEIVICE (TIOS) -.teeieeieii ittt e ettt e e e e e ettt e e e e e e o atbee e e e e e e e o ntaeeeeeeaaeaansneeeeeeaeeeannebe et eaeeeeanntbeeeeeaeeeaansnnneeeaaean 11
(o] 1 ¢=Tod ] oo 1N VI I 5 J U PPRUPTN 11
INTEINET REPOITING oo 13
OVBIVIBW ...ttt ettt etttk h ekt h et ekt e e be e ek e 4k et ek b e ook et ekt e e b et oAb b e oo bs e e e E b £ e b et e nb bt e ehb e e ne bt e ehn e e nb e e e bn e e et e e e e s 13
What Has Changed fTOM PriOT YEAK ........cciiiiiiiiii ettt e st a e e e et a e e e e e e e s sa b b as e e e e e e s sstbebeaeaeessassstaaeaaaesan 13
INternet REPOITING SYSTEM SECUIILY ....uuvviiiieei ittt et e e s ettt e e e e e e et e e e e e e s atbaeeeaeeeassstbaeeeeeeessastbeseeeaeessassssbeaeaeessassnrranes 13
DtAIIEA INSIIUCLIONS. ... ettt e et e e e et e et e e e bt e et e e e e bt e e et e e e ab e s et eesab e s et e e san e s e sneenanenan 13

Table of Contents — i



2013 Rural Reporting Manual

Accessing the NTD Rural Internet REPOItING SYSEIM .......coi ittt e et e e e e e et e e e e e e s aennnnaeeeaaean 13
(0f] g l=Tol g To I (o TR (g To RN 01 =] 1] AP TUSPTR PP 13
Verifying Your INternet BrOWSEE SEHINGS ... ....eiiiiiiiiiiiiiii e ettt e ettt e e e e s ettt e e e e e e s s abbee e e e e e e s aansaeaeeaaeesaansnneeeeaaaan 13
The National Transit DatabDase WEDSITE ..........coiiiiiiiiie e e e e e e e e 14
ACCESSING the NTD REPOI. ...ttt ettt e e e oottt e e e e e e o e tae et e e e e e e e abeeeeeeae e aansbeeeeaaaesaansseneeaaaesaansnnneeeaaean 15
LBVEIS Of ACCESS ...t iteeee ittt ettt ettt ookt e e e sttt e e R et oo R et e e aa R et e e R et e e nR e e e e e Rt e e n R et e e e e e e e e n e nnnees 15
NTD REPOIING STTUCTUIE ...ttt ee et ettt e e e e e ettt et e e e e e e ttteeee e e e s e e sa e e e eeeaeeaaamaebeeeeaa e e antbeeeeeee e anbaeseeaeeesaannntseeeaaeeaannsaneeas 16
Home: The NTD RuUral REPOIMT HOMEPAGE ... ... .uueiiiiiieiiiiiiiii ettt e ettt e e e e e e e et et e e e e e e s ntbeeeeaaeesaansnseeeeaaeeeanneeneean 16
e-File: ComMmMUNICATING WIth FTA .. ittt e et et e e e s e e b b e et e e e e e e ab et e et aeeeaasstbeeeaeeesasstbaaeaaeeeasnsbaees 17

Tracking Transactions

Attaching Correspondence

Report Stage........ccoeeevviiinnnn ... 18
Annual: Forms Providing Data to the NTD.........uiciiiiiiiiiiiiii et e e e e e e e e e e s st b e e e e e e e s saatbebreaaeessasaraaeeaeesan 18
Y0l o] gal1uiTgTo I o 18Tl =] o Lo ] o SO PRSP UPUPRPRRN 19
Notes: Providing Additional INfOrMatioN..........ccuiiiiiiie e e e e e e e e e e e s s b e e e e e s satbrb e e e eeeeeaaneraees 20
(01N i To = W o] 0 T NN o (PR UPUPRPRTNE 20
REVIEWING NOTES ...ueeiiiie ittt ettt e e e e e et e e e e e e e tb e et eee e e e s s tbeaeeeee e s s st beseeeeeesaassbesaeeeeessansbabeeeaaeseansnsbaees 20
[l 11 ] o N (o) (=PSRRI 20
(e gL a T aTo T o] a1 N o) L= PSP PRPRROR 20
ST oo F= i o T D= L= PSRRI 21
Reports: Viewing, Printing, and Exporting Reports to Assist in Preparing the NTD Report........cceveeiiiiiiiiienee e 21
Printing a FOrm Report from @ FOMM SCIEEM ........coii ittt e e e ettt e e e e e e ebbe e e e e e e e e annnbeeeeaeeeaanneeneeas 21
Exporting a FOrm Report from @ FOMMM SCIEEN .....c..oi ettt ettt e e e e e et e e e e e e e e e nne e eeaaeeaaanneaeeeas 22
Communications Summary: Viewing a History of Correspondence With NTD .........cooiiuiiiiiiaiiiiiiii e 22
Sys Admin Tab: Changing Passwords, Adding or Deactivating SUBreCipients ...........ccuuiiiiieiiiiiiieee e 22

Changing Your NTD Password

Adding a Subrecipient..........
Activating a Subrecipient .....
Deactivating a Subrecipient

Help: Obtaining More Information

TIPS fOr ENtEriNG Dat@ ONIINE .....cci ettt e e ettt e e e e e et e et e e e e aassstb e et eaeeaassstbaetaaeeesssstbaseeaeesssntbaneeaeeesannees 25
NAVIGAtING BEIWEEN SCIEENS.....ciiiiiiiititiitee e e ettt et e e e e et e e e e e s e e b e e e teaeeaaataebaetaaeeaassstbaeeeeeeassastbeseeeaeesaastssbeaeaeeenasnsbaees 25
STo AV o - W o T o [P PRSP UPPRPRTPP 25
L 11011 Vo PRSPPSO 25

Downloading the Adobe Acrobat VIEWET FOr FOIMS .........uiiiieiiiiiiiiii ettt e e s e e e e s s et e e e e e s e e nnnraaees 25
To Print a FOrm RepOrt from @ FOIMM SCIEEN.........ciiiiiiiee ettt e ettt e e e e e et e e e e e e s st aaeeaaeessnntaeaeeeeaesan 25
Agency Identification FOrm (RU-10).........iiiiiiiiiiieiiii e e e e e aaaes 27

OVEIVIBW ...ttt ettt oo oottt e e e e o4 o ekttt e e e e e a4 e nkhe s eee e e e e e an s aeeeee e e e e o mne b e e e e e e e e eanEaeeeeeee et ansaeeeeeaeeeaannneeeeeaaeeaaanntbnneeaeeesannnes 28
What Has Changed frTOM PriOT YEAK ........ccii ittt ettt e ettt a e e e et e e e e e e e sa b b aaeeeeeessstbebeeeaeessassataeeaaaesan 28

DtAIIEA INSIIUCLIONS. ... ettt e et e e e et e et e e e bt e et e e e e bt e e et e e e ab e s et eesab e s et e e san e s e sneenanenan 28
Rural NTD 1dentification NUMDET ...........oiiiiii ettt sere et saneenene s 28
Agency 1dentification INFOIMATION..........oiiiiii e e e e e e e e s st eeeaeeessatb e e eeeeeessastbsbaeeaeessansnrreeeaaesan 28
State/Indian Tribe Report Period ENG DAte ...........uuuiiiiiiiiiiiiiiis ettt e e e s e e e e e e s e st e e e e e s s s santbaaeeaeeeasanrbaees 28

Table of Contents — i



2013 Rural Reporting Manual

(D1 ¢ (o gl B I = 10 7L AU o 1 PO RRPTR 28
(U= U o] g = Lo =T o o E PR RRTPTR 28
0T 4 0] (=TSP P TP 29
Rural General Public Transit Service FOrm (RU-20) ..o, 30
OVBIVIBW ...ttt ettt etttk h ekt h et ekt e e be e ek e 4k et ek b e ook et ekt e e b et oAb b e oo bs e e e E b £ e b et e nb bt e ehb e e ne bt e ehn e e nb e e e bn e e et e e e e s 32
What Has Changed frOM PrIOE YK ......c.ooii ettt e e oottt e e e e e e s n b b e et e e e e e e s ntbeeeeeaeesaannnnneeaaaean 32
Rural General Public Transit Service form (RU-20) Excel Spreadsheets ..........ccouoi i 32
DEtAIEA INSIIUCTIONS. ... .teeeeieiee e ettt s ettt e e ettt e ekt e s ekt e e aa R r e e e e s e et e e ne et e e asE et e e ase e e e e nm R e e e e anEr e e e nnne e e s nnnneeeannneeenans 33
Subrecipient BasiC INFOMMIELION ........ooi et e ettt e e e e e ettt e e e e e e e e nae b e eeaaeeaaannsbeeeaaeeeaanneeeeeas 33
Y0 o] =TolTo LT oL 1 BN NN U g1 o= PR EPTR PP 33
REPOI YEAI ENA DALE ... ..iiiiiiiiieei ettt ettt e e oottt e e e oo oot b ettt e e e e e e n et b e et e e e e e e amntbeeeeeeeaeantbeseeeaeesaannnsseeeaaeeeannsbneean 33
AU BNICY Ty P s 33
g To TE= Ta TN I ] o= PP RR TR 33
Subrecipient CoNtaCt INTOIMALION. ... .ueeeiie e ettt e e ettt e e e e ettt e e e e e e s e naebeeeaaeeaaanntbeeeaaeeeaanneaeeeas 33

Service Area

Demand Response—Subscription Service / Sponsored Unlinked Passenger Trips....

Financial INfOrMEAtION ........coouiiiiiii e . 34
Accrual ACCOUNLING AN GIANTS.......uuiiiieeiiiiiiiiet e e e e e ittt e e e e e sttt e ae e e s s tb e e e eaaeassastbseeeeaeessastbsseeeaeessasssaaeaeeeesaansntaeeeaeesan 34
LR 010 ST =T 4 To PSP PP PPPRT 35
Capital Funds EXpPended fOr OPEIatiONS ........ccoiiuuiiiiiieeeeiiiieet e e e e e s st e e e e e e s s ereeteeessaabtaeeeaeesaassntbaesaaeesasssbsesaaeeesannens 35
Operating and Capital Expenses to Revenue Expended RelationShip .........ccvvviiiiiiiiiiiiiii e 35

LI = LY o 10 o I ot =T g TSP PPRPPRNE 35
(01T =11 o [P PURROOUPUPRPRRN 35
(O 11 - | PR UPPPRT 35

Sources of ReVENUE FUNAS EXPENAEA .......oiiiiiiiiiiiiiie ettt e sttt e e e e ettt e e e s e et e et e e e s sataeb e et aeeeaasastbaaeeaeeeasaneraees 35
CONFACT REVENUES ... . 36
FTA 85311 Other than Urbanized Area FOrmMuUIa fUNAS..........oooi i 37
[ 15 U1 g To [T Vo TP 37
1= o 1T ORI 37
TOUAl FEABTAI ASSISTANCE. ... it eiei ettt e e oottt et e e e oo et bttt et e e e e e e s att e et e e e e e e mnebeeeeaeeeeanntbeneeeaeeeaansanneeeaaean 37

Total Annual Revenues Expended

Asset and Resource Information................
VENICIES ..o
Number of VENICIES IN TOTAI FIEET........ccoiiiii e e e e s s e e e et e e s e e nanees
V=] 1Tt T= T 1Y/ o 1= SRR 39
V2= o TTedT= T o To 1 o SRR SRPRRR 40
SYCTo 1] To [ OF=T o Vo | Y PR UPUPRPRTN 40
YEAI OF MANUFBCTUIE ......eiiiiiiiiieitie ettt b e bbbt e b e e b et e b e e e b e e e b e e et eenbe e e nreeenne e e e 40
Largest Source of Funding for Purchase/Lease of VENICIES ............oiiiiiiiiiiiiiiii et 40
Number of ADA Accessible VENICIES IN FIEEL.........c.coiiiiiiiii e e e e 40
ValAAtION CRECK:......eiiiii et h ekt b ettt sbe e e st bt e sbe e e st bt e san e e sen e e nane e e s 40

Table of Contents — iii



2013 Rural Reporting Manual

(@17 01T £ 71 o Lo [ 2RO UPRPRT 41
Lo T 11T PO RR PR 41
(= ol 11 @ 1T g T ] 1 o RPN 41
OtNEI RESOUICES. .....eeeeiiiii ettt e et e oottt e ekt e oo e et e o4 a R et e e s e et e e ne e e e e aa R s et e eann e e e s sen e e e e annr e e e nnneeesnnneee s 41
ST V[T - - PO PP 41
ANNUAl VENICIE REVENUE MIIES ...ttt ettt e e e e e e e e s s e e e e ann e e e nnne e e s nnneee s 41
ANNUAl VENICIE REVENUE HOUIS ...ttt e et e e e e e s e e e annn e e e nnn e e e s nnneee s 41
Regular UnNlNKEd PaSSENGET TIPS ....ueiiiiiaaiiiiiiiittee ettt e e e e ettt e e e e e s s e tbeeeeaa e e s aambbeeeeeaeasaamsasseeaaaesaannnsbeeeaaeeaaanneaneeas 42

Sponsored Unlinked Passenger Trips

Total Trips
Safety Data......ccccceeeevvviiiiee e

Reportable Safety Incidents...................
[Ty I Lo TSP P USSR

Intercity BUuS FOIrmM (RU-21) ... e et e e e e e e e eaanaeeeene

OVEBIVIBW ... ettt et e ettt e e e e e ettt e e e e e e e ettt eeeeee e e s e bt e eeee e e s e aaan e eese s e st aaaa e eese s e s s aa e eee s e s s s aaanaeeesessseanaeeeseesbtaneeeessenssnnnnns 44

Intercity Bus form (RU-21) Excel Spreadsheets

Detailed INStructions............cc.ccvevevieniienineenine. .. 45
Subrecipient Basic Information .. 45
Y0l o] =Tod 1o =T a1 1 I NN U g1 oY= PRSP UPPRRTPP 45

REPOI YEAI ENA DALE... ... uiiiiiiiiiii ittt ettt e e e e ettt e e e e e s e e tb e et e e e e e e s stbeseeeaeessassbebeaeaeeesansstbeaeaeesaansneraees 45
Yo [=Ta 1oV Y/ o L= T T TP TP PP PR OPRTP 45

[ aTo =T o I ] o= T T PO OO TP PP UT PP PORURRPPROTI 45
Subrecipient CoNtact INTOIMALION. ...........iiiiiei e e e e s e e e e e e s ea b eb e et e e e e satatbeetaeeeaassstbaaeeaeeeasnnsbaees 46
SEIVICE ATBA ...ttt ettt ettt h ettt e bt ekt oo b e ek e e bt e ke R R et R e Rt e b e Rt e b et E et he Rt e be e r e nne e 46
Yoo =TT TP T PP TP URR PP TR 46
FINANCIAL INTOMMALION ...ttt sttt et bt e st e e s et e san e e s e bt e san e e st e seneenene s 46
FTA 85311 Intercity Bus Grants for Planning and Capital EXPENSES ........ccccviiiiiiiieiiiiie e 46
FTA 85311 Grants for Operating Expenses and Provision Of TIPS ......c.ceeiiiiioiiiieiie e 46
ARRA 85311 Intercity Bus Grants for Planning and Capital EXPENSES..........cooiiiiiiiiiieiiiie e 46
ARRA 85311 Grants for Operating Expenses and ProviSion Of TrPS ........coviiiiiriiiiie s 47
Service Data fOr INTEICITY BUS .......ooii oottt oottt e e oo e ettt et e e e s e aaee e et e e e e aanaebeeeaaeeaanntbeeeaaeeeanneeeeean 47
85311 Intercity BUus VENICIE REVENUE MIIES ........oiiiiiiiii ittt e e 47
85311 Intercity Bus Unlinked Passenger Trips .47
FOrmM NOTES ... .. 47
Rural Recipient Reporting Separately (RU-22).........coooiiiiiiiiiii, 48

L@ =T QTSP U PR PPRR PR 48
What Has Changed frOM PrIOE YK ........ooii ettt ettt e e oo ettt e e e e e e s n b et e e e e e e e antbeeeeeaeeeaannnnneeaaaaan 48

DEtANEA INSIIUCTIONS. ... teeeeieiie ettt ettt e e ettt e et et e s skt e e aa R et e e e s et e e sk e e e e an s et e e ase e e e e am s et e e asn s e e e nnne e e s nnneeeeannneeenan 48
Subrecipient BasiC INFOMMIELION ........coi ettt ettt et e e e e ettt e e e e e e e e saebeeeaaeeaanntbeeeaaeeeannneaeeean 49

Subrecipient ID Number
Report Year End Date
0T T AV N | O OO OO PPRUPPRUPROTI 49

Table of Contents — iv



2013 Rural Reporting Manual

FaXe (<] g To A Y] o1 T T T PP P PP PP PP PP PPPPPPPPPPPPPIRE 49
Subrecipient CoNtaCt INTOIMALION. ... ..ottt e ettt e e e e ettt e e e e e e e e sae b e e e e e e e aannsbeeeaaeeeaanneaeeeas 49
[T E=TaToi =T [ (o] g1 T LA o] o EO PP 49
Sources 0f ReVeNUE FUNAS EXPENAEA .....oooiiiiiiiiiiie ettt e e e e ettt e e e e e aaeeeee e e e s eanaebeeeaaeeaannnsbeeeaaeeeannneeeeeas 49
0T 4 0] (TSP P TR P PP 50

Urban RecCipient (RU-23) ... 51
L@ =T QTP P R PPRR PR 51
What Has Changed frOM PrIOE YK ........ooii ettt ettt e e e e ettt e e e e e e s n b b et e ea e e e e antbeeeeeaeeeaannnnneeaaaaan 51
Urban Recipient form (RU-23) EXCEl SPre@tSNEELS ..........ueiiiiiiiiiiii ettt e e e et e e e e e e e e nneeeeeas 51
DEtAIEA INSIIUCTIONS. ... teeeeitiie ettt e et e st e e ettt e et et e e okt e e aa R r e e e e s et e e ne et e e as s et e e a s e e e e nm R et e e asE s e e e nnne e e s nnneeeeannneeenan 51
Subrecipient BasiC INFOMMIELION ........ooiii ettt oottt e e e e ettt e e e e e e s e nae b e eeaaeeaannntbeeeaaeeeaannnaeeeas 52

Y0 o] =TolTo LT oL 1 BN NN U g1 o= PP SPT PP 52

REPOI YEAI ENA DALE.........eeeiiiiieii ittt ettt oottt e e e et a bttt e e e e e e o st be et e e e e e e e ntaeeeeeae e e aannaeeeeeaeeseannnnbeeeaaeeaannnnaneeas 52

L85 o T T IV 5 N 0 ORI 52

FaXe (<] Lo A Y] o1 T T TP PP T PP PPPPPPPPPPPRPPPPPIRE 52
Subrecipient CoNtaCt INTOIMALION. ... ..ot e e e ettt e e e s ettt ee e e e s s e naebeeeaaeeaanntbeeeaaeeeaannnaneeas 52
Financial Information .............ccccocovviniinns ... 52
Sources of Revenue Funds Expended .52
FOrm NOtES........oovcvviiiiiiie e, ... 53

Rural Public Transit Service Summary form (RU-30) .......coooiiiiiiiiiiiiiieieeceeee e, 54
L@ =T Q1= PP TP PP PR 55
DEtAIEA INSIIUCTIONS. ... teeeeitiie e ettt ettt e e ettt e et et e e s et e e aa et e e e s et e e ne et e e as R et e e a s e e e e e em R et e e anEn e e e nnne e e s nnneeeeannneeenan 55

NUMDBDET Of COUNTIES STAEWITE ......eeiiiiiieieiii ettt e et e et e e e e et e e e e st e e sann e e e et r e e e s anre e e e nnneeesnnneeeas 55

Number of Counties with 85311 Service

Administrative COStS.........c.cvevvereriienieenn
85311 Expended on State Admin ..........

LiNe BY LiN@ INSTIUCTIONS .oiiiii it e e e e e e e e et e e e e enaanas
Completing the Agency ldentification fOrm (RU-10) .......couiaiiiiiiiiii et e et e e e et e e e e e e s s e nneaeeeaaeeaaannraeeeaaeeeaanne 57
Completing the Rural General Public Transit Service form (RU-20) ..........ooiiiiiiiiiiiie e a e e 58

Subrecipient BasiC INFOMMIELION ..ottt oottt et e e e e ettt e e e e e e e e nae b e e e e e e e e e nntbeeeaaeeeannnnaeeeas 58
FINANCIAl INFOIMEALION ......eeeeie ettt e et e et e e s e e e st et e e b e e e s e e e e e b r e e e e anre e e e nnneeesnnneeeas 58
Sources of Revenue Funds Expended ..59
Federal Assistance ...........cccccovvveneeene ... 59
Asset and RESOUICE INTOIMALION...........iiiiiiiii etk sa et e sttt esan e e st e sereenene s 61
V2= 1o =T T T TP RT TR PUPPTOTRN 61
FACHITEIES ..ttt e et e et E e e e et e e b e e s 62
OB RESOUICES ...ttt ettt ettt ekt e e b et ekt e b et e ekt e e b et e ek b e e eh et e sk bt e e bs e e sk bt e sbe e e se bt e ebe e e nbb e e sbn e e s bn e e seneenere s 62
SEIVICE DAL ...ttt ettt etttk b ekt e bt ekt e b et Rt e R Rt b e Rt e R e Rt e b e e R et e b e E e b et e e nne e 62
TN (=] AV D - WP OPESPRP PP 63
Completing the Intercity BUS fOIM (RU-=2L1) .....uiiiiiiiiiiiiiei ettt e e et e e e e e e st e e e e e e s s s tb e e e e aeessasatbaeeaeeeessntbaeeeaseesannses 65
Subrecipient BaSIC INfOMMIALION ........ciiiiiiiiiie et e e e s e e e e e e s e e bt b e et e e e e eatstb e et aeeeaasstbaeteaeeeassnsbaees 65
FINANCIAL INTOMMALION ...ttt sttt e s et s bt e s et e s et e se bt e san e e st e saneenene s 65
Sources of Operating REVENUE EXPENUEA. ..........uuiiiiiiei ittt et e e e s e s e et e e e s aasaatbaeteaeeassstbaeseaeeessnnnes 65

Table of Contents — v



2013 Rural Reporting Manual

ST V[T - - PO PP 66
Completing the Rural Recipient Reporting Separately form (RU-22) ..........oo it 67
Subrecipient BasiC INFOMMELION ..ottt oottt e e e s ettt et e e e e s e saebeeeaaeeaanntbeeeaaeeeaannneneeas 67
[T E=TaToi =T [ (o] g1 T LA o] o HO PO RR PR 67
Completing the Urban Recipient form (RU-23) ... ittt e ettt e e e e e s s et e e e e e e e e s anntbeeeeaaeeaannes 70
Subrecipient BasiC INFOMMIELION ........coi ettt ettt et e e e e ettt e e e e e e e e saebeeeaaeeaanntbeeeaaeeeannneaeeean 70
[T E=TaToi o I [ (o] 1T LA o] o KO PP RR PR 70
Completing the Rural Public Transit Service Summary form (RU-30)........couiiiiiiiiiiiiiaa e a e e 73

Rural Public Transit Service Summary RU-30

Counties Served ..............
Administrative Costs
General Public Transit Service RU-20
FINANCIAL INFOIMELION.......ciiiiiiie ettt e e e st e e e bttt e e oh b et e e e ab bt e e e bt et e e sabe e e e anbb e e e enanee e nnnees
Sources of Operating REVENUE EXPENUEA. ..........uuiiiiiieiiiiiiiit ettt e e e s e e e e e e e sasaa b b e et eaeeessstbaeeaaeeessnnees 73
o (o] e NS 1S3 - L (o] PSP PP PPPRT 74
Asset and RESOUICE INFOIMELION .........coiiiiiiiiiii et e ekt e e aa b bt e e sb bt e e st b e e e e anbb e e e sbbeeesntneee s 75
(01 01T o =T 01U (o1 PSP P PP PPPRT 76
ST AV (ol Sl D | - N PSPPSR PPPRR 76
ST 1 (=] AV DT - WO PRSP UPUPPPRR 76
101 CT (o1 = LSRN O L PSR PTR PP 76
[ TaF= L (o= T N a1 (o] 1 4 F= 11 PO ORI 76
Y= Vol D - = PRSP UPRPRTN 77
Rural Recipient Reporting Separately RU-22 ... ..ottt e e e e et e e e e e s e nae e e e e e e e e anneeeeeas 77
[ TaF= L (oo T [ a] {01 4 F= 1o ] o PO SRR 77
Urban RECIPIENT RU-23 ... ittt ettt oo oottt e e e o4 oot h et e et e e e e e o aae b et e e ae e e e amntbeeeeeaeae e ntbeeeeeaeeeaannnsseeeaaeeaannsbneeas 78

TP e Lol T I Ve (o]0 0 F=1 10 o VPO 78

List of Exhibits

Exhibit 1 — CONtiNUING REQUITEMENTS ... ..iuiiiieeeii ittt e e e e sttt e e e e s e et e e e e e s e st eeeaeaaassstbeetaaeeassatbsaeaaaeessstbssaeaeeessassstranaaeesan
Exhibit 2 — Reporting Timeline for Rural NTD
Exhibit 3 — Accrual Accounting............ccccuvveee..
Exhibit 4 — RU-20 vs. RU-22 .........ccccovcvvveneee.
Exhibit 5 — Rural Modes of Transit....................
Exhibit 6 — NTD Contact Information...............
Exhibit 7 — User Names..........ccccocveeeiviniennnn.
Exhibit 8 — Agency Type menu selections.......
EXhibit 9 — Service Area MENU SEIECHIONS ........iiiiiiiiiiie ettt ettt st e e e bb e e ettt e e e sabb e e e e bb e e e santeeeenanees
T T oL O Il VT To LIRS =1 =T od 1 0] g 1 PRSPt
Exhibit 11 — Deviated Fixed Route or Fixed Route menu selection
T T oL Il - 1 PP PPPPPNS
EXNIDIit 13 — CONTIACE REVENUES ......ceeiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeteeeaeeesessesseessesessesssassssssesesssesssssasasssssasssnsssasssesesssssnsesnsnsannnnnnns
Exhibit 14 — Local Assistance..............ccccouee.

