
A  R E F E R E N C E  G U I D E  A N D  S T E P - B Y - S T E P  P L A N  F O R  
C O O R D I N A T I N G  T R A N S P O R T A T I O N  S E R V I C E S  

Montana Coordinated Transportation 
Handbook©

Sponsored by: 
 

Montana Council on  
Developmental Disabilities 

Post Office Box 526 
Helena, Montana 59624 

Vocational Rehabilitation Program 
Department of Public Health  

and Human Service 
Post Office Box 4210 

Helena, Montana 59620 
 

Prepared by: 
 

Shaun Kelly, Research Aide 
Xianming Shi, Research Aide 

David Kack, Research Associate 
Lisa Ballard, P.E., Research Engineer 

 
of the 

 
Western Transportation Institute 

College of Engineering 
P.O. Box 174250, Montana State University-Bozeman 

Bozeman, MT  59717 
 

Copyright 2003-Montana Council on Developmental Disabilities 

  
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

Copyright 

This Handbook was produced through a contract between the Montana Council on 
Developmental Disabilities (CFDA #93.630) and the Western Transportation Institute 
(Contract # 02101540120).  The Handbook is the property of the Montana Council on 
Developmental Disabilities, but may be reproduced without prior written permission.



 

M T  T o l l  F r e e  8 6 6 / 4 4 3 - 4 3 3 2   4 0 6 / 4 4 3 - 4 3 3 2   F a x  4 0 6 / 4 4 3 - 4 1 9 2   w w w . m t c d d . o r g   
 

Post Office Box 526 
7 West 6th Ave., Ste 2A (59601) 
Helena, Montana  59624-0526

 

ACKNOWLEDGEMENT 

The Montana Coordinated Transportation Handbook represents several 
years of diligent work by the Montana Council on Developmental 
Disabilities, and its’ contractor, the Western Transportation Institute, to 
produce a comprehensive and user friendly “how to” guide for coordinated 
transportation. 

The Council would like to acknowledge and thank the members of the 
Project Oversight Committee for their input and recommendations to the 
Handbook.  The committee was made up of a broad array of persons 
interested in transportation options, and included: 

State Representative Bob Lawson, Whitefish 

Janis Winston, Montana Department of Transportation 

June Hermanson, Montana State University – Billings 

Joanne Perkins, Summit Independent Living Center 

Marlene Disburg, Montana Transportation Partnership 

Staff of the Montana Council on Developmental Disabilities 

Members of the Montana Transportation Partnership 
 

The Council further wishes to acknowledge and thank the Western 
Transportation Institute for their technical expertise and excellent work in 
adapting the Councils’ vision for coordinated transportation, into this 
working Handbook. 

The Council is confident you will find this Handbook a valuable resource as 
you pursue coordination efforts in your community. 



 

Table of Contents 

Part A - Background Information 

C H A P T E R  1  -  I N T R O D U C T I O N . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1 - 1  
About the Handbook ............................................................................................ 1-1 

Who Should Read ...................................................................................1-2 
How to Use..............................................................................................1-3 

About the Website................................................................................................ 1-5 
How to Use..............................................................................................1-5 

C H A P T E R  2  -  W H A T  A N D  W H Y . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2 - 1  
What is Coordination? ......................................................................................... 2-1 
Brief History.......................................................................................................... 2-2 
Levels of Coordination ........................................................................................ 2-4 

Communication .......................................................................................2-4 
Collaboration ...........................................................................................2-4 
Consolidation...........................................................................................2-5 

Benefits ................................................................................................................. 2-5 
Key Benefits ............................................................................................2-5 
Who Benefits ...........................................................................................2-6 
What Not to Expect .................................................................................2-7 

Challenges to Coordination ................................................................................ 2-7 
Perceived, Imaginary, and Real Challenges...........................................2-7 
Common Challenges...............................................................................2-8 
Overcoming Challenges ..........................................................................2-9 

Requirements for Successful Coordination ...................................................... 2-9 
Impetus and Leadership..........................................................................2-9 
Stakeholder Participation ......................................................................2-10 
Funding..................................................................................................2-10 
Long-term Commitment.........................................................................2-10 

Coordination in Montana ................................................................................... 2-11 
Statewide Characteristics......................................................................2-11 
Legal Frameworks for Coordination ......................................................2-13 

Chapter Summary .............................................................................................. 2-16 

M O N T A N A  C O O R D I N A T E D    P A G E  I  
T R A N S P O R T A T I O N  H A N D B O O K    



T A B L E  O F  C O N T E N T S  
 

Part B - Planning 

C H A P T E R  3  –  I N I T I A L  P L A N N I N G  A N D  D A T A  G A T H E R I N G . . . . . . . . . . . . . 3 - 1  
Begin Documenting the Process ........................................................................ 3-1 
Identify Need for Transportation Coordination ................................................. 3-2 
Identify Stakeholders ........................................................................................... 3-3 

Possible Stakeholders.............................................................................3-4 
Finding Stakeholders...............................................................................3-7 
Contact Stakeholders ..............................................................................3-8 

Meet with Stakeholders ....................................................................................... 3-9 
Discuss Coordination Concepts ..............................................................3-9 
Discuss Coordination in Your Community...............................................3-9 
Establish Organizational Procedures ....................................................3-10 

Data Collection ................................................................................................... 3-10 
Agency Transportation Survey..............................................................3-11 
Supplementary Survey ..........................................................................3-11 
Route Maps ...........................................................................................3-11 
Other Data as Needed ..........................................................................3-11 
Difficulties in the Data Collection Phase ...............................................3-12 
Continue Searching for Participants......................................................3-12 

Analyze Current Services and Resources ....................................................... 3-12 
Vehicle Resources ................................................................................3-12 
Services.................................................................................................3-13 
Passenger Demographics .....................................................................3-13 
Finance and Administration...................................................................3-13 

Identify Deficiencies and Set Goals.................................................................. 3-14 
Possible Deficiencies ............................................................................3-14 
Possible Improvements and Expansions ..............................................3-15 
Prioritize Deficiencies and Expansions .................................................3-16 
Decide Upon Goals ...............................................................................3-16 

Ensure Proper Authorization from Participating Agencies ............................ 3-17 
Begin Collecting “Before” Data ........................................................................ 3-17 
Determine Appropriate Coordination Program ............................................... 3-18 

Communication .....................................................................................3-18 
Collaboration .........................................................................................3-19 
Consolidation.........................................................................................3-20 
Hybrid ....................................................................................................3-20 

Chapter Summary .............................................................................................. 3-21 

C H A P T E R  4  –  P L A N N I N G  F O R  C O M M U N I C A T I O N . . . . . . . . . . . . . . . . . . . . . . . . 4 - 1  
Identify Existing Informal Cooperative Activities.............................................. 4-2 
Determine Activities to Further Coordinate ....................................................... 4-2 

List of Possible Activities .........................................................................4-2 
Determine Interest in Participation in These Activities............................4-6 
Determine Activities to Further Coordinate .............................................4-6 

Administrative Decisions .................................................................................... 4-7 

P A G E  I I   M O N T A N A  C O O R D I N A T E D  
 T R A N S P O R T A T I O N  H A N D B O O K  



T A B L E  O F  C O N T E N T S   
 

Organization ............................................................................................4-7 
Leadership...............................................................................................4-7 
Evaluative Procedures ............................................................................4-7 

Determine Participation Levels ........................................................................... 4-8 
Determine Responsibilities ................................................................................. 4-9 

For Each Activity .....................................................................................4-9 
Financial ..................................................................................................4-9 
Staffing ....................................................................................................4-9 

Develop a Budget ............................................................................................... 4-10 
Develop a Cooperative Agreement ................................................................... 4-11 

Is a Cooperative Agreement Needed?..................................................4-11 
How to Create and Execute the Agreement..........................................4-11 

Now What?.......................................................................................................... 4-12 
Chapter Summary .............................................................................................. 4-13 

C H A P T E R  5  –  P L A N N I N G  F O R  C O L L A B O R A T I O N . . . . . . . . . . . . . . . . . . . . . . . . 5 - 1  
Decide Which Activities to Coordinate............................................................... 5-1 
Administrative Decisions .................................................................................... 5-3 

Develop the Administrative Structure......................................................5-3 
Assign Responsibilities............................................................................5-4 
Cost Allocation ........................................................................................5-4 
Develop Joint Use Agreements...............................................................5-4 

Make Preparations for Activities in Joint UseAgreement................................. 5-5 
Simple Activities ......................................................................................5-5 
Grant Applications ...................................................................................5-8 
Joint Purchasing Agreements .................................................................5-9 
Joint Maintenance .................................................................................5-11 
Safety and Risk Management ...............................................................5-13 
Shared Communications and Technology ............................................5-15 
Vehicle Joint Use...................................................................................5-17 
Planning for Vehicle Sharing.................................................................5-19 
Planning for Trip Sharing.......................................................................5-21 

Develop a Budget ............................................................................................... 5-23 
Notify Funding Sources..................................................................................... 5-23 
Now What?.......................................................................................................... 5-24 
Chapter Summary .............................................................................................. 5-25 

C H A P T E R  6  –  P L A N N I N G  F O R  C O N S O L I D A T I O N . . . . . . . . . . . . . . . . . . . . . . . . . 6 - 1  
Establish an Entity to Manage the Consolidated System................................. 6-1 

Existing Entity ..........................................................................................6-2 
New Entity ...............................................................................................6-4 
Staffing ....................................................................................................6-6 

Develop a Capital Needs Plan ............................................................................. 6-6 
Current Vehicle Needs ............................................................................6-6 
Long Term Vehicle Needs.......................................................................6-8 
Vehicle Painting and Lettering...............................................................6-10 

M O N T A N A  C O O R D I N A T E D   P A G E  I I I  
T R A N S P O R T A T I O N  H A N D B O O K  



T A B L E  O F  C O N T E N T S  
 

Communications Equipment .................................................................6-10 
Computers .............................................................................................6-11 
Buildings, Storage, and Office Space ...................................................6-13 
Office Furniture and Equipment ............................................................6-13 

Budget Background ........................................................................................... 6-13 
Develop a Start-up Budget ................................................................................ 6-14 
Develop First-Year Budget ................................................................................ 6-15 

Estimate System Expenses...................................................................6-15 
Estimate System Revenues ..................................................................6-17 
Create a Formal Budget ........................................................................6-19 

Develop A Long-Term Budget........................................................................... 6-19 
Setting Contract Rates and Fares..................................................................... 6-19 

Contract Rates ......................................................................................6-20 
General Public Fares.............................................................................6-21 
Capital Replacement Surcharges .........................................................6-22 

Develop Operating Procedures......................................................................... 6-23 
Service and Administrative Policies and Procedures............................6-23 
Driver Policies and Procedures.............................................................6-24 
Trip Scheduling Policies and Procedures .............................................6-25 
Maintenance Policies and Procedures..................................................6-26 
Passenger Accounting Policies and Procedures ..................................6-27 

Hire Operational Staff ........................................................................................ 6-27 
Notify Funding Sources..................................................................................... 6-28 
Now What?.......................................................................................................... 6-28 
Chapter Summary .............................................................................................. 6-29 

Part C - Implementation and Evaluation 

C H A P T E R  7  –  I M P L E M E N T A T I O N . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7 - 1  
Develop an Implementation Plan ........................................................................ 7-1 

Confirm Participation ...............................................................................7-1 
Continuity of Service ...............................................................................7-2 
Phased Implementation...........................................................................7-2 
Implementation Schedule........................................................................7-2 
Responsibilities .......................................................................................7-3 

PSC Licensing and Regulations ......................................................................... 7-3 
ADA Requirements............................................................................................... 7-6 
Vehicles and Maintenance................................................................................... 7-7 
Drivers................................................................................................................... 7-7 

Hiring .......................................................................................................7-7 
Wages and Benefits ................................................................................7-8 
Training....................................................................................................7-8 

Reservations, Scheduling, and Dispatching...................................................... 7-9 
Risk Management............................................................................................... 7-10 

P A G E  I V   M O N T A N A  C O O R D I N A T E D  
 T R A N S P O R T A T I O N  H A N D B O O K  



T A B L E  O F  C O N T E N T S   
 

Insurance...............................................................................................7-10 
Emergency Procedures.........................................................................7-16 
Drug and Alcohol Testing Requirements ..............................................7-18 

Evaluation Program ........................................................................................... 7-19 
Data Collection Procedures...................................................................7-19 
Standardize Data...................................................................................7-20 
Reporting Procedures ...........................................................................7-20 

Communications ................................................................................................ 7-20 
Chapter Summary .............................................................................................. 7-22 

C H A P T E R  8  –  E V A L U A T I O N . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8 - 1  
Evaluating Data .................................................................................................... 8-1 

Determining Goals and Reporting Needs ...............................................8-2 
Determining the Measures of Effectiveness Used ..................................8-2 
Comparing Measures of Effectiveness ...................................................8-3 
Adjusting Goals .......................................................................................8-5 
Reporting.................................................................................................8-6 
Using a Spreadsheet...............................................................................8-6 

Raw Data ............................................................................................................... 8-6 
Monetary..................................................................................................8-7 
Service Provided .....................................................................................8-7 
Qualitative Data.......................................................................................8-9 

Measures of Effectiveness .................................................................................. 8-9 
Performance Measures .........................................................................8-10 
Cost Measures ......................................................................................8-11 

Evaluating “Intangibles”.................................................................................... 8-12 
Chapter Summary .............................................................................................. 8-15 

C H A P T E R  9  –  F U N D I N G  S O U R C E S . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9 - 1  
Revenue Sources ................................................................................................. 9-1 

Contract Services ....................................................................................9-2 
Fares .......................................................................................................9-2 
Donations ................................................................................................9-2 
Advertising...............................................................................................9-2 
In-Kind Contributions...............................................................................9-2 

Grant Sources....................................................................................................... 9-3 
Federal Transit Administration ................................................................9-3 
TransADE................................................................................................9-5 
Federal Highway Administration .............................................................9-6 
Title III-B – Administration on Aging........................................................9-6 
Social Services Block Grants (Title XX) ..................................................9-6 
Community Service Block Grants ...........................................................9-7 
Medicaid ..................................................................................................9-7 
TANF .......................................................................................................9-8 
Head Start ...............................................................................................9-8 
Local and/or Tribal Governments............................................................9-9 
Charities and Foundations ....................................................................9-10 
Corporate Sponsorship .........................................................................9-10 

M O N T A N A  C O O R D I N A T E D   P A G E  V  
T R A N S P O R T A T I O N  H A N D B O O K  



T A B L E  O F  C O N T E N T S  
 

Non-Traditional Funding.................................................................................... 9-10 

Part D - Resources 

C H A P T E R  1 0  –  S U P P O R T I N G  D O C U M E N T S . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1 0 - 1  

C H A P T E R  1 1  –  C O N T A C T  I N F O R M A T I O N . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1 1 - 1  

C H A P T E R  1 2  –  I N T E R N E T  L I N K S . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1 2 - 1  

Appendices 

A P P E N D I X  A  –  A B B R E V I A T I O N S . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A - 1  

A P P E N D I X  B  –  G L O S S A R Y . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . B - 1  

P A G E  V I   M O N T A N A  C O O R D I N A T E D  
 T R A N S P O R T A T I O N  H A N D B O O K  



 

Part 

A 
Background Information 

The chapters in Part A contain basic background information 
regarding Coordinated Transportation Systems; what is 
Coordinated Transportation and why is it necessary. 

Chapter 1: Introduction 

Chapter 1 introduces the problems that Coordinated 
Transportation is intended to address, details the scope of this 
project, discusses the purpose of the handbook, and outlines how 
to use the handbook and website. 

Chapter 2: What and Why 

Chapter 2 gives the “what” and “why” of coordinated 
transportation, defining what it is, what the benefits are, and the 
history of coordinated transportation. 
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Chapter 

1 
 

Chapter 1 - Introduction 

Introduction 
Chapter 1 introduces this handbook and the complementary website, including 
instructions for their use. 

Across Montana and the United States, the increasing need for public and human 
services transportation continues to outstrip the funding available for these programs.  
The Montana Rural Passenger Needs Study, conducted for the Montana Department 
of Transportation (MDT) in 2001, estimated that only 17% of the statewide need for 
transportation was being met.  Those hit hardest by this transportation shortfall are the 
transportation disadvantaged, commonly defined as those with limited transportation 
options due to disabilities, age, or income status. 

The Montana Rural 
Passenger Needs 
Study estimated that 
only 17% of the 
statewide need for 
transportation was 
being met.   

Those hit hardest by 
this transportation 
shortfall are the 
transportation 
disadvantaged. 

To help meet the needs of the transportation disadvantaged, funding and informational 
programs in Montana and nationwide have been emphasizing the importance of 
coordinating public and human service transportation.  Coordination involves multiple 
agencies working together to achieve more efficient delivery of service, thereby 
allowing transportation providers to do more with what they have.  Measurable 
benefits in terms of cost savings and increased provisions of service have been 
achieved around the country in coordination programs of varying sizes, scopes, and 
goals.  What coordination entails, the benefits, and challenges involved are discussed 
in greater detail in Chapter 2. 

About the Handbook 
The Montana Coordinated Transportation Handbook was developed to be a resource 
for organizations seeking to coordinate transportation services across the state of 
Montana.  It includes step-by-step instructions for planning and implementing a 
coordinated transportation program and extensive reference information to consult 
throughout the process. 
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Who Should Read 
This manual is intended for use by any individuals or organizations interested in 
coordinating transportation services.  This includes: 

This manual is 
intended for use by 
any individuals or 
organizations 
interested in 
coordinating 
transportation 
services.   

• Public or private agencies including: 

o Agencies that provide transportation as a primary service. 

o Agencies that provide transportation as a supportive service. 

o Agencies that provide transportation services for their customers by 
contracting or purchasing rides from other transportation providers. 

o Agencies that do not currently provide transportation services for their 
customers, but wish to do so in the future. 

• Transportation disadvantaged individuals or advocates for transportation 
disadvantaged individuals. 

• Local or tribal governments. 

• Individuals or organizations that otherwise have a stake in the provision of 
transportation services. 

Any transportation coordination initiative will need an individual or organization to 
take the lead in the program. The leader of the initiative should ultimately have a copy 
of this Handbook.  Additional copies can be obtained from the Montana Council on 
Developmental Disabilities (MCDD) at 866-443-4332 or the manual is also available 
for download in printable format from MCDD’s website at  www.mtcdd.org.   

