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In-House/ Force Account Labor Checklist 
for the Preventive Maintenance Program 
American Recovery and Reinvestment Act of 2009 (ARRA) Funds
Grantees that currently utilize in-house/force account labor (such as the county’s garage that performs vehicle preventive maintenance activities for the transit system, our grantee), equipment labor or services for Preventive Maintenance, are permitted to use ARRA funding for in-house/force account labor provided they are in compliance with the Federal Transit Administration and NCDOT’s requirements and guidance

In accordance with the Federal Transit Administration's (FTA) requirements in Circular 5010.1D, dated November 1, 2008, Force Account is the use of a grantee’s own labor force to carry out a capital grant project. Force account work does not include project administration activities. Force account can include major capital project work on rolling stock; an example of this is preventive maintenance activities.  Direct supervision and oversight of preventive maintenance activities are also eligible costs under preventive maintenance. 
This checklist incorporates all requirements and guidelines of the FTA C. 5010.1D, dated 11/08, "Best Practices Procurement Manual", updated 3/13/99 and revisions through 10/05; the Safe, Accountable, Flexible, and Efficient Transportation Equity Act: A Legacy for Users (SAFETEA-LU), Pub. L. 109 -59, 8/10/05 and any subsequent amendments or revisions thereto.
Transit System Name:     
Project Number:       
Respondent Name(s) and Position:     
Contact Phone Number:      

Contact Email Address:     
I.
PRIOR APPROVAL REQUIRED. The following checklist and documents need to be presented to PTD for prior approval before reimbursement may be requested under Preventive Maintenance.  (Note: August 1, 2009 is the start date of the period of performance on the ARRA grants.)
 FORMCHECKBOX 
  Documentation that the pay rate for the laborer meets or exceeds the “Minimum Wage”.  This has to be specific for the mechanic(s) that work only on your system vehicles as of August 1, 2009. (attach documentation)
 FORMCHECKBOX 
  Documentation for any supervisory personnel that will have responsibility for oversight of laborer.  Include all required information such as the pay rate, that meets or exceeds the “Minimum Wage”.  This has to be specific for the oversight of work only on your system vehicles as of August 1, 2009. (attach documentation)

 FORMCHECKBOX 
  Documentation that the pay rate did not increase as a result of ARRA funds being available to fund Preventive Maintenance; for all positions submitted above. (attach documentation)

 FORMCHECKBOX 
  Documentation that the employees performing maintenance services for the grantee had been employed by the county prior to August 1, 2009 and were not “new hires” as a result of ARRA; for all positions submitted above.  (attach documentation)
I hereby certify that to the best of my knowledge the above documentation being presented to the PTD is true and correct. All documentation regarding preventive maintenance will be retained at least five (5) years from the date of project closeout, in accordance with state and federal requirements.  

      (Signature of the Grantee’s Authorized Official)





(Date)



(Title of Authorized Official)





(Telephone number)

Prior approval is required for all In-House/Force Account Preventive Maintenance Programs eligible for ARRA.
Public Transportation Division Approval: 

BY: 










Date: 






II. 
Once Grantees have been approved by PTD, the following documentation will be required for systems to maintain in order to track the In-House/Force Account labor, equipment, services, etc for the ARRA program.
 FORMCHECKBOX 
  Maintain documentation showing the employee names, title, rate of pay, hours worked and date.
 FORMCHECKBOX 
  Maintain documentation showing equipment used and hourly or daily rate.

 FORMCHECKBOX 
  Maintain documentation showing name of materials/supplies used, date used and cost.
· Parts that are not in stock may need to be purchased using appropriate procurement guidelines. Please contact PTD for instruction. 
· All major components with estimated value of $100,000 or more must meet Buy America requirements.  For a listing of components see 49 CFR 661. Competitive procurement must be completed.

 FORMCHECKBOX 
  Any repair work that cannot be completed in-house, will be evaluated on a case by case basis requiring prior approval by PTD.
 FORMCHECKBOX 
  Submit the documentation noted above or any other relevant documentation to NCDOT, FTA, or any other governmental agency upon request.  
III. 
Submitting the Request for Reimbursement form and Supporting Documentation for In-House/Force Account.
 FORMCHECKBOX 
  Complete Request for Reimbursement form, Cover letter, and DBE form as usual.

 FORMCHECKBOX 
  Complete a spreadsheet for period covered, i.e. monthly, with all program information; include

· Employees (These employees may only be the eligible employees approved in the documentation originally submitted to PTD.  If here are any changes, resubmit new information.)
· Identify role/ title

· Hours worked/ rate of pay/ dates
 FORMCHECKBOX 
  On the same spreadsheet, identify equipment that was maintained and identify specific work completed. 

· Indicate if there is a maintenance charge different than the labor charge for the mechanic rate listing above.
 FORMCHECKBOX 
  On the same spreadsheet, list and identify the materials/supplies used and cost, with the corresponding vehicle.
· Attach copies of invoices of parts and supplies used

· Attach documentation  for items that were purchased out of stock and over $100,000 (include procurement documentation and Buy America information)
 FORMCHECKBOX 
  Show total eligible costs.  Provide any explanations or comments. 
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