Exhibit 15 — Vehicle Type menu selections
EXNiDit 16 — VENICIE TYPES ..ottt e s e e e e e s e e e e e e s eennnaes
Exhibit 17 — Largest Source of Funding for Purchase/Lease of Vehicles menu selection
Exhibit 18 — Ownership Code MenU SEIECHIONS .........ciiiiiiiiiiiieiee e
Exhibit 19 — AQENCY TYPE MENU SEIECHIONS ...t eee ettt e e e ettt e e e e s e bttt e aa e e e aan e beeeeaeaesaantbeeeeeaeesaannneneeeaaean
Lt T o T a2 Il Vo To LIRS =1 =T od 10} g 1 PPNt

Table of Contents — vi



2013 Rural Reporting Manual

Introduction

What is the National Transit Database?

The National Transit Database (NTD) is the Federal Transit Administration's (FTA's) primary national database for statistics
on the transit industry. Recipients of FTA’s Urbanized Area Formula Program (85307) and Rural Formula Program (85311)
are required by statute to submit data to the NTD. The legislative requirement for the NTD is found in Title 49 U.S.C.
5335(a):

SECTION 5335 NATIONALTRANSIT DATABASE

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

(b) REPORTING AND UNIFORM SYSTEMS — The Secretary may award a grant under section 85307 or 85311 only if
the applicant, and any person that will receive benefits directly from the grant, are subject to the reporting and uniform
systems.

Moving Ahead for Progress in the 21% Century Act (MAP-21) establishes annual reporting requirements for recipients and
beneficiaries of 85311 Other than Urbanized Area formula grants while maintaining existing NTD Urban reporting
requirements for recipients and beneficiaries of Urbanized Area Formula funds.

Title 49 U.S.C. 5311(b) (4) requires §5311 grant recipients to report to the NTD:

(4) DATA COLLECTION — Each recipient under this section shall submit an annual report to the Secretary containing
information on capital investment, operations, and service provided with funds received under this section, including —

(A) total annual revenue;

(B) sources of revenue;

(C) total annual operating costs;

(D) total annual capital costs;

(E) fleet size and type, and related facilities;
(F) vehicle revenue miles; and

(G) ridership.

NTD began collecting rural transit data in 2006 using a model that was developed in consultation with states. The 2007
reporting system was updated to reflect the above data requirements. In keeping with the sentiments of the states, and the
intent of Congress, the NTD offers streamlined and reduced reporting requirements for rural reporting relative to the NTD
requirements for urbanized area reporting.

Changes in 2013 Reporting

e The RU-22 and RU-23 forms have been updated to capture financial information related to fare revenues, local
funds, state funds, other funds, and federal sources unrelated to the 85311 program. The form changes were
necessary for rural and tribal formula apportionments.

e Line 04 of the RU-20 has been updated to include Aerial Tramway and Rapid Bus Transit as reportable modes to
the Rural NTD. In addition, articulated buses, double decked buses, and aerial trams are now vehicle type options.

e Line 06 and line 07, column b: expense of fare/contract revenue on capital is now an editable field on the RU-20,
RU-22, and RU-23 forms.

e All Indian tribes or Native villages operating public transit should request a Tribal ID to report directly.

Who Reports

States receiving 85311 funds must report to NTD. For purposes of the NTD, the District of Columbia, Puerto Rico, Virgin
Islands, American Samoa, Guam, and the Northern Mariana Islands are treated as states (although the District of Columbia
and the Virgin Islands do not receive any 85311 grants). The state agency, typically the state Department of Transportation
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administering the FTA Formula Program for Other than Urbanized Areas (85311) are responsible for collecting and providing
data regarding each 85311 subrecipient in the state.

MAP-21 defines recipients and subrecipients as follows:

. The term ‘recipient’ means a state or Indian tribe that receives a federal transit program grant directly from the
government.

e The term ‘subrecipient’ means a state or local governmental authority, a nonprofit organization, or an operator of
public transportation or intercity bus service that receives federal transit program grant funds indirectly through a
recipient.

Indian tribes that receive 85311 grant funds directly from the federal government (Tribal Transit Grants) must report directly
to the NTD. Tribal Transit Grantees should report in the year after application for the grant, or in the year that grants funds
are first disbursed, whichever is sooner. For simplicity, FTA will treat the year of the award of the grant as the year of
application of the grant. Indian tribes that do not have subrecipients should consider themselves to be both the recipient and
the subrecipient for purposes of the NTD.

Tribal Transit Grant Recipients that have only received planning grants for $50,000 or less do not need to complete a report.
Please note that as provided by law, the requirement for NTD reporting is triggered by the award of a Tribal Transit Grant,
and not by the actual disbursement of the grant funds from FTA to the Tribal Transit Grant Recipient. For example, a tribe
that was awarded a $300,000 grant for system enhancement in 2011 would be required to report to the NTD in 2012, even if
disbursement of the grant does not occur until 2013.

There are three major categories of 85311 subrecipients:

e Public Transit Service Providers — most subrecipients fall into in this category. States or tribes should provide a
complete report of all general public transit operations for these subrecipients on the RU-20 form. The state or tribe
must file an RU-20 for all subrecipients that received 85311 funds and a Reporting Waiver for the current NTD
Urbanized Report.

e Intercity Bus Providers —49 USC 5311(f) requires states to set aside 15% of the annual 85311 apportionment for
intercity bus providers, unless the Governor certifies that the intercity bus needs of the state are being adequately
met. Since many states would not be able to provide a complete report of all transit operations for these
subrecipients, FTA has established a distinct RU-21 form for the state to complete on behalf of these subrecipients.
States use this form only for subrecipients of the intercity bus set-aside under 49 USC 5311(f).

e 5311 Recipients Reporting Separately — some subrecipients of 85311 or §5311c may report directly to another state
or tribal agency in the Rural NTD module, or to an urban agency in the Urban NTD module.

o States must file an RU-22 for all direct Tribal Subrecipients that receive State §5311 funds and directly
report to NTD using a Tribal ID (#T##).

o States must file an RU-22 for all subrecipients that provide service in multiple states and have an RU-20 in
another state’s Rural NTD report.

o0 States must file a RU-23 for all subrecipients that receive §5311 funds and complete a full Urban NTD
report.

The state or directly-reporting Indian tribe completes the RU-10 form and all appropriate subrecipient forms. The system
generates almost all of the data on the Rural Public Transit Service Summary form (RU-30) from the data on the different
RU-20 subrecipient forms. The state also completes the remaining portion of the RU-30. Directly-reporting Indian tribes do
not complete any additional information in regards to counties. For more information, see the section about the RU-30 for
reporting administration costs.

Continuing Grant Requirements

A state must submit an NTD Rural report for any 85311 subrecipient through the minimum useful life of any capital assets
purchased with 85311 funds. The minimum useful lifetime by vehicle type are defined on p. iv found here.

Please note that this means that a state may be required to provide reports on 85311 subrecipients that did not receive any
85311 funds during the current year. Additionally, state should continue to report to the NTD for any 85311 subrecipients
whom they intend to provide 85311 grant funds to in the future.

A Tribal Transit Grant Recipient that begins directly-reporting to the NTD must continue to directly-report to the NTD as long
as the grant remains open with FTA or for the minimum useful life of the capital equipment obtained through the grant,
whichever is longer. Additionally, Tribal Transit Grant Recipients that are no longer required to report to the NTD should
continue to report to the NTD if they intend to apply for Tribal Transit Grants in the future.
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State Reporting Exceptions

States ordinarily must provide complete reports on all 85311 subrecipients of the state. However, in the interests of reducing
reporting burden and eliminating the duplication of data, states do not have to provide complete reports on subrecipients
that:

e Are Indian tribes that are direct-recipients of Tribal Transit Grants and are reporting directly to the NTD for the
current report year; or

e Provide service in one or more urbanized areas (UZA), and are providing a complete report to the urbanized area
modules of the NTD, either as a full reporter or under a Small Systems Waiver (30 or Fewer Vehicles).

Please note:

e That if the Indian tribe receives a Reporting Waiver for the current report year, or if the subrecipient receives a Full
Reporting Waiver for the current urbanized report year, then the above exceptions do not apply. The state must
report on behalf of that subrecipient.

e That states must provide a limited report on §5311 subrecipients that report a complete full NTD report, including
subrecipients with a small systems waiver in the Urbanized NTD. This identifies state §5311 funds not captured in
your regular rural report.

Exhibit 1 — Continuing Requirements

A state purchases a van for one of its subrecipients as part of a group purchase with FTA Rural Program funds.
The vehicle, a van, has a useful life of 4 years or 100,000 miles.

The state must report for this subrecipient throughout the useful life of the vehicle regardless of whether or not that
subrecipient receives Rural Program during a particular year.

New Reporters

New reporters have slightly different requirements for submitting their first Rural NTD report. These requirements include:
e  Submitting a request for an NTD ID
e Determining when to file the first report, and

e  Providing additional information in the Rural NTD Report.

NTD ID Request

All new tribal and state agencies must first submit a formal ID request to FTA for a NTD ID. Subrecipients of state
funding interested in reporting should contact the state DOT-level 85311 program coordinator for instructions on
how and what data to report, as the state may add or remove subrecipients from the NTD report at any time.

If FTA approves the request for an NTD ID, the first report year depends on when you made the request (refer to the
New Agency Reporting Timelines exhibit below). If the request occurs within the first six months of a fiscal year, the
agency submits its first NTD report for the current fiscal year. If the request occurs during the last six months of a fiscal
year, the agency reports during the next fiscal year.

Use the template for a new rural ID request by following the link for How to Report/Get an ID on the NTD main page.

The director of the transit agency submits the new rural ID request on agency letterhead stating the following:
e Legal name and mailing address of the transit agency

¢ Name, title, address, telephone number, facsimile number and e-mail addresses of the director and NTD contact
person.

e Fiscal year end date

e Public transit modes operated by Type of Service (Directly Operated or Purchased Transportation)

e Description of service operated, including route maps, schedules and fare structure
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e Date (month and year) of grant request for 85311 Program funds if a designated recipient
e Date (month and year) of expenses first incurred for reimbursement under the 85311 funds if a designated recipient
e Any related information or relationships with other NTD transit agencies.

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

The NTD ldentification Number

FTA assigns each state or directly-reporting Indian tribe a unique rural identification number (ID) used in the NTD Rural
Report and all correspondence. Each state agency / Indian tribe must have a rural identification number before filing a
report.

Reporting Deadlines

Submit the NTD Rural Report within 120 days of the close of the state’s or directly-reporting Indian tribe’s fiscal year
according to the schedule in the following exhibit.

Exhibit 2 — Reporting Timeline for Rural NTD

State or Indian Tribe's January 1 — June 30 July 1 — September 30 October 1 — December 31
Fiscal Year End

Submission

Report Due Date November 30 January 31 April 30

Filing Extension Deadline August 30 November 29 February 28
Waiver Request Deadlines August 30 November 29 February 28
Closeout Process

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

Report Closeout March 14 May 15 July 16

The first reports will be due on November 30, 2013, for those states or directly-reporting Indian tribes with fiscal years ending
between January 1 and June 30, 2013; on January 31, 2014, for those states or directly-reporting Indian tribes with fiscal
years ending between July 1 and September 30, 2013; and April 30, 2014, for those states or directly-reporting Indian tribes
with fiscal years ending between October 1 and December 31, 2013.

States or directly-reporting Indian tribes may collect the data from the rural providers according to their own schedules and
reporting periods as long as the rural providers are reporting for the current NTD report year. Data must cover a consecutive
twelve month period and the reporting deadline must be met. For example, if the state fiscal year end is June 30, 2013 but a
subrecipient has a fiscal year end December 31, 2013, use the subrecipient data for the most recent 12-month period that
would be included in your state’s annual report for the fiscal year.

Reminder Notices

FTA sends each state or directly-reporting Indian tribe a reminder 30 days prior to the NTD Rural report due date. If FTA
does not receive your report within 15 calendar days after the due date, and there is no request for a reporting waiver, FTA
sends a letter to the state or directly-reporting Indian tribe director of the transit unit to submit the report within 15 days.

Reporting Period Extension

If the state or directly-reporting Indian Tribe needs additional time to collect, to enter and to submit data from all
subrecipients they may request a 30-day extension. Submit an extension request in writing through the e-File tab. The
director of the transit unit for the state or the directly-reporting Indian tribe should sign the extension request on letterhead
paper. Describe the situation and provide a timeframe when the state or directly-reporting Indian tribe will submit their report.
For directions on attaching an extension request, see the e-File section.

FTA reviews and approves these requests on a case-by-case basis. FTA will grant or deny your request, in writing, via the e-
File tab.

You may have only one 30-day extension for a report year. If this is not sufficient time, then you must request a full reporting
waiver. Refer to the section below on Waivers.
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Waivers

There are two waivers for rural reporting:
e Report waiver: exempts reporter from full-year report — RU-10, RU-20, RU-21, RU-22, RU-23 and RU-30
e Data waiver: exempts reporter from reporting a specific data item on a subrecipient form

Request waivers in writing via the e-File tab 60 calendar days prior to the report due date. FTA reviews and approves
these requests on a case-by-case basis. FTA will grant or deny your request in writing via the e-File tab. FTA grants waivers
for one year only. You must apply for waivers annually. See Exhibit 2 Reporting Timeline for Rural NTD on the preceeding
page for waiver request deadlines.

Data and Report Waivers

The NTD Rule (49 CFR Part 630) provides for the opportunity to request a waiver from one or more of the NTD reporting
requirements if meeting the reporting requirements would cause “unreasonable expense and inconvenience.” Historically,
FTA grants waivers for “unreasonable expense and inconvenience” due to major events such as:

e Earthquakes;

e Fires;

e Floods;

e Hurricanes; or

e Officially declared emergencies.

FTA grants report waivers for the first year in which a direct recipient has been required to report to the NTD, and only for the
first year. FTA has historically not considered “unreasonable expense and inconvenience” to cover issues related to the loss
of personnel or the loss of records.

Submit waiver requests in writing through the e-File tab. The director of the transit unit of the state or the directly-reporting
Indian tribe should sign waiver requests on letterhead paper. Describe the event that prevents fulfilling the reporting
requirements. For further instructions on attaching a waiver, see the e-File section.

What to Report

For each subrecipient, provide a complete report of all general public transit operations, regardless of source of funding. A
major purpose of the Rural NTD is to develop a picture of the federal role in funding rural transit. Therefore, it is essential to
include state, tribal, local, and private roles in rural transit as well.

Rural Reporting Module

The NTD rural reporting system consists of three form types that provide state agency or directly-reporting Indian tribe
identification information, financial and non-financial operating statistics for individual rural general public transit providers,
and a Rural Public Transit Service summary. These three form types are:

e Agency ldentification form (RU-10)

e  Subrecipient forms
0 Rural General Public Transit Service (RU-20)
0 Intercity Bus (RU-21)
0 Rural Recipient Reporting Separately (RU-22)
o Urban Recipient (RU-23)

e Rural Public Transit Service Summary form (RU-30).
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Agency Identification form (RU-10)

The RU-10 form collects contact information for the state agency or Indian tribe reporting directly to the NTD. Contact info is
collected for the director of the transit unit, and for the rural contact person. NTD pre-fills information on this form from the
prior report year. Update any information that has changed. Saving this form will generate each subrecipient's RU-20 form
from the prior report year, pre-filled with the basic agency and contact person information, and the revenue vehicle fleet data.
Saving the RU-10 form will also generate the RU-30 form and reveal the add form button, print all button and submit report
button.

Rural General Public Transit form (RU-20)

The RU-20 form collects key financial and operating information on each subrecipient. Data collected includes the
subrecipient’'s name and information, modes operated, service area, annual operating expenses, sources of operating
revenues, annual capital costs, sources of capital funds, number of vehicles and characteristics, number and ownership of
maintenance facilities, volunteer resources, annual vehicle revenue miles, annual vehicle revenue hours, annual unlinked
passenger trips, and safety information.

Complete a separate form for each subrecipient. Include information on all general public transit operations of the
subrecipient in the report.

Intercity Bus form (RU-21)

The RU-21 form collects key financial and service information on subrecipients of the intercity bus set-aside under 49 USC
5311(f). Use this form only for private intercity bus providers. Data collected includes the subrecipient's name and
information, modes operated, service area, §5311 funds, annual vehicle revenue miles, and annual unlinked passenger trips.

Complete a separate form for each subrecipient.

Rural Recipient Reporting Separately form (RU-22)

The RU-22 form collects financial information on subrecipients that submit RU-20 forms through another agency in the rural
NTD. Data collected includes the subrecipient's name and information, operating revenues expended and capital revenues
expend.

Complete a separate form for each subrecipient.

Urban Recipient form (RU-23)

The RU-23 form collects financial information on subrecipients that submit report in the urban NTD module. These
subrecipients are ones who receive or have received §5311 funds from the state but also operate trips within urbanized
areas. Data collected includes the subrecipient’'s name and information, operating revenues expended and capital revenues
expended.

Complete a separate form for each subrecipient.

Rural Public Transit Service Summary form (RU-30)

The RU-30 form summarizes the data for all subrecipients in the state. For directly-reporting Indian tribes, the data on the
RU-30 form will match the data on their own RU-20 form.

Additionally, this form requires three statewide data items. States directly enter:
e  The number of counties within the state;

e The number of counties with transit service funded, in whole or in part, with FTA Other than Urbanized Area
Formula funds (85311); and

e The amount of 85311 funds expended on state administration costs.
Directly-reporting Indian tribes do not complete these county data items. See the detailed RU-30 section about reporting
administration costs.

Reporting and Formatting Financial Data

Follow these rules when reporting data:

¢ Round all financial data to the nearest whole dollar not hundreds or thousands;
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e Report data as whole numbers;
e Use four digits for year entries; and

e Do not leave blank data fields - enter zeros in data fields when you do not have any data to report.

Accrual Accounting

All financial data in the NTD Rural Report must follow accrual accounting principles. Under accrual accounting:

e Record revenues when earned, regardless of whether or not receipt of the revenue takes place in the same
reporting period; and

e Record expenditures as soon as they result in liabilities for benefits received, regardless of whether or not payment
of the expenditure takes place in the same reporting period.

If a cash basis or encumbrance basis accounting system is used, make worksheet adjustments to record the data on an
accrual basis.

The following example demonstrates the use of accrual accounting for both capital asset and operating expense reporting.

Exhibit 3 — Accrual Accounting

Capital Projects:

Hamlet Transit applies to the state to purchase two buses in fiscal year (FY) 2013 at a projected cost of $440,000, or $220,000
each. FTA approves the state’s program of projects, which includes the project for Hamlet Transit, and awards FY 2013 Rural
funds based on an 80/20 split for the federal/non-federal match. The City of Hamlet pays the non-federal match.

Hamlet Transit takes delivery and accepts only one of the buses by the end of FY 2013.

Solution: Report the federal share of the bus = $176,000 (1 x $220,000 x 80%) on line 10c, FTA Other than Urbanized Area
Formula funds (85311), column B, Capital; and the non-federal share of the bus = $44,000 (1 x $220,000 x 20%) on line 08,
Local funds, column B, Capital.

Operating Expense:

Hamlet Transit pays its employees twice a month, on the 15th and last day of the month, approximately 15 days after the end of
the work period. Assume Hamlet has a fiscal year end date of December 31. If, an employee works from December 16 to
December 31, he receives his pay on January 15 of the next fiscal year.

Solution: The liability to pay for the work from December 15 to December 31 was incurred as of December 31 (current fiscal
year), even though the employee did not receive his pay due until 2 weeks later (next fiscal year). The expense is reported in the
current NTD report under accrual accounting since Hamlet is “liable” to pay the employee, even though the employee did not
receive actual payment until the next fiscal year.

Similarly, the employee earns fringe benefits such as vacation and sick leave, as he works each pay period. This is when the
liability is incurred. However, the employee may not use the earned benefits until the next fiscal year. Under accrual accounting,
Hamlet incurred the liability during the current fiscal year when the employee worked and accrued the leave time.

Both the labor and fringe benefit costs are operating expenses reported on line 05, Total Annual Expenses, column A,
Operating.

Grants

Most federal, state and local grants are earned on a reimbursement basis. Generally, transit agencies will report grant funds
only if an expenditure occurs (i.e., when the grant funds are earned). Do not report the total amount of funding in an
approved grant application, only the grant funds earned from an incurred expenditure during the period.

Reporting Purchased Transportation

A public transit agency or governmental unit may purchase transportation service from a public or private transportation
provider based on a written contract. A contractual relationship exists only if all the following criteria are met:

e The seller is obligated in advance of the time the service is furnished to provide the operations for which the
operating statistics are being reported for a specific monetary consideration;
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e A written agreement exists that specifies the contractual relationship for the time period and the specific service
generating the operating statistics included in the NTD Annual report; and

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

Management services contracts, in which all or some personnel or services are for managing or operating the transit agency,
are not PT. Generally, the service is part of the public transit agency’s DO service.

Reporting Subrecipients as Distinct Business Units

When a public transit provider sells services to more than one buyer, FTA has established the following guidelines to identify
when services require separate RU-20 (Rural General Public Transit) forms to be submitted

Each subrecipient or sub-subrecipient (see ‘Transit Terminology and Parameters’ section for definitions) completes an RU-20
when the following characteristics are met:

e Distinct bookkeeping (separate from any other agency);
e Distinct branding of vehicles and services offered; and
o Distinct fleet of vehicles (either owned or leased).