Any transportation 
coordination 
initiative will need 
an individual or 
organization to 
take the lead in 
the program. As the audience of the Handbook will consist mostly of organizations involved in the 

provision of transportation services as a primary or secondary service, the Handbook 
assumes at least some experience with transportation issues. No background in 
transportation coordination is presumed. 
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Figure 1: How to Use the Handbook 
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The Montana Coordinated Transportation Handbook is designed for use in two ways: 

w 

 the ground up, you can work through this 
Handbook sequentially following the steps and instructions. 

nce Manual.  For those with some background in coordination, 

 topics.  Search the table of contents or try browsing 
through the chapter related to your specific topic of interest. 

divided into four parts.  Part A, Background Information, includes 
basic information regarding transportation coordination and specific factors to be 

 

Part B, Planning, comprising the core of the Handbook, contains step-by-step 
instructions for planning a coordinated transportation system.  Chapter 3, Initial 
Planning, will aid in determining which type of coordination is best suited for a 
particular program.  Chapters 4, 5 and 6 discuss the planning process for the 
communication level, lay out the planning process for the collaboration level, and 
outline the planning process for the consolidation level, respectively 

Part C is Implementation and Evaluation.  Chapter 7 discusses issues pertaining to 
implementation of the coordinated transportation system plan developed in Part B.  It 
is important to be thoroughly familiar with the issues discussed in Chapter 7 before 
beginning implementation.  Chapter 8 explains methods for evaluating the success and 
progress of a coordinated transportation system once it has been implemented.  
Chapter 9 profiles some of the main funding sources traditionally used in 
transportation coordination. 

Part D, Resources, contains supplemental information useful for planning and 
implementing coordinated transportation systems.  These resources include sample 
documents, letters, resolutions, and applications; contact information for agencies and 
resources supporting coordinated transportation; and Internet links with additional 

  The resources in Part D will be 

When working through the 
coo n

tep-
d 

a Reference 
Manual. 

When working 
through the 
Handbook, 
remember, there is 
no one “right way” 
to coordinate 
transportation 
services in an 
area.   

• A Step-by-Step Guide.  For those new to coordination, starting a ne
coordination program, or otherwise wishing to develop a transportation 
coordination program from

The Montana 
Coordinated 
Transportation 
Handbook is 
designed for use in 
two ways: a S
by-Step Guide an

• A Refere
revisiting an existing coordination program, or doing research on 
transportation coordination, this Handbook is organized to easily find 
information on specific

The Handbook is 

considered when coordinating transportation in Montana.  Chapter 2 provides 
information including what coordinated transportation is, what the process entails, and
what it can and cannot do for an organization.  Chapter 2 concludes by discussing 
issues particular to coordinating transportation in Montana.   

information useful to coordinating transportation.
referenced throughout the manual.  

Handbook, remember, there is no one “right way” to 
rdi ate transportation services in an area.  Any transportation coordination 
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program , and 
lower c

Ab u
The Mo
supplement to this handbook and, independently, as a research tool for those interested 
in c rd

How 
You must have Internet access to view the Montana Transportation Coordination 
We
availab

The we

 that works to provide improved efficiency, increased and better service
osts in a community is a successful program. 

o t the Website 
ntana Transportation Coordination Website will be useful as both a 

oo inated transportation. 

to Use 

bsite.  If you do not have Internet access, many public libraries have computers 
le with Internet access. 

bsite can also be accessed by going to www.mtcdd.org and clicking on the 
iate link. appropr

Tra o
IDs and ebsite.  If your agency has been 
provided an Agency ID and you have lost your Agency ID and/or password, contact 
the 

nsp rtation and human service agencies in Montana have been provided Agency 
 passwords allowing them full access to the w

Montana Council on Developmental Disabilties at 866-443-4332. 

 

Figure 2: Montana Coordinated Transportation Homepage 

The Montana 
Transportation 
Coordination 
Website will be 
useful as both a 
supplement to this 
handbook and, 
independently, as 
a research tool for 
those interested in 
coordinated 
transportation. 
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The homepage contains six options: 

• Login as a Montana Agency.  Select this option to log into the system.  Enter 
your Agency ID into the Login field and your password into the Password 

 full profiles of 
all agencies listed in the survey database.   

s 

• Montana Agency Transportation Survey.  To complete or update your 
 

pted to log in before you complete 

• Find Transportation Providers in Montana.  To search for transportation 
ncies in Montana, select this option.  If you 

able to see profiles of the agencies 
 are logged into the system, you will 

formation about any vehicles operated by the agencies. 

viders in Montana.  This component 
unty. 

n in All States.  This option contains 
 

 for coordination can use the 
survey database.  Each agency that has responded to the survey has provided a profile 
of the agency’s mission and transportation services. The survey database is a good 
place to start when looking for stakeholders for a coordination program.  It is also 
useful as a means of finding agencies with vehicles that may be available for 
coordination purposes.   

 

The survey 
database is a good 
place to start 
when looking for 
stakeholders for a 
coordination 
program or for 
finding agencies 
with vehicles that 
may be available 
for coordination 
purposes. 

field and select Continue to Login. When you are logged in, you may 
complete the Montana Agency Transportation Survey and view

• Montana Coordinated Transportation Handbook.  This selection allow
you to view the Handbook online.  The online version of the handbook is fully 
searchable.  You may also download a printable copy of the handbook. 

information in the agency database, select this option.  If you are not already
logged into the system, you will be prom
the survey. 

providers and human services age
are not logged into the system, you will be 
currently listed in the database.  If you
also be able to view in

• Currently Listed Transportation Pro
lists all agencies in the database, by co

• Transportation Coordinatio
information on the current coordination programs occurring in all fifty states,
with links to their transit web pages. 

Agency Transportation Survey 
Transportation providers searching for possible partners
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Figure 3: Agency Transportation Survey 

 the Montana Transportation Coordination Website and 

 logged into the system, you will be prompted to log in.  At the 

ord to log into the system, contact the Montana 
Council on Developmental Disabiltieis at 866-443-4332. 

u will be taken to the Agency Transportation Survey.  
There are four steps and 27 questions in the survey.  If your organization does not 

ur 

If your organization operates its own vehicles, you will need to know the following 

 a weekly basis, 

odometer reading), 

The survey should 
take about 20 

oes 

To begin the survey, go to
click on the link to Montana Agency Transportation Survey. 

If you have not already
login screen enter your Agency ID into the Login field and your password into the 
Password field and click Continue to Login. 

If you forget your Agency ID or passw

Once you have logged in, yo

minutes to 
complete if your 
organization d
not operate its 
own vehicles. 

operate its own vehicles, the survey should take about 20 minutes to complete.  If yo
organization does operate its own vehicles, the survey will take additional time, the 
length of which is dependent on the number of vehicles. 

information for each vehicle:  

• Miles driven on a weekly basis, 

• Hours driven on

• Current mileage (
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• Seating capacity, 

• el year of the vehicle), and 

 

You ma aper v sion o ore entering the 
data

Age (mod

• Condition (good, fair, poor).

y find it easier to complete a p
online. 

er f the survey bef
 

Human service agencies and transportation providers are encouraged to update their 
information in the survey database on a regular basis.   

Survey Database 

 

Figure 4: Survey Database 

, you will not be able to view vehicle rosters or 

To s r
from
by coun

The survey 
database is 

s 
ation.   

intended for use by 
transportation 
providers 
searching for 
possible partner
for coordin

If you are not logged into the system
utilization schedules. 

ea ch the survey database, select “Find Transportation Providers in Montana” 
 the Transportation Coordination Homepage.  You have the option of searching 

ty or several other categories. 
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Figure 5: Searching the Database 

If you select “Search by County,” you will be able to select any county in Montana 
from a map of the state.  Clicking on a county will give you a listing of the agencies in 
that county.  For each agency on the listing, you may select “More About This 
Agency” to view the agency’s profile. 

The survey database can also be searched for agencies matching a number of other 
categories.  On the main search page, below the “Search by County” selection, there 
are options to search for agencies based on fifteen different categories: 

• Agency Name. 
• Agency City. 
• Zip Code. 
• Agency Type. 
• Primary Services Provided by 

Agency. 
• Age Groups Served by Agency. 
• Transportation Limitations 

Served. 
• Transportation Service Area. 
 

• Funding Restrictions. 
• Trip Restrictions. 
• Types of Trips Provided. 
• Customers Charged (Yes or No)? 
• Scheduling Method. 
• Current Participation in 

Coordination. 
• Interest in Participating in 

Coordination. 
 

To search by one of these categories, make a selection or enter a keyword into the box 
to the right of the selection.  Then click on the magnifying glass icon next to the 

The survey 
database can be 
searched by 
county or by a 
number of other 
categories. 
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category. A listing of agencies meeting the criteria you selected will appear.  For each 
agency on the listing, you may select “More About This Agency” to view its profile. 

Handbook 

 

Figure 6: HTML Version of the Handbook 

The full text of this Handbook is also available in two formats on the website. 

• The HTML version of the Handbook is designed so that the handbook can be 
easily browsed and read straight from the Internet.  The HTML version also 
has search functions, so that you can search for specific keywords or issues. 

• The PDF version of the Handbook is an electronic copy of the paper manual.  
The PDF version makes it easy to print extra copies of the Handbook for 
project participants as needed.  The Adobe Acrobat plug-in is required to view 
or print the PDF version of the handbook.  It is available from 
www.adobe.com. 

To access the Handbook from the web site, select “Montana Coordinated 
Transportation Handbook” from the home page.  To browse the Handbook, navigate 
the parts by selecting links on the Handbook main page.   

To search the Handbook, click on the magnifying glass icon with the label “Search” 
located underneath the Montana map on the Handbook main page.  On the next 
screen, you will be able to search the full text of the Handbook by keywords. 

The full text of this 
Handbook is also 
available in two 
formats on the 
website: HTML 
and PDF. 
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Chapter 

Chapter 2 - What and Why 

What and Why 
Chapter 2 discusses what transportation coordination is, what the benefits of 
coordinating transportation are, and why coordination is necessary.  Chapter 2 

ng 
evidence of coordination. Federal and state policy officially encourages transportation 

tion? 

ents or 
consolidation of services, coordination can be as simple as agreements to refer 

on can 

which leads to lower costs, more rides, and better services.  Coordination programs 
reduce duplication of services and tap into economies of scale, saving money through 
bulk purchasing.  Additionally, coordination can result in more access to funding by 
serving different passenger groups and utilizing funding sources that require 
commitment to coordination. 

concludes with a discussion of issues particular to coordinating transportation 
in Montana. 

In recent years, coordination has become a topic of interest in the field of 
transportation services.  Federal and state funding sources are increasingly requiri

providers to coordinate their services. But just what is Coordinated Transporta
Where did it begin? How can it benefit an organization? How can it benefit an 
individual who is transportation dependent? 

What is Coordination? 
Transportation coordination refers to two or more agencies working together to 
achieve more efficient, better quality service in an increased capacity–essentially, 
doing more with less.  The concept of coordination encompasses a broad range of 
activities.  While many people see coordination in terms of joint-use agreem

customers to other agencies or to form purchasing groups.  However, coordinati
also involve sharing vehicles and trips, information, training, and administrative 
functions.  The key element of coordination is working together to improve services. 

A resulting benefit of coordinating transportation services is increased efficiency, 

2 

Transportation 
coordination refers 
to two or more 
agencies working 
together to 
achieve more 
efficient better 
quality service, in 
an increased 
capacity—
essentially, doing 
more with less. 
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Most coordination efforts are undertaken t
as being “transportation disadvantaged.” T

o benefit a group of people generally known 
he transportation disadvantaged are those 

r 
operate 

coordination is encouraged to occur at local levels.  In Montana, this framework is 
ng sources requiring and encouraging coordination, such as 
5311 and TransADE (see Chapter 9 for descriptions of these 

 
.  

ed to 
n 

ission and encourage participation 
of other Federal departments.  CCAM serves as an information clearinghouse for 

 issues, funds studies of innovative coordination projects, and 

erved 

 
n 

ing authority, and various 

al 
level.  State and 
federal programs 
provide 
frameworks 

 

es, 
ies’ 

be seen following 
each other along 
the same routes.   

people who are unable to transport themselves or purchase transportation because of 
mental or physical disabilities, age, or income status.   

Coordination efforts typically begin at the local level.  They are usually citywide o
countywide programs, as transportation and social service providers usually 
on this level.  State and federal programs provide frameworks through which 

Coordination 
efforts typically 
begin at the loc

provided through fundi
FTA Section 5310 and 
programs). 

In recent years, increasing emphasis has also been placed on coordinating 
transportation services across entire states.  Statewide coordination programs 
emphasize providing a seamless transportation experience for customers across the 
state to facilitate intercity travel.  These programs emphasize standardizing customer
access procedures, coordinating passengers and streamlining financial accounting

Brief History 

through which 
coordination is 
encouraged to
occur at local 
levels.   

Although transportation coordination has occurred, to some extent, for more than 20 
years, coordination came to the forefront in 1986, when the United States Department 
of Transportation and Department of Health and Human Services created the 
Coordinating Council on Human Services Transportation.  The Secretaries of the two 
departments signed a memorandum of understanding to create a forum where 
coordination of transportation, sponsored by the two departments, could be pursu
improve mobility.  In 1998, the Council was renamed the Coordinating Council o
Access and Mobility (CCAM) to better define its m

coordination related
helps to clear interdepartmental barriers to coordination. 

One early coordination effort began in 1983 in Wyoming.  At the time, six different 
government agencies provided transportation services to customers in Sweetwater, a 
rural county in Wyoming.  Transportation services were inefficient, with some 
agencies covering the same routes in the same areas, while other areas weren’t s
at all.  Sometimes, different agencies’ vans would even be seen following each other 
along the same routes.  A local mother of a child served by the Child Development 
Center championed efforts to consolidate transportation services in the county.  Today,
the Sweetwater Transit Authority Resources (STAR) is the main public transportatio
provider in the county.  STAR has contracts with public and private agencies, 
childcare centers, senior centers, nursing homes, the hous

Sometim
different agenc
vans would even 
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human services agencies agreeing to provide transportation to their customers.  Today, 

 coordinated transportation and 
human services delivery workshop that lead to the establishment of the Statewide 

oordination Task Force in July 1996.  The participating agencies 
y, and many other state agencies, served overlapping populations and 

nt 
oordinated Transportation 

(ACCT), which was created in 1998 and revised and expanded in 1999.  ACCT 
rants to local communities wishing to coordinate and serves as an 

.   

in 
 reliable 

transportation services through the development of coordinated systems, is a coalition 
rsons with disabilities, seniors, other groups considered 

on 

es as a resource for local communities 
throughout the state that need assistance with their coordination programs. 

ed 

s 

efforts in 
coordination, and 
in 2001 enacted 
the Transportation 
Assistance for the 
Disabled and 

ADE) 

 

 
rve 

e 

STAR has a fleet of 14 buses, providing over 7,000 rides per month.  An analysis of 
the economic impact of the consolidated program shows that it saves the county over 
$1.6 million per year, more than three times the annual cost of the system.  (See the 
section on “Evaluating Intangibles” in Chapter 8.) 

More programs, such as Ohio’s Statewide Transportation Coordination Task Force, 
were initiated in the mid-1990’s.  The State Offices of Transportation, Aging, Mental 
Retardation and Developmental Disabilities, and Human Services participated in a 
February 1996 Federal Transit Administration (FTA)

Montana continue
to increase its 

Transportation C
identified that the
provided overlapping services.   

Transportation coordination efforts continue to gain support in other states.  Rece
activities include Washington State’s Agency Council on C

Elderly (Trans
program, which 
provides operating
funds for 
transportation
services that se
persons with 
disabilities and th
elderly. 

provides planning g
information clearinghouse providing assistance to local coordination programs

Montana is also continually increasing its coordination efforts.  The Montana 
Transportation Partnership, founded in 1999 with a mission to ensure Montanans, 
their community of choice, have accessible, safe, affordable, and

of partners, including pe
transportation disadvantaged, transportation service providers, transportati
associations, and state human service agency representatives. The partnership has 
encouraged and facilitated numerous coordination projects across the state since its 
inception.  It meets quarterly to discuss current transportation and coordination issues 
relevant to the participating agencies and serv

In 2001 the Montana Legislature enacted the Transportation Assistance for the 
Disabled and Elderly (TransADE) program (MCA 7-14-112). TransADE (discuss
in greater depth in Chapter 9) provides operating funds for transportation services that 
serve persons with disabilities and the elderly.  Funding comes from an account in the 
state special revenue fund.  This program has a very strong emphasis on coordination. 
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Levels of Coordination 
Coordination efforts can be generally classified into three levels, as indicated by their 

unication, collaboration, and 
; 

s 

 is the most basic form of coordination; it is the exchange of 
information between parties.  With respect to transportation coordination, 

nformally working together toward common goals.  

e 

 is 
he 

se 

cur without the organization 
identifying them as the most rudimentary level of transportation coordination.  

r a transportation coordination 

on.  

zations will work 

 
 

Coordination 
efforts can be 
generally 
classified into 
three levels: 
communication, 
collaboration, and 
consolidation. 

With respect to 
transportation 
coordination, 
communication 

g 

als. 

Collaboration 
involves the 
formalization of 
the process of two 
or more 
organizations 
working together. 

depth and formality.  These levels are comm
consolidation.  Not all coordination programs fall neatly into these three categories
rather, many programs can be thought of as hybrid programs, as they incorporate 
aspects of more than one level.  It may be beneficial to view these levels a
benchmarks on a continuum of coordination.  The three levels are detailed below. 

Communication 
Communication

communication can be defined as i
These efforts can be as simple as referring customers to another transportation 
provider, or working with another provider to form a purchasing group to lower th
overall costs of services.  Communication allows human service agencies, 
transportation providers, and the transportation disadvantaged to be aware of all 
transportation services that are available in a given area.  This level of coordination
very flexible and easily adaptable because of the lack of any formalization of t
coordination process.   

can be defined as 
informally workin
together toward 
common go

Because the communication level is such an informal process, many organizations u
this level of coordination as a natural extension of their services, perhaps having one 
or two more agencies to which they may refer their customers when they cannot meet 
their customers’ needs.  Often, these processes will oc

Practices such as this can serve as a foundation fo
program and likely already exist around the state. 

