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NOTE: The following format shall be used in development of your TPWP. This procedure will ensure standardized information and will assist in improved monitoring and auditing of federal transportation funds, and will ensure that TPWPs meet the requirements of unified planning work programs as specified in 23 CFR 450.308. 
Timeline
· Draft due to the Iowa Department of Transportation (DOT), Federal Highway Administration (FHWA), and Federal Transit Administration (FTA) no later than April 1, 2016.
· Comments from the Iowa DOT, FHWA, and FTA due back to agency no later than May 1, 2016.
· Final board-approved TPWP due to the Iowa DOT, FHWA, and FTA no later than June 1, 2016.
Submitting document
· When submitting draft copies of the document for review, please have DRAFT typed on the front cover.  Send an electronic copy to the Iowa DOT’s district planner, Darla Hugaboom at Darla.Hugaboom@dot.gov, Mark Bechtel at Mark.Bechtel@dot.gov, and Andrea White at Andrea.White@dot.iowa.gov. 
· The draft TPWP shall be reviewed by the Iowa DOT, FHWA, and FTA.  The comments from those agencies shall be addressed in the document before it is approved by the Regional Planning Affiliation’s (RPA) or Metropolitan Planning Organization’s (MPO) Policy Board. 
· A signed resolution approving the TPWP or minutes verifying its approval are required to be submitted as part of the final document.
· When submitting a final copy of the document, please have FINAL typed on the front cover.  In addition to submitting electronic copies to Iowa DOT, FHWA, and FTA, please submit four (4) hard copies of the final work program to the Office of Systems Planning, which will then be forwarded to the Federal Agencies for final approval.
· Please have the date when the document was last updated typed on the front cover.
· TPWPs are considered Federal grant agreements which are approved and authorized by FHWA and FTA.  The Iowa DOT will receive an approval letter from FHWA and FTA upon acceptance of the work programs.


Required document elements
The items listed in this section are required components of the TPWP.  Best practice examples of TPWPs can be found on the Planning Resource Guide.
1. Area background and description of the TPWP development process
· Provide a map of the RPA or MPO planning area.
· Briefly describe major planning priorities or challenges in your planning area.
· Briefly describe how the TPWP is put together, including any public participation activities and TPWP discussions with the Technical Committee and Policy Board that took place in the development of the TPWP document.
2. Policy Board, Technical Committee, and additional committee membership
· A table or list of committee membership is required, showing name, title, and county/city/agency represented.
· Officers and members that are non-voting and/or ex-officio need to be identified.
3. Description of each planning activity/work element
· Under each planning activity/work element, please discuss the following.
· Task objective (What do you hope to accomplish with this task?)
· Previous work (What specific work tasks were completed last year?)
· Project description (What are you going to do this year, and who is performing the work?)
· Product (What final products do you hope to accomplish?) 
· Schedule for work products (When will major milestones be met or the project be completed?)
· The labels used for the planning activities/work elements in the TPWP are up to the agency (e.g., administration, technical assistance, Transportation Improvement Program, special studies, etc.).  However, the Iowa DOT requires that the following documents be developed and/or maintained during the fiscal year:
· Transportation Planning Work Program (TPWP)
· Transportation Improvement Program (TIP)
· Public Participation Plan (PPP)
· Long Range Transportation Plan (LRTP)
· Passenger Transportation Plan (PTP)





4. Budget and funding sources
· Work element summary
· When listing planning activities/work elements in the document, please itemize the employee time/hours for each element/activity.
· List any special projects that your federal planning funds are being used for (e.g., planning studies, feasibility studies, etc.).
· Identify any projects that will involve consultant services, and any procurements or equipment purchases.  Consultant activities need to be a separate line item.  Any procurements that are anticipated to cost more than $5,000 need to be a separate line item.
· Budget summary
· When listing the budget for the activities to be performed, separate the funding sources and identify whether each source is carryover or new funds. Remember to always account for carryover first.
· Example budget summary table:
	
	Federal Funds

	Activity/Work Element
	FTA 5305 Carryover
	FTA 5305 New
	FHWA SPR Carryover
	FHWA SPR New
	Local Match
	Total

	Administrative Costs
	
	
	
	
	
	

	TIP
	
	
	
	
	
	

	Technical Assistance
	
	
	
	
	
	

	Long Range Planning
	
	
	
	
	
	

	Short Range Planning 
	
	
	
	
	
	

	Traffic Counters
	
	
	
	
	
	

	Corridor Study
	
	
	
	
	
	

	Total
	
	
	
	
	
	



5. Resolution/meeting minutes documenting Policy Board approval
· A signed resolution or meeting minutes verifying TPWP approval shall be included in the final TPWP.