If an agency purchases transportation from a provider that already reports directly to the NTD, and a separate business unit
does not exist, the provider will submit a report that includes all finances and service data associated with its total
transportation operation. If the buyer of service benefits from the Tribal Transit Program or is funded by another state’s
85311 program, the buyer can submit an RU-22 that shows the total cost of the purchased service. FTA will then apply a
ratio of vehicle revenue miles and total operating expenses to the amount contributed by the buyer to ensure all entities are
represented properly in the formula program.

Exhibit 4 — RU-20 vs. RU-22

If a provider extends an existing route to offer service to a nearby Indian Reservation, but the vehicles and services are still
branded by the seller, the Indian tribe is ineligible to file an RU-20 because the criteria for Distinct Business Units are not met.
The seller includes the financial assistance from the tribe in its RU-20 and the tribe files an RU-22 that represents the total cost
of service extended to the reservation.

Transit Terminology and Parameters

Reporting data for the NTD requires an understanding of the following transit concepts and terms:
e Public Transportation;
e Modes;
e Type of Service;
e Recipient;
e  Subrecipient;
e  Sub-subrecipient; and
e Area.

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

Public Transportation

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

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

Transit must be open to the public. Transit must also comply with the provisions of the Americans with DisabilitiesAct of
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1990 (ADA). Services that are only open to specific groups of people are excluded. Examples of excluded services include:
e A bus system sponsored by a university that is only open to students, faculty, and staff of the university;
e Avanpool sponsored by an employer that only provides service to employees of the employer; or
e An automated guideway in an airport, which only provides services to customers of the airport.

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

Transit excludes schoolbus service.

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

Transit excludes sightseeing service. Sightseeing service is provided primarily for the enjoyment of sights and sounds during
the ride, or for enjoyment of the ride itself. Sightseeing service includes services that have narration and services where
passengers primarily make round-trips without disembarking the vehicle.

Transit excludes Intercity service. The NTD defines an intercity service as service where a majority of passengers are not
making a same-day return trip. Thus, for public transportation, a majority of passengers across the totality of the service (i.e.
all runs on all days of the week) must make a same-day return trip. On public transportation, a majority of passengers use
the service three or more times a week.

m‘* Under 49 USC 5311(f) provides a 15% set-aside to states for private intercity bus providers that operate with
limited stops connecting rural areas to public transit services in an urbanized area.

Modes

NTD gathers information based on transit mode. Transit agencies operate one or more modes of transit service. A mode is a
system for carrying transit passengers described by specific right-of-way, technology and operational features. The glossary
contains the detailed NTD modal definitions. There is also a discussion of deviated bus (MB) service, which has
characteristics of both MB and DR modes.

The NTD Rural reporting system uses the following modes of public transit service:

Exhibit 5 — Rural Modes of Transit

Bus (MB) Commuter Bus (CB) Demand Response (DR)

2

_ Fixed-route bus systems that are primarily ~ Scheduled in response to calls from
The most prevalent mode in the country,  connecting outlying areas. Service typically ~ Passengers. Passengers with similar

and is powered by a motor and fuel uses over-the-road (motor coach) buses, origins and destinations are often
contained within the vehicle. Includes with closed-door service of at least five scheduled to ride the same vehicle.
both fixed-route and deviated-fixed-route  miles, and routes of extended length. Use Many transit systems operate DR service
services. this mode for 5311(f) services provided by to meet the federal ADA requirements

a public entity. and expenses and passenger trips are

reportable for DR. Includes door-to door
and curb-to-curb services provided in
response to specific customer requests.
DR services are characterized by being a
shared ride service to individuals.
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Demand Response — Taxi (DT)

A special form of the demand response
mode operated through taxicab
providers. The mode is always
purchased transportation type of service.
(Referred to as “Taxi” in the NTD Rural
Reporting.)

Eerryboat (FB)

A mode that carries passengers over water.

Intercity Bus (IB)

Regularly scheduled private intercity bus
service using an over-the-road bus that
operates with limited stops connecting
rural areas to public transit services in an
urbanized area. The IB mode is only
used by private intercity bus providers
that are subrecipients of the intercity bus
set-aside under 49 USC 5311(f).

Vanpool (VP)

A commuting service operating under
pre-arranged schedules for previously
formed groups of riders in vans, with one
of the riders serving as a driver. .

Aerial Tramway (TR)

A system of aerial cables with suspended
vehicles

Bus Rapid Transit (RB)

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

Other

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

Route-Deviated Service

Route-deviated service has operating characteristics of both MB and DR
modes. Route-deviated service operates as a conventional bus route, but
permits the bus to deviate from the route and serve destinations within a

prescribed distance (e.g., ¥ mile). Report this service as bus mode.

Recipient

From Title 49 U.S.C. 5311(a) (1): The term ‘recipient’ means a state or
Indian tribe that receives a federal transit program grant directly from the

Government.

=

10:00 am

Route Deviation

10:40 am

10:00 am
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Subrecipient

From Title 49 U.S.C. 5311(a) (2): The term ‘subrecipient’ means a state or local governmental authority, a nonprofit
organization, or an operator of public transportation or intercity bus service that receives federal transit program grant funds

indirectly through a recipient.

A subrecipient of a state DOT or Indian tribe can provide the transit service using its own employees to operate the vehicles
or contract with another public or non-profit provider to operate the transit vehicles and employ the vehicle operators.

Sub-subrecipient

In some cases, a subrecipient may in turn provide FTA funds to another public or non-profit entity that operates the transit
service, which the NTD recognizes as a sub-sub-recipient. In general, the transit provider is a sub-sub-recipient if it also
receives other grant funds from a government or charitable entity to support the service, other than what it received from the
sub-recipient.

Area

The NTD reporting system uses two definitions of area:
e Urbanized Area (UZA) / Non-Urbanized Area (Non-UZA), and
e Service area.

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

All transit providers reporting to the Rural NTD must serve only Non-UZAs, or areas less than 50,000 persons.

The most current UZA designations use the 2010 census.

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

Type of Service (TOS)

Public transportation can be provided in two ways:

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

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

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

Contacting NTD

FTA assigns each state or directly-reporting Indian tribe an NTD Rural analyst to assist reporters throughout the year. At the
beginning of the reporting cycle, your analyst will contact you to introduce her/himself. Please feel free to contact your
analyst if there are any questions, or if FTA can do anything to assist you in reporting.
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Exhibit 6 — NTD Contact Information

Mailing Address

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

Federal Transit Administration
National Transit Database

943 Glenwood Station Lane, Suite 102
Charlottesville, VA 22901

Telephone

You can contact your NTD Rural analyst by telephone on
weekdays. For telephone information and assistance, call the
FTA Rural NTD Office at:

1-888-252-0936
The FTA Rural NTD Office is open from 8:00 am to 5:00 pm
(Eastern Time). If your NTD Rural analyst is unavailable, you

may use the voice-mail system and your analyst will return
your call.

Express Delivery Address

Express deliveries can be made to the following address:
Federal Transit Administration

National Transit Database

943 Glenwood Station Lane, Suite 102

Charlottesville, VA 22901

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

http://www.ntdprogram.gov > Internet Reporting Login >
Announcements

You can e-mail the NTD Help Desk at any time at:
ntdhelp@dot.gov

e-File or Fax

the NTD Project Office also maintains a Fax Line:
1-866-804-1650.

verify that the fax has been received. In addition, keep all fax
confirmation slips on file at your agency.

All official correspondence should be scanned and submitted to
the NTD via the e-File tab in Internet reporting. If you must fax,

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

Internet

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

www.ntdprogram.gov

You may e-mail comments, questions or suggestions directly
to the NTD by clicking on the NTD Feedback link.

NTD publications, data and reference documents are
available on the FTA NTD website by using the NTD
Reference Materials and Access NTD Data links.
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Internet Reporting

Overview

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

This section provides Internet Reporting information for the NTD Rural report.

What Has Changed from Prior Year

There are no changes for the 2013 Report Year.

Internet Reporting System Security

FTA implemented numerous measures to ensure that all data entered are safe and available only to those with proper
access. A firewall secures the NTD servers and network. The website operates the secured web protocol, https, and the
entire site is password-protected. Additionally, multiple server and database protection layers protect the database files.

Detailed Instructions

Accessing the NTD Rural Internet Reporting System

Access the NTD Rural Internet Reporting System through the NTD Homepage.
To access Internet Reporting:

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

e  Verify your Internet browser settings

e Access the NTD Project website (www.ntdprogram.gov)

e Click on the Internet Reporting Login link

e  Enter your user name (Rural identification number) and password.

Connecting to the Internet

Use your Internet service provider to connect to the Internet. NTD Internet Reporting requires Internet Explorer that is at
least version 6.X (e.g., Internet Explorer 9.0).

If you do not have Internet Explorer version 9, you may download this version free of charge at Microsoft.com.
Browsers such as Chrome, Firefox and Mozilla are not fully compatible with the Internet Reporting system. NTD
recommends using Internet Explorer when accessing the Internet Reporting system.

Verifying Your Internet Browser Settings

Verify that your browser is set to check for newer versions of stored pages with each visit to the page.

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

NTD

National Transit Database
Federal Transit Administration

Contact the NTD Help Desk

Internet Reporting Login

Fassword and ID Required

What is the NTD? &

Reporting Manuals

Annual Reporting

honthly Reporting

Safety and Security Reporting
Rural Reporing

Sampling Manual

& & 6 & & &

Srall Systems Waiver Manual

Data, Publications and Reference Materials
NTD Glossary

MTD Reference Materials

2010 Census Adjustrments

& & & 6

Access NTD Data

NTD Resources

FTA / NTD Presentations, Announcerments and Updates
NTD Feedback

Seminars and Training

& & & 6

Transit Agency Listing by Region and Other External Links

Site Map | Accessibility Information | Gontact Us | NTD Privasy Notice | E-mail Webmaster

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

Contact the NTD Help Desk: Provides contact information for the help desk including the hours of operation,
phone numbers, fax number, and e-mail address.

Internet Reporting Login link.

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

Reporting Manual

Rural Reporting: Access to the .pdf version of the current Rural Reporting Manual, an overview of reporting
changes and highlights, reporting manual archives, excel spreadsheets, etc.

Data, Publications and Reference Materials

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

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

Access NTD Data: .html and downloadable .pdf publications, including the Data Tables, Profiles, National Transit
Summaries and Trends, as well as Annual, Monthly and Historical databases and other data products.

NTD Resources

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

NTD Feedback: The mailing address, telephone number and fax number for the NTD Program as well as an
opportunity to provide comments or suggestions regarding the NTD Program.

Seminars and Training: NTD Reporting Seminars and In-house Training information and registration.

Transit Agency Listing by Region and External Links: Contact information for transit agencies reporting to the
NTD listed by region and state for:

0 Region 1 (Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, Vermont)
0 Region 2 (New Jersey, New York)

0 Region 3 (Delaware, District of Columbia, Maryland, Pennsylvania, Virginia, West Virginia)
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0 Region 4 (Alabama, Georgia, Florida, Kentucky, Mississippi, North Carolina, South Carolina, Tennessee,
Puerto Rico, US Virgin Islands)

Region 5 (lllinois, Indiana, Michigan, Minnesota, Ohio, Wisconsin)
Region 6 (Arkansas, Louisiana, New Mexico, Oklahoma, Texas)
Region 7 (lowa, Kansas, Missouri, Nebraska)

Region 8 (Colorado, Montana, North Dakota, South Dakota, Utah, Wyoming)

O O O O O

Region 9 (Arizona, California, Hawaii, Nevada)
0 Region 10 (Arizona, Idaho, Oregon, Washington)

e Transit Agency Search: search for agency profiles, complete profile sets, and profiles for Top 50 Agencies.

Accessing the NTD Report

Clicking the Internet Reporting Login link will open the Internet Reporting Login page. Enter your user name and password

P S 7 R
Welcome to The National Transit Database Home

Internet Reporting Login Warning
You are accessing a U.S. Government information system. This information system, including all related
equipment, networks, and network devices. is provided for U.S. Government-authorized use only. Unauthorized or
UserName|:| ; ; e e A Lo -
improper use of this system is prohibited. and may result in civil and criminal penalties, or administrative
Password l:l » disciplinary action. The communications and data stored or transiting this system may be, for any lawful
\ and Password Requi Government purpose, monitored, recorded, and subject to audit or investigation. By using this system, you

understand and consent to such terms._

NTD Release 1.39- 101111

Levels of Access

Internet Reporting provides four levels of access to the Rural Report:

e Director of transit unit access: Edit forms (data entry), submit extension requests, submit other agency requests,
and submit report

e Rural contact access: Edit forms (data entry) and submit report (administrator)
e Editor access: Edit forms (data entry), cannot submit report
e Viewer access: View only including forms, issues, notes and correspondence.

The user name determines the system access level. The first three characters of the user name define the access level and
the last four digits represent the state’s or directly-reporting Indian tribe’'s NTD ID. There are two types of user names
corresponding to the four access levels available within the NTD Report:
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Exhibit 7 — User Names

State Indian Tribe
Director of Transit Unit DIR#R## DIR#T##
Rural Contact RUR#R## RUR#T##
Editor EDT#R## EDT#T##
Viewer VWR#R## VWR#T#H#

FTA e-mails each state or directly-reporting Indian tribe this set of user names with a password for each. States or directly-
reporting Indian tribes determine access within their organizations and distribute user names and passwords accordingly.
The rural contact will receive three different usernames with the corresponding passwords for each (rural contact, editor, and
viewer).

A user can change his or her password at any time. Refer to Sys Admin: Changing Your Password for additional information
on this topic, including the password features and requirements.

NTD Reporting Structure

NTD Rural Reporting includes the following tabs:

e Home: The starting point when entering the NTD Rural Report. It displays the reporter's NTD analyst information
and any project related announcements.

e e-File: A listing of all general correspondence and current year report stages. This screen provides a means for a
state or directly-reporting Indian tribe to view the text of existing general correspondence, and to add documents via
a file attachment. Submit all correspondence and documents to NTD from this screen.

e Annual: Access to all forms necessary to complete the NTD Rural Report. It is from this screen that the state or
directly-reporting Indian tribe submits the NTD Rural Report. Each form can be saved as a .pdf file and printed.

¢ Notes: Displays all the form notes added to the state’s or directly-reporting Indian tribe’s report. Internet Reporting
allows the user to create form notes to provide additional information applicable to the overall form/report.

e Issues: This tab is non-functional. Alternatively, the NTD validation process ensures that all issues are addressed.
NTD analysts will run a validation program to detect issues. Analysts may also check for issues manually. Please
respond to validation issues on the “By Issue” and “Statewide” validation results. Responses must be typed in red
and must give insight into why the queried data are outside of standard bounds.

e Reports: The State Vehicle Revenue Inventory Report displays vehicles from all active RU-20 forms.

e Communications: The Communications screen lists a record of the report submissions the agency has made to
NTD, including any comments from the state or directly-reporting Indian tribe and the review status of the report.

e Sys Admin: Change NTD passwords — Director of transit unit, NTD contact person, editor and viewer. Only you
may change your password. If you need assistance, contact your NTD analyst. Managing Subrecipient RU-20
forms is also done via the Sys Admin tab. Use the Sys Admin screen to add new subrecipients, activate a
subrecipient who was deactivated, and deactivate a subrecipient who is no longer providing service to the state.

e Help: The Help screen provides a link to an online version of the NTD Rural Reporting Manual.

Home: The NTD Rural Report Homepage

After completing the Login process, you will be taken to the Rural Report Home page. Click the Home tab near the top of
any screen to return to the Home tab from another area when all forms are closed.

When accessing the Home tab, please take note of the Announcements section. There you will find a listing of FTA
announcements.
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NTD ID: Agency Name: Report Year: 201z ¥

Date Sent Date Returned
Report Stage To NTD From NTD
Waivers Year Create Date Routing Date Status
Other Agency Requests Year Create Date Routing Date Status
Cutgoing NTD Correspondence Year Create Date Routing Date Status

e-File: Communicating with FTA

The e-File tab provides a centralized area in which to compose, organize and track correspondence with the NTD program.
The e-File screen displays the status of your report and any correspondence between you and the NTD including waivers
and filing extensions. Click on the e-File tab to open the e-File screen. Only the director access level can submit requests to
the NTD.

The e-File tab is between the Home tab and the Annual tab. The e-File Summary screen provides a snapshot of the status
of the NTD Annual report:

e Report stage
e  Waivers

e  Other agency requests (including extensions)

e Outgoing NTD correspondence (closeout letter).
Tracking Transactions
e General correspondence is organized by sender:
o Reporting agency
0 NTD program staff

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

NTD sends E-mail responses to the state or Indian tribe following requests through the e-File system. Examples of letters

sent from FTA to states or Indian tribes are: T P

e  Waiver approvals; Look in: | [ (00 = @-
. E'DMV Docurnents
e Extension approvals; and Lﬁ 4 iy Computer
Blly F\acer’l\t EMy Metwork Places
oeuments - Adabe Acrobat ¥ Pro
b Close OUt Letters @ ngcrosoFt Office Excel 2007
E Microsoft Office Word 2007
Att h i C d Desktop ) windows Media Player
aching Correspondence
Attach all correspondence under the e-File tab. To attach the written My Dosmens
request follow the steps below. -
L
e Click the blue Add Correspondence or Add Waiver button | ™™™
under the correct correspondence section. h,,]
. MyNawok  Fie name: [ = Open
e Make a selection from the Type drop down box. P sdvee [T ] p—

e Select the Letter Attachment radio button; do not use the
letter template option.
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e Select the Browse button. A Windows Dialog box will appear. The appearance of the window may be different
based on the operating system (Windows 7, Vista, XP, NT, 2000, 95/98, Apple Mac, etc.) being used.

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

e Click the blue Save button in middle of the screen. Your request will appear under the correspondence section in
bright blue text with a not submitted stage in the Status column.

The director must submit all attachments on the efile tab in order for FTA to approve them. The steps below outline how the
director can submit the requests.

e Under the correct correspondence section, click on the blue link for the request you want to submit.
e Click the blue Submit button in the middle of the screen. You will then be directed back to the efile tab with a
received stage in the Status column.

Report Stage

The NTD Rural Reporting System incorporates several stages of report status:

e Working Data: The state or directly-reporting Indian tribe is able to enter and edit data only when the report is in
Working Data status. Prior to submission, the report is in Working Data status.

e Original Submission: After completing and saving each form, the state or directly-reporting Indian tribe submits
the report to FTA by clicking on the Submit button on the Annual tab. After submitting the report, the report is in
Original Submission status. The state, directly-reporting Indian tribe or FTA may review the data at any time. The
state or directly-reporting Indian tribe cannot alter any data in Original Submission status.

e Submission Revision: After review of the submission by the analyst, the report is available in Working Data status
again for further revision by the reporting state or directly-reporting Indian tribe. After revising and saving forms in
Working Data status, the state or directly-reporting Indian tribe submits a revised report to FTA by clicking on the
Submit button on the Annual tab. The data is then frozen in sequentially numbered Submission Revision status.

e Closeout: Closeout status is the final report status.

NTD ID: #R## Agency Name: (State or Tribe Report: | Y 2011 Working Datz v

Annual Issues Communications

Update Update
Form Name User Date
Rural Transit
Agency ldentification (RU-10) RURTRO1 10/20i11
Rural General Public Transit Service (RU-20)  1R01-006 - Subrecipient Name System
Intercity Bus (RU-21) System
Rural Recipient Reporting Separately (RU-22) 1R01-008 - Subrecipient Name System
Urkan Recipient (RU-23)  1R01-009 - Subrecipient Name System
Rural Public Transit Senice Summary (RU-30) System

AddForm | _ submitReport | PrintAN | . oo

Annual: Forms Providing Data to the NTD

Click on the Annual tab to view the Forms Summary screen.
The Forms Summary screen provides links to the forms your agency will complete for NTD Rural Reporting.

Initially, the Forms Summary screen provides access to the Agency ldentification form (RU-10). The Rural Public Transit
Service Summary form (RU-30), subrecipient forms from last year's report (RU-20s), and Add Form, Submit Report, and
Print All buttons will be viewable after submitting the RU-10.

The Forms Summary screen allows the state or directly-reporting Indian tribe to add a subrecipient form. Prior to adding a
subrecipient form for new subrecipients, the new subrecipient must be added and assigned a subrecipient identification
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number via the Sys Admin tab. Refer to the Manage Subrecipients section on the Sys Admin tab for additional information
on this topic.

Communications

Select Form | Make Selection b

- Rural General Public Transit Service (RU-20)
Intercity Bus (RU-21)
Rural Recipient Reporting Separately (RU-22)
Urban Recipient (RU-23)

NTD ID: #R## Agency NameStateorTribe ___ . _ . _ ___ ____ 1 Reportt °%¥ 2011 ¥Working Dete

Select Sub-Recipient. | Make Selection v
Make Selection
1R01-010 - sample subrecipient

To add a subrecipient form, click on the Add Form button at the bottom of the screen. Then select one of the subrecipient
forms (RU-20, RU-21, RU-22, or RU-23) from the Drop-Down menu. Next, select the subrecipient from the Drop-Down
menu. The new subrecipient form will appear on the Forms Summary screen highlighted in yellow.

All form-by-form instructions and reporting details are in the form specific sections of this manual. The Forms Summary
screen provides access to the required forms for your state or directly-reporting Indian tribe. For each form, the Forms
Summary screen identifies the update user and update date.

Submitting Your Report

To submit your report to the NTD, upon completing the required NTD Rural forms and reviewing and saving the RU-30,
return to the Annual tab, scroll to the bottom of the page and click the Submit Report button.
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NTD ID#R## 1 Agency Name:State or Tribe Report: |RY 2011 Weorking Data 4

Form Name: Agency ldentification (RU-10) Add Form Note Close Form
Note MNote

Form name type category Comments User ID Date

Agency Identification (RU-10) Form  Comment Sample of an add form note RUR#R## mm/ddlyy  Edit Note

Notes: Providing Additional Information

Click on the Notes tab to open the Notes Summary screen. The NTD Rural Reporting System allows the state or directly-
reporting Indian tribe to create form notes for additional information applicable to the overall form.

Creating a Form Note

To create a form note click on the Add Form Note link at the top right of the form you are editing or viewing. You will be
taken to the Notes screen for the specific form. .

To save a form note, click on the Save button at the bottom of the screen. To return to the form being edited without saving
the note, click on the Cancel button.

Reviewing Notes

You can review the notes associated with a specific form or all notes for the report. Click on the Notes tab to view the Notes
Summary screen with all notes for the report. While working in a form, click on the Notes tab to access the Notes screen for
the form. The system displays the form name and subrecipient ID just beneath the column headers.

Editing Notes

You can edit Notes only in the Working Data stage. Click on the Edit Note link in the far right column on the Notes screen.
Once the state or directly-reporting Indian tribe submits the NTD Rural Report, Internet Reporting prevents any editing of the
notes.

Printing Form Notes

Form notes are printed as part of each form’s report that is generated using the Print button at the bottom of each form.
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NTD ID: Agency Name: Report: 2RY 2012 Working Dats

Communications % Sys Admin

Mode / Issue Issue

Form Name Service Type Issue #  Status [¥] Active only

Basic Information

Financial

Waiver

Assets

Services

Resources

Ridership Activity

Federal Funding Allocation Statistics

Government Performance and Results Act Summary
Rural Transit

Declarations

Issues: Validating Data

W‘* Note: The Issues screen, accessed by clicking the Issues tab, is intended to highlight potential problems with
specific data items identified through the NTD validation process. This tab is in development.

In support of the NTD validation process, NTD assigns each transit agency an NTD analyst. Your analyst is available to
assist state or directly-reporting Indian tribe personnel and may be contacted at the NTD Project Office. NTD analysts may
ask you to further clarify an issue or request that you change a certain data point online. Refer to 2 in the Introduction section
of this manual for NTD contact information.