Collaboration 
Collaboration is perhaps the level that is most associated with the term coordinati
Collaboration involves the formalization of the process of two or more organizations 
working together.  Typically, collaboration will involve joint use agreements or other 
contracts and agreements that spell out how the various organi
together to enhance the transportation of their respective customers.  This level 
generally includes two or more organizations sharing vehicles to provide more 
transportation services to their customers.  The additional services may include more
availability during current service hours, expanded hours of service during weekdays,
or weekend service.  Because collaboration may provide more benefits than 
communication, and is typically less complicated to initiate than consolidation, it is 
probably the most common level of coordination in use. 
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Consolidation 
Consolidation is the most complete level of coordination.  Consolidation occurs whe
two or more organizations join or merge their resources for the benefit of all 
participants.  Typically, cons

n 

olidation takes place when two or more organizations 
brella” organization, which may be an 

.  The various agencies then contract with the umbrella 

Ben
Coordin
that is u
esp a

Key B
The ben
transpor its that a coordinated 
transpo
prog m

Increa
The ma
transpo ciency by minimizing overlapping 
services, by pooling and delegating resources so that organizations and individuals are 
responsible for the services they are most capable of undertaking, and by making use 

o 

 
 those who may not have previously had access to the 

transportation they need. 

for service from an organization whose primary mission is transportation 

Consolidation 
occurs when two 
or more 
organizations join 
or merge their 
resources for the 
benefit of all 

Coordinated 
transportation is 
not a goal or end 
to be achieved; 
rather, it is a 
process that is 
undertaken to 
achieve specific 
benefits for a 
community and its 
residents. 

give their resources (e.g., vehicles) to an “um
existing or new organization

participants.   organization to provide the transportation services for their respective customers.  For 
some communities, consolidation offers the most potential benefits for coordination, 
but may also be the most complicated to initiate. 

efits 
ated transportation is not a goal or end to be achieved; rather, it is a process 
ndertaken to achieve specific benefits for a community and its residents, 

eci lly residents who are transportation disadvantaged. 

enefits 
efits of coordinated transportation generally revolve around providing 
tation services with greater efficiency.  The benef

rtation system will provide depend largely on the goals established for the 
ra , as identified in the initial planning phase (Chapter 3). 

sed Efficiency 
in benefit of transportation coordination is increased efficiency of 
rtation services.  Coordination increases effi

of economies of scale to lower overall costs. 

Increased Rides 
The most obvious benefit is the provision of more rides.  More rides translate int
greater flexibility and more opportunity to access jobs, medical services, and 
recreation.  Increasing available rides also creates the prospect of service for a greater
number of individuals, including

Lower Costs 
Another benefit of increased efficiency is lower costs.  Typically this is measured in 
total costs divided by service provided, such as cost per mile or cost per ride.  
Contracting 
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may allow an organization to provide transportation to its customers at a lower cost 

Increased Access to Funding 
n 

 

n 
 might not otherwise be eligible, such as for 

the elderly, persons with disabilities, or low-income.. 

ublic and human service 
transportation to get to work, medical treatment, shopping, and recreation.  When 

ation 

etter use of the community’s money.  The 
community will benefit from more reliable transportation services. The community 

 

The community as 
a whole will also 
benefit from 
transportation 
coordination.   

than if it were to operate its own vehicles. 

Freeing up Staff Time for Other Work 
Many of the possible participants in a coordinated transportation program will be 
human services agencies that provide transportation for their customers only as an 
ancillary service.  As such, they typically will not have staff dedicated to 
transportation services.  Rather, transportation duties will be assigned to staff whose 
primary responsibilities are not related to transportation.  Through coordination, these 
duties can be assigned to a full-time transportation coordinator or an agency whose 
primary responsibility is transportation, allowing staff to spend more time on their 
primary duties. 

Funding for human services transportation is increasingly tied to coordination.  I
Montana, state laws and regulations require that preference be given to projects 
showing a commitment to coordination when funding is awarded for transportation
projects.  MDT’s new TransADE program and the FTA Section 5310 program in 
particular have a strong emphasis on coordination.  Coordination may enable 
additional funding for a transportation program. 

In addition to the increasing number of funding programs that require evidence of 
coordination, partnering with agencies serving different populations may also ope
funding sources for which an organization

Funding for human 
services 
transportation is 
being tied 
increasingly to 
coordination.   

Who Benefits 
The transportation disadvantaged are dependent upon p

transportation providers can offer more rides, this translates to a quality of life 
improvement for the customer groups being served, whether it manifests itself 
inincreased access to destinations, orflexibility for customers who are tied to the 
limited service schedules of their transportation providers.  Additionally, coordin
can allow for more customers to beserved. 

The community as a whole will also benefit from transportation coordination.  
Reduced costs for transportation mean b

will also see increased economic development, through improved access to jobs and
shopping.  Community activities will benefit from increased participation from 
individuals previously unable to access them. 
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Agencies providing transportation also benefit from transportation coordination 
through lower costs and increased access to funding. This allows transportation 
providers to better serve their current customers and to increase their capabilities to 
serve more customers. 

y and 

• Transportation coordination is not a cure-all.  Coordinating transportation 
ortation providers operate more efficiently, lower 

 

benefits will occur if 
properly, but it may take several months to a year or more 

ent from all parties involved to succeed.  Coordination is a process, 
not a project.  There is no endpoint at which coordination has been “achieved.”  

al of coordination is increased efficiency, lower costs, and better 

Challenges to Coordination 
rtation 

on 

Perceived, Imaginary, and Real Challenges 
 for challenges when they arise, it is best to face 

s 
  

What Not to Expect 
While transportation coordination can have measurable benefits for a communit
its residents, participants must maintain realistic expectations about what 
transportation coordination is and what it can do. 

Coordination is a 
process, not a 
project.  There is 
no endpoint at 
which 
coordination ha
been “achieved.”services can help transp

costs, increase services, and do more with what they have.  It will not solve 
problems that are not related to the efficient delivery of transportation services.

• Typically, transportation coordination will not achieve immediate results.  
Particularly in the case of consolidated systems, initial startup costs for 
coordinating transportation can be high.  Measurable 
coordination is done 
before a return on investment becomes apparent. 

• Transportation coordination is an ongoing process that requires long-term 
commitm

The go
services for customers.  By making a long-term and continued commitment to 
coordination, communites will see results. 

While transportation coordination can have extensive benefits for both transpo
providers and their customers, there are a number of both real and perceived 
challengesthat could hinder or halt the progress of a transportation coordinati
program.  With knowledge, creativity, and persistence, however, most challenges to 
coordination can be overcome. 

While it is important to be prepared
them as they occur so that time and resources aren’t wasted tackling imaginary 
challenges. 

M O N T A N A  C O O R D I N A T E D   P A G E  2 - 7  
T R A N S P O R T A T I O N  H A N D B O O K  



 W H A T  A N D  W H Y  

 

Common Challenges 
Restrictions placed on vehicle use by funding sources are one of the most common 
perceived challenges.  There are no federal or Montana State laws prohibiting 
coordination; both federal law and Montana law actually encourage coordination. 
However, restrictions may be placed on the extent to which funds can be used for 
coordination.  For example, a vehicle purchased with funds primarily intended for 

provide rides for low-income individuals as well, 
s or 
 

Of all obstacles to coordinated transportation, insurance can be one of the most 
to overcome.  Many insurance providers are willing to assume the risk of 

e 

 
 that all passengers have one 

thing in common, the need for affordable transportation, and are generally grateful for 
ith whom they ride. 

 
s.  

ers, they are not qualified to handle the special needs of 
other customer groups.  Training all drivers in the special needs of all passenger 
groups being served by your program will help to alleviate these concerns.  For more 
information on training, see Chapter 7. 

Agencies that have been providing transportation to their customers for some time 
may be reluctant to yield control of their funding and services, even if transportation is 
not their primary business.  They are reluctant to allow others to encroach on their 
“turf.”  They may feel that by losing control over their customers’ transportation, they 
are losing control over the high quality of service they have been providing.  The 

There are no 
federal or Montana 
laws prohibiting 
coordination; both 
actually 
encourage 
coordination. 

Insurance can be a 
difficult obstacle 
to overcome, but 
coordinated 
transportation 
programs across 
the country have 
overcome this 
challenge time and 
time again. 

senior transportation may be used to 
but funding sources may require that the majority of rides be for elderly individual
that assurances be given that all elderly individuals have access before low-income
individuals are served.  Check with funding sources prior to beginning the 
coordination program.  For more information on funding sources, see Chapter 9.  
Knowing exactly how funding may be used in advanced is the best way to overcome 
this challenge. 

challenging 
transporting one group of passengers but may not be willing to assume the risk of 
more than one group of passengers or of mixed passenger groups.  Work with the 
applicable insurance providers to find an equitable solution.  Solutions may includ
changing insurance providers, perhaps to a provider specializing in paratransit, or 
trying more creative solutions, such as self-insurance or insurance pools.  Insurance 
can be a difficult obstacle to overcome, but coordinated transportation programs 
across the country have overcome this challenge time and time again.  For more 
information on insurance, see Chapter 7. 

In practice, most coordinated transportation programs have had little or no problem
with incompatibility among passengers.  They have found

the rides they receive, no matter w

Some providers may feel that because they have been working with their customer 
group for a long time, that they are the best qualified to handle their customers’ special
needs.  As a result, they may be reluctant to have other agencies serve their customer
Conversely, some providers may feel that while they are qualified to handle the 
special needs of their custom
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purpose of coordinated transportation is to bett
efficient delivery of transportation. All stakeho

er serve customers through more 
lders can continue to be involved in the 

e challenges that coordinated transportation 
systems across the country have been tackling and overcoming for years.  This is no 

 will be easy, but it can be done.  The proper 

d attitudes 
articipants.  The best way to do this is to be armed with 

correct information.  Knowing the facts about what coordination is, what it entails, and 
ng way towards answering the questions and 

f 

 
te 
re 

) 
 

cts 

 
ts 

long way towards 
answering the 
questions and 
allaying the 
concerns of the 
stakeholders in 
the program. 

The biggest 
difference 
between a 
successful 
coordination 
program and one 

esn’t get off 

process, whether or not they still operate their own vehicles. 

Overcoming Challenges 
These and other challenges may make coordinated transportation seem like a difficult 
goal to achieve.  However, these ar

Knowing the fa
about what 
coordination is, 
what it entails, and
what the benefi
can be will go a 

guarantee that facing these challenges
mindset is the key. 

Information and Education 
Overcoming many challenges means effectively addressing the misinforme
and perceptions of possible p

what the benefits can be will go a lo
allaying the concerns of the stakeholders in a program. 

Creativity 
Sometimes the solution to challenges will involve straying from the typical course of 
action.  Finding innovative, creative, and better ways to do things is part of the spirit o
coordination. 

Persistence 
Often, the biggest difference between a successful coordination program and one that
doesn’t get off the ground is persistence and commitment.  Keep in mind the ultima
goals of the program because the long-term benefits of coordinated transportation a
worth the extra efforts in the beginning. 

that do
the ground is 
persistence and 
commitment.   

Requirements for Successful Coordination 
Coordinated transportation has been shown to be effective in increasing the 
availability of transportation while decreasing its costs in a variety of circumstances.  
However, there are several key needs to ensure that coordinated transportation is 
successful. 

Impetus and Leadership 
While the most basic transportation coordination (i.e., communications and referrals
frequently occurs on its own, some impetus must drive the initiation ofany coordinated
transportation system.  When transportation coordination is mandated by law, as it is 
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in some states, the legislation provides the impetus required to get the program s
In a non-legisla

tarted. 
ted environment, such as Montana, a local “champion” or “advocate” 

who encourages all relevant groups to join in the effort typically provides this impetus.  

s 
 of individuals benefit from the coordinated transportation 

system. 

 sta d operating funds to get a
ordin tion system will 

s, the  extensiv
end ystem.  T
in ti e and capital equipment.  Likewise, 

e 

oordinated transportation systems.  
This can be weighed against concerns over startup costs. 

d measurable benefits over time, but stakeholders must 
understand that their participation will be necessary well beyond the initial planning 
nd implementation phases. 

Effective 
transportation 
coordination relies 
on the 
participation of a 
broad base of 
stakeholders. 

plan 

e. 

The local champion will usually take the reins of leadership through the course of 
planning to see the program through to implementation. 

Stakeholder Participation 
Effective transportation coordination relies on the participation of a broad base of 
stakeholders, including transportation providers, social services providers, and the 
customers themselves.  Broader participation equates to broader coordination of 
services, which can translate to greater efficiency.  Broader participation also ensure
that the greatest number

Funding 
Coordinated transportation systems require
keep their vehicles running.  While the co
eventually realize significant cost saving
startup costs may be required initially, dep
costs may include significant investments 
operational costs will occur throughout the life of the system, though overhead for th
system will generally be more than made up for by the cost savings and increased 
efficiency of the system.  The State of Montana and the federal government show 
preference in giving transportation funding to c

rt-up an nd 
ated transporta
savings occur over time; e

hese 
 

ing on the depth of the s
m

A long-term, well-
planned, and 
committed 
coordinated 
transportation 
will show 
significant and 
measurable 
benefits over tim

Long-term Commitment 
The coordination process is an ongoing effort to provide more efficient and effective 
transportation.  A long-term, well-planned, and committed coordinated transportation 
plan will show significant an

a
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Coordination in Montana 
While much of the lessons and procedures related to transportation coordination can 
be applied to any location in the country, the local and state characteristics and law
will change some of the specifics of coordinated transportation implementation.  Thi
section covers some of the issues specific to dealing with coordinated transportation 
the state of Montana.  Local characteristics and regulations should also be considered 
when coordinating transportation. 

s 
s 
in 

n considering its thousands of square 
miles of mountains, farms, and wildlife, coupled with a small but growing population; 

enges when it comes to 

eat Falls, and Missoula) and several smaller urban 
areas (Bozeman, Butte, Kalispell, and Helena).  These urban areas are important for 

 
an 

hose who are unable to own or operate their own vehicles are 

n urban areas.  In rural areas, one of the biggest issues is 

 
served by transportation.  Rural transportation providers will often find that most of 

 they provide are to and from larger urban areas with more medical, 

 

Local and state 
characteristics 
and laws will 
change some of 
the specifics of 
coordinated 
transportation 
implementation. 

Rural 
transportation 
providers will often 
find that most of 
the rides that they 
provide are to and 
from larger urban 
areas with more 
medical, cultural, 
recreational, and 
shopping 
opportunities. 

Statewide Characteristics 
While Montana may be the “last best place” whe

these wide expanses of space provide special chall
coordinating transportation. 

Rural vs. Urban Environments 
While Montana has a large percentage of its population in rural areas, the state has 
three large urban areas (Billings, Gr

the rural populations as they provide cultural, recreational, and shopping opportunities 
that may not be available in rural areas.  More importantly, they are also home to the
larger medical centers in the state, which provide more specialized medical care th
is available from rural doctors, who are typically general practitioners. 

The occasional trip into the city is taken for granted by a large portion of Montana’s 
rural population. T
dependent upon others, either public transportation or family and friends, for their 
transportation needs.  These people are also the most likely to be in need of the 
specialized medical services that are available in the larger urban areas. 

Those coordinating transportation in rural areas face different issues than those 
coordinating transportation i
that many people are not currently served by any public transportation.  One of the 
main goals of coordination efforts in rural areas is to increase the area and population

the rides that
cultural, recreational, and shopping opportunities. 

Providers in rural areas may also find that traditional boundaries of coordinated 
transportation systems, i.e., the city and the county, provide insufficient partners to 
make a coordination effort worthwhile.  Coordinating with providers in several 
neighboring counties to provide weekly or monthly rides to the nearest urban areas is
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one of the ways that rural transit providers have found works best to coordinate 
transportation. 

s.  

rvices.   

 areas also contain significant rural 

is to 

Pop a
Those p  
be transportation disadvantaged include 
pers s
income.  The Montana Rural Passenger 
Nee  S
elderly 
over, is dispersed widely across the state, 
with e s.  
Countie ig Horn, Roosevelt, and Glacier. The 

 of 
l public relies upon general public transportation.  By contrast, 16% of those 

using social services use public transportation to access services.  The major reason for 
lack of use of public transportation for social services was that it does not exist in the 
area i  included cost, hours, and not knowing how to access 
the syst

 

 

 

 

 

In urban areas, on the other hand, there are typically several transportation provider
The goals regarding coordination in urban areas are usually more traditional, such as 
increasing efficiency by reducing duplication of se

In Montana, many of the counties containing urban
populations.  In these situations, coordination programs will often face the challenges 
of both rural and urban coordination: duplication of services in the urban areas with 
populations not being served in the rural areas.  One strategy in this environment 
transfer some of the vehicles duplicating service in the urban area to rural areas not 
currently being served. 

ul tion Characteristics    
opulations that are most likely to

on  with disabilities, seniors, and low 

ds urvey (MRPNS) found that the 
population, defined as age 60 and 

 d nser populations in the Kalispell, Bozeman, Billings, and Miles City area
s with the lowest per capita income are B

demographic data shows that those groups that are in most need of transportation 
services are widely dispersed across the state. 

 The MRPNS found that, due in large part to the rural nature of Montana, only 2%
the genera

 be ng served.  Other reasons
em (see Figure 2-1). 

Montana Demographics, 2000 Census 
Population 902,195
Elderly 120,949
Below Poverty 128,355
Zero-Vehicle Households 21,016
Persons with Disabilities 145,732
 

The MRPNS found 
that, due in large 
part to the rural 
nature of Montana, 
only 2% of the 
general public 
relies upon general 
public 
transportation. 

Table 2-1: Montana Demographics, 2000 Census 
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Figure 2-1: Reasons for Not Using Public Transit (from MRPNS) 

Reasons for Not Using Public Transit

No existing service

0% 10% 20% 30% 40% 50%

Do not know how to access the system

Lack of money for fares

Accessing service is too difficult

Live too far away

Service not at hours when needed

Li
m

ita
tio

ns

% of Responses

 

Native American Reservations/Tribal Governments 
Montana is home to eight different Native American tribes on seven different 
reservations, many of which operate their own social services transportation systems.  
Native American reservations are eligible for certain special funding projects that 
other groups are not.  These programs include Title VI of the Older Americans Act 
and the Native American Programs as managed by the Administration for Children 
and Families, under the Department of Health and Human Services.  Reservations are 
typically home to large percentages of low-income and/or unemployed individuals, 
making these areas particularly susceptible to transportation dependence. 

Reservations all have their own tribal governments, which have a certain degree of 
autonomy from state and federal government.   

Legal Frameworks for Coordination 
Most coordination programs begin at a local level, either city or county.  State 
governments often provide initiatives and programs to support and encourage the 
implementation of coordination at a local level.  Montana encourages coordination 
through several funding programs. 

FTA Section 5310 and 5311 Programs 
The Montana Department of Transportation (MDT) administers the Federal Transit 
Administration Section 5310 and 5311 funding programs.  Section 5310 imparts 
capital assistance to public and private organizations providing transportation to 
persons with disabilities and the elderly.  Section 5311 supplies capital and operating 
assistance to public transit providers serving the general public in areas with less than 
50,000 residents. 

Montana 
encourages 
coordination 
through several 
funding programs. 
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States have some leniency in the administration of these programs and many have 
d transportation.  In Montana, these programs both 
  Funding is awarded through a competitive 

cants that show a strong commitment to coordination are 
generally given preference. 

 For mo ograms, see Chapter 9. 

Tra A
In 2001 gislature enacted the TransADE program 
(Transportation Assistance for the D ransADE 
pro e and persons 
with dis e FTA Section 5310 and 5311 programs, TransADE has an 
em s E 
fun g the 
coordin

n the MDT TransADE program, see Chapter 9. 