6. Additional required items
· The TPWP Revisions section (pages 5-6 of this guidance document) outlining types of TPWP revisions and approving agency shall be incorporated into the TPWP.
· Cost allocation methodology and certification
· [bookmark: _GoBack]Please include your approved indirect cost allocation rate proposal and/or indirect cost allocation plan if you charge indirect costs/activities to the planning funds.  
· All submissions shall adhere to the requirements of 2 CFR 200, Subpart E, and contain a Certificate of Indirect Cost Proposal/Indirect Costs (page 7 of this guidance document). 
· Procurement and consultant selection certification
· If your agency will be procuring consultant services or purchasing equipment with federal planning funds, you are required to include a self-certification with your final TPWP (page 8 of this guidance document).
· Based on guidance in FTA Circular 4220.1F and 2 CFR 200, Subpart D, procurements and consultant selection activities are required to adhere to Iowa DOT purchasing guidelines.
· Once procurements or consultant activities are included in an approved TPWP, the planning agency may proceed with the procurement or consultant selection following the appropriate procedure.  When reimbursement is requested for consultant services or purchases, invoices shall be provided to the District Planner and Office of Systems Planning along with the reimbursement request.













TPWP Revisions
Overview
2 CFR 200 describes the uniform administrative rules for Federal grants and cooperative agreements and subawards to State, local and Indian tribal governments.  These requirements apply to metropolitan planning (PL) and State Planning and Research (SPR) grants.  FTA has similar requirements documented in FTA Circular 5010.1C, which apply to FTA metropolitan planning grants.  Iowa uses a Consolidated Planning Grant where FHWA and FTA planning funds are combined into a single fund managed through FTA’s TEAM system.  The uses of these funds are documented in the work programs of the Iowa DOT, MPOs, and RPAs.
Waiver of approvals
All work program changes require prior written Federal approval, unless waived by the awarding agency.  2 CFR 200.308 outlines different types of revisions for budget and program plans, and this FHWA memo summarizes revisions that require prior Federal approval, as well as other miscellaneous actions and allowable costs that require prior Federal approval.      
Types of TPWP revisions that require Federal approval include, but are not limited to, the following:
· Request for additional Federal funding.
· Transfers of funds between categories, projects, functions, or activities which exceed 10% of the total work program budget when the Federal share of the budget exceeds $150,000.
· Revision of the scope or objectives of activities.
· Transferring substantive programmatic work to a third party (consultant).
· Capital expenditures, including the purchasing of equipment.
· Transfer of funds allotted for training allowances.
Types of revisions that require Iowa DOT approval include:
· Transfers of funds between categories, projects, functions, or activities which do not exceed 10% of the total work program budget, or when the Federal share of the budget is less than $150,000.
Types of revisions that require MPO/RPA approval include:
· Revisions related to work that does not involve federal funding.






Revision and Approval Procedures
· All revision requests from MPOs and RPAs should be submitted electronically to the Iowa DOT Office of Systems Planning and the agency’s District Planner.  If all necessary information is provided, the request will then be forwarded to the FHWA and FTA for review and any necessary approvals.  
· Revision requests shall, at a minimum, include:
· A resolution or meeting minutes showing the revision’s approval.
· Budget summary table with changes highlighted/noted.
· Modified section(s) of the plan’s work elements with changes highlighted/noted.
· Revisions where FHWA/FTA is the designated approving agency shall require written approval by FHWA/FTA prior to commencement of activity, purchasing of equipment, or request for reimbursement.
· Revisions where the Iowa DOT Office of Systems Planning is the designated approving agency shall require written approval by the Iowa DOT Office of Systems Planning prior to commencement of activity or request for reimbursement.
· Revisions where the MPO or RPA is the approving agency shall be approved by the Policy Board. 
· Notification by the approving agency will be in writing.