NTD ID: Agency Name: Report: R®Y 2012 Werking Data hd

Communications

Annual Sys Admin

State Revenue Vehicle Inventory Report GetReport

Reports: Viewing, Printing, and Exporting Reports to Assist in Preparing the NTD Report

Click on the Reports tab to display the Reports screen. This screen provides access to the Revenue Vehicle Inventory
Report, generated off the combined RU-20 vehicle data, and is available to assist you in preparing your NTD report.

To open a report click the corresponding link on the Reports screen.

Printing a Form Report from a Form Screen

The location of the Print button may be different depending on your version of Adobe Acrobat Viewer.

e For older versions, click on the Print button at the bottom of the form screen to display the report in Adobe Acrobat

Viewer. Click the Print button in the upper left corner of the viewer. Then click the Okay button on the resulting
Print window.
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e For newer versions, click on the Print button at
the bottom of the form screen to display the
report in Adobe Acrobat Viewer. The toolbox
(image to the right) with the print button will
appear near the bottom — middle of the form. The toolbox will hibernate and become invisible when the screen is

toolbox. Then click the Okay button on the resulting Print window.

Exporting a Form Report from a Form Screen

All forms are available in .pdf format.

NTD ID: Agency Mame: Report Year: 201z ¥

Annual Sys Admin

Process Filter v Comm. Type Filter v =
Date Agency Analyst Logger Process Comm. Type Subject Attachment

Communications Summary: Viewing a History of Correspondence with NTD

The Communications tab gives states or directly-reporting Indian tribes a centralized area in which to view past
correspondence with the NTD program. States or directly-reporting Indian tribes can view correspondence by communication
types.

NTD ID: Agency Name: Report: ;.-E.'{__"_.: T Hork i Bate '

Communicaticns

Annual

Select one of the following Admin Functions:
Change Password

Manage Sub-recipients:
Add Sub-Recipient

Activate Sub-Recipient
Deactivate Sub-Recipient

Sys Admin Tab: Changing Passwords, Adding or Deactivating Subrecipients

The Sys Admin screen provides the ability to change your NTD password, as well as add, activate and deactivate a
subrecipient.

Internet Reporting — 22



2013 Rural Reporting Manual

Changing Your NTD Password

FTA assigns each NTD user a unique temporary password. You may login to NTD Reporting one time using this assigned
password. Internet Reporting will prompt you to change your password at that time. Users can change passwords at any
time by clicking on the Sys Admin tab. Follow the instructions for creating new passwords:

Passwords are 12 — 20 characters in length

Must be a combination of 3 out of the 4 different character types: upper case letters, lower case letters, numbers,
and special characters (!, @, #, $, etc.)

Do not use spaces

Do not use dictionary words

Change passwords at least every 60 days

Do not repeat the last 10 passwords or passwords used in the last 6 months

NTD will change any compromised passwords immediately

To ensure the integrity of all data, NTD features a “lock” account feature. Each individual username must access the system
at least once in a 60-day period. A locked account occurs when you do not use your username to access the system within
this required timeframe. To unlock your account, follow the automatic web-based process to proceed into the NTD Internet
Reporting system. The NTD system can generate a new password for all locked accounts. Follow the password
requirements stated above when unlocking your account.

NTD ID:

Home

Agency Name: Report: v

Annual Notes Communicaticns

Issues

Sub-Recipient Name:

Sub-Recipient Type- ELEEEERDL]

Adding a Subrecipient

To add a new Subrecipient that was not included in the previous year’s report,

Click on the Add Subrecipient link on the Sys Admin tab under Manage Sub-Recipients.

On the Add Subrecipient screen, enter the Subrecipient name on line 01, select the type of recipient (tribal or non-
tribal) and click Save to create new subrecipient ID. You will be taken back to the Sys Admin tab.

Navigate to the Annual tab, click the Add Form button , select the corresponding subrecipient form from the Drop-
Down. Click Ok, and select the added subrecipient ID from the Drop-Down.

Click the Generate Form button and the added subrecipient’'s RU-20, RU-21, RU-22 or RU-23 form will appear
highlighted in yellow.
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NTD ID: Agency Name: Report: -

= -

Communications

Annual Notes

Issues

Activate Subrecipient~ Make Selection «

Activating a Subrecipient

To activate a Subrecipient that was included in an earlier report year, and was subsequently deactivated and not included in
last year’s report:

e Click on the Activate Subrecipient link on the Sys Admin tab under Manage Sub-Recipients.

e On the Activate Subrecipient screen, select the subrecipient’'s hame from the Drop-Down and click Update to
activate the Subrecipient ID. This takes you back to the Sys Admin tab.

e Navigate to the Annual tab, click the Add Form button, select the corresponding subrecipient form from the Drop-
Down. Click Ok, and select the activated subrecipient ID from the Drop-Down.

e Click the Generate Form button and the activated subrecipient’'s RU-20, RU-21, RU-22 or RU-23 form will appear
highlighted in yellow.

Deactivating a Subrecipient

To deactivate a Subrecipient who reported in the previous year’s report but will not be included in the current year’s report:
e Click on the Deactivate Subrecipient link on the Sys Admin tab under Manage Sub-Recipients.

e On the Deactivate Subrecipient screen, select the Subrecipient name from the Drop-Down on line 01 and click
Update to deactivate them.

If an RU-20, RU-21, RU-22 or RU-23 form was created and data entered for the subrecipient, it will be deleted and all data
will be lost when the subrecipient is deactivated. This data cannot be activated or retrieved once it has been lost.

Note: To reactivate a subrecipient that was deactivated in the current report year in error, use the Subrecipient
W Management Tool. Click on the Activate Subrecipient link on the Sys Admin tab and follow the directions
under Activating a Subrecipient.
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NTD ID: Agency Name: Report: | BY 2012 Working Data -

Annual MNotes Communications 5 ys Admin

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

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

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

For downloading and printing PDF files, see specific instructions.

Current Reporting Manual

Rural Reporting Manual

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

Help: Obtaining More Information

Click on the Help tab to open the Help screen. The Help screen provides access to the 2013 Rural Reporting Manual for
additional help in completing the appropriate forms. The Help screen displays the table of contents for the Rural Reporting
Manual in .pdf format.

Tips for Entering Data Online

Navigating Between Screens

Do not use the Internet browser Back and Forward buttons to navigate between screens. Instead, use the Internet
Reporting system buttons, tabs and links.

Saving a Form

Use the Save button provided at the bottom of each form. When entering information into a form we strongly recommend
that you save the form frequently. This will prevent the loss of data if your Internet connection is unexpectedly lost. Also,
Internet Reporting has an automatic time-out feature, which will log you off the system after a period of inactivity. We strongly
recommend that you save your work every 10 minutes. Otherwise, there is a risk that the next action you take on the system
will result in the closure of the screen displayed in your browser and the loss of any data that you had not saved.

Printing

Downloading the Adobe Acrobat Viewer for Forms

In order to facilitate viewing and printing forms Internet Reporting utilizes the Adobe Acrobat downloadable viewer. Clicking
the Print button on a form page will display a prompt to download the Adobe Acrobat Viewer, if it is not already installed.
This download occurs only once and is necessary to view or print a report.

To Print a Form Report from a Form Screen

The location of the Print button may be different depending on your version of Adobe Acrobat Viewer.
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e For older versions, click on the Print button at
the bottom of the form screen to display the
report in Adobe Acrobat Viewer. Click the Print

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

e For newer versions, click on the Print button at the bottom of the form screen to display the report in Adobe
Acrobat Viewer. The toolbox (image to the right) with the print button will appear near the bottom — middle of the
form. The toolbox will hibernate and become invisible when the screen is inactive. Moving your mouse will make the

|
above toolbox reappear with all options. Click the Print button in the toolbox. Then click the Okay button on the
resulting Print window.
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Agency Identification Form (RU-10)
R TR

01 Agency Identification Information

Agency name* Report Year End Date 913012013

Mailing address line 1*

Mailing address line 2 P.0. Box

City*

State” Make Selection * Zip code® | ex 22223) -
URL {exwww. url.com) FTA recipient |ID

Agency acronym

02 Director of the Transit Unit

Honorific® (ex: Mrs, Capt, etc)

Firstname* Initial Last name*®

Professional title*

Mailing address line 1%

Mailing address line 2 P.0. Box

City* State* Make Selection ¥ Zip code® (ex: 22222} -
Phone® (ex: (555) 122-456T) Ext. (ex:1224) Fax* (ex: (555) 123-4587)

Alternative Phone (e (555) 122-4587) Ext. (ex 1224

Email” {ex: ntd.uses@ntdprogram.gev)

03 Rural Contact

HONOfC* (ex: Mrs, Capt, eto)

First name* Initial Lastname*

Professional title®

Mailing address line 1*

Mailing address line 2 P.O. Box

City* State* Make Selection ¥ Zip code® (ex: 22223) -
PRONE® (ex: (555) 122-4587) Ext. (mx1224) Fax* (ex: (555) 123-4587)

Alternative Phone (ex: (555) 123-4587) Ext. (ex:1224)

Email* (sx: ntd user@ntdprogram.gav)
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Overview

The Agency ldentification form (RU-10) collects contact information for the state or directly-reporting Indian tribe. The form
includes agency identification information and contact information for the director of the transit unit and rural contact person.
Internet Reporting pre-fills form information from the prior report year. Update any information that has changed. Saving this
form will generate each subrecipient's Rural General Public Transit form (RU-20) from the prior report year. Each RU-20
form is pre-filled with the basic agency and contact person information, and the revenue vehicle fleet data from the prior
report year. Through the Sys Admin tab, you will also be able to add a new subrecipient’s or deactivate a subrecipient’'s RU-
20 form. Saving the RU-10 form will also generate the Rural Public Transit Service Summary form (RU-30) form and the
following buttons: add form, print all and submit report.

What Has Changed from Prior Year

There are no changes for the 2013 Report Year.

Detailed Instructions

Upon entering the NTD Rural Reporting system for the first time, you will be taken to the Home screen. Your rural
identification number and the state or Indian tribe name appear at the top of the screen. In the upper right corner, the Report
field indicates that you are accessing the 2013 Working Data.

To begin the 2013 report, click on the Annual tab to access the Forms Summary screen. Click on the Agency
Identification form (RU-10) link to open the form.

Review and complete the RU-10 form following the instructions in this section.

Rural NTD Identification Number

The rural NTD identification number (ID) is the unique alphanumeric number FTA assigned to your state (#R##) or Indian
tribe (#T##). For states and Indian tribes the ID begins with the region number (e.g., 9 for Region IX). It is pre-filled and
cannot be altered.

Agency ldentification Information

Report the agency name, mailing address, city, county, state, and zip code for the agency submitting the report. Also, report
the agency acronym, URL (if applicable) and the FTA designated recipient ID number.

The agency name is the full legal name of the agency submitting the NTD Rural Report. The agency acronym is the
trademark or familiar name. This acronym may be used in selected FTA publications.

The ETA recipient identification number is the four-digit number assigned to your agency for the FTA electronic grant making
system — TEAM (Transportation Electronic Award and Management). If you have a question regarding this number, please
contact your agency’s grant manager.

A universal resource locator (URL) is the address of the agency’s website; e.g., www.ak.state.gov. Please do not include
http:// and end with .com, .gov, .org, etc. This line is not for e-mail addresses.

State/Indian Tribe Report Period End Date

Once a state or Indian tribe enters their report period end date for the first time, Internet Reporting locks the field. If the report
period end date changes or the report period end date is incorrect, contact your analyst to make changes. This is the state’s
or Indian tribe’s fiscal year end and not when the program is administered in your state.

Director of Transit Unit

Report the name, title, mailing address, city, state, zip code, phone, fax, and e-mail address for the director of the state or
Indian tribe transit unit.

Rural Contact Person

Report the name, title, mailing address, city, state, zip code, phone, fax, and e-mail address for the state’s or Indian tribe’s
designated rural contact person. The contact person is the individual responsible for coordinating the NTD Rural Report. The
contact person receives all NTD correspondence and any questions that the Federal Transit Administration (FTA) may have
concerning the report.
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Communications

Farm:

Mote comments:

Form Notes

You can attach a form note to any form to explain unusual circumstances or data discrepancies that impact the data being
submitted to NTD. Use the Add Form Note link to attach relevant information to a specific field, to the entire form or to
multiple forms. Click on the Add Form Note link at the top of the screen and enter your note on the Notes screen. You can
review or edit a form note from the Notes tab.
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01 Subrecipient Basic Information
Subrecipient legal name*
Mailing address line 1*

Mailing address line 2
City*
State®

Subrecipient acronym

Make Selection ¥

t Service Form (RU-20)
[Form Name: s General bt Tronsi Seves (RU200 e

Subrecipient ID 0R01-049

Report Year End Date* |

Agency Type® Make Selection

P.0. Box

County*

Zip code* - {ex: 22222-2222)

URL (website address)

Is this RU-20 form for an Indian Tribe? Yes ) No @

02 Subrecipient Contact Information

Subrecipient contact person First name* Middle Initial Last name*
Phone ((555)123-4567) EXT.
03 Service Area” Make Selection -
104 Modes (check all that apply)*
Bus Aerial Tramway
If Bus, Is senice deviated fixed route or fixed-route only? Select - Bus Rapid Transit
Commuter Bus
Demand Response
Ferryboat
Taxi
Vanpool
Other
Financial Information a o
Operating Capital
05 Total Annual Expenses

Sources of Revenue Funds Expended

06 Fare revenues

o7 Contract revenues
08 Local funds

09 State funds

Federal Assistance
10a FTA Capital Program funds (§5309)
FTA Special Meeds of Elderly Individuals and Individuals with Disabilities

e Formula Program funds (§5310)

10¢c FTA Other than Urbanized Area Formula funds (§5311)

10d FTATribal Transit funds (§5311)

10e ARRA Other than Urbanized Area Formula funds (§5311)

10f ARRA Tribal Transit funds (§5311)

1049 FTA Job Access and Reverse Commute Formula Program funds (§5316)

10h FTA Mew Freedom Program funds (§5317)

1010 FTA Alternative Transportation in Parks and Public Lands Program funds (§5320)

10j ARRATIGGER (Greenhouse Gas and Energy Reduction)

10k Other FTAfunds

101 Other Federal funds

1 Total Federal Assistance l—
Ma Other Funds

12 Total Annual Revenues Expended l—
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13 Asset & Resource Information a b c d e f g h
Vehicles
Largest Source of
MNumber of Vehicles in Total " Funding for Number of ADA Accessible Ownership Code  Delete
Flest Vehicle Type Vehicle Length Seating Capacity Year of Manufacture Purchase / Lease Vehicles in Fleet

Revenue Vehicle Inventory ID Number of Vehicles

14 Total l—

Facilities a b [ a e
Owned by Public Agency for Leased by Public Agency for
Senvice Provider Sevice Provider

15 Number of general purpose maintenance facilities

Owned by Service Provider Leased by Service Provider Total

Other Resources a

16 Number of volunteer drivers

17 Number of personal vehicles in service

Service Data a b c d e f 9
Regular Unlinked Passenger Sponsored Unlinked
Annual Vehicle Revenue Miles Annual Vehicle Revenue Hours Trips Passenger Trips Total Trips
19 Total
Safety Data a

20 Reportable Incidents
21 Fatalities

22 Injuries
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Overview

The Rural General Public Transit form (RU-20) collects key financial and operating information on each subrecipient. Data
collected includes the subrecipient's name and information, modes operated, service area, annual operating expenses,
sources of operating revenues, annual capital costs, sources of capital funds, number of vehicles and characteristics,
number and ownership of maintenance facilities, volunteer resources, annual vehicle revenue miles, annual vehicle revenue
hours, annual unlinked passenger trips, and safety information. There is a new RU-21 form to be used only for private
intercity bus providers that are subrecipients of the intercity bus set-aside under 49 USC 5311(f).

Complete a separate RU-20 form for each subrecipient. Include information on all general public transit operations of the
subrecipient in the report. In some cases, your subrecipient may in turn provide Section 5311 funds to another public or non-
profit entity that operates the transit service, which the NTD recognizes as a sub-sub-recipient. In these cases, you should
also complete an RU-20 form for the sub-sub-recipient, since they are the actual beneficiary of the 5311 funds to operate
transit service. See Transit Terminology and Parameters for definition of a subrecipient and sub-subrecipient.

What Has Changed from Prior Year

Line 04 of the RU-20 has been updated to include Aerial Tramway and Bus Rapid Transit as reportable modes to the Rural
NTD. In addition, articulated buses, double decked buses, and aerial trams are now vehicle type options.

Rural General Public Transit Service form (RU-20) Excel Spreadsheets

For the convenience of reporters who must enter data for a large number of subrecipients, there is an Excel spreadsheet
version of the RU-20 form available from the Rural Reporting link on www.ntdprogram.gov. The Rural Contact person may
download as many copies of this form as needed, and distribute them to the various subrecipients in the state or Indian
tribe’s report. The subrecipients enter their data on the Excel spreadsheet; adding as many rows as needed in the Asset and
Resource Information section. When completed, return the Excel spreadsheet to the state or Indian tribe rural contact
person. The rural contact person can then enter this data into the RU-20 form in the Internet Reporting system.
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Detailed Instructions

Once you save the RU-10, the NTD system automatically generates forms for any subrecipient that was active in the prior
report year.

Subrecipients are added, activated or deactivate through the Sys Admin tab. See Internet Reporting discussion of Sys
Admin tab.

Complete one form for each rural provider of general public transit service (subrecipient) within the state. The state must file
a RU-20 form for all 85311subrecipients that received a Reporting Waiver for the current NTD Urbanized Report. If you are
an Indian tribe as a direct recipient, complete one RU-20 form.

From the Annual tab, Forms Summary screen, click on the Rural General Public Transit Service form (RU-20) link to
open the form.

Review and complete the RU-20 form following the instructions in this section.

Subrecipient Basic Information

Report the name of the subrecipient, mailing address with city, county and state, the acronym used by the provider and URL
(website address).

In the county box, report the counties served by transit. Report first the county in which the headquarters lies, followed by up
to four additional counties in which the subrecipient provides service. If the subrecipient provides service to more than five
counties, simply enter the county name of the headquarters and the number of additional counties served (e.g., Service in
one state: Green County and 10 additional counties. Service in two states: Green (VA) and 5(VA), 2(WV) additional
counties). A county is served if the subrecipient picks up or drops off passengers.

Subrecipient ID Number

The Subrecipient identification number (ID) is the unique alphanumeric number FTA assigns to each subrecipient. For states
and Indian tribes, the ID begins with the region number (e.g., 9 for Region IX, state: #R##-### or Indian tribe: #T##-##H#). It is
pre-filled and cannot be altered.

Report Year End Date

Report the end date for the 12-month reporting period (mm/dd/yyyy). It is pre-filled for subrecipients who reported in the
previous year and can be edited by typing in the data field or using the calendar.

Agency Type Exhibit 8 — Agency Type menu selections ‘

Using the Drop-Down menu, select the agency type as a public Public agency (not a State DOT or Tribal)
agency (state DOT, tribal, or not a state DOT or tribal) or a

private nonprofit or private for-profit agency. Public agency (State DOT)

1
2
3 Public agency (Tribal)
4

Indian Tribe Private (not for profit)

All Indian tribes and Native villages must now report using a tribal NTD ID. Therefore, only directly reporting Indian tribes

may select “Yes” for the radio button asking if the operator is an
Indian tribe. Exhibit 9 — Service Area menu selections

Subrecipient Contact Information 1 County /Independent city
Report the name and phone number of the person responsible for 2 A7 e Sl EY
the subrecipient's NTD Rural report. The contact information will | 3 Multi-state
be pre-filled from your prior year report. Review and update for
any changes. 4 Municipality
Service Area 5 Reservation

6 Other

Using the Drop-Down menu, select the type of service area
where the rural provider operates. For Rural NTD reporting:

e The term municipality is a self-governing area such as a town or village, and which is smaller than a county.
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e The term county is a county, independent city, parish (Louisiana), borough (Alaska) or census area (Alaska). The
county category includes an independent city, which is not part of the county, for example, the Commonwealth of
Virginia's cities are separate from counties. If the service area is only an independent city, select County /
Independent city.

e The term multi-county / independent city is when the service provider operates service in more than one county /
independent city. If the service area is in more than one independent city, select Multi-county / Independent city.

e The term multi-state is when the service provider operates service in more than one state.

e The form includes reservation as a menu selection. If the service area is federally-designated land for Indian tribes
and other Native American peoples, select Reservation. Even if the service area falls partially outside of these
territories, please select Reservation.

W Validation Check:

e If you choose county / independent city for your service area, you should only have one county listed in the county
field for line 1.

e If you choose multi-county / independent city or multi-state for your service area, you should have more than one
county listed in the county field for line 1.

Mode

Rural transit service frequently involves a variety of service types. These
services can be classified as transit modes. Check each box that applies =N o oo P Vlete [t ol (o A ks
for the type of service the rural provider operates.

The demand response (DR) mode includes subscription services. These Aerial Tramway
services are usually pre-arranged for individuals or groups on specified
times and days. They are not provided as fixed route, fixed schedule

service such as bus mode.

Bus Rapid Transit

If you operate bus mode, use the Drop-Down menu to indicate whether 1 Bus
the service is only fixed route, deviated fixed route or both. 2 Commuter Bus
If you check the Other box, the Mode — Other Description box will appear
on the screen. Use this field to describe the other transit mode provided. 3 Demand response
See the Introduction Section of this manual for modal descriptions. 4 Ferryboat
o ) 5 Taxi
Demand Response—Subscription Service / Sponsored
Unlinked Passenger Trips 6 Vanpool
7
8
9

Other

When completing the RU-20 form, the following apply:

e If you have sponsored unlinked passenger trips (UPT), report el ER gl pIEVEI RSP CRACINReI 8 2Pl
these as DR mode (line 04, Modes). Route menu selection

e Report all associated data for these sponsored UPT (e.g., report | 1 Deviated fixed route
the funding expended in the Financial Data portion of the form,

vehicles, volunteer resources, etc.). 2 Fixed route

. . . 3 Both
Financial Information

For all financial reporting, use accrual accounting. The Introduction provides a discussion of accrual accounting principles
and examples.

Accrual Accounting and Grants

Reporting of funds expended follows accrual accounting principles. Report expenditures as soon as they result in liabilities
for benefits received, regardless of when the payment is made. Payment of the expenditure does not have to be made in the
same reporting period.

Most federal, state and local grants are earned on a reimbursement basis. Grant funds are not earned until an expenditure
occurs. Report grant funds as they are earned. Do not report the total amount of funding in an approved grant application
(unless the expenditures are incurred and the grant funds are earned in the period).
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In-Kind Services

In-kind services are a type of contributed service where your transit agency derives a benefit from another entity but is under
no obligation to pay for that benefit.

For example, a city government may donate staff to help a transit agency plan and promote a new transit service. Your
transit agency is under no obligation to pay for the staff resources.

Typically, in-kind services are used for the local share (some or all) in federal grants. For these in-kind matches, you should
report the monetary value of the services in the appropriate category of state and local sources in this form.

Capital Funds Expended for Operations

Some FTA grant programs allow capital funds to be used for paying the costs of equipment leases and rentals, or for
preventive maintenance. Although capital funds are used, typically at the 80% federal / 20% local (non-federal) ratio, the
definition of operating expenses requires that these costs be considered an operating expense. Report these capital funds
under the operating revenues expended section of the form.

Operating and Capital Expenses to Revenue Expended Relationship

Under accrual accounting, we expect that if there is an expenditure then there are sources of revenue “applied”, i.e.,
available to satisfy the expense. Therefore, line 05, Total Annual Expenses for each subrecipient's RU-20 form should equal
line 12, Total Annual Revenues Expended, unless the subrecipient operated at a deficit during the previous year. This is for
both column A, Operating, and column B, Capital.

Total Annual Expenses

Operating

Report the annual operating expenses for public transit service by the rural service provider for the report year. Include
expenses for sponsored programs. Sponsored programs are public transportation that is paid in whole or in part directly to
the transit provider by a third party. Transit providers offer them as part of a Coordinated Human Services Transportation
Plan. Common sponsors include Veteran Administration, Medicaid, sheltered workshops, Association for Retarded Citizens-
Arc, Assisted Living Centers, and Head Start programs. Annual operating expenses do not include charter services.