The ma  and 5311 
pro m
gen l re 
carried 

ortation Advisory Committees 
MDT requires FTA Section 5310 and TransADE applicants to form or be members of 
a lo  
encoura ning for the service area in order to 
increase the efficiency of transportation services and to better meet the needs of their 
custom

• Promoting and encouraging communication and coordination of transportation 

• Serving as the local planning group for transportation related issues; 

• Discussing community transportation issues including unmet transportation 

• ritizing, and approving all Section 5310 and TransADE 
applications prior to submittal to MDT. 

Becaus
community must customize its TAC to address local transportation conditions.  MDT 

The local 
Transportation 
Advisory 
Committee (TAC) 
serves as the local 
transportation 
planning 
organization.   

used them to encourage coordinate
have an emphasis on coordination.
application; those appli

re information on the FTA Section 5310 and 5311 pr

ns DE 
, the Montana State Le

isabled and Elderly).  Through MDT, T
vid s operating assistance for transportation providers serving seniors 

abilities.  Like th
pha is on coordination.  One half of the points on the application for TransAD
din  are for coordination.  In addition, applicants must score at least 70% on 

ation category to be considered for funding. 

For more information o

in objective of the MDT TransADE and FTA Section 5310
gra s is to provide transportation to the transportation disadvantaged and rural 
era  public.  Coordination is emphasized as a means to ensure that these goals a

out in the most efficient manner possible. 

Local Transp

cal Transportation Advisory Committee (TAC).  Members of the TAC are 
ged to coordinate transportation plan

ers. Responsibilities of the TACs include: 

service within the service area; 

needs and how to improve transportation within the service area; and 

Reviewing, prio

e passenger transportation issues differ from one area to another, each 
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recomm
agencie

•  

 centers 

• 

MDT recommends that the TACs meet quarterly to discuss transportation needs and 
 should exist per service area. 

For r 
contact 

ends that all TACs include representatives from the following groups or 
s: 

• Seniors 

Persons with disabilities

• Disability organizations 

• Hospitals, nursing homes, retirement facilities, and mental health

• Local elected officials 

Citizens interested in community transportation 

• General public transportation providers 

resources in the service area.  Only one TAC

 more information on TACs, contact the MDT Transit Section (see Chapter 11 fo
information.) 
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Chap
What is coordination? 

• Coordinated transportation entails agencies working together to provide more 
efficient transportation services for their customers. 

• Coordination can be as simple as information and referral or as complex as a 
consolidated system. 

• Coordination is typically undertaken to benefit the transportation 
disadvantaged. 

• Coordination efforts usually occur at a local level with state and federal 
programs providing frameworks from which to work. 

Historically speaking,  

• Coordination has taken place for more than 20 years and, 

• Since the mid 1990s, coordination has become progressively important as 
transportation resources become increasingly scarce. 

There are three levels of coordination: communication, collaboration, and 
consolidation 

• Communication involves more informal means of coordination, such as 
information and referral programs. 

• Collaboration involves increased levels of formality, such as joint use of 
vehicles, joint training, and trip sharing. 

• Consolidation, the most formal level, occurs when one system assumes all 
transportation responsibilities for a number of organizations.   

What are the benefits of coordination? 

• Coordination is intended to increase the efficiency with which transportation 
services are provided.  Increased efficiency can translate into more rides and 
lowered costs. 

• Customers, who typically include the transportation disadvantaged, benefit 
through increased access to rides and the increased flexibility that provides.  

ter Summary 
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Transportation providers benefit through lowered costs the
the populations they serve. 

• Transportation coordination does not fix problems not rela
efficiency of transportation services and is a long-term pro
show results over time. 

What challenges exist to coordinating transportation? 

• Challenges to coordination can be perceived, imaginary, or real. 

• Common perceived challenges to coordination include restrictions on vehicle 
use by funding sources, insurance tibility among 
passengers, special needs of pass

• Most challenges to coordination can be overcome through persistence, 
creativity, and education. 

Successful coor

• Impetus ip to see it through to 
implem

• Active 

• Funding

• Long-te ed stakeholders. 

Coordinating tr

• Trips to

• Coordin  to reduce duplication of 
service; 

• The pop t 
the state

• Montan tion in large numbers; 

• The FT  
are fund nd 

 ability to increase 

ted to increasing the 
cess intended to 

 difficulties, incompa
engers, and turfism. 

dination programs require:. 

 to get the program started, and leadersh
entation; 

participation by as many stakeholders as possible; 

 for both capital and operating expenses; and 

rm commitment to the process from all involv

ansportation in Montana involves the following issues: 

 urban centers make up a large portion of rural system trips; 

ation in urban areas typically is undertaken

ulation of transportation disadvantaged people is spread throughou
; 

ans currently do not utilize public transporta

A Section 5310 and 5311 programs and the MDT TransADE program
ing programs encouraging coordination; a
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• Local Transportation Advisory Committees (TACs) across the state provide 
forums for the discussion of the most efficient utilization of transportation 
resources in many cities and counties in Montana. 
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Part 

B 
Planning 

The chapters in Part B detail instructions for creating a plan for a 
Coordinated Transportation System. 

 
rtation program in which informal 

Communication activities will be implemented. 

nning for Consolidation 

Chapter 3: Initial Planning and Data Gathering 

Chapter 3 contains instructions for the initial planning and data 
gathering phase, which determines the participating agencies, 
goals, and type of system to be implemented,. 

Chapter 4: Planning for Communication 

Chapter 4 includes instructions relevant to those planning a
Coordinated Transpo

Chapter 5: Planning for Collaboration 

Chapter 5 includes instructions relevant to those planning a 
Coordinated Transportation program in which Collaboration 
activities will be implemented. 

Chapter 6: Pla

Chapter 6 includes instructions for implementing a Consolidated 
Coordinated Transportation program. 
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Chapter 3 – Initial Planning and Data Gathering 

Initial Planning and Data 

d data-gathering 
phase of a coordinated transportation program. 

The first ste  
process beg  
transportati
transportati
services are nee
coordinatio

This chapter will re contained in Chapter 10.  
To f  
docu e

Begin Documenting the Process 
The a
Docum ss will help to eliminate questions and confusion 
dur ence of 
coordination when applying for idence, such as 

Of particular importance is the creation of a written plan for the coordination program.  

mentation process.   

Gathering 
Chapter 3 contains instructions for the initial planning an

p in coordinating transportation services is the Initial Planning Phase.  The
ins by meeting with stakeholders to gauge the interest in a coordinated 
on program.  This phase of the program involves analyzing the current 
on situation to determine what services are presently being offered, what 

ded, and what can be improved.  Finally, determine the level of 
n to be undertaken and begin to plan for coordination. 

ference several supporting documents 
ind these documents, turn to the first page of Chapter 10 and look for the 
m nts indexed under Chapter 3. 

 pl nning process should be thoroughly documented from start to finish.  
enting the planning proce

ing implementation. Documentation may also be helpful as evid
funding programs that require such ev

Chapter 

3 

The planning 
process should be 
thoroughly 
documented from 
start to finish. the MDT TransADE program. 

Outline all of the important decisions made throughout the planning process. When 
the planning process is complete, having a written plan will help guide the 
imple
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Chapter 10 contains a list of the components to include in the written plan. 

nt to determine 
if coordination is needed, why it is needed, and if coordination will be effective.  

There are three conditions in which transportation coordination is particularly 

es 
 to transport customers to and from one specific place at a specific 

time, such as to the group meal site or to the Head Start center, and the 
e 

 be used for occasional field trips, but not used regularly.  
Through coordination, other agencies that need to provide transportation but 

 make 
 otherwise 

be idle. 

•  capacity -- Organizations in an area may have 
buses or vans that are used to transport only a few customers at a time, leaving 

ave a large enough customer 
base to fill their vehicles, but still need to operate the vehicles.  Through 

e 

• Lack of economies of scale in planning, administration, operations, 

, purchasing, and maintenance.  For 

s another example, one transportation 
planner may be able to manage a consolidated transportation system more 

 part time on transportation at 

It is important to 
determine if 

s 

 if 
ll 

Identify Need for Transportation Coordination 
Before planning for a coordinated transportation program, it is importa

coordination i
needed, why it is 
needed, and
coordination wi
be effective.   

Coordination is a means to help organizations deliver more efficient transportation 
services, reduce operational costs, and better serve their customers. 

effective.  

• Substantial unused vehicle time -- Organizations in an area may have 
vehicles that sit idle for blocks of time during the day.  Often these vehicl
will be used

vehicles will sit idle before, after, and between these trips.  Other times, thes
vehicles will

don’t have the capital resources to purchase their own vehicles may
arrangements to utilize these vehicles at the times when they would

Substantial unused vehicle

unused seating capacity.  Some human services agencies that provide 
transportation with their own vehicles may not h

coordination, other agencies that need to provide transportation but don’t hav
their own vehicles can make arrangements so that their customers may utilize 
the unused seating capacity. 

 
purchasing, or maintenance -- Although economies of scale can insinuate 
the purchasing of goods in bulk for lower unit costs, the same principle can 
also apply to planning, administration
instance, if several organizations agreed to contract with a shop to maintain 
their vehicles, perhaps ten in total, they may be able to negotiate a better price 
than if each individual agency negotiated separately for maintenance on the 
two or three vehicles that they own.  A

efficiently than several managers working
individual agencies. 
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If any or all of these conditions exist in an area, coordination can be used to ad
the situation.  If these conditions do not exist, coordination may 

dress 
still be beneficial on 

more informal levels.  Successful coordination can be as simple as keeping the lines of 

tent in your community, which may 
mitigate some of the factors listed above.  If coordination is already occurring in your 

 you from getting involved.  Well-designed 

: 

e, 

 

eir 

• Transportation disadvantaged individuals or advocates for transportation- 

• Individuals or organizations that otherwise have a stake in the provision of 
transportation services. 

(Examples of these organizations are listed in the next section) 

A coordination program can exist with as few as two participants; however, the more 
stakeholders are involved, the more opportunities for coordination will be available. 

Make a list of the organizations in your area that have some interest in transportation.  
Chapter 10 includes a list of possible organizations to start with when compiling the 
list.   

Coordination may 
already exist to 
some extent in 
your community.  
If coordination is 
already occurring 
in your community, 

p 

e 
essentially any 
organization or 
person with an 
interest in 
transportation.   

communications open with other transportation providers in an area.   

Coordination may already exist to some ex
do not let this sto
you from getting 
involved.   

Stakeholders 
could includ

community, do not let this stop
coordination programs are structured to allow new participants even after 
implementation.  Contact your local Transportation Advisory Committee for 
information on the coordination efforts in your area.   

Identify Stakeholders 
The first step in planning for a coordinated transportation program is to identify the 
stakeholders.  Stakeholders could include essentially any organization or person with 
an interest in transportation.  This may include: 

• Public or private sector agencies, such as

o Agencies providing transportation as a primary or supportive servic

o Agencies providing transportation services for their customers by 
contracting or purchasing rides from other transportation providers, or

o Agencies that do not currently provide transportation services for th
customers, but wish to do so in the future; 

disadvantaged individuals; 

• Local or Tribal government; or 
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Possible Stakeholders 
 range 

probably have an interest in transportation issues in your community. 

y 

planning of transportation services in the service areas they represent.  Your local 
takeholders in a coordination 

embers should be familiar with the main ideas behind 

 

unding from the FTA 
Section 5310 or MDT TransADE programs. 

ep 

In Billings, Great Falls, and Missoula, the local Metropolitan Planning Organization 
(MPO) acts as the main planning body for transportation issues.  The MPOs in these 

n 
ur 

community. 

s 

The stakeholders in a coordinated transportation program can come from a wide
of organizations and interests.  Cover all of the obvious stakeholders, but try not to 
overlook the less obvious ones, such as the private sector and citizens.  Many people 

The organizations listed here and in Chapter 10 are not intended to be a 
comprehensive listing.  Use your contacts in the community to find out who else ma
be interested in a coordination program. 

Local Transportation Advisory Committee Members 
Transportation Advisory Committees (TACs) are formed to encourage coordinated 

Many people 
probably have an 
interest in 
transportatio
issues in yo

TAC is a good place to begin when searching for s
program because:   

• The TAC should include many of the key players in local transportation in 
your area;   

• The TAC m
coordination, and may already be involved in some coordination;   

• The TAC members share some familiarity with the operations of the other 
members of the TAC; and   

• The TAC already has some form of organization that could serve as a basis or
a starting point for your coordination program. 

Currently TACs are located in over 40 different communities in Montana, covering 
service areas ranging from municipalities to entire counties.  Contact information for 
your local TAC can be found by contacting MDT (see Chapter 11 for contact 
information). 

If there is currently no TAC in your community, now might be a good time to form 
one, especially if the coordination program might apply for f

Many communitie
in Montana have 
established TACs. 

Because of the importance of local TACs in reviewing applications for funding, ke
the TAC abreast of the progress of the coordination planning, implementation, and 
operation throughout the life of the program. 

Local Metropolitan Planning Organization 
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cities must develop a comprehensive Transportation Improvement Plan (TIP) 

included in 
the TIP, the local MPO should be involved in the coordination program, or at least 
kep tion activities. 

Tra p
The mo am will be the various 
transpo lves, including public, specialized, and private 
transpo ict. 

Make every effort possible to include private sector providers in the coordination 
 companies can be invaluable partners in a coordination 

FTA e the private 
sect h

Social 
Many s
Because social services provi
transpo
custo
own ve
transpor not currently provide 
transpo  
are pote

Social s r 
centers, h
cen ,

Taxi, coach, and 
bus companies 
can be invaluable 
partners in a 
coordination 
program, as they 
have resources, 
expertise, and the 
ability to operate 
with more 
flexibility than 
public and non-
profit 
transportation 
providers.   

outlining short- and long-term transportation plans for the area. 

Because applications for MDT transit funding from these cities must be 

t aware of the coordina

ns ortation Providers 
st obvious stakeholders in a coordination progr
rtation providers themse
rtation providers.  Don’t forget to include the local school distr

program.  Taxi, coach, and bus
program, as they have resources, expertise, and the ability to operate with more 
flexibility than public and non-profit transportation providers.  Beyond these reasons, 

 S ction 5310, 5311, and MDT TransADE funds require evidence that 
or as been given the opportunity to participate. 

Service and Healthcare Providers 
ocial service providers may have a stake in your coordination program.  

ders serve customer groups that are more likely to be 
rtation disadvantaged, they often have to arrange for transportation for their 

mers to participate in their services.  Social services agencies may operate their 
hicles or contract or make arrangements with other transportation providers to 
t their customers.  Some social services agencies do 

rtation services to their clients, but would like to do so.  All of these agencies
ntial stakeholders. 

ervice providers may be public, private, or non-profit.  They include senio
uman service provider corporations, nursing homes, hospitals, mental health 

ters  centers for independent living, or charitable organizations. 
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Government Entities 
Various government entities may have a stake in a transportation coordinatio
programby providing transportation and social

n 
 services through administration, 

regulation, and funding.  Having these “insiders” as a part of the coordination program 
complicated dealings with governmental regulations. 

 
nty and municipal governments are the end providers of 

many social services, and have a vested interest in local transportation issues as well.  

the public and can be a resource for overcoming institutional obstacles or resistance.   

ons, 
se 

nating with pupil transportation vary from state to state 
 

 

l 

school districts in Montana do not operate their own 
vehicles, instead contracting with an outside agency to provide pupil transportation.  

 
e, 

its. 

es for 
those groups can also participate in the coordination process.  The actual customers 
and would-be customers of transportation in your area can offer a unique perspective: 
the passenger’s.  Who better to tell what can be improved and what services are 
lacking than those who use the transportation system?   

Elected officials 
may be interested 
in participating in 
the coordination 
process… and can 
be a resource for 
overcoming 
institutional 
obstacle

 

r 
for those applying 
for funds under the 
TransADE 
program. 

The actual 
customers and 
would-be 
customers of 
transportation in 
your area can offer 
a perspective from 
the other side of 
the driver’s seat.  
Who better to tell 
what can be 
improved and what 
services are 
lacking than those 
who use the 
transportation 
system?   

can facilitate some of the more 

In addition, elected officials such as members of local government, county 
commissioners, and state representatives may be interested in participating in the
coordination process.  Cou

s or 
resistance. 

Coordination with 
local school
districts is a 
preferential facto

Having local elected officials on the committee can help to illustrate to them the 
benefits of coordination.  Elected officials may bring these issues to the attention of 

School Districts and Pupil Transportation 
School buses provide an example of beneficial coordination.  In much of Montana, the 
local school districts are the largest transportation providers in the area.  Designed to 
carry many passengers, the buses are in use in the mornings and in the mid afterno
five days a week, eight months per year, leaving substantial time during which the
vehicles sit idle.   

The requirements for coordi
and from municipality to municipality, due to regulations and concerns with mixing
passengers with school children.  In Montana, state law leaves most of the control over
pupil transportation in the hands of local school districts.  State law (MCA 20-10-102) 
does require that if school buses are used to transport other passengers, all school bus 
markings must be covered.  Coordination with local school districts is a preferentia
factor for those applying for funds under the TransADE program (see Chapter 9). 

For specific regulations regarding coordination with pupil transportation, contact your 
local school district.  Many 

Even if specific regulations prevent you from coordinating vehicle use with your local
pupil transportation provider, other options for coordination such as joint maintenanc
training, and purchasing groups that can still offer benef

Customer Groups and the Public 
Members from the public, the various client groups served, and the advocat
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Other Interested Parties 
The parties discussed in the previous sections are some of the more apparent ones with 

 Local businesses, 

 down? 

t 

interests in coordinated transportation.  Do not limit the process to only these parties.  
Many other organizations may be interested in coordination, including: 

•

• Religious organizations, 

• Advocacy groups, and 

• Organizations that provide funding, such as the United Way. 

Finding Stakeholders 
With all of the possible stakeholders in an area, how is it possible to track them

• Montana Transportation Coordination Website.  The Montana 
Transportation Coordination Website, accessible by clicking on the correc
link at www.mtcdd.org has a searchable database of a number of agencies that 
may have a stake in transportation coordination.  For information on how to 
use the Montana Transportation Coordination Website, see Chapter 1. 

• Local Transportation Advisory Committee.  If there is a local TAC, it will 
be comprised of some of the key players in transportation in your area. 
Contact MDT for a listing of TACs statewide. 

• DPHHS.  The Department of Public Health and Human Services and your 

ntact 

s.  
al 

. 

ns 

local Health and Human Services department may be able to help find social 
service and health care providers in your area that would be interested in 
participating in the program.  For contact information, see Chapter 11. 

• MDT.  The Montana Department of Transportation may be able to help you 
locate public and specialized transportation providers in your area.  For co
information, see Chapter 11. 

• Phone Book.  The phone book is a good place to look for private 
transportation and social services providers who would be likely stakeholder
Searching through the government pages may also help locate public soci
service agencies and government representatives

• Local Contacts.  Local contacts in transportation or social service provisio
may have some ideas of possible stakeholders. 
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When adding to the list of stakeholders, include the name of a contact in the 

 

ordination; participation in the initial 
. 