NOTE: All necessary TPWP approvals shall be in place prior to the commencement of activity, purchasing of equipment, or request for reimbursement.  More specifically in regards to the procurement of equipment and services, there should be no notification of award, signed contract, placement of an order, or agreement with a contractor prior to receiving the necessary TPWP approvals.

Attachments
· Certificate of Indirect Cost Proposal/Indirect Costs
· MPO/RPA Self-Certification of Procurement and Consultant Selection Procedures
· 
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[To be printed on organization’s letterhead]
Certificate of Indirect Cost Proposal/Indirect Costs

This is to certify that I have reviewed the indirect cost proposal submitted herewith and to the best of my knowledge and belief:

(1) All costs included in this proposal [identify date] to establish a:
· Cost Allocation Plan
· Indirect Cost Rate
for [identify period covered by rate] are allowable in accordance with the requirements of the Federal awards to which they apply and with Subpart E—Cost Principles of Part 200 as they apply to my:
· Governmental Organization
· Non-Profit Organization

(2) This proposal does not include any costs which are unallowable under Subpart E—Cost Principles of Part 200 such as (without limitation): public relations costs, contributions and donations, entertainment costs, fines and penalties, lobbying costs, and defense of fraud proceedings; and

(3) All costs included in this proposal are properly allocable to Federal awards on the basis of a beneficial or causal relationship between the expenses incurred and the Federal awards to which they are allocated in accordance with applicable requirements. Further, the same costs that have been treated as indirect costs have not been claimed as direct costs. Similar types of costs have been accounted for consistently.

Subject to the provisions of the Program Fraud Civil Remedies Act of 1986, (31 USC 3801 et seq.), and the Department of Labor's implementing regulations, (29 CFR Part 22), the False Claims Act (18 USC 287 and 31 USC 3729); and the False Statement Act (18 USC 1001), I declare to the best of my knowledge that the foregoing is true and correct.

                                          	(Signed by the official having the authority to negotiate indirect cost rates for the organization or by a higher level official.)

(Signature)

                                              
(Please Print Name)

                                                                                           
(Title)

                                              
(Name of Organization)

                                             
(Date Signed)
MPO/RPA Self-Certification of
Procurement and Consultant Selection Procedures

This is to certify that I have reviewed the Iowa DOT Purchasing Rules (Iowa Administrative Code 761, Chapter 20) and will ensure procurements or the selection of consultant firms for projects to be reimbursed with federal transportation planning funds will follow the policies and procedures outlined in the above-referenced purchasing rules.  

Further, I certify that the following requirements will be adhered to for procurements and consultant services to be reimbursed with federal transportation planning funds.

· Capital expenditures, including the purchase of equipment, will be a separate line item in an approved Transportation Planning Work Program (TPWP) if the anticipated total cost exceeds $5,000.
· An approved TPWP will specify that a project will involve consultant services prior to initiating the consultant selection process.
· Our agency will document the procedures utilized for the procurement or consultant selection, and will retain this documentation on file for a minimum of three years.
· When reimbursement is requested for capital expenditures or consultant services, we will provide our District Planner and the Office of Systems Planning, through email or hard copy, invoices documenting the expenditure(s) at the time the associated reimbursement request is submitted.

I declare to the best of my knowledge and ability that we will adhere to the above requirements.


                                             			(Signed by the official having the authority to initiate procurements or consultant selection for the organization or by a higher level official.)

(Signature)(Signed by the official having the authority to negotiate indirect cost rates for the organization or by a higher level official.)
(Signed by the official having the authority to negotiate indirect cost rates for the organization or by a higher level official.)
(Signed by the official having the authority to negotiate indirect cost rates for the organization or by a higher level official.)

                                              
(Please Print Name)
                                                                                           
(Title)
                                              
(Name of Organization)(Signed by the official having the authority to negotiate indirect cost rates for the organization or by a higher level official.)

                                             
(Date Signed)


Iowa Department of Transportation Indirect Costs Certification		Rev. 01/08/2015
Iowa Department of Transportation Procurement and Consultant Selection Certification	Rev. 01/15/2015
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