Operating expenses include salaries and wages, fringe benefits, materials and supplies, insurance, taxes, outside services
such as cleaning and utilities, and equipment lease and rental costs. These are used for the day-to-day expenses of
operating and maintaining vehicles; maintaining other equipment, buildings and grounds; and general administration costs
including marketing and customer support, finance and procurement, planning and service development, and legal costs, as
well as fixed costs such as depreciation of capital, and also interest paid on loans for capital purchases.

Operating expenses exclude purchase of capital (vehicles, facilities and equipment) and charter service.

Capital

Report the annual capital costs for the rural public transit provider for the report year.

Capital expenses include the expenses related to the purchase of equipment. Equipment means an article of non-
expendable tangible personal property having a useful life of more than one year. Capital expenses do not include operating
expenses that are eligible to use capital funds.

Sources of Revenue Funds Expended

Report the operating and capital revenues expended by the rural public transit service provider during the report year.
Generally, revenues earned during the report year will be expended during the same year. However, it is possible to have
carryover revenues from prior years. Report only the revenues expended during the report year, regardless of when the
revenues were earned. Report only those funds that are (or will be) applied to the rural transit operations for transit projects.
Report the revenue expended during the report year in the following categories:

e Fare revenues (Operating Only)

e Contract revenues (Operating Only)

e Local funds: Local operating assistance and Local capital assistance

e  State funds: state operating assistance and state capital assistance
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e Federal Assistance: federal operating assistance and federal capital assistance

o FTA 85309 Capital Program funds

FTA 85310 Special Needs of Elderly Individuals and Individuals with Disabilities Formula Program funds
FTA 85311 Other than Urbanized Area Formula Program funds

FTA 85311 Tribal Transit funds

FTA 85311 ARRA Other than Urbanized Area Formula funds

FTA 85311 ARRA Tribal Transit funds

FTA 85316 Job Access and Reverse Commute Program funds

FTA 85317 New Freedom Program funds

FTA 85320 Alternative Transportation in Parks and Public Lands Program funds

FTA 85311 ARRA Transit Investment for Greenhouse Gas and Energy Reduction (TIGGER) funds
(Capital only)

O O O O O o o o o

e  Other funding

e  Other FTA funds

e  Other federal funds
e  Other funds

The American Recovery and Reinvestment Act, 2009 (ARRA) [Pub. L. 111-5] has made funds available for Rural Transit
both according to the Other than Urbanized Area Formula and through a Tribal Transit discretionary program. Goals of the
program include the promotion of economic recovery, the preservation and creation of jobs, and investment in transportation
for long-term economic benefits.

These funds should be reported separately from the usual Other than Urbanized Area Formula and from the regular Tribal
Transit funding.

Exhibit 12 — Fares

A transit provider, subrecipient of the state, picks up students form a local University during their service routes. As the students
board the transit vehicle, they flash their student ID from the University. The students are able to ride without paying for that trip.
The transit provider counts the number of passengers who were University students with ID.

The transit provider then reports the number of students to the University. In return, the University pays a fixed amount per
student for those trips.

For this subrecipient, the state must report the amount the transit provider receives from the University for the student trips on
the fares line.

Contract Revenues

Use this line to report service operated under contract to a private entity, or in which the buyer funds the fully-allocated cost
of the service. If providing service under contract to a public entity, such as a nearby town or municipality, only use this line if
you won the service under a competitive bid and if the buyer is paying all of your fully-allocated costs for the service. If the
buyer is only paying some of the costs of the service, and you use other grant revenues to support the service, report the
payments from the buyer as “Local Revenue.” An example of when to use this line would be if a private university pays you
on a per vehicle-mile basis to extend service out to their campus. Report these payments as “contract revenue.” On the
other hand, if the university pays you on a “per student” basis as part of a “university pass” program, then report these
revenues as “fare revenues.”
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Exhibit 13 — Contract Revenues

A transit provider, subrecipient of the state, picks up students form a local University. These service routes were designed with
the University students in mind. They are routes that transport mostly students. As the students board the transit vehicle, they
flash their student ID from the University and they are able to ride without paying for that trip. The transit provider counts the
number of passengers who were University students with ID

The transit provider then reports the number of students to the University. In return, the University pays the full cost of those
vehicle service routes.

For this subrecipient, the state must report the amount the transit provider receives from the University for the vehicle service
routes on the contract revenue line.

Exhibit 14 — Local Assistance

A transit provider, subrecipient of the state, picks up students form a local University. These service routes were designed to
run on campus for the University students. As the students board the transit vehicle, they flash their student ID from the
University and they are able to ride.

The University pays a fixed amount for the campus service and does not pay the full cost of those vehicle service routes.

For this subrecipient, the state must report the amount the transit provider receives from the University for the campus service
on the local assistance line.

FTA 85311 Other than Urbanized Area Formula funds

Federal operating assistance under 85311 includes any 85310, §5307 or 85317 funds transferred to the program or flexible
highway funds transferred to the program and administered through the 85311 program. Note that 85310 and FHWA flexible
funds are generally restricted to capital expenditures.

Flex Funding

Certain programs, particularly the Congestion Mitigation Air Quality (CMAQ) program, allow their funds to be “flexed” into the
Section 85311 Program. FTA’s policy is that when funds are “flexed” into the Section 85311 program that they “become”
Section 85311 Program Funds. This becomes particularly important if CMAQ Funds are “flexed” into a statewide Section
85311 grant, and it may be difficult to determine which subrecipient received which funds. Report funds flexed into Section
85311 Program as FTA 85311 Other than Urbanized Area Formula funds.

Medicaid

Report federal Medicaid payments as “Other Federal Funds.” Report state Medicaid payments as “State Funds.”

Total Federal Assistance

The total annual assistance expended from federal programs will be automatically calculated as the sum of the previous
federal revenue sources. The total annual operating assistance expended from federal programs will be in column A,
operating. The total annual capital assistance expended from federal programs will be in column B, capital.

Other Funds

Do not report funding from any public local, state or federal program on the “Other Funds” line. Use this line to report
charitable donations, grants from private charitable foundations such as The United Way, as well as any revenues generated
from other non-transportation services, including:

Sale of maintenance services on property not owned or used by the transit agency
Rental of revenue vehicles to other operators

Rental of transit agency buildings and property to other organizations

Parking fees generated from parking lots not normally used as park-and-ride locations
Development fees

Rental car fees
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Total Annual Revenues Expended

The total annual revenues expended will be automatically calculated as the sum of the previous revenue sources. The total
annual operating revenues will be in column A, operating. The total annual capital assistance expended from will be in
column B, capital.

Asset and Resource Information

Report data for vehicles used to provide revenue transit service including vehicle descriptions such as year of manufacture,
accessibility and funds used to purchase the vehicles. Report data also on general purpose maintenance facilities and
whether these facilities are owned or leased. Asset and Resource information is an inventory of the vehicles and facilities at
the end of the fiscal year.

Internet Reporting pre-fills the vehicle fleet information from the prior report year. Review and update for changes in any
revenue vehicle fleet group (individual line entries). You may also add or delete vehicle fleet information. Do not replace an
old fleet entry with new fleet data. Delete the original fleet with the delete column And then add a new fleet to report the new
vehicles.

Vehicles

Click the “Add Fleet Group” button to create a new blank line for reporting your vehicles. Internet reporting will automatically
assign a revenue vehicle inventory number or RVI # for each fleet group. This number remains the same for each report
year.

In general, report each vehicle owned or leased by the subrecipient on a separate line. Do not include service (non-revenue)
vehicles, personal vehicles, and taxis. However, if a number of vehicles are:

e  Of the same type;
e Have the same length;
e Have the same year of manufacture;
e Have the same funding source;
e Have the same ownership; and
e Have the same seating capacity.
Then report all the vehicles with those shared characteristics on the same line.

If the sub-recipient uses a contractor that provides a fleet of non-dedicated vehicles, include details on a “representative
fleet” of vehicles, reflecting the vehicles most typically in use at any one time. Do not include spare or contingency vehicles
from non-dedicated fleets. For example, if the contractor has a contract to provide two vehicles in service, and has a fleet of
20 vehicles that support the service, only provide details on two representative vehicles. This only applies to non-dedicated
fleets. Report all vehicles from dedicated fleets.

Number of Vehicles in Total Fleet

Report the number of active vehicles in the fleet. These are the revenue vehicles used to carry passengers. Include any
operational revenue vehicles used by purchased (PT) service contractors in general public transit service.
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Vehicle Type

Using the Drop-Down menu, select the vehicle type code. Use the Add Form
Note to describe a vehicle type not listed. Select the vehicle type that best
describes your vehicle from the vehicle type menu selection:

Exhibit 15 — Vehicle Type menu

selections

An automobile (AO) is a passenger car up to and including station wagons in size. L Automobile (AO)

A bus (BU) is a rubber-tired passenger vehicle powered by diesel, gasoline, 2 Bus (BU)
battery or alternative fuel engines contained within the vehicle. Vehicles in this 3 Cutawa

i : - y (CU)
category do not include school buses or cutaways. This group does include
minibuses such as a Sprinter. 4 Ferryboat (FB)
A cutaway (CU) transit vehicle is built on a van or truck chassis by a second stage | g Minivan (MV)
manufacturer. The chassis is purchased by the body builder, a framework is built
for the body, and then the body is finished for a complete vehicle. For example, a | 6 Over-the-road bus (BR)
truck chassis may be used as the base for a small transit bus. The demand
response picture under the mode section displays a cutaway. 7 School bus (SB)
Ferryboats (FB) are vessels for carrying passengers or vehicles over a body of | 8 Sports utility vehicle (SV)
water. The vessels are generally steam or diesel powered conventional ferry 9 Van (VN)

vessels. They may also be hovercraft, hydrofoil and other high-speed vessels.

Typical minivans (MV) are Dodge Caravans or Honda Odysseys. A minivan is a | 10  Articulated Bus (AB)

Ilght_duty vehl_cl_e ha\_/lng a typical seating capacity of up to seven passengers plus 1 Double Decker Bus (DB)
a driver. A minivan is smaller, lower and more streamlined than a full-sized van,
but it is typically taller and has a higher floor than a passenger car. Minivans 12 Aerial Tramway (TR)

normally cannot accommodate standing passengers.
13 Other (OR) (Describe)

An over-the-road bus (BR) is a bus characterized by an elevated passenger deck
located over a baggage compartment (42 U.S.C. 12181(5)).

A school bus (SB) is a passenger vehicle, which is designed to carry more than ten passengers in addition to the driver.
School buses are used primarily for transporting pre-primary, primary or secondary school students either to such schools
from home or from such schools to home.

A sports utility vehicle (SUV) (SV) is a high-performance four-wheel drive car built on a truck chassis. It is a passenger
vehicle, which combines the towing capacity of a pickup truck with the passenger-carrying space of a minivan or station
wagon. Most SUVs are designed with a roughly square cross-section, an engine compartment, a combined passenger and
cargo compartment, and no dedicated trunk. Most mid-size and full-size SUVs have three rows of seats with a cargo area
directly behind the last row of seats. Compact SUVs and mini SUVs may have five or fewer seats.

Typical vans (VN) are Ford E-Series or Dodge Ram vans. A van is an enclosed vehicle having a typical seating capacity of 8
to 18 passengers and a driver. A van is typically taller and with a higher floor than a passenger car, such as a hatchback or
station wagon. Vans normally cannot accommodate standing passengers.

Articulated Buses (AB) are extra-long (54 ft. to 60 ft.) buses with two connected passenger compartments. The rear body
section is connected to the main body by a joint mechanism that allows the vehicles to bend when in operation for sharp
turns and curves and yet have a continuous interior.

Double Decker Buses (DB) are high capacity buses having two levels of seating, one over the other, connected by one or
more stairways. Total bus height is usually 13 to 14.5 feet, and typical passenger seating capacity ranges from 40 to 80
people.

Aerial Tramways (TR) are unpowered passenger vehicles suspended from a system of aerial cables and propelled by
separate cables attached to the vehicle suspension system. Engines or motors at a central location, not onboard the vehicle,
power the cable system.

For detailed definitions of vehicle types, see the NTD Glossary.
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Exhibit 16 — Vehicle Types

Automobile Bus

Over the Road Bus Sports Utility Vehicle | Van Articulated Bus
School Bus

Double decked bus

Aerial Tram Other

Vehicle Length

Enter the length of the vehicle to the nearest whole foot.

Seating Capacity

Report the seating capacity of the vehicle. This is the actual number of seats on-board the vehicle and generally is cited in
the specification used in manufacturing the vehicle. When reporting the seating capacity, do not include the driver’s seat. If
you have a modified vehicle with adjustable seats, report the maximum seating capacity of your vehicle at any given time.

Year of Manufacture

Report the original year that the vehicle was manufactured; if the vehicle was
rebuilt, use the Add Form Note and provide the year of rebuild. Exhibit 17 — Largest Source of

Funding for Purchase/Lease of
Vehicles menu selection

Largest Source of Funding for Purchase/Lease of Vehicles

1 FTA
Using the Drop-Down menu, select the largest source of funding for purchase/lease
of the vehicle type. 2 Other federal
Number of ADA Accessible Vehicles in Fleet 3 State or local
Report the number of Americans with Disabilities Act of 1990 (ADA) accessible | 4 Private

vehicles in the fleet at the end of the subrecipient’s fiscal year. The vehicles may be
equipped with wheelchair lifts or ramps, or may be built with a low floor.

‘m"‘ Validation Check:

e The amount of ADA vehicles listed in column G, Number of ADA Accessible Vehicles in Fleet, must not be more
than the amount of vehicles listed in column A, Number of Vehicles in Fleet. Column A is the total number of
vehicles in that fleet group. Column G is the number of vehicles in that group that are ADA Accessible.
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Ownership Code

Ownership code is broken into two categories:

Exhibit 18 — Ownership Code menu

e Owned selections

e Leased 1 Owned by service provider
Vehicles can be either owned by the service provider, or owned by a public agency for | o Owned by public agency for
the service provider. Vehicles can be either leased by the service provider, or leased service provider
by a public agency for the service provider.
From the Drop-Down menu, select the type of vehicle ownership. 3 Leased by service provider

4 Leased by public agency for

Facilities service provider

Maintenance facilities are the garages and buildings where routine maintenance and minor repairs are performed (general
purpose maintenance facility).

Report the number of general purpose maintenance facilities by ownership type at the end of the subrecipient’s fiscal year.

Facility Ownership

Report data by four categories:
e Owned by service provider;
e Owned by public agency for service provider;
e Leased by public agency for service provider; and
e Leased by service provider.

Do not report maintenance facilities if maintenance services are performed at any other facility. For example, a

W transit agency contracts with a taxicab company for demand response (DR) service. The taxicab vehicles are
taken to the local gasoline service station for routine repairs, oil changes, etc. The local gasoline service station is
not reported.

Other Resources

Some subrecipients use volunteer resources for some or all of their service.
If the rural transit service provider uses volunteer resources for some of its service report:
e Volunteer drivers — report the number of volunteer drivers the agency has available.

e Personal vehicles in service — report the number of personal vehicles routinely used by the agency. Personal
Vehicles used for service are not included in the Asset and Resource section.

Service Data

Annual Vehicle Revenue Miles

Report annual vehicle revenue miles (VRM) by mode. Annual vehicle revenue miles (VRM) are the total amount of miles for
the reporting period that all vehicles travel in revenue service. VRM excludes deadhead, operator training, and vehicle
maintenance testing, as well as school bus and charter services.

For demand response (DR) mode, annual VRM are the total amount of miles for the reporting period that all vehicles travel
from the time they pull-out to go into revenue service to the time they pull-in from revenue service. This includes the miles of
personal vehicles and taxi cabs used in service.

For vanpool (VP) mode, VRM are the amount of miles for vehicle traveling from the time they make their first pick up to the
time they make their last drop off in revenue service.

Annual Vehicle Revenue Hours

Report annual vehicle hours (VRH) by mode. Annual vehicle revenue hours (VRH) are the total amount of hours for the
reporting period that all vehicles travel in revenue service. VRH include layover but exclude deadhead, operator training, and
vehicle maintenance testing, as well as school bus and charter services.
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For demand response (DR) mode, annual VRH are the total amount of hours for the reporting period that all vehicles travel
from the time they pull-out to go into revenue service to the time they pull in from revenue service. This includes the hours of
personal vehicles used in service.

For vanpool (VP) mode, VRH are the amount of hours for the vehicle traveling from the time they make their first pick up to
the time they make their last drop off in revenue service.

Regular Unlinked Passenger Trips

Report the number of regular unlinked passenger trips (UPT) by mode. This includes service operated as part of the normal
transit schedule. Complementary ADA paratransit trips are regular UPT. Also, bus, commuter bus, ferryboat and vanpool
services are regular UPT.

Sponsored Unlinked Passenger Trips

Report the number of sponsored UPT by mode. A sponsored UPT is public transportation that is paid in whole or in part
directly to the transit provider by a third party. Transit providers offer them as part of a Coordinated Human Services
Transportation Plan. Common sponsors include Veteran Administration, Medicaid, sheltered workshops, Association for
Retarded Citizens-Arc, Assisted Living Centers, and Head Start programs. Sponsored UPT only apply to the DR and taxi
mode.

e Do notinclude the sponsored UPT in linel8, column D, Regular Unlinked Passenger Trips.
e Report the number of sponsored UPT in the Service Data portion under line 18, column E, Sponsored Unlinked
Passenger Trips.

Total Trips

Internet Reporting automatically calculates the total regular trips, total sponsored trips, and total trips.
e Total regular trips as a sum of the regular UPT trips.
e Total sponsored trips as a sum of the sponsored UPT trips.

e Total trips as the sum of the regular UPT trips and sponsored UPT trips.

Safety Data

Report the following safety data for the provider’s reporting period:

e Number of reportable incidents;

e Number of fatalities; and

e Number of injuries.

The definition of injury requires immediate medical attention away from the scene. Immediate medical attention includes, but
is not limited to, transport to the hospital by ambulance. If an individual is transported immediately from the incident scene to
a hospital or physician’'s office by another type of emergency vehicle, by passenger vehicle, or through other means of
transport, this is also considered an injury. An individual seeking medical care several hours after an incident or in the days
following an incident is not considered to have received immediate medical attention. In cases that are less clear-cut,
reporters should apply their judgment in determining whether the injury sustained caused the individual to seek immediately
medical attention.

The medical attention received must be at a location other than the location at which the incident occurred. The intent of this
distinction is to exclude incidents that only require minor first aid or other assistance received at the scene. This distinction is
not intended to be burdensome for the transit provider. It is not a requirement that an agency follow up on each person
transported by ambulance, for example, to ensure that they actually received medical attention at the hospital. It is
acceptable to count each person immediately transported by ambulance as an injury. If, however, an agency representative
does choose to follow-up with the hospital and finds that, though an individual was transported to the hospital, he did not
receive any medical attention, this individual does not need to be reported as an injury.

Reportable Safety Incidents

The existence of one or more of the following conditions constitutes a reportable incident:
o A fatality;

e Injuries requiring immediate medical attention away from the scene for one or more persons; or
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e Property damage equal to or exceeding $25,000.

Form Notes

See Form Notes on p. 29.
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Intercity Bus Form (RU-21)

Form Name: Intercity Bus (RU-21)

01 Subrecipient Basic Information

Subrecipient legal name*

Mailing address line 1*

Mailing address line 2

City*

State* Make Selection ~
Subrecipient acronym

Is this RU-21 form for an Indian Tribe? Yes ©) No @

02 Subrecipient Contact Information

Subrecipient contact person

Phone ((555)123-4567)

03 Service Area*

04 Modes (check all that apply)*
[T] Intercity Bus

Financial Information
Federal Operating Assistance

10 c.1 5311 grants for planning and capital expenses

First name*

EXT.

Make Selection

10 c.2 5311 grants for operating expenses and provision of frips

10 c.3 ARRA 5311 grants for planning and capital expenses

10 c.4 ARRA 5311 grants for operating expenses and provision of trips

Service Data a

b

5311 Intercity Bus Vehicle
Revenue Miles

Subrecipient 1D
Report Year End Date*
Agency Type*

P.O. Box

County*

Zip code*

URL (website address)

Middle Initial

Add Form Hote
0R01-050
10072013 | [El

Make Selection

Lastname*

f

5311 Intercity Bus Unlinked
Passenger Trips

18h Intercity bus

Overview

The intercity bus (IB) mode is intended solely for subrecipients who only receive funds under 85311(f) and who are private
operators. 85311(f) is the portion of FTA’s Other than Urbanized Area Formula funds that are set aside to support intercity
bus operations. Under 85311(f), the state must set-aside 15% of its annual 85311 apportionment to support intercity bus (IB)
service, unless the Governor certifies that these needs of the state are adequately met.

Since in most cases it would not be possible for the state to provide a complete RU-20 form on behalf of a private carrier
receiving 85311(f) funding, FTA has implemented greatly reduced reporting requirements for 85311(f) private carrier
subrecipients. If your state provides monies from the §5311(f) set-aside to a public operator, report all public subrecipients
using the RU-20 Form.

If intercity bus service goes between states, the following rules apply:
o If all 85311(f) funds come from one state, then the IB data is reported with that state’s report.

e If 85311(f) funds come from more than one state, then each state completes an RU-21 form on behalf of the IB
provider that is funded for a single route from two states across state lines.

W Note:

e Once the form has been saved as an IB provider, it can be changed back to reflect a normal subrecipient — the
state will have to deactivate the subrecipient and then reactivate them thought the Sys Admin tab. Then click on the
Annual tab to generate a new RU-20 form on the Forms Summary screen.

e To use the new RU-21 form for subrecipients with an RU-20 form — the state will have to deactivate the subrecipient
and then reactivate them thought the Sys Admin tab. Then click on the Annual tab to generate a new RU-21 form
on the Forms Summary screen.

Complete a separate form for each subrecipient.
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Intercity Bus form (RU-21) Excel Spreadsheets

For the convenience of reporters who must enter data for a large number of subrecipients, there is an Excel spreadsheet
version of the RU-21 form available from the Rural Reporting link on www.ntdprogram.gov. The Rural Contact person may
download as many copies of this form as needed, and distribute them to the various subrecipients in the state or Indian
tribe’s report. The subrecipients enter their data on the Excel spreadsheet. When completed, return the Excel spreadsheet to
the state or Indian tribe rural contact person. The Rural Contact person can then enter this data into the RU-21 form in the
Internet Reporting system.

Detailed Instructions

Internet Reporting generates RU-21 forms for three different cases:
e Added form for subrecipients who reported last year, as well as new subrecipients;
e Activated form for subrecipients who did not report last year, but have been activated for the current report year; or
e Deactivated form for subrecipients who are not reporting in the current report year.

Subrecipients are added, activated or deactivate through the Sys Admin tab. See Internet Reporting discussion of Sys
Admin tab.

Complete one form for each rural provider of general public intercity bus transit service (subrecipient) within the state. The
state must file a RU-21 form for all 85311(f) subrecipients. This can only be fixed-route bus service by private companies, so
FTA has assigned a uniqgue mode—intercity bus (IB).

From the Annual tab, Forms Summary screen, click on the Intercity Bus form (RU-21) link to open the form.

Review and complete the RU-21 form following the instructions in this section.

Subrecipient Basic Information

Report the name of the subrecipient, mailing address with city, county and state, the acronym used by the provider and URL
(website address).

The state completes the RU-21 form in the name of the intercity bus carrier receiving the §85311(f) funding. In some
instances, the subrecipient may be a public transit agency other than the state that contracts for the IB service. The state
should complete the RU-21 form in the name of the private company, with a form note describing the relationship, i.e.,
85311(f) subrecipient is Private Company “name” under contract to Public Agency “name.”