 
  Know generally how and why 

 

pants in the initial stages of coordination may cause 

Participate 
o 

 

ants a chance to ask questions about the meeting 
or coordination in general. 

rested in participating in the committee on the mailing 
e 

o 
tation. 

Before contacting 
agencies, 

of 
t 

 far 

organization, an address, and a phone number. Chapter 11 contains contact 
information that can serve as a starting point. 

Contact Stakeholders 
After compiling a list of possible stakeholders, the next task is to contact the agencies
and individuals on the list to recruit their involvement in a committee to discuss 
coordination in your area. 

The purpose of the initial meeting is to discuss co
meeting does not commit anyone to participation in the actual coordination program

Before contacting agencies, develop a thorough understanding of the fundamentals of
coordination discussed thus far in this manual.

understand the 
fundamentals 
coordination tha
have been 
discussed thus
in this manual.   

coordination works; what the benefits and limitations of coordination are; what some 
of the more common challenges are and how to overcome them.  Potential participants
may have questions and misconceptions may deter their participation.  Similarly, 
building false hope in partici
problems as the process proceeds. 

Invitation to 
Send a letter to the stakeholders inviting them to participate in an initial meeting t
discuss coordination.  Chapter 10 includes a sample letter. The letter explains the 
intent to form a Coordinating Committee to discuss possible coordination in your area, 
invites the recipient to send a representative to the first meeting, and solicits a response
regarding whether the recipient is interested in participating in the committee and 
whether the recipient will send a representative to the initial meeting.  Follow up the 
initial letter with a phone call.  A follow up phone call will help keep the idea fresh in 
people’s minds and will give particip

Keep respondents who are inte
list.  Remove those that indicated that they were not interested in participating in th
committee, but keep their contact information on file.   

Document participants and their responses in the written plan, and list those who d
not respond.  The letter sent should also be included in the documen
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Meet with Stakeholders  
 

 

 
ity, 

or the coordination process.  Select a person 
 is 

n Concepts 

 coordination, both perceived and real; the process of 
coordination; and what can and can’t be expected from a coordination program.  Also 

ities occurring around both the state and country.  

It is now time to meet with the stakeholders who have responded to the letter and have
agreed to participate in the initial meeting.  A sample agenda for the initial meeting is
included in Chapter 10. 

The purpose of the initial meeting is to introduce the concepts of coordination to the
participants, start a dialogue about how coordination can be used in your commun
and establish organizational procedures f
to run the meeting who is familiar with the concepts presented in this handbook and
prepared to answer questions from participants about how coordination will affect 
their current transportation system. 

Discuss Coordinatio
Begin the meeting by familiarizing the participants with the basic concepts of 
coordination.  The information presented will be similar to the information addressed 
in Chapter 2.  Discuss what coordination is and how it works; the benefits of 
coordination; challenges to

discuss current coordination activ
The Coordinating Council on Access and Mobility website at 
www.fta.dot.gov/CCAM/www/ is a good place to research this information. Also, 
check Chapter 12 for other Internet Links.  Sharing case studies is an effective 
illustrate how coordination works beyond the abstract concepts. 

Discuss Coordination in Your Community 
After discussing the basic concepts of coordination and some successful coord

way to 

ination 
programs around the country, dialogue about how coordination can be used in your 

 initial brainstorming session will help to illustrate to the participants 
s for 

volved in informal levels of 
coordination without labeling their activities as such.  More formal coordination 

sting framework. 

 of the 
g is 

 

can be used in 
your community, 
and establish 
organizational 
procedures for the 
coordination 
process.   

The purpose
initial meetin
to introduce the 
concepts of 
coordination to the
participants, start 
a dialogue about 
how coordination 

community.  This
that coordination is possible and can be effective almost anywhere.  While idea
setting goals will be generated in this phase of the meeting, the more formal goal 
setting process will not occur until after data collection has been completed.   

Give participants the opportunity to discuss any coordination efforts in which they are 
involved.  Participants may find that they are already in

efforts can be built upon this exi

Give participants a chance to discuss perceived challenges to coordination, and be 
prepared to discuss how these challenges can be overcome. 
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Establish Organizational Procedures 
After discussing the basics behind general coordination and how coordination can 
work in your area, the next task is to establish the organizational procedures for 
coordination planning.  Start by giving a brief overview of the entire coordination 
process, so that participants know what they are becoming involved in.  Determine 
which participants in the initial meeting wish to continue planning for coordination.  

rmine each organization’s level of participation in the planning process, 
assigning responsibilities to participants throughout the planning process based upon 

 

 written plan. 

e 

ough bottlenecks and to keep 
participants motivated.  A good leader can also facilitate active participation from all 

ies exist in the 
current system and what can be done to correct those deficiencies. 

ll of the data gathered in this phase of planning as well as 

If there is a local 
committee in 
place, such as 
your TAC or a 
governmental 
committee, the 
group may wish to 
work within that 
structure or form a 
subcommittee on 
coordination for 
the program. 

These representatives from the participating agencies will form the coordinating 
committee.  If there is a local committee in place, such as your TAC or a 
governmental committee, the group may wish to work within that structure or form a 
subcommittee on coordination for the program. 

Next, dete

the level at which they are able to participate. 

Finally, set a schedule for meeting times and locations.  During this planning process,
the coordinating committee will need to meet regularly (monthly or bi-monthly) to 
keep the program moving.  

Include the organizational structures established in the

Leadership 
As the organization is initially being formed, remember that strong leadership is 
important to ensure the success of the program.  The leader of the program needs to b
someone who can keep the process moving and who can get things done.  The 
planning and implementation processes may meet challenges and slow down, so seek 
a strong leader who knows how to work around and thr

members and encourage new ideas. 

Data Collection 
When a core group of participants has been established, the next step in the initial 
planning phase is to start collecting data on the current transportation situation in your 
area.  The data collection phase will help to identify what deficienc

Include in the written plan a
any survey tools or interview questionnaires utilized.  Examples of these data 
collection tools are described in further detail on the next page. 
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Agency Transportation Survey 
The Montana Agency Transportation Survey (located on the Montana Transportation 
Coordination website at www.mtcdd.org, with a paper copy in Chapter 10) contains 
much of the information necessary for data collection, including service profiles, 
ridership profiles, vehicle inventories, and utilization charts.  Many of the human 

entifying 
potential participants for the committee. 

dertake the data collection process is to simply have each of the 

Supplementary Survey 
lementary survey that should be completed by 

 survey should be administered if 
the information it contains is important; only participants that operate their own 

heir customers will need to fill it out. 

portation.  The vehicle 
rosters and utilization charts tell what vehicles exist and when they are used, but they 
do not tell where the vehicles go.  If the participating organizations don’t have records 
of this information, ask their drivers to help with this. 

Other Data as Needed 
If there is information pertinent to the coordinated transportation efforts the committee 
is pursuing that is missing from the Montana Agency Transportation Survey and 
Supplementary Survey, conduct an additional survey or interviews of the committee 
members to obtain the information.   

An easy way to 
undertake the data 
collection process 
is to simply have 
each of the 
committee 
participants 
update their 

 

service agencies and transportation providers in the state have already entered their 
data into the survey database.  The survey database may be useful in id

information in the
Montana Agency 
Transportation 
Survey Database. 

An easy way to un
committee participants update their information in the Montana Agency 
Transportation Survey Database (see Chapter 1 for information on how to use the 
survey and database).  When they have finished updating their data, their agency 
profiles can be printed out. 

Alternatively, paper versions of the survey can be distributed to participants. A paper 
version of the survey is included in Chapter 10 and is also available for download and 
printing from the website. 

Also included in Chapter 10 is a supp
members of the coordinating committee.  This survey contains more detailed 
questions about funding sources, expenses, and staffing that are necessary for 
implementing coordinated transportation but are beyond the scope of the Montana 
Agency Transportation Survey.  The supplementary

vehicles or purchase transportation for t

Route Maps 
If possible, collect route maps or maps of customer locations from each of the 
participants in the program that operates or purchases trans
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Difficulties in the Data Collection Phase 
ted transportation 

e 
e 

That sa arts can be a 
chore.  For m
and e g out forms.  In 
addition, those whose prim
reco s rveys 
difficult. 

For those in charge of pl
tant that all the information needed is 

e some time and effort.  Be mindful and appreciative 

Continue Searching 
While t dination 
program  
the prog ers 
may be
followin
the doors to other participants after the initial meeting. 

Anal
After co
data to get a picture of rom this data, 
determi   A 
samp e 
the key

Ve c
Vehicle
without

Each agen e completed a vehicle roster and utilization chart while finishing 
the Agency Transportation Survey. Complile the vehicle rosters and utilization charts 

Those participants 
whose primary 
mission is not  
transportation may 
not keep detailed 
records of their 
transportation 
services, which 
may make filling 
out the surveys 
difficult. 

Inclusiveness is in 
the spirit of 
coordination; do 
not close the 
doors to other 
participants after 
the initial meeting. 

Data collection is a crucial phase in the beginning of the coordina
program.  It is impossible to coordinate without having accurate information about th
resources that are to be coordinated.  The more detailed the information available, th
easier it is to plan an effective strategy for coordinated transportation. 

id, for the participants, filling out surveys and vehicle utilization ch
any of the participants, transportation issues are not their main concern, 

 th y will have other tasks that may seem more pressing than fillin
ary mission is not transportation may not keep detailed 

rd  of their transportation services, which may make filling out the su

anning coordinated transportation programs, the data 
collection phase can be trying.  It is impor
collected, so this phase may tak
of the effort the participants in the project are making.  Thorough completion of the 
process is a necessary part of coordination. 

for Participants 
he committee is forming and starting the initial preparations for a coor
, continue to search for organizations in your area that could be included in
ram.  The best programs will be open ended enough that other stakehold

 included at any time throughout the planning process, or even during or 
g implementation.  Inclusiveness is in the spirit of coordination; do not close 

yze Current Services and Resources 
llecting data from the organizations on the committee, it is time to analyze the 

 the current transportation situation in your area.  F
ne the deficiencies and goals that the coordination program will address.

l profile of current transportation resources is included in Chapter 10.  Some of 
 results to look for are discussed in the following sections. 

hi le Resources 
 resources are often the primary focus of transportation coordination; after all, 
 vehicles, there would be no transportation to coordinate. 

cy will hav
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from
utilizati tly 
availab
utilizati mes when there are gaps or duplications in service and 
idle vehicles. 

When c
operatio ntial for coordination rather than costs and feasibility. 

Se ic
Give ca
the type
fare pol  many trips, how many 
passenger hours, how many vehicle hours).  Consider the days and hours of operation 
of e
and/or m
a clear ks 
respondents to describe their service area.  By comparing route maps and client maps, 
it is possible to get a good idea of where services may be duplicated or lacking. 

Passe
Consid e 
in servi hey open to the general public?  Are 
any groups being underserved in a particular area? 

stration 
(such as information included 
le to determine the cost of 

omparing 
 

tage of the 
s, 

ty. 

hich 

. 

 all participating agencies into a master vehicle roster and a master vehicle 
on chart.  The master roster will list all of the transportation resources curren
le to the program, including capacities and accessibility.  The master vehicle 
on chart will show ti

omparing vehicle resources in this stage of the planning process, focus on the 
nal pote

When c
vehicle resources
in this s
planning proces
focus on the 
operational 
potential for 
coordination 
rather than costs 
and feasibili

rv es 
reful consideration to the different services that participants provide, including 
s of services they offer (e.g., fixed route or demand responsive), their differing 
icies, and the volume of service they provide (how

ach participant.  Analyze the service area.  If participants provided route maps 
aps of client locations, the analysis can be done visually, which may provide 

picture of the situation.  The Montana Agency Transportation Survey also as

nger Demographics 
er the different passenger groups served by each participant.  Do they specializ
ng one particular passenger group or are t

Finance and Admini
If data on funding, expenses, and staffing was collected, 
in the supplementary survey from Chapter 10) it is possib

Determine w
areas are costing 
the most money, 
and which areas 
can be operated 
more efficiently

transportation operations in the area.  Also determine which areas are costing the most 
money, and which areas can be operated more efficiently. 
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Iden
Based o e 
deficien  of the coordinated 
transportation system.  This is a four-step process entails: 

• 

• 

• nd 

Possi
The first step in setting goals tion system is to determine 

tion providers are: 

uman services agencies 
ften have overlapping 

cles to 

 not Served by Any Transportation. It is common for providers in 
inantly rural areas to have inadequate transportation resources to offer 

ng people in outlying rural areas, those with the 
nsportation services, to fend for themselves. 

ay be 

vehicles. 

The first step in 
setting goals for 
the coordinated 
transportation 
system is to 
determine 
itsdeficiencies.   

s typically 
have little problem 
finding uses for 
idle vehicles. 

tify Deficiencies and Set Goals 
n the data collection and analysis from the previous sections, determine th
cies of the current transportation system and the goals

Determining the deficiencies in the current transportation system, 

Isolating the services that could be improved and expanded, 

Prioritizing the list of deficiencies and expansion proposals, a

• Seting the goals and plan of action based on the prioritized list. 

ble Deficiencies 
for the coordinated transporta

its current deficiencies.  Start by making a list of the deficiencies.  Some of the most 
common deficiencies facing transporta

• Duplication of Service.  When there are several h
operating transportation in a given area, they o
customers and overlapping routes.  Two half-full vans from two different 
agencies traveling the same route everyday is not an efficient means of 
transportation provision. Eliminating duplication of service enables vehi
be used for other purposes, allowing for increased service without additional 
resources. 

• Areas
predom
services to many peopleleavi
greatest need for tra

• Populations not Served by Any Transportation.  Sometimes human 
services providers offer transportation services only to their customers.  This 
may leave certain customer groups in need of transportation 

• Vehicle Idle Time. When transportation is provided for a limited number of 
riders, for limited purposes, and/or limited trips during the day, there m

Transportation 
coordination 
program substantial time periods when vehicles are sitting idle.  Transportation 

coordination programs typically have little problem finding uses for idle 
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• Limited Fleet Size and Vehicle Capacity.  With the high cost of purc
and operating

hasing 
 vehicles, many transportation systems have to make do with 

what they have, even when those resources are inadequate to serve the needs 

 systems lack enough 
wheelchair accessible vehicles or spaces on vehicles to meet the needs of their 

•

me on the vehicles.  Better planning of vehicle utilization can 
d.  Reducing ride time is a good way to improve the quality of 

 
 for scheduling rides, dispatching, and even driving the 

ies of scale in purchasing, training, maintenance, and administration 

When 
transportation is 
not an 
organization’s 
primary mission, 
administrators and 
case workers have 
to take time away 
from their primary 
duties for 

. 

Utilizing 
economies of 
scale in 
purchasing, 
training, 
maintenance, and 
administration can 
help lower 
transportation 
expenses. 

of their customers. 

• Lack of Accessible Vehicles.  Many transportation

clients. 

 Excessive Travel Time.  Because a provider may have to run long, circuitous 
routes in order to serve all of its customers, riders may spend unreasonably 
long periods of ti
help in this regar
the transportation experience for your customers. 

• Significant Collateral Duties.  When transportation is not an organization’s 
primary mission, administrators and case workers have to take time away from
their primary duties
vehicles. 

• Excessive Costs.  Providing transportation is expensive, especially when 
operating without the benefit of economies of scale.  Capital expenditures, 
maintenance, insurance, and drivers can rapidly increase cost.  Utilizing 
econom

scheduling rides, 
dispatching, and 
even driving the 
vehicles

can help lower transportation expenses. 

List all of the deficiencies in the current transportation system, even if they are minor.  
Prioritize this list later on. 

Possible Improvements and Expansions 
After determining the deficiencies in the transportation system, make a list of possible 
improvements or expansions that go beyond merely remedying the current set of 
deficiencies.  Possible improvements and expansions include: 

• Increasing Service Area.  Expanding the geographical area covered allows 
more customers to be served, which is especially important in rural areas 
where it can be difficult to reach customers in outlying locations. 

• Serving More Customer Groups.  Expand services to groups that currently 
aren’t being served or even to the general public.  (for information regarding 
serving various customer groups, see the PSC Licensing and Regulations 
section page 7-3) 
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• Increasing Trips Provided.  The benefits of increasing the number of trips 
provided can be twofold.  First, increasing the number of trips enhances the 
number of people served by effectively increasing daily capacity.  Second, 
increasing the number of rides gives customers more choices of when to 
travel, which can translate to a quality of life benefit. 

• Expanding Service Hours/Days/Weeks.  Often small public transportation 

 on weekdays.  While this is typically adequate service for 
customers needing access to crucial services such as healthcare and grocery 

 
al activities. 

 

List all the possible expansions and improvements in the coordination program, as the 
itizing the list. 

At this point, there is a list of the deficiencies that are currently facing the system and a 
list p
then ha
importa
become
prioritiz
written

Decid
When the lists of deficiencies and expansions have been prioritized, it is time to set the 
initial goals for the coordinated transportation program.  Goals may include remedying 
some of the deficiencies in the current system and/or implementing some of the 
desired improvements or expansions.  If a number of major deficiencies in the current 
system have been identified, concentrate on these in the initial effort.  There will be 
opportunities to reevaluate the goals after the initial plan’s implementation. 

The following questions may helpdetermine which goals should be set for the 
coordinated transportation system. 

Customers often 
desire service in 
the evenings and 
on the weekends, 
so that they have 
more opportunities 
for cultural and 
recreational 
activities. 

If a number of 
major deficiencies 
in the current 
system have been 
identified, 
concentrate on 
these in the initial 
effort.   

and specialized transportation systems operate only during the morning and 
afternoon, and only

shopping, customers often desire service in the evenings and on the weekends,
so that they may attendcultural and/or recreation

• Providing Better Quality Service.  When transportation is operated as a 
supportive service, it usually does not receive all of the providing agency’s
attention.  Through coordination, several agencies can pool their resources to 
create a dedicated transportation staff.   

next step involves prior

Prioritize Deficiencies and Expansions 

of ossibilities for improvement or expansion of the system.  Compile these lists; 
ve participants in the program prioritize the items to determine the most 
nt deficiencies to correct and expansions to implement.  These priorities will 
 the basis of the coordination program’s goals.  A sample tally sheet for 
ation is included in Chapter 10.  Include the finalized list of priorities in the 

 plan. 

e Upon Goals 
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• What are the most important deficiencies to remedy or expansions to 
implement? 

Which goals will have the most benefit for customers? 

Which goals are the most practical to implement? 

 the goals of the coordination program in the written plan. 

• 

• 

Include

 

 decided upon the goals for the coordination program.  It is almost time 

Ensure that each of the participating agencies has the proper authorization to go 
rdination program.  If they do not, they must get authorization 

 

 a 
tion supporting the 

 
ncoordinated system.  

es 
 

of 
 data when evaluating the 

 

Ensure that each 
of the participating 
agencies have the 

 go 
the 

Ensure Proper Authorization from Participating
Agencies 

The coordination committee has now recruited participants, analyzed current 
resources, and
to determine which level of coordination is right for the program and start on the 
detailed planning process. 

forward with the coo
from those in their organization who have that authority.  Without proper 
authorization, participating organizations may be forced to back out in the middle of
the program. 

Agencies answering to a board or governmental agencies may need or want to pass
resolution to enter into the coordination program.  A sample resolu

proper 
authorization to
forward with 
coordination 
program. 

creation of a coordination program is included in Chapter 10. 

Begin Collecting “Before” Data 
After the coordination program has been planned and implemented, the success of the
program will be evaluated based upon improvement over the u
In order to make comparisons, data must be collected prior to implementation of the 
coordinated system.  Necessary data includes the number of trips and rides provided, 
the time and miles vehicles spend on the road, and financial data including revenu
and costs from transportation.  Participating agencies are likely already collecting
much or all of this data. Standardize the data collected by participating agencies and 
make sure all agencies are collecting data.  Data collected during the planning phase 
coordinating a transportation system can be used as “before”
success of the program after implementation.  For more information on evaluation and
data collection, see Chapter 8. 
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Determine Appropriate Coordination Program 

eans, such as information and 

  

more than one of these models is utilized. 

two typical sets of circumstances that identify communication as the most 
of coordination: 

es 

 is 

st effective means for the time 

Now that the goals of the coordination program have been determined, it is time to 
decide which model of coordination to follow. 

In Chapter 2, the three levels of coordination were defined.  They were: 

• Communication, which involves informal m
referral programs; 

• Collaboration, which involves increased levels of formality such as joint use 
of vehicles, joint training, and trip sharing; and  

• Consolidation, the most comprehensive level, which occurs when one system 
assumes all transportation responsibilities for a number of organizations. 

In addition to these three levels, it is also possible to form a hybrid system, in which 

Communication 
There are 
appropriate level 

• When agencies are unable to coordinate vehicle use.  Some challenges such 
as insurance or regulations may necessitate long-term efforts before vehicl
can be used jointly.  Occasionally, especially when a small number of 
participants are involved, vehicle utilization schedules make immediate 
coordination impractical.  Or, the start-up effort and expense of coordination
more than the participants are able to handle at the current time.  In these 
cases, working at informal levels can be the mo
being, and may result in opportunities for more formal and more extensive 
coordination efforts over time. 
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• When agencies are reluctant to share vehicle use.  Over the long term, mere 
s or vehicle capacity is not a legitimate reason to 

e agencies may want to witniss practical 
 effort.  

eans of coordination, or perhaps 
al terms, can help to illustrate the 
ng everyone involved.  

le stakeholders, whether they currently 
ly benefit the program in the future. 

Be wary of the distinction 
use  r sm and 
excuses n help overcome the non-legitimate reasons.  

If it d dination program will follow the communication 
mo , 

Collaboration 
The col osen as a compromise when the benefits of the 
hig  l esired, but the start-up effort and expense that go 
alon w  short-term.  Collaboration is also appropriate when 
org z el of coordination than communication, but do not 
wan o  their vehicles and other resources. 

Col o se it provides flexibility and allows for the 
coo n vities. Participants are able to choose those 
activities that they want to coordinate and remain autonomous with respect to those 

e. 

When coordinating at the coll nizations may still have to 
sho e ransportation, which may 
diminish some of the cost savings realized through coordination.  The benefit of 
flex l els of 
participation, the overall structure of the coordination program may be confusing to 

If it is determined that the coordination program will follow the collaboration model, 
pro d

Establishing 
goodwill with 
possible 
stakeholders, 
whether they 
currently 
participate in the 
program or not, 
can only benefit 
the program in the 
future. 

The collaboration 
model is often 
chosen as a 
compromise when 
the benefits of the 
higher level of 
consolidation are 
desired, but the 
start-up effort and 
expense that go 
along with it are 
prohibitive in the 
short term.   

reluctance to share vehicle
shun coordination.  However, som
results of coordination before they are willing to make a full-fledged
Initiating the program with more informal m
including the reluctant parties only on inform
potential benefits of coordination while keepi
Establishing goodwill with possib
participate in the program or not, can on

between legitimate restrictions on coordination of vehicle 
 or eluctance to share vehicles and non-legitimate reasons, such as turfi

.  Persistence and education ca
Sometimes the communication level is merely a stepping-stone to higher levels of 
coordination. 

 is etermined that the coor
del proceed to Chapter 4. 

laboration model is often ch
her evel of consolidation are d
g ith it are prohibitive in the

ani ations want a higher lev
t t  relinquish control over

lab ration is beneficial becau
rdi ation of a wide range of acti

that they do not.  It is also possible for agencies to participate at different levels 
according to their needs and desires.  Finally, collaborative agreements make it easy 
for participants to adjust their level of participation over tim

aboration level, several orga
uld r the overhead costs that come with providing t

ibi ity can also come with a cost: as participants each have different lev

administrators, participating organizations, and customers.   

cee  to Chapter 5. 
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Co o
Con li ordination.  It requires the most effort and start-
up expense to im  offer the most benefits.  
Con li to place when several human services agencies 
offering transportation as a supportive service agree to give their vehicles to a new or 

tion 

Con li to give up 
their transportation services.  Many agencies began offering transportation to their 
custom ) available at the 
time.  With the consolidated system in place, transportation no longer has to be a 
con n ntity devoted 
to providing transportation is able to provide more efficient service than several 
age  lower costs, 
more and better service, and relief of the burden of providing transportation services. 

 program will follow the consolidation model, 
proceed to Chapter 6. 

Hybri
Wh
models many 
program
levels, creating a hybrid system, is the most effective means for coordinating their 
systems.  For example, many programs involve consolidating several operators into 
one e
rides w ith 
agencie

If it d ation 
program
plans in the chapter corresponding to the highest level of coordination involved in the 
plan.  As needed, consult the other chapters corresponding to the other levels of 
coordination.  In the example in the last paragraph (a partially consolidated, partial-
brokerage system) the system’s organizers would follow the steps in Chapter 6 
(Consolidation), while consulting Chapter 5 (Collaboration) to, for instance,determine 
the proper procedure for creating an agreement for joint-use of vehicles. 

 
 

Many agencies 
began offering 
transportation to 
their customers 
because there 
were no other 
options (or 
accessible 
options) available 
at the time.  With 
the consolidated 
system in place, 
transportation no 
longer has to be a 
concern for their 
customers or a 
burden for their 
organization. 

Many programs 
involve 
consolidating 
several operators 
into one operator, 
which in turn 
operates as a 
partial brokerage 
system. 

ns lidation 
so dation is the highest level of co

plement; however, it also has the potential to
so dation efforts typically come in

established entity whose primary mission is to provide transportation.  Consolida
has proven to be particularly effective in rural areas. 

so dation works when the participating agencies want (or are willing) 

ers because there were no other options (or accessible options

cer  for their customers or a burden for their organization.  A single e

ncies that provide transportation as a supportive service.  The result is

If it is determined that the coordination

d 
ile Communication, Collaboration, and Consolidation provide good conceptual 

 for understanding and implementing coordination programs, in practice, 
s have found that implementing characteristics of more than one of these 

 op rator, which in turn operates as a partial brokerage system, providing some 
ith the consolidated system’s vehicles and others through contracts w
s wishing to retain control over their vehicles. 

 is etermined that a hybrid system is the appropriate model for the coordin
, all three of the following chapters may need to be consulted.  Follow the 
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Chapter Summary 
Thoroughly document the coordination process and prepare a writte

Coordination is particularly effective when there is: 

• Substantial unused vehicle time; 

f scale in planning, administration, operations, 
nance. 

 is to identify possible stakeholders in your area.  

soula), 

e Providers, 

takeholders and invite them to participate in an initial meeting 
discussing coordination in your area.  Discuss: 

• How coordination can work in your area; and 

Conduct a thorough data collection to analyze the current transportation situation in 
your area.  Focus on: 

• Vehicle resources, 

n plan. 

• Substantial unused vehicle capacity; or 

• Lack of economies o
purchasing, or mainte

The first step in planning coordination
They may include: 

• Local TAC members, 

• Local MPO (in Billings, Great Falls, Mis

• Transportation Providers, 

• Social Service Providers, 

• Healthcar

• Government Entities, or 

• Customers and the Public. 

Contact all possible s

• The basics of coordination: what, why, and how; 

• Organization procedures for forming a Coordination Committee. 
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• Services provided, 

Passenger demog• raphics, and 

 that the coordination 
program can improve.  This four-step process involves: 

on based on the prioritized list. 

hen 

• Collaboration is used when the benefits of consolidation are desired, but the 
 

t 

tation business. 

n one model of coordination in the same 
ten occur when participants desire different levels 

• Finance and administration. 

Based on the data collected, set goals concerning the areas

• Determining the deficiencies in the current transportation system, 

• Isolating the services that could be improved and expanded, 

• Prioritizing the list of deficiencies and expansion proposals, and 

• Setting goals and the plan of acti

Finally, based on the current situation and goals, determine which model of 
coordination is right for the program.. 

• Communication works for more informal coordination and is often used w
sharing vehicles is impractical or impossible. 

initial efforts and expenses are prohibitive; or, when a higher level than
communication is desired, but participants do not want to relinquish control of 
their vehicles. 

• Consolidation occurs when participants give their vehicles to one agency tha
will handle all transportation.  Many social services agencies prefer 
consolidation so that they can get out of the transpor

• Hybrid systems use more tha
program.  Hybrid systems of
of formality. 
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Chapter 

Chapter 4

Pl n
C m
Chapter 4 contains step-by-step instructions for planning for a coordinated 
tran r nication model. 

Thi h  to implementing a program following the 

 

documents indexed under Chapter 4. 

Continue to compile documentation for the written plan begun in Chapter 3.  Chapter 
10 contains a list of the components of a written plan that will be included from 
Chapter 4. 

 – Planning for Communication 

a ning for 
o munication 

spo tation system using the commu

s c apter is an invaluable guide
Communication model of coordination.  The least formal level of coordination, 
Communication is defined as informally working together to reach common goals.  
Proceeding through this chapter will guide you through the planning process for 
communication. 

While coordination at the communication level can be successful in its own right, it is
often intended as a starting point towards higher levels of coordination.  By 
encouraging the spirit of cooperation, efficiency, and innovation that infuses all 
coordination activities, the communication level can pave the way for even greater 
coordination. 

This chapter will reference several supporting documents contained in Chapter 10.  
To find these documents, turn to the first page of Chapter 10 and look for the 

4 

Coordinating at 
the 
communication 
level can pave the 
way for even 
greater 
coordination.   
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Identify Existing Informal Cooperative 
Activities 

Communication simply involves two or more agencies working together to improve 
transportation services.  This could include communicating regularly with o
transportation providers about services, need

ther 
s, and plans. 

 
illings, Great 

pose of these organizations is to discuss and prioritize 

ting 

n 

eeting of the coordinating committee. 

activities utilizing informal cooperation in your community have been 
identified, the next step is to determine which of these activities could be built upon 

ould be coordinated.  Base the decision concerning 

Lis
There a tivities in which coordination can be easily implemented, 
even in the most informal level of communication.  It is important to implement these 
acti ie  
coordination in the future.  Some of the most common activities are listed in the 
following sections.  The coordination committee may be able to think of other possible 
acti ie

List l 

tion 

ity; often, 
without the 
participants even 
realizing that they 
are coordinating. 

In most cases, 
communication-
level coordina
is already  
occurringin your 
commun

In most cases, communication-level coordination is already occurring in your 
community; often without the participants even realizing that they are coordinating. 

One example of communication is participation in alocal Transportation Advisory
Committee (TAC) or Metropolitan Planning Organization (MPO – in B
Falls, and Missoula).  The pur
plans for transportation in the area.  Simply participating in these organizations falls 
under the definition of communication. 

The goal when implementing communication is to build off of a foundation of exis
cooperative activities.  The first step involves identifying these activities.  Data 
collected should have included questions regarding current coordination activities i
which participants are involved.  Also, participants should have discussed current 
coordination activities during the initial m

Determine Activities to Further Coordinate 
When the 

and which additional activities c
which activities to coordinate upon the goals set for the coordination program at the 
end of the Initial Planning Phase.  Refer to the written plan. 

t of Possible Activities 
re many possible ac

vit s now if the coordination committee is considering moving to a higher level of

vit s. 

 al possible activities for coordination in the written plan. 
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Info
The cla
informa l and are easy 
to set up.  The basic premise of the information and referral network is that each 

m provides all of the other participants with descriptions of the 

ments for using the participant’s service; 

• Transportation fees; and 

Information and referral networks allow participating agencies to quickly and easily 
refer cu
research

Info a
distribu se can be 
established.  In the central clearinghouse model, one participanting organization is 
resp s
This org rmation requests. 

Con u  to the 
central 

The classic 
implementation of 
the 
communication 
model of 

 is the 
and 

rmation and Referral 
ssic implementation of the communication model of coordination is the 
tion and referral network.  These networks can be very powerfu

participant in the progra
transportation and non-transportation services they provide.  Include the following 
information: 

• A brief description of the primary mission of the participant; 

• Eligibility require

coordination
information 
referral network.   

• Description of transportation services offered; 

• Accessibility of the transportation services; 

• Description of scheduling process, requirements, and phone number; 

• Availability of assistants. 

stomers to the agencies appropriate to meeting their needs, without any 
 or guesswork. 

rm tion and referral networks can work in two ways.  All participants can 
te their information to all other participants, or a central clearinghou

on ible for collecting and distributing information about the other participants.  
anization becomes the contact point for all info

tin ally update all information that is distributed to the other participants or
clearinghouse.  Submit data changes before they go into effect. 
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Planning 
Cooperative planning can be as simple as gathering all participants to discuss their 
current and future transit needs and plans.  The Metropolitan Planning Organizations 

isory 

participants of the current 
transportation situation of other agencies and the service area in general, it gives the 

ions 
Coordinated planning can lead to coordinated grant applications.  Coordinated grant 

ommunication level of coordination typically only involve capital 

In some cases, the coordinating committee that was formed in Chapter 3 may act as 
ns, 
e 

etting uniform standards for such things as 

• It helps to provide a uniform transportation experience for customers of 

 type 

• It facilitates joint purchasing groups, since participants will be able to purchase 
larger quantities of fewer varieties of capital equipment, maintenance, 
equipment, and parts. 

Cooperative 
planning can be as 
simple as bringing 
together all of the 
participants to 
discuss their 
current and future 
transit needs and 
plans.   

(MPOs) in Billings, Great Falls, and Missoula, and the local Transportation Adv
Committees (TACs) across the state are examples of cooperative planning already in 
action.  These cooperative planning bodies are required for Federal Transit 
Administration (FTA) funding in Montana. 

Cooperative planning has several benefits: it informs all 

participants a chance to share and discuss ideas, and it helps participants become 
aware of other activities in which coordination would be helpful. 

Grant Applicat

applications at the c
purchases.  Generally, one agency will take the lead role in a coordinated grant 
application.  This agency will determine what the needs for all of the participating 
agencies are, and then file the application based on the combined needs.  Because 
most funding sources encourage or require evidence of coordination, coordinated 
grant applications should receive favor. 

the lead applicant for grants.  When considering coordinated grant applicatio
understand the specific agency eligibility requirements before applications ar
finalized. 

Specification Development 
Joint specification development involves s
types of vehicles purchased and accessibility equipment, computer software, and 
communications equipment used.  Specification development has many benefits. 

multiple agencies. 

• It facilitates joint training, as operators will only need to learn to use one
of equipment. 

• It allows participants to share and exchange vehicle parts. 
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• It paves the way for future vehicle sharing.  Drivers from different agencies
will not need to learn how to operate new vehicles, and con

 
solidating a fleet of 

vehicles will be much easier if all of the vehicles are uniform. 

 
h many customers receiving 

 customer 

coordination efforts at higher levels.  Customers will be prepared for transitions to 
system when all of the transportation 
tly operate with the same policies.  

Training 
ves training employees from several organizations in one group.  
veral benefits. 

or 

cy development and specification development, joint training 

Assistant Services 
ed passengers require assistants to help them access 

s.  Assistants may be drawn from a pool of volunteers, 

 

ny 

rvices 

agencies, joint 
policy 
development helps 
to simplify 
customer access 
to transportation. 

One possible 
activity is to 
coordinate 
assistant services.  

Policy Development 
Joint policy development involves setting uniform policies for such things as fares, 
reservations, cancellations, no-shows, and customer eligibility profiles.  With many
agencies providing services in a service area, and wit

With ma
customers 
receiving se
from multiple services from multiple agencies, joint policy development helps to simplify

access to transportation. 

Along with happier customers, joint policy development helps facilitate future 

systems with vehicle sharing or a consolidated 
providers that currently serve them independen
Likewise, the transition for administrators and drivers will be easier when they do not 
have to learn a new set of policies for a new organization. 

Joint training invol
Joint training has se

• Training employees in larger groups can lead to lower individual costs f
training programs. 

• Training employees in larger groups can provide access to some training 
programs that may not be available to small groups or individuals. 

• Joint training allows employees from different agencies to get together, share 
ideas, and network, which helps boost morale. 

• Like poli
programs for different agencies ensure a consistent transportation experience 
for customers in the service area.  Joint training can also pave the way for 
future coordination at higher levels. 

Many transportation-disadvantag
transportation and other activitie
friends or family, or may be paid staff members. 

Participants should identify which customers are likely to ask for assistant services and
what types of assistance they will need.  Then the participating agencies can define 
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which of these services can be realistically provided by the coordinated transportation 
system.   

Coordinating volunteer assistant services can be accomplished by two different 
methods.  In the first method, one participant in the coordination program, preferab
one with an established volunteer base, will become the coordinator for all assistant 
requests.  Each agency should compile a list of their available assistants and their 
capabilities to give to the assistant coordinator.  The assistant coordinator then 
becomes the contact point for all as

ly 

sistant requests. 

rticipation 
that the committee members are willing to undertake at this point in the process, it 

boration level (Chapter 5) 

ach 
ities in 

ten plan. 

 
From the tally of participation interests, a picture of what cooperative activities 
participants have an interest in implementing will develop.  Compare the list of 
activities with the list of goals compiled at the end of Chapter 3.  Those activities that 
are most consistent with the goals should be given highest consideration. 

It may also be 
worthwhile to look 
at the list of 
possible 
collaboration level 
coordination 
activities . 

The second method involves compiling a list of all available assistants from each 
agency’s pool, which is then distributed to each participating agency.  In this method, 
all agencies are responsible for procuring assistants for their customers from the 
combined pool. 

Other Activities 
The activities listed above are not the only possible activities that can be coordinated at 
the communication level.  Some brainstorming from the committee members may 
help to develop other activities.  Depending on the depth and formality of pa

may also be worthwhile to look at the list of possible colla
coordination activities . 