In the county box, report the counties served by transit. Report first the county in which the headquarters lies, followed by up
to four additional counties in which the subrecipient provides service. If the subrecipient provides service to more than five
counties, simply enter the county name of the headquarters and the number of additional counties served. (e.g., Service in
one state: Green County and 10 additional counties. Service in two states: Green (VA) and 5(VA), 2(WV) additional
counties.) A county is served if the subrecipient picks up or drops off passengers.

Exhibit 19 — Agency Type menu

Subrecipient ID Number selections

See Subrecipient ID number on p.33.

1 Public agency (not a State DOT

or Tribal)
Report Year End Date

Public agency (State DOT)
See Report Year End Date on p.33.

Public agency (Tribal)
Agency Type

Private (not for profit)
Using the Drop-Down menu, select the agency type. For intercity bus, select
private for-profit agency since only the private for-profit intercity bus operations
are reported.

a b~ W N

Private (for profit) (This is the
only applicable selection for this
form.)

Indian Tribe

If an Indian tribe is a recipient of 5311(f) funds, these funds should be included on the “Other Federal” line of the
corresponding RU-22 form. An RU-21 form is not required.
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Subrecipient Contact Information

See Subrecipient Contact Information on p. 33.

Service Area

See Service Area on p. 33.

Mode

Rural transit service frequently involves a variety of service types. These
services can be classified as transit modes. Check each box that applies for the

Exhibit 20 — Mode selections
type of service the rural provider operates. 1

Intercity Bus

See the Introduction Section of this manual for modal descriptions.

Financial Information

For Intercity bus, states report only those services for funds received by IB providers as a §5311(f) subrecipient or through a
contractual relationship with the state for §5311(f) funds.

The state reports only the amount of 8§5311(f) funds received by operations activity and capital project category as follows:
e Planning and capital expenses; and

e  Operating expenses and provision of trips.

FTA 85311 Intercity Bus Grants for Planning and Capital Expenses

Report the annual funds received from 85311(f) grants for planning and capital expenses for the report year.

If the 85311(f) funds received are only used for planning activities or for capital projects, do not report service data — §5311
— funded unlinked passenger trips (UPT) and vehicle revenue miles (VRM). In Internet Reporting, the service data section of
this form will not be editable.

Planning and capital expenses include:
e Planning and marketing for intercity bus transportation
e Coordinating rural connections between small public transportation operations and intercity bus carriers
e Capital grants for:
0 Intercity bus shelters (and number of shelters)
o0 Joint use stops and depots (and number of stops and depots)
0 Revenue vehicles (and number of revenue vehicles)
o

Other capital projects.

FTA 85311 Grants for Operating Expenses and Provision of Trips

Report the annual funds received from 85311(f) grants for operating expenses and provision of trips for the report year.
If IB services use any 85311(f) operating assistance, report the 85311 funded UPT and VRM.
Operating expenses and provision of trips include:

e User-side subsidies;

e Demonstration projects; and

e  Other operating assistance.

ARRA 85311 Intercity Bus Grants for Planning and Capital Expenses

Report the funds received from ARRA 85311(f) grants for planning and capital expenses for the report year.

If the ARRA 85311(f) funds received are only used for planning activities or for capital projects, do not report service data —
85311 - funded unlinked passenger trips (UPT) and vehicle revenue miles (VRM).
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ARRA 85311 Grants for Operating Expenses and Provision of Trips

Report the funds received from ARRA 85311(f) grants for operating expenses and provision of trips for the report year.
If IB services use any ARRA 85311(f) operating assistance, report the 85311 funded VRM and UPT.

Service Data for Intercity Bus

If the §5311(f) funds expended are for only planning activities or capital projects (intercity bus shelters, joint-use stops and
depots), and are not expended for operations (operating grants through purchase-of-service agreements, user-side
subsidies, and demonstration projects), then do not complete the VRM and UPT data fields.

States report only the annual 85311 bus VRM and the annual §5311 UPT. Only these items will appear in the service portion
of the form.

85311 Intercity Bus Vehicle Revenue Miles

Report the total 85311 VRM. This includes the total amount of miles for the reporting period that all vehicles travel in §5311
revenue service. VRM excludes deadhead, operator training, and vehicle maintenance testing, as well as school bus and
charter services.

If a route is only partially subsidized by the 85311 funds, report all the VRM for that route—it is not necessary to track or
allocate service for a partial subsidy of the route.

85311 Intercity Bus Unlinked Passenger Trips

Report the total 85311 annual UPT. This includes the total amount of UPT for the reporting period that all vehicles travel in
§5311 service.

If a route is only partially subsidized by the §5311 funds, report all the UPT for that route—it is not necessary to track or
allocate service for a partial subsidy of the route.

Form Notes

See Form Notes on p. 29.
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Rural Recipient Reporting Separately (RU-22)

(RU-22) Add Form Note
01 Subrecipient Basic Information Subrecipient ID 0R01-047
Subrecipient legal name* Rural NTD ID*
Mailing address line 1% Agency Type* Make Selection -
Mailing address line 2 P.O.Box
City* County*
State* Make Selection ¥ Zip code* - { ex: 22272 2923)
Subrecipient acronym URL (website address)
02 Subrecipient Contact Information
Subrecipient contact person First name* Middle Initial Lastname*
Phone ((555)123-4567) EXT.
Financial Information a b
Operating Capital
06 Fare revenues
08 Local funds
09 State funds
10¢c FTA Other than Urbanized Area Formula funds (§5311)
10d FTATribal Transit funds(§5311)
10e ARRA Otherthan Urbanized Area Formula funds (§5311)
10f ARRA Tribal Transit funds (§5311)
101 Other Federal funds
Ma Other Funds
12 Total Annual Revenues Expended ’7 ’7
save | _ Close | print_|
Overview

The RU-22 form collects financial information on subrecipients that submit complete reports elsewhere within the rural NTD
module This includes rural subrecipients filing an RU-20 with another state or directly reporting Indian tribes benefiting from
85311 funds from the state. This form collects basic financial and contact information.

Complete a separate form for each subrecipient.

What Has Changed from Prior Year

The RU-22 form has been updated to capture financial information related to fare revenues, local funds, state funds, other
funds, and federal sources unrelated to the 85311 program. Rural Recipient Reporting Separately form (RU-22) Excel
Spreadsheets

For the convenience of reporters who must enter data for a large number of subrecipients, there is an Excel spreadsheet
version of the RU-22 form available from the Rural Reporting link on www.ntdprogram.gov. The Rural Contact person may
download as many copies of this form as needed, and distribute them to the various tribal subrecipients in the state. The
subrecipients enter their data on the Excel spreadsheet. When completed, return the Excel spreadsheet to the state’s Rural
Contact person. The Rural Contact person can then enter this data into the RU-22 form in the Internet Reporting system.

Detailed Instructions

Internet Reporting generates RU-22 forms for three different cases:
e Added form for subrecipients who reported last year, as well as new subrecipients
e Activated form for subrecipients who did not report last year, but have been activated for the current report year
e Deactivated form for subrecipients who are not reporting in the current report year.

Subrecipients are added, activated or deactivate through the Sys Admin tab. See Internet Reporting discussion of Sys
Admin tab.

Complete one form, RU-22, for each recipient who provides general public transit service within the state while already
submitting a rural NTD report. The state must file an RU-22 form for 85311 subrecipients that receive funds from the state
and complete a full NTD report (RU-20) through the rural NTD. These subrecipients are directly reporting tribal recipients
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and subrecipients receiving 85311 funds from more than one state. If a tribal recipient does not complete a full rural NTD
report, the state must complete a full RU-20 form. If you are an Indian tribe as a direct recipient, complete one RU-20 form.
Then provide the state with an RU-22 form. If you are a subrecipient receiving 85311 funds from more than one state,
complete one RU-20 form for one state. Then complete an RU-22 for the remaining state(s).

From the Annual tab, Forms Summary screen, click on the Rural Recipient Reporting Separately form (RU-22) link to
open the form.

Review and complete the RU-22 form following the instructions in this section.

Subrecipient Basic Information

See Subrecipient Basic Information on p.33

Subrecipient ID Number

See Subrecipient ID number on p.33.

Report Year End Date

See Report Year End Date on p.33.

Rural NTD ID

Report the rural NTD ID number the subrecipient uses when completing their full rural NTD report. The RU-20 form displays
the ID number near the top of the form. It is pre-filled for subrecipients who reported in the previous year and can be edited.

Agency Type

See Agency Type on p. 33.

Subrecipient Contact Information

See Subrecipient Contact Information on p. 33.

Financial Information

See Financial Information on p. 34.

Sources of Revenue Funds Expended

Report the operating revenues and capital costs expended by the rural public transit service provider during the report year.
Generally, revenues earned during the report year will be expended during the same year. However, it is possible to have
carryover revenues from prior years. Report only the revenues expended during the report year, regardless of when the
revenues were earned. Report only those funds that are (or will be) applied to the rural transit operations for transit projects.
Report the revenue expended during the report year in the following categories:

° Fare revenues

e Local funds: Local operating assistance and Local capital assistance

e  State funds: state operating assistance and state capital assistance

e Federal Assistance: federal operating assistance and federal capital assistance
o0 FTA 85311 Other than Urbanized Area Formula Program funds
o FTA 85311 Tribal Transit funds
0 FTA 85311 ARRA Other than Urbanized Area Formula funds
0 FTA 85311 ARRA Tribal Transit funds

e  Other funding
e  Other federal funds

e  Other funds
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The American Recovery and Reinvestment Act, 2009 (ARRA) [Pub. L. 111-5] has made funds available for Rural Transit
both according to the Other than Urbanized Area Formula and through a Tribal Transit discretionary program. Goals of the
program include the promotion of economic recovery, the preservation and creation of jobs, and investment in transportation

for long-term economic benefits.
These funds should be reported separately from the usual Other than Urbanized Area Formula and from the regular Tribal
Transit funding.

Form Notes

See Form Notes on p. 29.
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Urban Recipient (RU-23)

Form Name: Urban Recipient (RU-23) Add Form Note

01 Urban Basic Information Subrecipient ID 0R01-048
Subrecipient legal name* Urban NTD ID* Select *
Mailing address line 1* Agency Type* Make Selection hd
Mailing address line 2 P.O.Box
City* County*
State* Make Selection ¥ Zip code* - {&x 22222-2222)

Subrecipient acronym URL (website address)

02 Subrecipient Contact Information

Subrecipient contact person First name* Middle Initial Last name*

Phone ((555)123-4567) EXT

Financial Information a b

Operating Capital
06 Fare revenues
08 Local funds
09 State funds
10¢c FTA Otherthan Urbanized Area Formula funds (§5311)
10d FTA Tribal Transit funds(§5311)
10e ARRA Other than Urbanized Area Formula funds (§5311)
10f ARRA Tribal Transit funds (§5311)
101 Other Federal funds

Ma Other Funds

12 Total Annual Revenues Expended

Overview

The RU-23 form collects financial information on subrecipients that submit either full reports (F-10 form) or small-systems
waivers (W-30 form) to the urban NTD module. Data collected includes the subrecipient's name and information, §5311
operating revenues expended and §5311 capital revenues expended.

Complete a separate form for each subrecipient. You may use this form for subrecipients submitting a full report to the urban
NTD and for subrecipients using a Small Systems Waiver. Do not use this form for subrecipients receiving a full reporting
waiver from the urban NTD, use the RU-20 form for these subrecipients.

What Has Changed from Prior Year

The RU-23 form has been updated to capture financial information related to fare revenues, local funds, state funds, other
funds, and federal sources unrelated to the §5311 program.

Urban Recipient form (RU-23) Excel Spreadsheets

For the convenience of reporters who must enter data for a large number of subrecipients, there is an Excel spreadsheet
version of the RU-23 form available from the Rural Reporting link on www.ntdprogram.gov. The Rural Contact person may
download as many copies of this form as needed, and distribute them to the various urban subrecipients in the state. The
subrecipients enter their data on the Excel spreadsheet. When completed, return the Excel spreadsheet to the state’s Rural
Contact person. The Rural Contact person can then enter this data into the RU-23 form in the Internet Reporting system.

Detailed Instructions

Internet Reporting generates RU-23 forms for three different cases:
e Added form for subrecipients who reported last year, as well as new subrecipients;

e Activated form for subrecipients who did not report last year, but have been activated for the current report year;
and

e Deactivated form for subrecipients who are not reporting in the current report year.

Subrecipients are added, activated or deactivate through the Sys Admin tab. See Internet Reporting discussion of Sys
Admin tab.
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Complete one form, RU-23, for each Urban Recipient providing general public transit service within the state. The state must
file an RU-23 form for subrecipients that receive 85311 funds from the state and completes a full NTD report. If an Urban
recipient does not complete a full urban NTD report, the state must complete a full RU-20 form.

From the Annual tab, Forms Summary screen, click on the Urban Recipient form (RU-23) link to open the form.

Review and complete the RU-23 form following the instructions in this section.

Subrecipient Basic Information

See Subrecipient Basic Information on p.33.

Subrecipient ID Number

See Subrecipient ID number on p.33.

Report Year End Date

See Report Year End Date on p.33.

Urban NTD ID

Report the urban NTD ID number the subrecipient uses when completing their urban NTD report. The ID number, assigned
by NTD, is a 4-digit number beginning with their region number. Internet reporting displays the ID number near the top of the
screen when the urban report is in the system. It is pre-filled for subrecipients who reported in the previous year and can be
edited.

Agency Type

See Agency Type on p. 33.

Subrecipient Contact Information

See Subrecipient Contact Information on p. 33.

Financial Information

See Financial Information on p. 34.

Sources of Revenue Funds Expended

Report the operating revenues and capital costs expended by the rural public transit service provider during the report year.
Generally, revenues earned during the report year will be expended during the same year. However, it is possible to have
carryover revenues from prior years. Report only the revenues expended during the report year, regardless of when the
revenues were earned. Report only those funds that are (or will be) applied to the rural transit operations for transit projects.
Report the revenue expended during the report year in the following categories:

° Fare revenues

e Local funds: local operating assistance and local capital assistance

e  State funds: state operating assistance and state capital assistance

e Federal Assistance: federal operating assistance and federal capital assistance

o FTA 85311 Other than Urbanized Area Formula Program funds
o FTA 85311 Tribal Transit funds

0 FTA 85311 ARRA Other than Urbanized Area Formula funds

0 FTA 85311 ARRA Tribal Transit funds

e  Other Funding
e  Other federal funds

e  Other funds
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The American Recovery and Reinvestment Act, 2009 (ARRA) [Pub. L. 111-5] has made funds available for Rural Transit
both according to the Other than Urbanized Area Formula and through a Tribal Transit discretionary program. Goals of the
program include the promotion of economic recovery, the preservation and creation of jobs, and investment in transportation
for long-term economic benefits.

These funds should be reported separately from the usual Other than Urbanized Area Formula and from the regular Tribal
Transit funding.

Form Notes

See Form Notes on p. 29
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Rural Public Transit Service Summary form (RU-30)
Fomame:Rure Pl TSR Sevee Summan (RUS0) aromee

Counties Served

a MNumber of counties statewide :
b Number of counties with § 5311 senvice

Administrative Costs

c §5311 Expended on State Admin

General Public Transit Service RU-20
Financial Information s b
Operating Capital

05 Total Annual Operating Expenses I

Sources of Operating Revenue Expended

06 Fare revenues l—
o7 Contract revenues l—
08 Localfunds [ [
03 Slale funds [ I—

Federal Assistance

10a FTACapital Program funds (§5309) I
108 FTA Special Needs of Elderly Individuals and Individuals with l— l—
Disabilities Formula Program funds (§5310)

10c  FTA Otherthan Urbanized Area Formula funds (§5311) I

10d  FTATribal Transit funds (§5311) I

10e  ARRAOther than Urbanized Area Formula funds (§5311) I

10f  ARRATribal Transit funds (§5311) I

10 FTA Job Access and Reverse Commute Formula Program funds l— l—
9 (gs318)

10h  FTANew Freedom Program funds (§5317) I

10i FTAAlternative Transportation in Parks and Public Lands Program l— l—
" funds (§5320)

ARRA TIGGER (Greenhouse Gas and Energy Reduction) Program l—
funds

10k Other FTAfunds [ [
101 Ofher Federal funds [ [
11 Total Federal Assistance [ [
13 Ofher funds [ [
12 Total Annual Revenues Expended [ [

0]

Asset | Infrastructure Information = b c d = f g
Vehicles
Number of Number of
Vehicles in Total ADA Accessible
Flest Vehicles in Fleet
14 Total I
Facilities
Owned by Leased by
Public Public
Agency for Agency for
Owned by Senice Senice Leased by
Senice Provider Pravider Pravider Senvice Provider Total
18 MNumber of general purpose maintenance facilities I
Other Resources s

16 Mumber of volunteer drivers I
17 Mumber of personal vehicles in service I
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Safety Data
20 Repotable incdents |
21 Fatalbes |

22 njuries |

Intercity Bus RU.21
Financial information 2

Fadotal Dperating Atsistance

10c1 (§5311) grants for planning and capital expenses s
10c2 (§5311) grants for cperaling expentes and provision of igs ]
1023 ARRA5E311) grants for planning and capitsl sspenses [
10e4 ARRA(§5311) grants for cparating expenses and Erovsicn of Ings [~

Service Data
5311 Intercity 5311 Infercity
Bus Vishichy Buy Unlinked
Fazse

8h Total Intercity Bus

Rural Recipient Reporting Separately RU.22
Financaal information

Cperating Capital

[
0 Localunds |
09 Slate hnds |

10 FTACHher than Ursaniced Ares Formula fnds (55311) [

Ma  Omerfunds

Overview

The Rural Public Transit Service Summary form (RU-30) summarizes the data provided for all subrecipients in the state. For
directly-reporting Indian tribes, the data on the RU-30 form will match the data provided on their own RU-20 form.

Additionally, this form requires the reporting of three statewide data items. States directly enter:
¢  The number of counties within the state;

e The number of counties with transit service funded, in whole or in part, with FTA Other than Urbanized Area
Formula funds (85311); and

e The amount of §5311 funds expended on state administration costs.

Directly-reporting Indian tribes should not complete data items one and two. Tribes do not report 85311 funds expended on
Admin Cost if they provide the service. Tribes do report 85311 funds expended on Admin Costs if they pass the funds
through to a service provider.

Detailed Instructions

From the Annual tab, Forms Summary screen, click on the Rural Public Transit Service Summary form (RU-30) link to
open the form.

Review and complete the RU-30 form following the instructions in this section.

Number of Counties Statewide

Report the total number of counties in the state. States are to include counties that are served by directly-reporting Indian
tribes in their county count.

The following link provides the counties for each state: www.naco.org/Counties/Pages/FindACounty.aspx

Directly-reporting Indian tribes do not complete this information, enter zero.

Number of Counties with 85311 Service

States report the number of counties in the state that are currently served, in whole or in part, by FTA Other than Urbanized
Area Formula funds (§85311). States are to include counties that are served by directly-reporting Indian tribes in their county
count. A county is served if the subrecipient picks up or drops off passengers.
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Directly-reporting Indian tribes do not complete this information, enter zero.

Administrative Costs

85311 Expended on State Admin

States report the 85311 revenues they expended on state admin cost as a result of administering the program. Since the
85311 program operates on a reimbursement basis, revenues expended (accrued) during the report year will be expended
during the same year. Report the operating revenue expended during the report year from FTA 85311 Other than Urbanized
Area Formula Program funds.

If you are a Directly-reporting Indian tribe, do not complete this information if you provide the service. You should report
these expenses on the RU-20 form. However, if you are a tribe that passes your funds through to a subrecipient who
provides the service, you should report this information here on the RU-30 form. In this case report the 85311 amount you
expended to administer the program.
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Line by Line Instructions

Completing the Agency Identification form (RU-10)

From the Annual tab, Forms Summary screen, click on the Agency Identification form (RU-10) link to open the form.
Form Level Help: Click on the Help tab at the top of the screen for form level help.

Form Notes: You can attach a form note to any form. Click on the Add Form Note link at the top of the screen and enter the
relevant information for a specific data field, the entire form or for multiple forms. You can review or edit a form note from the
Notes tab.

Saving or Closing the Form: Click on the Save button prior to exiting the form and continuing with the report. Click on the
Close button at the bottom of the screen to close the form without saving.

Rural NTD ID: Pre-filled and cannot be edited, review for accuracy.

Report Period End Date: Pre-filled and cannot be edited, review for accuracy. Contact your Validation Analyst for any
changes.

Line 01: Agency ldentification Information. Pre-filled, review for accuracy, edit as necessary.
e Enter the state agency’s or Indian tribe’s full legal name. No abbreviations or acronyms.

e Enter the state agency’s or Indian tribe’s mailing address. The street address should always begin on the first line. If
the mailing address includes a P.O. Box, the P.O. Box should always appear on the second line.

e Enter the state agency’s or Indian tribe’s URL. Do not add http://. End with .com, .gov, .org, etc.
e Enter the state agency’s or Indian tribe’s acronym. This acronym will be used in selected NTD publications.

e Enter the state agency’s or Indian tribe’s FTA recipient ID (Transportation Electronic Award and Management
(TEAM ID)).

Line 02: Director of Transit Unit. Pre-filled, review for accuracy, edit as necessary.
e Enter the name of the head of the transit unit.
e Enter the title of the head of the transit unit.

e Enter the business mailing address for the head of the transit unit. The street address should always begin on the
first line. If the mailing address includes a P.O. Box, the P.O. Box should always appear on the second line.

e  Enter the business telephone number of the head of the transit unit.
e Enter an alternative business telephone number of the head of the transit unit. (Blackberry, cell, second office)
e  Enter the FAX number of the head of the transit unit.
e Enter the e-mail address of the head of the transit unit.
Line 03: Rural Contact. Pre-filled, review for accuracy, edit as necessary.
e Enter the name of the person responsible for coordinating the NTD Rural Report.
e Enter the contact person’s title.

e Enter the contact person’s mailing address. The street address should always begin on the first line. If the mailing
address includes a P.O. Box, the P.O. Box should always appear on the second line.

e Enter the contact person’s telephone number.
e Enter the contact person’s alternative telephone number. (Blackberry, cell, second office)
e Enter the contact person’s FAX number.

e Enter the contact person’s e-mail address.
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Completing the Rural General Public Transit Service form (RU-20)

Complete one Rural General Public Transit Service form (RU-20) for each state subrecipient or Indian tribe.

From the Annual tab, Forms Summary screen, click on the Add Form button to generate a RU-20 form for a new
subrecipient.

To open a previously saved RU-20 form, click on the Rural General Public Transit Service form (RU-20) link for the
specific provider from the Annual tab, Forms Summary screen. Review and complete the form following the instructions in
this section.

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

Form Notes: You can attach a form note to any form. Click on the Add Form Note link at the top of the screen and enter the
relevant information including the subrecipient name or ID for a specific data field, the entire form or for multiple forms. You
can review or edit a form note from the Notes tab.

Saving or Closing the Form: Click on the Save button prior to exiting the form and continuing with the report. Click on the
Close button at the bottom of the screen to close the form without saving.

Subrecipient Basic Information

Subrecipient ID Number. Pre-filled and cannot be edited, review for accuracy.

e The Subrecipient identification number (ID) is the unique alphanumeric number FTA assigns to each subrecipient
as the individual RU-20s are saved (e.Q., #R##-##Ht or #THE-#HH).

Report Year End Date. Report the end date for the 12-month reporting period (mm/dd/yyyy). Pre-filled for subrecipients who
reported in the previous year.

Line 01: Subrecipient Basic Information. Pre-filled for subrecipients who reported in the previous year, review for accuracy,
and edit as necessary.

e Enter the subrecipient's or Indian tribe’s full legal name. No abbreviations or acronyms.
e Enter the subrecipient’s or Indian tribe’s organization type.

e Enter the subrecipient's or Indian tribe’s mailing address. The street address should always begin on the first line. If
the mailing address includes a P.O. Box, enter it in the P.O. Box field.

e Enter the subrecipient's or Indian tribe’s city, county and 5 or 9-digit zip code. In the county box, enter the counties
served by transit. You may enter up to five county names.

e Enter the subrecipient's or Indian tribe’s acronym used by the subrecipient, if applicable.
e Enter the subrecipient's or Indian tribe’s URL, if applicable.

e Use the Radio buttons to indicate if the subrecipient of a state is an Indian tribe. If you are a directly-reporting
Indian tribe, Internet Reporting automatically enters yes.