Determine Interest in Participation in These Activities 
Start by listing all of the activities identified for possible coordination.  Have e
participant list the name of their organization next to the names of those activ
which they would be interested in participating.  Tally up the total number of 
organizations listed with each activity. 

A sample tally form is included in Chapter 10.  Include the completed tally form in 
your writ

Determine Activities to Further Coordinate
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Concentrate on those activities that have the most interest from participants: as the 
ssible benefits. 

f 
l 

nly one or two. 

rticipants indicating interest is a candidate for 
ctivities that do have high priority and high interest should be 

and 

on 

tage 
er, 

of the coordination program has been 
rly. 

oving 
ader(s) must be able to delegate work assignments and to commit the 
ources necessary to seeing the project through implementation and 

st and efficiency of vehicle usage.  Because coordination 
programs at the communication level generally do not directly effect the operation of 

Concentrate on 
those activities 
that have the most 
interest from 
participants: as 
the greater the 
level of 
participation, the 
greater the 
possible benefits. 

The leader(s) must 
be people who can 
keep everyone 
motivated, on-task 
and moving 
forward.   

greater the level of participation, the greater the po

However, don’t implement only those activities with the highest priority.  
Coordination can be successful with as few as two participants.  One of the benefits o
the communication level of coordination is that participants can determine their leve
of participation in each activity to be coordinated.  Some participants may want to 
participate in all activities, some in o

Any activity with enough pa
implementation.  Those a
implemented first.  List all activities that will be implemented in the written plan. 

Administrative Decisions 
The group must also make some administrative decisions about the organization 
administration of the communication program.  Who will be in charge? How will 
ongoing oversight be achieved? How will the program’s success be tracked? 

Organizati
Determine how the communication program will be organized.  It may be decided to 
keep the coordinating committee together to oversee the progress of the whole 
coordination program.  Keeping the entire coordinating committee has the advan
that further coordination activities can be planned more easily in the future.  Howev
it may also be helpful to form sub-committees for each coordinated activity .  These 
sub-committees can then report to the full committee on the progress of their activity.  
.  When the planning and implementation 
completed, the coordinating committee may only need to meet monthly or quarte

Leadership 
The leader(s) must be people who can keep everyone motivated, on-task and m
forward.  Le
time and res
beyond.   

Evaluative Procedures 
The standard measures of effectiveness used for transportation systems (see Chapter 
8) are based on the co
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vehicles, such as through vehicle 
of a communication program.   

sharing, it may seem difficult to evaluate the success 

gra
w to

pl   
ough

programs, or to train 80% of staff in first aid through this program.  Such goals can be 
ss. 

At t  c  no
factors.  These factors may seem more difficult to gauge than measuring cost savings.  
Refer to the section on “Evaluating ‘Intangibles’” in Chapter 8 for ideas on how to 
mea r
rememb

Determine who in the program will be responsible for tracking and evaluating the 
goa h  for 
these go

st participants will send their employees to all of the training 
sessions, whereas one participant may decide only to participate in the drivers’ training 

Agencies may 
participate in 
various activities 
at different levels. 

However, it is possible to measure the success of the coordination pro
level.  It is necessary to know what goals should be evaluated and ho
them.  Determine goals for each of the cooperative activities before im
It may be decided that the goal is to save $X per year on training thr

m at this 
 evaluate 

ementation.
 joint training 

n-monetary 

used as measures of effectivene

he ommunication level, many benefits from coordination involve

su e these types of benefits.  Do not limit benefits calculated to dollar amounts, 
er the “human element” in coordination. 

ls t at have been set.  Include the goals to evaluate, the data that will be tracked
als, and who will be responsible for evaluation in the written plan. 

Determine Participation Levels 
When it has been decided which activities will be implemented in the coordination 
program, determine who will participate in which activity, and to what level will they 
participate.  Agencies may participate in various activities at different levels. 

In a joint training program, for instance, one participant may take the lead in 
organizing training sessions for various things such as drivers’, First Aid, and 
sensitivity training.  Mo

session. 

For each activity to be implemented, list the names of the organizations that have 
agreed to participate.  Include this list in the written plan. 
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Determine Responsibilities 
Clearly define responsibilities for each activity.  All participants should be accountable 
for financial and staffing participation in the program.  Without explicitly assigning 
responsibilities for specific tasks and functions, the program stands little chance of 
successfully progressing through to implementation.  Include the responsibilities for 
each participant in the written plan. 

dinated to determine what 
tasks need to be completed and who will be responsible for completing each task for 

xample, joint training is being implemented, one 
participant may be responsible for determining the training needs of all the 

nding training courses and 
ible for finding facilities in 

Fin
While m lve large 
exp e rking on 
coordination, m  equitably 
amo  ach participant 
must a e, and 
mat a

eements should be 

ust 

Spread the costs 
of the program 
equitably among 
all of the 
participants.   

For Each Activity 
Hold a meeting for participants in each activity to be coor

that activity.  Distribute duties equitably; have the leader of the communication effort 
help delegate responsibilities.  If, for e

participants; one participant may be responsible for fi
training materials; and one participant may be respons
which to conduct the training. 

ancial 
ost coordination programs at the communication level will not invo

ens s, there may be some expense to bear in terms of employees wo
aterials and supplies.  Spread the costs of the program

ng all of the participants.  This does not necessarily mean that e
m ke a monetary contribution; contributions in terms of work efforts, tim

eri ls should also be considered. 

If cost-sharing is anticipated in the coordination program, agr
drafted (see the section entitled “Develop a Cooperative Agreement” later in this 
chapter).  If one participant agrees to take on any up-front costs, all participants m
honor their agreements to provide reimbursement in a timely fashion. 

Staffing 
Beyond financial resources, implementing a communication program will also require 
manpower.  As with financial resources, ensure that all participants contribute their 
fair share of manpower.  Some participants may have fewer financial resources than 
others but may have volunteer labor that can be contributed as an in-kind service to the 
program. 
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Develop a Budget 
Most coordination p

Some participa
rograms at the communication level will not 

require a significant outlay of funds. Since all participants will retain 

• The communication program is expected to incur significant 
costs; 

r staff spend a significant portion of their working 

• It is necessary to document the costs spent on coordination to use as local 
match funds for federal grant programs or for other grant applications. 

Create a budget for each activity undertaken in the communication program.  If a 
budget is created, it should be included in the written plan. 

For coordination programs at the communication level, the most common expenses 
incurred will be administrative expenses involving salaries.  A sample administrative 
budget is included in Chapter 10.  When creating the administrative budget, have each 
participant determine what portion of their costs in each of the categories in the sample 
budget (or other categories that may apply) is (or will be) allocated to the coordination 
program, whether through direct financial contribution or indirect contributions such 
as work and materials. 

As participants in communications programs continue to operate their transportation 
services independently, there are typically no operating expenses involved.  If there 
are any capital expenses, they will generally only involve office equipment, as new 
vehicles aren’t usually jointly purchased at the communication level. 

nts 
may have fewer 
financial resources 

 but 

r 
be 

 an 
to 

the program. 

their autonomy and the autonomy of their transportation services, a 
budget is typically not necessary.  If this is not the case, a budget for 
the communication program will need to be developed.  

A budget may be necessary if: 

than others
may have 
volunteer labo
that can 
contributed as
in-kind service 

• The program leader and othe
time on coordination, or if someone is hired to manage the coordination 
program; and/or 
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Develop a Coopera
Depending on the level of formality

tive Agreement 
 desired by the participants in the communication 

 may be necessary 
to develop a written cooperative agreement.  The cooperative agreement spells out the 
deta  o ibilities each 
party has, and how financial issues will be resolved. 

In many cases, when the activities to be coordinated are informal, such as an 

e.  In 
ent is a formal contract. 

Incl e al written agreements, or Memorandums 
of Understanding in

Is a Cooperative Agreement Needed? 
If any of the following appl , a cooperative agreement may be 
nec a

between participants at any point in the program, 

l monetary costs and/or benefits expected, 

ticipating agencies, and/or 

How to Create and Execute the Agreement 
Cha lustrating all of the essential parts of the 
coo a s document.  Ask the 
leader of the comm ncise, 

Because e 
ument to ensure that it meets all legal requirements.  After 

it has been reviewed by an attorney, and edited to reflect the attorney’s comments, 
giv  t eir attorneys if 
they desire).  When all participants agree on the language, it is time to execute the 
docume

Depending on the 
level of formality 
desired by the 
participants in the 
communication 
program and 
required by the 
activities the 
program is 
undertaking, it 
may be necessary 
to develop a 
written 
cooperative 
agreement.   

Use clear, concise, 
precise language 
in cooperative 
agreements so 
that the meaning 
of the agreement 
cannot be 
misconstrued or 
misinterpreted. 

program and required by the activities the program is undertaking, it

ils f the program, what activities are to be undertaken, what respons

information and referral network, a simple oral agreement or informal written 
agreement such as a letter or Memorandum of Understanding (MOU) will suffic
contrast, the cooperative agreem

ud  any cooperative agreements, inform
 the written plan. 

y to the program
ess ry: 

• Money is to be exchanged 

• There are substantia

• There are a large number of par

• Any participants desire a more formal agreement. 

pter 10 contains a document il
per tive agreement.  Base the plans agreements upon thi

unication program to draft the document.  Use clear, co
precise language so that the meaning of the agreement cannot be misconstrued or 
misinterpreted. 

 of the varying state and local laws regarding contracts and agreements, hav
an attorney review the doc

e it o all other participants in the program for their review (and by th

nt. 
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The c gency 
(one with the authority to do so).  Produce enough copies so that each agency can have 
a si d

s a way to generate publicity for the coordination 
program and its participants.  The local media is often interested in innovative projects 
to im sentatives 
from participating agencies, funding sources, and local officials.  Give the media 
adv e
at the ev

No
Planning for communication is now complete; it is time to move on to Chapter 7 – 

 put the coordination program into action. 

Consider having a 
public signing as a 
way to generate 
publicity for the 
coordination 
program and its 
participants.   

 do ument should be signed by a representative from each participating a

gne  original.   

Consider having a public signing a

prove services and cut costs.  If a public signing is planned, invite repre

anc d notice and prepare a brief fact sheet about the project to provide to the media 
ent. 

w What? 

Implementation, which will detail how to
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Chapter Summary 
Base the program on existing informal coordination when possible. 

• Often coordination is occurring without participants realizin

• Identify these activities from the data collected and conversa

Decide on activities to further coordinate.  Typical areas for coordination at the 

• Grant applications, 

 the program be organized? 

. 

Delegate responsibilities. 

• Determine which tasks need to be completed for each activity. 

• Determine which participants will be responsible for completing each task. 

g it. 

tions held during 
the initial meeting. 

communication level include: 

• Information and referral networks, 

• Joint planning, 

• Joint specification development, 

• Joint policy development, 

• Joint training, and 

• Coordinated assistant services. 

Make administrative decisions about your coordination program, including: 

• How will

• Who will lead the effort? 

• How will the success of the program be evaluated? 

Determine the level of participation of each agency in each activity to be coordinated. 

• Different agencies may participate in different activities at different levels
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• Determine who will be responsible for financial and staffing needs. 

• All responsibilities should be delegated equitably. 

Con e

• The communication program is expected to incur significant costs; 

• ng 
ion 

program; and/or 

• sts spent on coordination to use as local 
match funds for federal grant programs or for other grant applications. 

Consid

• A budget should be created for each activity, 

•

• nt of each budget line item that is 

Con de

• ; 

• 

Oth
mem

Purpose of th

• 

sid r developing a budget, if: 

The program leader and other staff spend a significant portion of their worki
time on coordination, or if someone is hired to manage the coordinat

It is necessary to document the co

erations for developing a budget: 

 Budgets at the communication level typically involve only administrative 
expenses; and 

 Each participant should calculate the amou
allocated for coordination. 

si r developing a cooperative agreement, if: 

Money is to be exchanged between participants at any point in the program

• There are substantial monetary costs and/or benefits expected; 

There are a large number of participating agencies;or 

• Any participants desire a more formal agreement. 

erwise, verbal agreements or informal written agreements, such as letters or 
orandums of understanding may be used. 

e cooperative agreement: 

The cooperative agreement is a formal contract identifying the roles and 
obligations of each participant in the coordination program. 
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Chapter 

Chapter 5 – Planning for Collaboration 

or Collaboration 

 

Chapter 5. 

 3.  

 Coordinate 

 
ted 

sharing--that are the heart of the collaboration level. 

5 
Planning f
Chapter 5 contains step-by-step instructions for planning a coordinated 
transportation system using the collaboration model. 

Proceeding through this chapter will guide you through the planning process for 
collaboration, a coordination model that entails increased levels of formality such as
joint use of vehicles, joint training, and trip sharing.   

This chapter will reference several supporting documents contained in Chapter 10.  
To find these documents, turn to the first page of Chapter 10 and look for the 
documents indexed under 

Continue to compile documentation for the written plan initiated in Chapter
Chapter 10 contains a list of the components of the written plan that will be included 
from Chapter 5. 

Decide Which Activities to
The first step in developing a coordination system at the collaboration level is to 
decide which activities to coordinate.  These activities can range from simple
activities--such as information, referral and assistant services--that are also coordina
at the communication level to more complex activities--such as vehicle and ride 
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Have the participants in the program decideon the activities that they are most 
interested in implementing.  Some of the most common activities to coordinate 
include: 

• Marketing. Marketing activities to increase public knowledge of all the 
services available from the various providers. 

• Assistant Services.  Customers from many participating agencies may require 
ess transportation and other activities. Volunteer 
e coordinated among several participants. 

 
participants are aware of the services provided by all participating agencies 
and can direct customers to the appropriate agency for their needs. 

tions.  Evidence of coordination is required for many 

ies of 
aintenance shop for 

aintenance to a local shop for 

 

 

g 

d otherwise be unused. Trip 
sharing involves customers from different agencies sharing rides among all 
participating agencies’ vehicles. Vehicle and trip sharing can be among the 
most productive forms of coordinated transportation. 

assistants to help them acc
assistance programs can b

• Shared Training.  Coordinated training can result in lowered costs and 
standardized training programs. 

• Information and Referral.  Information and referral programs ensure that

• Grant Applica
transportation-related funding programs. 

• Joint Purchasing.  Through bulk discounts, joint-purchasing agreements can 
save money for all participating agencies. 

• Joint Maintenance.  Joint maintenance saves money through econom
scale. Joint maintenance can involve operating a single m
the coordination program, or contracting m
participants. 

• Safety and Risk Management.  Coordinated safety and risk management can
involve insurance purchases and development of joint procedures and 
specifications. 

• Shared Communication and Technology.  Communication and technology
solutions can be expensive components of a transportation operation.  
Coordinating these aspects saves money and facilitates communication amon
participants. 

• Vehicle and Trip Sharing. Vehicle sharing involves one agency allowing 
other agencies to use its vehicles when they woul
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Do not limit the coordination plan to these ideas; the committee may come up with
other activities that can be coordinated as well. 

he possible areas to

 

Review t  coordinate in the collaboration program, and decide 
ipating agencies are interested in coordinating.  Start by 
 identified for possible coordination.  Have each participant 

 of their organization next to the names of those activities in which they 

the 

ctivities to implement, go back to the list of goals 
als.  

ted activity.  Some participants may want to participate in all activities, 
some in only one or two. 

in the written plan. 

red.  Establishing good organization in the beginning will go a long way 
towards ensuring smooth operation through the life of the coordination program. 

strative structure to oversee the coordination program.  The 
coordinating committee established in Chapter 3 may act as the main administrative 

Concentrate on 
those activities 
that have the most 
interest from 
participants: the 
greater the level of 
participation, the 
greater the 
possible benefits.   

which activities the partic
listing all of the activities
list the name
would be interested in participating.  Tally up the total number of organizations listed 
with each activity. 

A sample tally form is included in Chapter 10.  Include the completed tally form in 
written plan. 

The tally process should give a good idea of participants’ priorities and interests.  
Before determining which a
compiled at the end of Chapter 3.  Compare the list of activities with the list of go
Give highest consideration to those activities that best match up with the goals. 

Concentrate on those activities that have the most interest from participants: the 
greater the level of participation, the greater the possible benefits.  However, don’t 
implement only those activities with the highest priority.  Coordination can be 
successful with as few as two participants.  One of the benefits of the collaboration 
level of coordination is that participants can determine their level of participation in 
each coordina

Any activity with enough participants indicating interest is a candidate for 
implementation.  Implement those activities that have high priority and high interest 
first.  List all activities that will be implemented 

Administrative Decisions 
When the activities to be included in the coordination program have been decided 
upon, set up the policies and procedures through which the program will be 
administe

Develop the Administrative Structure 
Set up an admini

body for the program.  Another possibility would be to choose a lead agency to be in 
charge, depending on the level of participation that each participant is willing to 
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undertake.  With more complex arrangements, participants may wish to hire a 

itten plan. 

Be a or 
of the coordination program and what types of decisions the boards or directors of 
participating agencies will need to agree to before proceeding.  

Assig
For 
or sub-c tivity will be responsible for 
the overall progress of the activity.  The activity leader will delegate responsibilities 
for  
progres
plan. 

participants.  Each agency should assume costs proportional to the gains they receive 
st allocation is not strictly in monetary.  Agencies with 

n 

For coordination at the collaboration level, it is assumed that more formal agreements 
wil  Understanding 
or a contract for each activity to be implemented.  The joint use agreement spells out 
the a ctivities are to be undertaken, what responsibilities 
each . Use clear, concise, precise 
lang g e misconstrued or 
misinterpreted.  Chapter 10 g the parts of a joint use 
agreem ust agree to the language of the 
agreement an hen 
all ti ted.  
Include se agreements in the written plan. 

For each activity 
to be undertaken 
by the 
coordination 
program, assign an 
individual or sub-
committee to be in 
charge.   

For coordination at 
the collaboration 
level, it is assumed 
that more formal 
agreements will be 
made.   

transportation coordinator to oversee the day-to-day operations of the program.  
Include the administrative structure in the wr

aw re of what types of decisions can be made autonomously by the administrat

n Responsibilities 
each activity to be undertaken by the coordination program, assign an individual 

ommittee to be in charge.  The leader of each ac

the individual tasks required to implement the activity and will oversee the 
s of these tasks.  List the parties responsible for each activity in the written 

Cost Allocation 
Distribute the costs of all activities equitably, not necessarily equally, among the 

from the system.  Equitable co
fewer dollars may be able to contribute in-kind services, such as labor and office 
space, as their share of the system costs.  In any case, detail the cost allocatio
explicitly in the joint use agreements that are developed. 