Line 02: Subrecipient Contact Information. Pre-filled, review for accuracy, edit as necessary.
e Enter the name of the person responsible for the subrecipient’s or Indian tribe’s report.
e Enter the contact person’s telephone number.

Line 03: Service Area. Use the Drop-Down menu to select the type of service area.

Line 04: Mode. Use the Check-Boxes to indicate the mode(s) operated by the subrecipient

Financial Information

Line 05: Total Annual Expenses.

e Column A: Operating. Enter the annual operating expenses for public transit service by the rural service provider for
the report year. Include expenses for sponsored programs.

e Sponsored programs are public transportation that is paid in whole or in part directly to the transit provider
by a third party. Transit providers offer them as part of a Coordinated Human Services Transportation
Plan. Common sponsors include Veteran Administration, Medicaid, sheltered workshops, Association for
Retarded Citizens-Arc, Assisted Living Centers, and Head Start programs. Annual operating expenses do
not include charter services.
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Operating expenses include salaries and wages, fringe benefits, materials and supplies, insurance, taxes, outside
services such as cleaning and utilities, and equipment lease and rental costs. These are used for the day-to-day
expenses of operating and maintaining vehicles; maintaining other equipment, buildings and grounds; and general
administration costs, which are the transit agency’s activity to support the service, often referred to as ‘overhead'.
The NTD Uniform System of Accounts offers further definitions for the following operating activities:

e Function 010: Vehicle operations
e  Function 041 and 042: Vehicle and Non-Vehicle Maintenance
e  Function 160: General administration

Operating expenses exclude purchase of capital (vehicles, facilities and equipment), charter service, and the costs
of providing transportation services not available to the general public or in a Coordinated Human Services
Transportation Plan.

Column B: Capital. Enter the expenses incurred during the year related to the purchase of facilities, vehicles and
other capital equipment.

e Capital expenses include the expenses related to the purchase of equipment. Equipment means an article
of non-expendable tangible personal property having a useful life of more than one year. Capital expenses
do not include operating expenses that are eligible to use capital funds.

Total Annual Expenses for each subrecipient’'s RU-20 form (line 05) should equal line 12, Total Annual Revenues
Expended, for both operating and capital unless the subrecipient operated at a deficit during the previous year.

Sources of Revenue Funds Expended

Line 06: Fare Revenues

Column A: Operating. Enter the rural public transit service provider's total income received directly from
passengers, paid either in cash or through pre-paid tickets, passes, etc., spent on transit operations for the
reporting period. Include donations from those passengers who donate money on the vehicle. Include the reduced
fares paid by passengers in a user-side subsidy arrangement.

Column B: Capital. Enter the rural public transit service provider’s total income received directly from passengers,
paid either in cash or through pre-paid tickets, passes, etc., spent on capital for the reporting period. Include
donations from those passengers who donate money on the vehicle. Include the reduced fares paid by passengers
in a user-side subsidy arrangement.

Line 07: Contract Revenues

Column A: Operating. Enter the total reimbursement by any organization, government, agency, or company, as a
result of a formal contractual agreement with the transit service operator, for trips provided to a specific passenger
or group of passengers.

Line 08: Local Funds

Column A: Operating. Enter the total amount of financial assistance expended from local entities that support the
operation of the transit system. Include tax levies, general funds, specified contributions, donations and other
revenues such as advertising.

Column B: Capital. Enter the total amount of financial assistance expended from local entities to assist in paying
capital costs of the transit system. Include tax levies, general funds, specified contributions, reserve funds and
donations.

Line 09: State Funds

Column A: Operating. Enter the total amount of financial assistance expended from any state agency that supports
the operation of the transit system. Include tax levies, general funds and specified contributions.

Column B: Capital. Enter the total amount of financial assistance expended from any state agency to assist in
paying capital costs of the transit system. Include tax levies, general funds and specified contributions.

Federal Assistance

Line 10a: FTA Capital Program funds (85309)

Column A: Operating. Enter the total financial assistance expended from the FTA Capital Program to assist in
paying the operating costs of providing transit service.
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e Column B: Capital. Enter the total financial assistance expended from the FTA Capital Program to assist in paying
the capital costs of providing transit service.

Line 10b: FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula Program funds (§5310)

e Column A: Operating. Enter the total financial assistance expended from FTA Special Needs of Elderly Individuals
and Individuals with Disabilities Formula Program to assist in paying the operating costs of providing transit service.

e Column B: Capital. Enter the total financial assistance expended from FTA Special Needs of Elderly Individuals and
Individuals with Disabilities Formula Program to assist in paying the capital costs of providing transit service.

Line 10c: FTA Other than Urbanized Area Formula funds (85311)

e Column A: Operating. Enter the total financial assistance expended from the FTA Other than Urbanized Area
Formula funds to assist in paying the operating costs of providing transit service. Include 85307 funds plus any
85310 or 85317 funds transferred to the program or flexible highway funds transferred to the program and
administered through the 85311 program.

e Column B: Capital. Enter the total financial assistance expended from the FTA Other than Urbanized Area Formula
funds to assist in paying the capital costs of providing transit service. Include 85307 funds plus any 85310 or §5317
funds transferred to the program or flexible highway funds transferred to the program and administered through the
85311 program.

Line 10d: FTA Tribal Transit Funds (§5311)

e Column A: Operating. Enter the total financial assistance expended from the FTA Tribal Transit funds to assist in
paying the operating costs of providing transit service.

e Column B: Capital. Enter the total financial assistance expended from the FTA Tribal Transit funds to assist in
paying the capital costs of providing transit service.

Line 10e: ARRA Other than Urbanized Area Formula funds (85311)

e Column A: Operating. Enter the total financial assistance expended from the ARRA Other than Urbanized Area
Formula funds to assist in paying the operating costs of providing transit service.

e Column B: Capital. Enter the total financial assistance expended from the ARRA Other than Urbanized Area
Formula funds to assist in paying the capital costs of providing transit service.

Line 10f: ARRA Tribal Transit funds (§5311)

e Column A: Operating. Enter the total financial assistance expended from the ARRA Tribal Transit funds to assist in
paying the operating costs of providing transit service.

e Column B: Capital. Enter the total financial assistance expended from the ARRA Tribal Transit funds to assist in
paying the capital costs of providing transit service.

Line 10g: FTA Job Access and Reverse Commute Formula Program funds (85316)

e Column A: Operating. Enter the total financial assistance expended from the FTA Job Access and Reverse
Commute Formula Program to assist in paying the operating costs of providing transit service.

e Column B: Capital. Enter the total financial assistance expended from the FTA Job Access and Reverse Commute
Formula Program to assist in paying the capital costs of providing transit service.

Line 10h: FTA New Freedom Program funds (85317)

e Column A: Operating. Enter the total financial assistance expended from the FTA New Freedom Program to assist
in paying the operating costs of providing transit service.

e Column B: Capital. Enter the total financial assistance expended from the FTA New Freedom Program to assist in
paying the capital costs of providing transit service.

Line 10i: FTA Alternative Transportation in Parks and Public Lands Program funds (§5320)

e Column A: Operating. Enter the total financial assistance expended from the FTA Alternative Transportation in
Parks and Public Lands Program to assist in paying the operating costs of providing transit service.

e Column B: Capital. Enter the total financial assistance expended from the FTA Alternative Transportation in Parks
and Public Lands Program to assist in paying the capital costs of providing transit service.

Line 10j: ARRA TIGGER (Greenhouse Gas and Energy Reduction) Program funds
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Column B: Capital. Enter the total financial assistance expended from the ARRA TIGGER Program to assist in
paying the capital costs of providing transit service.

Line 10k: Other FTA funds

Line 10I:

Column A: Operating. Enter the total financial assistance expended from Other FTA programs not listed on lines
10a through 10j to assist in paying the operating costs of providing transit service.

Column B: Capital. Enter the total financial assistance expended from Other FTA programs not listed on lines 10a
through 10j to assist in paying the capital costs of providing transit service.

Other federal funds

Column A: Operating. Enter the total financial assistance expended from other federal sources other than FTA
programs to assist in paying the operating costs of providing transit service. Describe the sources and the amount
of funding.

Column B: Capital. Enter the total financial assistance expended from other federal sources other than FTA
programs to assist in paying the capital costs of providing transit service. Describe the sources and the amount of
funding.

Line 11: Total Federal Assistance

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total federal
financial assistance expended for operations equal to the sum of lines 10a through 10I, column A.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total federal
financial assistance expended for capital equal to the sum of lines 10a through 10I, column B.

Line 11a: Other funds

Column A: Operating. Enter the total financial assistance expended from other sources other than federal programs
to assist in paying the operating costs of providing transit service. Describe the sources and the amount of funding.

Column B: Capital. Enter the total financial assistance expended from other sources other than federal programs to
assist in paying the capital costs of providing transit service. Describe the sources and the amount of funding.

Line 12: Total Annual Revenues Expended.

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total annual
operating revenues expended for operations equal to the sum of lines 6 through 9, 11 and 11a, column A. Total
Annual Operating Expenses for each subrecipient’'s RU-20 form (line 05, column A) should equal line 12 column A,
Total Annual Operating Revenues Expended, unless the subrecipient operated at a deficit during the previous year.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total annual
financial assistance expended for capital equal to the sum of lines 8, 9, 11 and 11a, column B. Total Annual Capital
Costs for each subrecipient's RU-20 form (line 5, column B) should equal line 12 column B, Total Capital Funds
Expended, unless the subrecipient operated at a deficit during the previous year.

Asset and Resource Information

Vehicles

Line 13: Vehicle Fleet Information. Pre-filled, review for accuracy, edit as necessary.

Column A: Number of Vehicles in Total Fleet. Group vehicles on the same line that have the same characteristics
— vehicle type code, vehicle length, seating capacity, year of manufacture, ownership code and funding source.

o0 Enter the total number of operational revenue vehicles in the fleet available for general public transit
service, including spare or back up revenue vehicles.

0 The total also should include any operational revenue vehicles used by purchased service contractors in
general public transit service. Service (non-revenue) vehicles and personal vehicles should not be
included.

Column B: Vehicle Type. Use the Drop-Down menu to indicate the vehicle type code of the vehicles in column A.
Column C: Vehicle Length. Enter the length of the vehicles in column A to the nearest whole foot.
Column D: Seating Capacity. Enter the number of seats on the vehicles in column A.

Column E: Year of Manufacture. Enter the original year of manufacture of the vehicles in column A.
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e Column F: Largest Source of Funding for Purchase/Lease of Vehicles. Use the Drop-Down menu to indicate the
largest source of funding for purchase/lease of the vehicles in column A.

e  Column G: Number of ADA Accessible Vehicles in Fleet. Enter the number of vehicles from column A that meet the
requirements of the Americans with Disabilities Act of 1990 (ADA).

0 The vehicles may be equipped with wheelchair lifts or ramps, or may be built with a low floor.

e  Column h: Ownership Code. Use the Drop-Down menu to indicate ownership of the vehicles in column A, at the
end of the reporting period.

o Complete the information based on whether the vehicles are owned outright or leased.
Line 14: Vehicle Fleet Totals
e Column A: Total Number of Vehicles in Total Fleet. This is an auto-calculated field and cannot be edited.

o This field displays the total number of vehicles in the fleets for all modes equal to the sum of the vehicles
on line 13, column A.

e Column G: Total Number of Americans with Disabilities Act (ADA) Accessible Vehicles in Fleet. This is an auto-
calculated field and cannot be edited.

o This field displays the total number of ADA accessible vehicles in the fleet for all modes equal to the sum
of the vehicles on line 13, column G.

Facilities

Line 15: Number of General Purpose Maintenance Facilities

e Column A: Owned by Service Provider. Enter the number of general purpose maintenance facilities owned by the
service provider.

e Column B: Owned by Public Agency for Service Provider. Enter the number of general purpose maintenance
facilities owned by the public agency for the service provider.

e Column C: Leased by Public Agency for Service Provider. Enter the number of general purpose maintenance
facilities leased by the public agency for the service provider.

e Column D: Leased by Service Provider. Enter the number of general purpose maintenance facilities leased by the
service provider.

e Column E: Total. This is an auto-calculated field and cannot be edited. This field displays the total number of
maintenance facilities equal to the sum of columns A through D.

Other Resources

Line 16: Volunteer Drivers
e  Column A: Number of Volunteer Drivers. Enter the number of volunteer drivers at the end of the reporting period.

Line 17: Personal Vehicles

e Column A: Number of Personal Vehicles in Service. Enter the number of personal vehicles in use at the end of the
reporting period.

Service Data

Line 18: Service Data

e  Column A: Annual Vehicle Revenue Miles (VRM). By mode, enter the total number of miles for the reporting period
that all vehicles travel in revenue service.

o0 Vehicle revenue miles exclude deadhead, operator training, and vehicle maintenance testing, as well as
school bus and charter services.

o For demand response mode, annual vehicle revenue miles are the total amount of miles for the reporting
period that all vehicles travel from the time they pull-out to go into revenue service to the time they pull-in
from revenue service. This includes the miles of personal vehicles and taxi cabs used in service.

o0 For vanpool (VP) mode, VRM are the amount of miles for the vehicle traveling from the time they make
their first pick up to the time they make their last drop off in revenue service.
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Column C: Annual Vehicle Revenue Hours (VRH). By mode, enter the total amount of time in hours for the reporting
period that all vehicles travel in revenue service.

0 Vehicle revenue hours include layover but exclude deadhead, operator training, and vehicle maintenance
testing, as well as school bus and charter services.

o0 For demand response mode, annual vehicle revenue hours are the total amount of hours for the reporting
period that all vehicles travel from the time they pull-out to go into revenue service to the time they pull-in
from revenue service. This includes the hours of personal vehicles used in service.

o For vanpool (VP) mode, VRH are the amount of hours for the vehicle traveling from the time they make
their first pick up to the time they make their last drop off in revenue service.

Column D: Regular Unlinked Passenger Trips. By mode, enter the total number of unlinked passenger trips for the
reporting period carried by all vehicles in revenue service.

o0 Include the unlinked passenger tips by personal vehicles used in regular service. This includes service
operated as part of the normal transit schedule.

o0 Complementary ADA paratransit trips are regular unlinked passenger trips.
0 Also, bus, commuter bus, ferryboat and vanpool services are regular unlinked passenger trips.

Column E: Sponsored Unlinked Passenger Trips. By mode, enter the total number of sponsored unlinked
passenger trips for the reporting period carried by all vehicles operated outside of the regular schedule.

o This service is part of a coordinated plan to provide transit service, including social service agency
transportation programs, programs for the elderly and medical transportation programs.

0 Sponsored unlinked passenger trips only apply to the demand response and taxi mode.
Column G: Total Trips. This is an auto-calculated field and cannot be edited.

o This field displays the total unlinked passenger trips equal to the sum of the trips on line 18, columns D
and E.

Line 19: Total

Column A: Annual Vehicle Revenue Miles. This is an auto-calculated field and cannot be edited.

o This field displays the total annual vehicle revenue miles for all modes equal to the sum of the miles on line
18, column A.

Column C: Total Annual Vehicle Revenue Hours. This is an auto-calculated field and cannot be edited.

o0 This field displays the total annual vehicle revenue hours for all modes equal to the sum of the hours on
line 18, column C.

Column D: Total Regular Unlinked Passenger Trips. This is an auto-calculated field and cannot be edited.

o0 This field displays the total annual regular unlinked passenger trips for all modes equal to the sum of the
regular trips on line 18, column D.

Column E: Total Sponsored Unlinked Passenger Trips. This is an auto-calculated field and cannot be edited.

o This field displays the total annual sponsored unlinked passenger trips for all modes equal to the sum of
the sponsored trips on line 18, column E.

Column G: Total Trips. This is an auto-calculated field and cannot be edited.

o] This field displays the total annual regular unlinked passenger trips and total annual sponsored unlinked
passenger trips for all modes equal to the sum of the regular and sponsored trips on line 19, column D
and E.

Safety Data

Line 20: Incidents

Column A: Reportable Incidents. Enter the total number of reportable incidents for the reporting period.

Reportable incidents include any event involving the operation of a transit system if, as a result, an individual dies
either at the time of the event or within 30 days of the event, one or more individuals suffer bodily damage as a
result of the event requiring immediate medical attention away from the scene, or property damage in excess of
$25,000.
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Line 21: Fatalities

e Column A: Fatalities. Enter the total number of transit caused deaths for the reporting period confirmed within 30
days of a transit incident.

Line 22: Injuries

Column A: Injuries. Enter the total number of injuries for the reporting period.

e Injuries are requiring Immediate medical attention away from the scene for one or more persons
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Completing the Intercity Bus form (RU-21)

Complete one Intercity Bus form (RU-21) for each state subrecipient or Indian tribe.

From the Annual tab, Forms Summary screen, click on the Add Form button to generate a RU-21 form for a new
subrecipient.

To open a previously saved RU-21 form, click on the Intercity Bus form (RU-21) link for the specific provider from the
Annual tab, Forms Summary screen. Review and complete the form following the instructions in this section.

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

Form Notes: You can attach a form note to any form. Click on the Add Form Note link at the top of the screen and enter the
relevant information including the subrecipient name or ID for a specific data field, the entire form or for multiple forms. You
can review or edit a form note from the Notes tab.

Saving or Closing the Form: Click on the Save button prior to exiting the form and continuing with the report. Click on the
Close button at the bottom of the screen to close the form without saving.

Subrecipient Basic Information

Subrecipient ID Number. Pre-filled and cannot be edited, review for accuracy.

e The Subrecipient identification number (ID) is the unique alphanumeric number FTA assigns to each subrecipient
as the individual RU-21s are saved (e.Q., #R##-##HE or #THE-#HH).

Report Year End Date. Report the end date for the 12-month reporting period (mm/dd/yyyy). Pre-filled for subrecipients who
reported in the previous year.

Line 01: Subrecipient Basic Information. Pre-filled for subrecipients who reported in the previous year, review for accuracy,
and edit as necessary.

e Enter the intercity bus contractor’s full legal name. No abbreviations or acronyms.
e Enter the intercity bus contractor’s organization type, enter private for-profit agency.

e Enter the intercity bus contractor’'s mailing address. The street address should always begin on the first line. If the
mailing address includes a P.O. Box, enter it in the P.O. Box field.

e Enter the intercity bus contractor’s city, county and 5 or 9-digit zip code. In the county box, enter the counties
served by transit. You may enter up to five county names.

e Enter the intercity bus contractor's acronym used by the subrecipient, if applicable.
e Enter the intercity bus contractor's URL, if applicable.

e Use the Radio buttons to indicate if the subrecipient of a state is an Indian tribe. If you are a directly-reporting
Indian tribe, Internet Reporting automatically enters yes.

Line 02: Subrecipient Contact Information. Pre-filled, review for accuracy, edit as necessary.
e Enter the name of the person responsible for the intercity bus contractor’s report.

e Enter the contact person’s telephone number.
Line 03: Service Area. Use the Drop-Down menu to select the type of service area.

Line 04: Mode. Use the Check-Boxes to indicate the mode(s) operated by the subrecipient (Intercity Bus).

Financial Information

Sources of Operating Revenue Expended

Line 10: Federal Operating Assistance
e Line 10c.1: 85311 Grants for Planning and Capital Expenses

e Column A: Capital. Enter the total financial assistance expended from 85311(f) Grants to assist in paying for
planning and capital expenses for intercity bus service.

e Line 10c.2: 85311 Grants for Operating Expenses and Provision of Trips
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e Column A: Operating. Enter the total financial assistance expended from 85311(f) Grants to assist in paying for
operating expenses and provision of trips for intercity bus service.

0 Line 10c.3: ARRA 85311 Grants for Planning and Capital Expenses.

e Column A: Capital. Enter the total financial assistance expended from ARRA 85311(f) Grants to assist in paying for
planning and capital expenses for intercity bus service.

0 Line 10c.4: ARRA 85311 Grants for Operating Expenses and Provision of Trips.
e Column A: Operating. Enter the total financial assistance expended from ARRA 85311(f) Grants to assist in paying
for operating expenses and provision of trips for intercity bus service.

Service Data

Line 18h: Vehicle Revenue Miles

e Column B: 85311 Intercity Bus Vehicle Revenue Miles. Enter the total number of miles for the reporting period that
all intercity buses in revenue service.

o0 This field appears for intercity bus service only.

o0 Vehicle revenue miles exclude deadhead, operator training, and vehicle maintenance testing, as well as
school bus and charter services. If a route is only partially subsidized by the §5311(f) funds, report all the
vehicle revenue miles for that route—it is not necessary to track or allocate service for a partial subsidy of
the route.

Line 18h

e Column F: 85311 Intercity Bus Unlinked Passenger Trips. Enter the total number of unlinked trips for the reporting
period that all intercity buses carry in revenue service funded through FTA 85311(f).

0 This field appears for intercity bus service only.

o If aroute is only partially subsidized by the §5311(f) funds, report all the unlinked passenger trips for that
route—it is not necessary to track or allocate service for a partial subsidy of the route.
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Completing the Rural Recipient Reporting Separately form (RU-22)

Complete one Rural Recipient Reporting Separately form (RU-22) for each state subrecipient or Indian tribe.

From the Annual tab, Forms Summary screen, click on the Add Form button to generate a RU-22 form for a new
subrecipient.

To open a previously saved RU-22 form, click on the Rural Recipient Reporting Separately form (RU-22) link for the
specific provider from the Annual tab, Forms Summary screen. Review and complete the form following the instructions in
this section.

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

Form Notes: You can attach a form note to any form. Click on the Add Form Note link at the top of the screen and enter the
relevant information including the subrecipient name or ID for a specific data field, the entire form or for multiple forms. You
can review or edit a form note from the Notes tab.

Saving or Closing the Form: Click on the Save button prior to exiting the form and continuing with the report. Click on the
Close button at the bottom of the screen to close the form without saving.

Subrecipient Basic Information

Subrecipient ID Number. Pre-filled and cannot be edited, review for accuracy.

e The Subrecipient identification number (ID) is the unique alphanumeric number FTA assigns to each subrecipient
as the individual RU-20s are saved (e.Q., #R##-##Ht or #THE-#HH).

Report Year End Date. Report the end date for the 12-month reporting period (mm/dd/yyyy). Pre-filled for subrecipients who
reported in the previous year.

Line 01: Subrecipient Basic Information. Pre-filled for subrecipients who reported in the previous year, review for accuracy,
and edit as necessary.

e Enter the subrecipient’s full legal name. No abbreviations or acronyms.
e Enter the subrecipient’'s NTD ID number.
e Enter the subrecipient’s organization type.

e Enter the subrecipient’'s mailing address. The street address should always begin on the first line. If the mailing
address includes a P.O. Box, enter it in the P.O. Box field.

e Enter the subrecipient’s city, county and 5 or 9-digit zip code. In the county box, enter the counties served by
transit. You may enter up to five county names.

e Enter the subrecipient’s acronym used by the subrecipient, if applicable.
e Enter the subrecipient’'s URL, if applicable.

Line 02: Subrecipient Contact Information. Pre-filled, review for accuracy, edit as necessary.
e Enter the name of the person responsible for the subrecipient’s report.

e Enter the contact person’s telephone number.

Financial Information

Line 06: Fare Revenues

e Column A: Operating. Enter the rural public transit service provider's total income received directly from
passengers, paid either in cash or through pre-paid tickets, passes, etc., spent on transit operations for the
reporting period. Include donations from those passengers who donate money on the vehicle. Include the reduced
fares paid by passengers in a user-side subsidy arrangement.

e Column B: Capital. Enter the rural public transit service provider’s total income received directly from passengers,
paid either in cash or through pre-paid tickets, passes, etc., spent on capital for the reporting period. Include
donations from those passengers who donate money on the vehicle. Include the reduced fares paid by passengers
in a user-side subsidy arrangement.

Line 08: Local Funds
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Column A: Operating. Enter the total amount of financial assistance expended from local entities that support the
operation of the transit system. Include tax levies, general funds, specified contributions, donations and other
revenues such as advertising.

Column B: Capital. Enter the total amount of financial assistance from local entities expended on capital. Include tax
levies, general funds, specified contributions, donations and other revenues such as advertising.

Line 09: State Funds

Line 10c:

Line 10d

Column A: Operating. Enter the total amount of financial assistance expended from any state agency that supports
the operation of the transit system. Include tax levies, general funds and specified contributions.

Column B: Capital. Enter the total amount of financial assistance expended from any state agency to assist in
paying capital costs of the transit system. Include tax levies, general funds and specified contributions.

FTA Other than Urbanized Area Formula funds (85311)

Column A: Operating. Enter the total financial assistance expended from the FTA Other than Urbanized Area
Formula funds to assist in paying the operating costs of providing transit service. Include 85307 funds plus any
85310 or 85317 funds transferred to the program or flexible highway funds transferred to the program and
administered through the 85311 program.

Column B: Capital. Enter the total financial assistance expended from the FTA Other than Urbanized Area Formula
to assist in paying the capital costs of providing transit service. Include 85307 funds plus any 85310 or 85317 funds
transferred to the program or flexible highway funds transferred to the program and administered through the §5311
program.

: FTA Tribal Transit funds (§5311)

Column A: Operating. Enter the total financial assistance expended from the FTA Tribal Transit funds to assist in
paying the operating costs of providing transit service.

Column B: Capital. Enter the total financial assistance expended from the FTA Tribal Transit funds to assist in
paying the capital costs of providing transit service.

Line 10e: ARRA Other than Urbanized Area Formula funds (§5311)

Line 10f:

Line 10I:

Column A: Operating. Enter the total financial assistance expended from the ARRA Other than Urbanized Area
Formula funds to assist in paying the operating costs of providing transit service.

Column B: Capital. Enter the total financial assistance expended from the ARRA Other than Urbanized Area
Formula funds to assist in paying the capital costs of providing transit service.

ARRA Tribal Transit funds (§5311)

Column A: Operating. Enter the total financial assistance expended from the ARRA Tribal Transit funds to assist in
paying the operating costs of providing transit service.

Column B: Capital. Enter the total financial assistance expended from the ARRA Tribal Transit funds to assist in
paying the capital costs of providing transit service.

Other Federal Funds

Column A: Operating. Enter the total financial assistance expended from other federal sources other than FTA
programs to assist in paying the operating costs of providing transit service. Describe the sources and the amount
of funding.

Column B: Capital. Enter the total financial assistance expended from other federal sources other than FTA
programs to assist in paying the capital costs of providing transit service. Describe the sources and the amount of
funding.

Line 11a: Other Funds

Column A: Operating. Enter the total financial assistance expended from other sources other than federal programs
to assist in paying the operating costs of providing transit service. Describe the sources and the amount of funding.

Column B: Capital. Enter the total financial assistance expended from other sources other than federal programs to
assist in paying the capital costs of providing transit service. Describe the sources and the amount of funding.

Line 12: Total Annual Revenues Expended.

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total annual
operating revenues expended for operations equal to the sum of lines 6 through 9, 11 and 11a, column A. Total
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Annual Operating Expenses for each subrecipient's RU-20 form (line 05, column A) should equal line 12 column A,
Total Annual Operating Revenues Expended, unless the subrecipient operated at a deficit during the previous year.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total annual
financial assistance expended for capital equal to the sum of lines 8, 9, 11 and 11a, column B. Total Annual Capital
Costs for each subrecipient’'s RU-20 form (line 5, column B) should equal line 12 column B, Total Capital Funds
Expended, unless the subrecipient operated at a deficit during the previous year.
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Completing the Urban Recipient form (RU-23)

Complete one Urban Recipient form (RU-23) for each state subrecipient.

From the Annual tab, Forms Summary screen, click on the Add Form button to generate a RU-23 form for a new
subrecipient.

To open a previously saved RU-23 form, click on the Urban Recipient form (RU-23) link for the specific provider from the
Annual tab, Forms Summary screen. Review and complete the form following the instructions in this section.

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

Form Notes: You can attach a form note to any form. Click on the Add Form Note link at the top of the screen and enter the
relevant information including the subrecipient name or ID for a specific data field, the entire form or for multiple forms. You
can review or edit a form note from the Notes tab.

Saving or Closing the Form: Click on the Save button prior to exiting the form and continuing with the report. Click on the
Close button at the bottom of the screen to close the form without saving.

Subrecipient Basic Information

Subrecipient ID Number. Pre-filled and cannot be edited, review for accuracy.

e The Subrecipient identification number (ID) is the unique alphanumeric number FTA assigns to each subrecipient
as the individual RU-20s are saved (e.q., #R##-##Ht or #THT-#H).

Report Year End Date. Report the end date for the 12-month reporting period (mm/dd/yyyy). Pre-filled for subrecipients who
reported in the previous year.

Line 01: Subrecipient Basic Information. Pre-filled for subrecipients who reported in the previous year, review for accuracy,
and edit as necessary.

e Enter the Urban Recipient’s full legal name. No abbreviations or acronyms.
e Enter the Urban Recipient’'s urban NTD ID number.
e Enter the Urban Recipient’s organization type.

e Enter the Urban Recipient’s mailing address. The street address should always begin on the first line. If the mailing
address includes a P.O. Box, enter it in the P.O. Box field.

e Enter the Urban Recipient’s city, county and 5 or 9-digit zip code. In the county box, enter the counties served by
transit. You may enter up to five county names.

e Enter the Urban Recipient’s acronym used by the subrecipient, if applicable.
e Enter the Urban Recipient’'s URL, if applicable.

Line 02: Subrecipient Contact Information. Pre-filled, review for accuracy, edit as necessary.
e Enter the name of the person responsible for the Urban Recipient’s report.

e Enter the contact person’s telephone number.

Financial Information

Line 06: Fare Revenues

e Column A: Operating. Enter the rural public transit service provider's total income received directly from
passengers, paid either in cash or through pre-paid tickets, passes, etc., spent on transit operations for the
reporting period. Include donations from those passengers who donate money on the vehicle. Include the reduced
fares paid by passengers in a user-side subsidy arrangement.

e Column B: Capital. Enter the rural public transit service provider’s total income received directly from passengers,
paid either in cash or through pre-paid tickets, passes, etc., spent on capital for the reporting period. Include
donations from those passengers who donate money on the vehicle. Include the reduced fares paid by passengers
in a user-side subsidy arrangement.

Line 08: Local Funds
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Column A: Operating. Enter the total amount of financial assistance expended from local entities that support the
operation of the transit system. Include tax levies, general funds, specified contributions, donations and other
revenues such as advertising.

Column B: Capital. Enter the total amount of financial assistance from local entities expended on capital. Include tax
levies, general funds, specified contributions, donations and other revenues such as advertising.

Line 09: State Funds

Line 10c

Line 10d

Column A: Operating. Enter the total amount of financial assistance expended from any State agency that supports
the operation of the transit system. Include tax levies, general funds and specified contributions.

Column B: Capital. Enter the total amount of financial assistance expended from any State agency to assist in
paying capital costs of the transit system. Include tax levies, general funds and specified contributions.

: FTA Other than Urbanized Area Formula funds (85311)

Column A: Operating. Enter the total financial assistance expended from the FTA Other than Urbanized Area
Formula funds to assist in paying the operating costs of providing transit service. Include 85307 funds plus any
85310 or 85317 funds transferred to the program or flexible highway funds transferred to the program and
administered through the 85311 program.

Column B: Capital. Enter the total financial assistance expended from the FTA Other than Urbanized Area Formula
funds to assist in paying the capital costs of providing transit service. Include 85307 funds plus any 85310 or §5317
funds transferred to the program or flexible highway funds transferred to the program and administered through the
85311 program.

: FTA Tribal Transit funds (§5311)

Column A: Operating. Enter the total financial assistance expended from the FTA Tribal Transit funds to assist in
paying the operating costs of providing transit service.

Column B: Capital. Enter the total financial assistance expended from the FTA Tribal Transit funds to assist in
paying the capital costs of providing transit service.

Line 10e: ARRA Other than Urbanized Area Formula funds (85311)

Line 10f:

Line 10I:

Column A: Operating. Enter the total financial assistance expended from the ARRA Other than Urbanized Area
Formula funds to assist in paying the operating costs of providing transit service.

Column B: Capital. Enter the total financial assistance expended from the ARRA Other than Urbanized Area
Formula funds to assist in paying the capital costs of providing transit service.

ARRA Tribal Transit funds (§5311)

Column A: Operating. Enter the total financial assistance expended from the ARRA Tribal Transit funds to assist in
paying the operating costs of providing transit service.

Column B: Capital. Enter the total financial assistance expended from the ARRA Tribal Transit funds to assist in
paying the capital costs of providing transit service.

Other Federal Funds

Column A: Operating. Enter the total financial assistance expended from other Federal sources other than FTA
programs to assist in paying the operating costs of providing transit service. Describe the sources and the amount
of funding.

Column B: Capital. Enter the total financial assistance expended from other Federal sources other than FTA
programs to assist in paying the capital costs of providing transit service. Describe the sources and the amount of
funding.

Line 11a: Other Funds

Column A: Operating. Enter the total financial assistance expended from other sources other than federal programs
to assist in paying the operating costs of providing transit service. Describe the sources and the amount of funding.

Column B: Capital. Enter the total financial assistance expended from other sources other than federal programs to
assist in paying the capital costs of providing transit service. Describe the sources and the amount of funding.

Line 12: Total Annual Revenues Expended.

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total annual
operating revenues expended for operations equal to the sum of lines 6 through 9, 11 and 11a, column A. Total
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Annual Operating Expenses for each subrecipient's RU-20 form (line 05, column A) should equal line 12 column A,
Total Annual Operating Revenues Expended, unless the subrecipient operated at a deficit during the previous year.

e Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total annual
financial assistance expended for capital equal to the sum of lines 8, 9, 11 and 11a, column B. Total Annual Capital
Costs for each subrecipient’'s RU-20 form (line 5, column B) should equal line 12 column B, Total Capital Funds
Expended, unless the subrecipient operated at a deficit during the previous year.
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Completing the Rural Public Transit Service Summary form (RU-30)

For directly-reporting Indian tribes, the RU-30 form summarizes all information from the RU-20 form. States must complete
information about counties served.

From the Annual tab, Forms Summary screen, click on the Rural Public Transit Service Summary form (RU-30) link to
open the form. Review and complete the form following the instructions in this section.

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

Form Notes: You can attach a form note to any form. Click on the Add Form Note link at the top of the screen and enter the
relevant information for a specific data field, the entire form or for multiple forms. You can review or edit a form note from the
Notes tab.

Saving or Closing the Form: Click on the Save button prior to exiting the form and continuing with the report. Click on the
Close button at the bottom of the screen to close the form without saving.

Submitting Your Report: To submit your report to the NTD, upon completing the required NTD Rural forms and reviewing
and saving the RU-30, return to the Annual tab, scroll to the bottom of the page and click the Submit Report button.

Rural Public Transit Service Summary RU-30

Counties Served

Line a: Number of Counties Statewide
e Enter the total number of counties within the state.

e The following link provides the counties for each state: http://www.naco.org/Counties/Pages/FindACounty.aspx

e Directly-reporting Indian tribes do not complete this information, enter zero.
Line b: Number of Counties with 85311 Service

e Enter the number of counties in the state that are served, in whole or in part, by rural (§5311) Other than Urbanized
Area Formula Program funds. States are to include counties that are served by directly-reporting Indian tribes in
their county count.

e Directly-reporting Indian tribes do not complete this information, enter zero.

Administrative Costs

Line c: 85311 Expended on State Admin
e Enter the 85311 revenues expended by the state on admin cost incurred from administering the program.

e Directly-reporting Indian tribes do not complete this information if you provide the service enter zero. Otherwise,
refer to the RU-30 section for more information.

General Public Transit Service RU-20

Financial Information

Line 05: Total Annual Expenses

e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total annual
expenses for operating from all of the RU-20 forms.

e Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total annual
expenses for capital from all of the RU-20 forms.

Sources of Operating Revenue Expended

Line 06: Fare Revenues

e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total fare
revenues from all of the RU-20 forms.

Line 07: Contract Revenues
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e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total contract
revenues from all of the RU-20 forms.

Line 08: Local Funds

e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total local
operating assistance from all of the RU-20 forms.

e Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total local capital
assistance from all of the RU-20 forms.

Line 09: State Funds

e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total state
operating assistance from all of the RU-20 forms.

e Column B; Capital. This is an auto-calculated field and cannot be edited. This field displays the total state capital
assistance from all of the RU-20 forms.

Federal Assistance

Line 10a: FTA Capital Program Funds (85309)

e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85309
funds expended on operating from all of the RU-20 forms.

e Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85309
funds expended on capital from all of the RU-20 forms.

Line 10b: FTA Special Needs of Elderly Individuals and Individuals with Disabilities Formula Program Funds (§5310)

e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85310
funds expended on operating from all of the RU-20 forms.

e Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85310
funds expended on capital from all of the RU-20 forms.

Line 10c: FTA Other than Urbanized Area Formula funds (85311)

e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85311
funds expended on operating from all of the RU-20 forms.

e Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85311
funds expended on capital from all of the RU-20 forms.

Line 10d: FTA Tribal Transit funds (85311)

¢ Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85311
Tribal Transit funds expended on operating from all of the RU-20 forms.

e Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85311
Tribal Transit funds expended on capital from all of the RU-20 forms.

Line 10e: ARRA Other Than Urbanized Area Formula funds (§85311)

e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 funds expended on operating from all of the RU-20 forms.

e Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 funds expended on capital from all of the RU-20 forms.

Line 10f: ARRA Tribal Transit funds (85311)

e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 Tribal Transit funds expended on operating from all of the RU-20 forms.

e Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 Tribal Transit funds expended on capital from all of the RU-20 forms.

Line 10g: FTA Job Access and Reverse Commute Formula Program funds (85316)

e Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85316
funds expended on operating from all of the RU-20 forms.
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Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85316
funds expended on capital from all of the RU-20 forms.

Line 10h: FTA New Freedom Program funds (85317)

Line 10i:

Line 10j:

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5317
funds expended on operating from all of the RU-20 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA 85317
funds expended on capital from all of the RU-20 forms.

FTA Alternative Transportation in Parks and Public Lands Program funds (§5320)

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5320
funds expended on operating from all of the RU-20 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5320
funds expended on capital from all of the RU-20 forms.

ARRA TIGGER (Greenhouse Gas and Energy Reduction) Program funds

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
TIGGER funds from all of the RU-20 forms.

Line 10k: Other FTA funds

Line 10I:

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total Other FTA
funds expended on operating from all of the RU-20 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total Other FTA
funds expended on capital from all of the RU-20 forms.

Other Federal Funds

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total other
federal funds expended on operating from all of the RU-20 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total other federal
funds expended on capital from all of the RU-20 forms.

Line 11: Total Federal Assistance.

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total federal
operating assistance from all of the RU-20 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total Federal
capital assistance from all of the RU-20 forms.

Line 11a: Other Funds

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total Other
funds expended on operating from all of the RU-20 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total Other funds
expended on capital from all of the RU-20 forms.

Line 12: Total Annual Revenues Expended.

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total annual
operating revenues expended from all of the RU-20 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total annual capital
revenues expended from all of the RU-20 forms.

Asset and Resource Information

Line 14: Total

Column A: Number of Vehicles in Total Fleet. This is an auto-calculated field and cannot be edited. This field
displays the total number of vehicles in total fleet from all of the RU-20 forms.

Column G: Number of ADA Accessible Vehicles in Fleet. This is an auto-calculated field and cannot be edited.
This field displays the total number of ADA accessible vehicles in fleet from all of the RU-20 forms.
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Line 15: Number of General Purpose Maintenance Facilities

e Column A: Owned by Service Provider. This is an auto-calculated field and cannot be edited. This field displays
the total number of general purpose maintenance facilities owned by the service provider from all of the RU-20
forms.

e Column B: Owned by Public Agency for Service Provider. This is an auto-calculated field and cannot be edited.
This field displays the total nhumber of general purpose maintenance facilities owned by a public agency for the
service provider from all of the RU-20 forms.

e Column C: Leased by Public Agency for Service Provider. This is an auto-calculated field and cannot be edited.
This field displays the total number of general purpose maintenance facilities leased by a public agency for the
service provider from all of the RU-20 forms.

e Column D: Leased by Service Provider. This is an auto-calculated field and cannot be edited. This field displays
the total number of general purpose maintenance facilities leased by the service provider from all of the RU-20
forms.

e Column E: Total. This is an auto-calculated field and cannot be edited. This field displays the total number of
general purpose maintenance facilities from all of the RU-20 forms.

Other Resources

Line 16, column A: Number of Volunteer Drivers. This is an auto-calculated field and cannot be edited. This field displays
the total number of volunteer drivers from all of the RU-20 forms.

Line 17, column A: Number of Personal Vehicles in Service. This is an auto-calculated field and cannot be edited. This field
displays the total number of personal vehicles in service from all of the RU-20 forms.

Service Data

Line 19: Total

e  Column A: Annual Vehicle Revenue Miles. This is an auto-calculated field and cannot be edited. This field displays
the total number of annual vehicle revenue miles for all modes from all of the RU-20 forms.

e Column C: Annual Vehicle Revenue Hours. This is an auto-calculated field and cannot be edited. This field
displays the total number of annual vehicle revenue hours for all modes from all of the RU-20 forms.

e Column D: Regular Unlinked Passenger Trips. This is an auto-calculated field and cannot be edited. This field
displays the total number of unlinked passenger trips for regular transit service for all modes from all of the RU-20
forms.

e Column E: Sponsored Unlinked Passenger Trips. This is an auto-calculated field and cannot be edited. This field
displays the total number of sponsored unlinked passenger trips for demand response and taxi modes from all of
the RU-20 forms.

e Column G: Total Trips. This is an auto-calculated field and cannot be edited. This field displays the total number of
unlinked trips for all modes from all of the RU-20 forms.

Safety Data

Line 20, column A: Reportable Incidents. This is an auto-calculated field and cannot be edited. This field displays the total
number of reportable incidents from all of the RU-20 forms.

Line 21, column A: Fatalities. This is an auto-calculated field and cannot be edited. This field displays the total number of
fatalities from all of the RU-20 forms.

Line 22, column A: Injuries. This is an auto-calculated field and cannot be edited. This field displays the total number of
injuries from all of the RU-20 forms.

Intercity Bus RU-21

Financial Information

e Line 10c.1: 85311 Grants for Planning and Capital Expenses

e Column A: Capital. This is an auto-calculated field and cannot be edited. This field displays the total §5311(f)
Grants for planning and capital expenses from all of the intercity bus RU-21 forms.
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0 Line 10c.2: 85311 Grants for Operating Expenses and Provision of Trips

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total §5311(f)
Grants for operating expenses and provision of trips from all of the intercity bus RU-21 forms.

Line 10c.3: ARRA 85311 Grants for Planning and Capital Expenses

Column A: Capital. This is an auto-calculated field and cannot be edited. This field displays the total ARRA 8§85311(f)
Grants for planning and capital expenses from all of the intercity bus RU-21 forms.

Line 10c.4: ARRA 85311 Grants for Operating Expenses and Provision of Trips

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total ARRA
85311(f) Grants for operating expenses and provision of trips from all of the intercity bus RU-21 forms.

Service Data

Line 18h: Total Intercity Bus

Column B: 85311 Intercity Bus Vehicle Revenue Miles. This is an auto-calculated field and cannot be edited. This
field displays the total number of §5311(f) vehicle revenue miles from all of the intercity bus RU-21 forms.

Column F: Total §5311 Intercity Bus Unlinked Passenger Trips. This is an auto-calculated field and cannot be
edited. This field displays the total number of 85311(f) unlinked passenger trips from all of the intercity bus RU-21
forms.

Rural Recipient Reporting Separately RU-22

Financial Information

Line 06: Fare Revenues

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total fare
revenues expended on operating from all of the RU-22 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total fare revenues
expended on capital from all of the RU-22 forms.

Line 08: Local Funds

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5311
funds expended on operating from all of the RU-22 forms.

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total local
operating assistance from all of the RU-22 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total local capital
assistance from all of the RU-22 forms.

Line 09: State Funds

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total state
operating assistance from all of the RU-22 forms.

Column B; Capital. This is an auto-calculated field and cannot be edited. This field displays the total state capital
assistance from all of the RU-22 forms.

Line 10c: FTA Other than Urbanized Area Formula funds (§85311)

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5311
funds expended on operating from all of the RU-22 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5311
funds expended on capital from all of the RU-22 forms.

Line 10d: FTA Tribal Transit funds (85311)

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5311
Tribal Transit funds expended on operating from all of the RU-22 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5311
Tribal Transit funds expended on capital from all of the RU-22 forms.
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Line 10e

Line 10f:

Line 10I:

: ARRA Other than Urbanized Area Formula funds (§5311)

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 funds expended on operating from all of the RU-22 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 funds expended on capital from all of the RU-22 forms.

ARRA Tribal Transit funds (85311)

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 Tribal Transit funds expended on operating from all of the RU-20 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 Tribal Transit funds expended on capital from all of the RU-20 forms.

Other Federal Funds

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total other
federal funds expended on operating from all of the RU-22 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total other federal
funds expended on capital from all of the RU-22 forms.

Line 11a: Other Funds

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total other funds
expended on operating from all of the RU-22 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total other funds
expended on capital from all of the RU-22 forms.

Line 12: Total Annual Revenues Expended.

Urban

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total annual
operating revenues expended from all of the RU-22 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total annual capital
revenues expended from all of the RU-22 forms.

Recipient RU-23

Financial Information

Line 06: Fare Revenues

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total fare
revenues expended on operating from all of the RU-23 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total fare revenues
expended on capital from all of the RU-23 forms.

Line 08: Local Funds

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5311
funds expended on operating from all of the RU-23 forms.

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total local
operating assistance from all of the RU-23 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total local capital
assistance from all of the RU-23 forms.

Line 09: State Funds

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total state
operating assistance from all of the RU-23 forms.

Column B; Capital. This is an auto-calculated field and cannot be edited. This field displays the total state capital
assistance from all of the RU-23 forms.

Line 10c: FTA Other than Urbanized Area Formula funds (85311)
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Line 10d

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5311
funds expended on operating from all of the RU-23 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5311
funds expended on capital from all of the RU-23 forms.

: FTA Tribal Transit funds (§5311)

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5311
Tribal Transit funds expended on operating from all of the RU-23 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA §5311
Tribal Transit funds expended on capital from all of the RU-23 forms.

Line 10e: ARRA Other than Urbanized Area Formula funds (85311)

Line 10f:

Line 10I:

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 funds expended on operating from all of the RU-23 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 funds expended on capital from all of the RU-23 forms.

ARRA Tribal Transit funds (§85311)

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 Tribal Transit funds expended on operating from all of the RU-23 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total FTA ARRA
85311 Tribal Transit funds expended on capital from all of the RU-23 forms.

Other Federal Funds

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total other
federal funds expended on operating from all of the RU-23 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total other federal
funds expended on capital from all of the RU-23 forms.

Line 11a: Other funds

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total other funds
expended on operating from all of the RU-23 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total other funds
expended on capital from all of the RU-23 forms.

Line 12: Total Annual Revenues Expended.

Column A: Operating. This is an auto-calculated field and cannot be edited. This field displays the total annual
operating revenues expended from all of the RU-23 forms.

Column B: Capital. This is an auto-calculated field and cannot be edited. This field displays the total annual capital
revenues expended from all of the RU-23 forms.
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