Develop Joint Use Agreements 

l be made.  This typically involves drawing up a Memorandum of 

det ils of the program, what a
 party has, and how financial issues will be resolved
ua e so that the meaning of the agreement cannot b

contains a document illustratin
ent.  Each party participating in the activity m

d have an opportunity for their attorneys to review the document.  W
par cipants accept the language of the agreement, the document can be execu

 all joint u
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Make Preparations for Activities in Joint Use 
Agreement 

tended to create goodwill for 

an take place in a number of ways, depending on which 
pense 

of 
iders in the area; or hiring a marketing 

coordinator. 

ers, or 

 be done utilizing two different methods.  
In the first method, one participant in the coordination program, preferably one with 

me the coordinator for all assistant requests.  

, 

Participants should identify which customers are likely to ask for assistant services and 
what types of assistance they will need.  Then the participating agencies can define 
which of these services can be realistically provided by the coordinated system. 

Encourage all 
agencies to make 
an effort to create 
goodwill in their 
community.  Local 
public support can 
often translate into 
local political 
support. 

Simple Activities 

Marketing 
Marketing for transportation systems comes in two forms: marketing intended to sell 
services and increase a customer base, and marketing in
an agency in the community.  Most small transportation providers do not have the 
resources or the need to sell their services, particularly when they are serving only 
specific transportation disadvantaged groups.  Encourage all agencies to make an 
effort to create goodwill in their community.  Local public support can often translate 
into local political support. 

Joint marketing efforts c
marketing strategies the participating agencies use and how much effort and ex
is desired for the coordinated activity.  Some possibilities for joint marketing efforts 
include: joint press releases; brochures about the coordination programs; brochures 
listing each participant’s services and costs; brochures about the activities of all 
agencies; sharing newsletter articles between participants to keep customers aware 
what is going on with other transportation prov

Assistant Services 
Many transportationdisadvantaged passengers require assistants to help them access 
transportation and other activities.  Assistants are often friends, family memb
volunteers.  Others may be paid staff members. 

Coordinating volunteer assistant services can

an established volunteer base, will beco
Each agency should compile a list of their available assistants to give to the assistant 
coordinator.  The assistant coordinator then becomes the contact point for all assistant 
requests. 

The second method involves compiling a list of all available assistants from each 
agency’s pool, which is then distributed to each participating agency.  In this method
all agencies are responsible for procuring assistants for their customers from the 
combined pool. 
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Shared Training 
Joint training involves simultaneously training employees from several organizations.  
Joint training has several benefits. 

• Training employees in larger groups can lead to lower individual costs for 
training programs. 

• Training employees in larger groups can provide access to some training 
programs that may not be available to small groups or individuals. 

• Joint training allows employees from different agencies to get together, s
ideas, an

hare 
d network, which helps boost morale. 

s including driving, defensive driving, and 

nent of the communication 
level of coordination, but it can also be effective at the collaboration level.  
Info a
basic pr
program  the transportation 
and non-transportation services they provide.  Include the following information: 

• mary mission of the participant; 

• Description of transportation services offered; 

• Accessibility of the transportation services; 

Information and 
referral networks 
can be very 
powerful and are 
easy to set up.   

• Joint training can help simplify vehicle and trip sharing arrangements by 
preparing drivers from participating agencies to operate vehicles from all other 
agencies and understand the special needs of customers from all other 
agencies. 

Training can involve many different area
passenger-handling techniques, emergency first aid, and adverse weather driving. 

Information and Referral  
The information and referral network is a classic compo

rm tion and referral networks can be very powerful and are easy to set up.  The 
emise of the information and referral network is that each participant in the 
 provides all of the other participants with descriptions of

A brief description of the pri

• Eligibility requirements; 

• Description of scheduling process, scheduling requirements, and phone 
number; 

• Transportation fees; and 

• Availability of assistants. 
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Info a nd easily 
refer customers to the appropriate agencies to meet their needs, without any research 
or g s

ll participants can 
distribute their information to all other participants, or a central clearinghouse can be 

earinghouse model, one participant is responsible for 
ion 

se 
to 
 

ctivity 

 
e for 

ative Decisions,” responsibilities were assigned for 
each activity to be implemented in the coordination program.  The individual who is in 

activity must assign responsibilities for each of the tasks to be 
ivity 
the 

 and procedures that outline how the activity 

ation that will be required, and who will 
receive that information; and the sequences of actions that will take place to operate 

ies and procedures can either be developed by the participant in 
 

For each activity, 
develop specific 
policies and 
procedures that 
outline how the 
activity will be 
implemented and 
how the activity 
will work once it 
has been 
implemented.   

rm tion and referral networks allow participating agencies to quickly a

ue swork. 

Information and referral networks can work in two ways.  A

established.  In the central cl
collecting and distributing information about the other participants.  This organizat
becomes the contact point for all information requests. 

All information distributed to the other participants or to the central clearinghou
should be frequently updated.  Changes to data should be submitted prior to going in
effect.  All information and updates must ultimately be available to the person who is
responsible for answering the phones at each agency or the central clearinghouse. 

Plan for the A
Information and referral, joint marketing, assistant services, and joint training 
programs are all fairly simple to plan.  The information contained in the first sections 
of this chapter provides the questions that need to be asked and decisions that need to
be made in order to implement an activity.  Those participants who are responsibl
implementing each activity must get together to determine which tasks need to be 
completed in order to implement the activity. 

Assign Responsibilities 
In the section entitled “Administr

charge of the 
completed.  Take into account each participant’s level of participation in the act
and the coordination program as a whole when assigning responsibilities.  List 
assigned responsibilities in the written plan. 

Develop Policies and Procedures 
For each activity, develop specific policies
will be implemented and how the activity will work once it has been implemented.  
Policies and procedures should define the responsibilities of those operating, or 
participating in, the activity; specific inform

the activity.  Polic
charge of the activity or cooperatively by everyone who is participating in the activity. 
List the policies and procedures for each activity in the written plan. 
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Grant Applications 
The first step in creating joint grant applications is to determine the funding sources
that all participants are currently using for transportation.  Some funding sources, such 
as FTA funds, are used specifically for tran

 

sportation, while others, such as those from 
lock 

s 

.  

ically intended for 
transportation. 

r 10. 

ransportation funding. 

er 

ich the 

Dec e
When t  an idea of which 
applications could be successfully coordinated.  It may be decided to coordinate one, 
sev l,

• The amount of staff time available for grant preparation, 

• The availability of funding, 

Because most 
other grant 
programs are 

s 
rams 

specifically 
intended for 
transportation. 

intended for 
specific groups 
and purposes, 
concentrate joint 
grant application
on those prog

many Department of Health and Human Services programs, are awarded as b
grants, which permit recipients to use portions for supportive transportation services a
needed.  This section is intended primarily as a guide to the process of applying for 
joint grant applications for those programs specifically intended for transportation
Because most other grant programs are intended for specific groups and purposes, 
concentrate joint grant applications on those programs specif

Enough information about participating agencies funding sources may have been 
collected using the data collection tools from the Initial Planning Phase, particularly if 
the supplementary survey was utilized.  If not, survey participants regarding their 
current funding sources.  A sample funding source survey is included in Chapte

Identify Potential Funding Sources 
Make a list of all of the funding sources currently used for transportation by each 
participant in the coordination program.  Under each funding source, list all the 
agencies that are currently receiving these funds.  Consult Chapter 9 for lists of some 
ofthe more common sources of t

• Are there funding sources being used by multiple agencies? These may be a 
good starting point for joint applications, as evidence of coordination is eith
required or favorably received by most funding sources. 

• Are there funding sources for which some agencies are eligible but that they 
are not currently receiving? 

• Are there funding sources that no agencies are currently using for wh
coordination program may be eligible? 

List the potential funding sources in the written plan. 

id  Which Grant Applications to Coordinate 
he above questions have been answered, there should be

era  or all of these possible grant applications.  Base your decision upon: 
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• Whether or not preference is given to coordination programs, and 

The number of participating agencies eligible for eac• h funding source. 

List e

Assign

ilities for completing applications for 
individual grant programs.  List the participants responsible for each activity in the 

Collect Dat
For data ld 
be com of the information on one application will be duplicated on 
other applications.  
Age y
applicat sking for any additional 
info a  
eno h
Accura
clarifica

Implement 
pleted, the only step remaining is for the assigned 
idual grant applications.  Include copies of each 

y 

he 
ating agencies purchase on a regular basis.  These can be either goods, such as 

parts and supplies, or services, such as transportation, legal work, and accounting.  
t 

tion, 

To save 

 
ne 

 th  grants that will be coordinated in the written plan. 

 Responsibilities 
After determining which grant applications will be coordinated, the next step is to 
assign responsibilities for completing the applications.  To save duplication of effort, 
assign data collection for all applications to one agency.  This agency may be 
responsible for completing all of the grants, or it may pass the data on to other 
agencies that have been assigned the responsib

duplication of 
effort, assign data 
collection for all
applications to o
agency.   

written plan. 

a 
 collection, a list of all of the information required for each application shou

piled, since much 
If data was collected recently, information from the Montana 

nc  Transportation Survey and the supplementary survey for your grant 
ions may be usable as well.  Create a questionnaire a

rm tion and send to each participant in the joint application process.  Allow
ug  response time to be able to complete the application before the deadline.  

te information is important for grant applications, so if any answers need 
tion, contact the source. 

When data collection is com
participants to fill in the indiv
completed grant application in the written plan. 

Joint Purchasing Agreements 
Joint purchasing agreements harness the power of economies of scale to save mone
through bulk purchasing.  Joint purchasing can also save time, as it is usually just as 
easy to order 100 items, as it is to order 10. 

Identify Needs 
The first step in setting up joint purchasing agreements is to identify the items that t
particip

Chapter 10 includes a sample survey of purchasing needs.  Ask each agency to fill ou
the survey.  Include the completed surveys in the written plan.  From this informa
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determine which goods and services could be purchased in bulk.  Consider items that 
are purchased in large quantities or are common purchases for many participating 
agencies.  Some items that are rarely purchased may not need to be included in the 
joint purchasing arrangement. 

Now is a good time to develop specifications for the items to be purchased.  
Specifications can be developed for anything from auto parts to computer paper.  By 

s will eventually be able to purchase larger 

Joint purchasing agreements work best if there is one lead agency that coordinates all 
ement, all agencies submit their purchase orders to the 

n your joint purchasing agreement have 
bee  
FTA’s 
internet, see Chapter 12.)  Th ent 
req

The par  already have their own procurement procedures 
and q e requirements and procedures from each 

ents 
ises 

tright purchase.  A certain quantity of items is purchased for a certain 
price.  This price is only good for the current purchase. 

• Contract price. A price is negotiated that will be good for all purchases for a 
certain period of time, usually a year. 

Now is a good 
time to develop 
specifications for 
the items to be 
purchased.   

Joint purchasing 
agreements work 
the best if there is 
one lead agency 
that coordinates 
all of the 
purchases.   

developing joint specifications, agencie
quantities of fewer varieties of products.  Instead of each five agencies buying 20 
quarts of a different variety of oil, they could make one purchase of 100 quarts of the 
same variety, which may make better prices available. 

Establish Procurement Procedures 

of the purchases.  In this arrang
lead agency; the lead agency then compiles all of the purchase orders to make 
purchases at regularly scheduled intervals. 

When the goods and services to be included i
n identified, establish procurement procedures.  For more information, review the

Best Practices Procurement Manual (Available from the FTA or on the 
is manual will help agencies to comply with procurem

uirements for FTA grantees. 

ticipating agencies probably
 re uirements.  Start by reviewing th

participating agency.  Also, take into account any requirementns from funding 
sources, such as the FTA.  Set procurement procedures for joint purchase agreem
based upon the requirements and procedures already in place, making comprom
among the participants as necessary. 

There are many different methods through which procurement takes place.  
Participants may use several of these in the procurement processes, depending upon 
the situations.  Establish procedures for each method of procurement that is used.  
Some of the common distinctions and methods are: 

• Ou
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• Competitive bid.  The bidding process involves a solicitation of offers from 
prospective contractors.  The FTA requires competitive bids for any purchases 

• king initial 
offers to contractors.  Establish criteria for the number of quotes needed before 

If purch g 
them ad urs.  Schedule purchases with 
enough lead-time to ensure items will be available when they are needed.  Include the 
pro e

Admin
Som  adm

• 

required with the purchase order or upon delivery? 

 to be set.  Will items be kept in 

n-
, 

 
r costs from outsourcing 

maintenance needs.  Consider the convenience of having a dedicated maintenance 
 transportation system.  Additional savings 
n the road faster.  A third option would be 

d 

y 

ich joint maintenance option is appropriate for agencies; determine the 
e routine 

If purchases are 
made on a regular 
basis, send out 
reminders to all 
participants giving 
them advanced 
notice before the 
next purchase 
occurs.   

nce 
ents are 

-

over $2,500 made with grant money. 

Negotiation.  Negotiation involves solicitations of prices or ma

making a purchase. 

ases are made on a regular basis, send out reminders to all participants givin
vanced notice before the next purchase occ

cur ment procedures in your written plan. 

istration 
e inistrative decisions must also be made: 

Under competitive bidding processes, how will bids be awarded? By price, 
quality, or both? 

• Procedures for payment from participants must be set.  Will payment be 

• Procedures for delivery will also need
inventory? Will participants pick up items from the lead agency when they are 
received or will they be delivered to participants? 

Include these decisions in the written plan. 

Joint Maintenance 
Joint maintenance agreements are primarily implemented through outsourcing or i
house maintenance provisions.  To decide which option is right for participants
determine whether the overhead costs of operating a maintenance department would
be less than the savings realized in terms of parts and labo

Joint maintena
agreem
primarily 
implemented 
through 
outsourcing or in
house 
maintenance 
provisions.   

staff giving priority to the vehicles in your
may be realized by getting vehicles back o
performing routine maintenance in-house, such as oil changes and tire rotations, an
outsourcing major repairs.  If any of the participants in the coordination program 
currently have their own maintenance shop, the start-up costs may be significantl
lower. 

To decide wh
current maintenance costs for all participating agencies’ vehicles.  Whil
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mai n
year, so o 
service r 
own ve
parts, an
countie

Joint P
Whethe t 
mainten  should 
include
repair p aintenance 
process.  Include the joint specifications in the written plan. 

Outsou
If outso  
from au
take sto

• el, 
; 

• 

The complexity for setting up in-house maintenance will depend upon whether any 

 not 

nte ance costs will remain fairly steady, major repair costs can vary from year to 
 it may be wise to take an average.  Then estimate how much it would cost t
vehicles in-house over a typical year.  If no participants currently service thei
hicles, estimate the start-up costs that come with procuring space, stocking 
d buying shop equipment.  Local motor pools in your county or nearby 

s may be a good source of information on the costs of operating a shop. 

olicies and Specifications 
r it is decided to perform maintenance in-house or to outsource, develop join
ance policies for the vehicles in the system.  Joint maintenance policies

 routine maintenance schedules, part specifications, and major and emergency 
rocedures.  Standardizing these policies can help streamline the m

rcing Maintenance 
urcing maintenance is decided to be most cost-effective, negotiate contracts
to shops or other maintenance providers in the area.  Before soliciting bids, 
ck of maintenance needs, including: 

A roster of all vehicles from participating agencies, including make, mod
age, condition, and recent repair work (not including routine maintenance)

Details of routine maintenance requirements; and 

• Anticipated major repairs. 

With these specifications, solicit competitive bids with prices for routine maintenance 
and rates for major and emergency repairs.  Renew the contract and revise rates 
annually or bi-annually.  Include outsourcing contracts in the written plan. 

In-house Maintenance 

participating agencies currently operate maintenance shops.  Starting with an existing 
shop will save the time and expense of having to initiate an operation.  Whether or
a maintenance shop exists, the cost savings should make up for the expenses in the 
long term. 
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There are essentially four things needed to set up and operate a maintenance shop: 

screwdrivers and wrenches are needed.  Specialized diagnostic machines and 
tools may be required for the different vehicles to be serviced. 

•  the 
cles, 

f 

• les that are in for service 
and the parts in inventory.  It may be possible to procure a large enough space 

Include n 
plan. 

Billing Procedures and Cost Allocation 
 among all the participants.  

st 

When performing in-house maintenance, it may be easiest to implement a billing 
ercial shop, billing each agency for service to 

d 
make coordination of vehicle joint use much easier.  Policies and procedures for 

There are 
essentially four 
things needed to 
set up and operate 
a maintenance 
shop: tools, labor, 
parts, and space. 

Share the costs of 
the joint 
maintenance 
program equitably 
among all the 
participants.   

Coordinating 
insurance can be 
o
d
c ks 
t ent, but 
i
s
and make 
c
v
m

• Tools.  Everything from large machine tools such as ramps and jacks to 

Labor.  Hire at least one service technician, possibly more depending on
number of vehicles being operated.  In addition to maintaining the vehi
the technician is the heart of a maintenance shop and should be a valuable 
source of information on shop operations. 

• Parts.  To keep the maintenance moving efficiently, develop an inventory o
the parts that are commonly used for maintenance of vehicles in the system, 
from filters to belts and tires. 

Space.  Room will be needed to house both the vehic

to combine a maintenance shop with a vehicle storage facility. 

 detailed plans for opening or augmenting a maintenance shop in the writte

Share the costs of the joint maintenance program equitably
If maintenance is outsourced, this will likely necessitate each participant paying for 
repairs to their own vehicles at the contracted rate.  When vehicle or ride sharing is 
also included in the coordination program, build the cost of maintenance into the co
of sharing the vehicles. 

procedure similar to that of a comm
their vehicles, at cost.  Once again, if vehicles or trips are shared it is easiest to 
allocate maintenance costs through the costs of vehicle sharing.  Include details for 
billing procedures and cost allocation in the written plan. 

Safety and Risk Management 
Safety and risk management can be coordinated on different levels.  Coordinating 
insurance can be particularly frustrating, but it can also save significant money an

ne of the most 
ifficult 
oordination tas
o implem
t can also save 
ignificant money 

oordination of 
ehicle joint use 
uch easier.   

safety and risk management can also be jointly developed. 

Insurance 
There are several options when implementing joint insurance policies. 
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• Purchase insurance from a commercial vendor.  Buying insurance through
a commercial vendor transfers liability from the purcha

 
ser to the insurance 

company.  Coordinating insurance purchases through a commercial vendor 
plicated.  Different participating agencies may have policies that 

s 

e that 

surance 
providers specializing in paratransit are often the best option, as they are less 

stomer groups. 

tion program, discuss ways to get 
involved in their insurance program, perhaps as a means of payment for 

•  a 
ipating 

agencies has a claim, the claim is paid from the collective insurance pool. 

When u  insurance pools, many transportation systems choose 
to have extra insurance from a commercial vendor in case of excessive or catastrophic 
clai .
profess ogram.  
For more information on implementing joint insurance, see Chapter 7.  Include any 

eas that can be 

• Accident Investigation, 

• Supervision, and 

When 
implementing self-
insurance or an 
insurance pool, 
many 
transportation 
systems choose to 
have extra 
insurance from a 
commercial 
vendor in case of 
excessive or 
catastrophic 
claims.   

implemented, joint 
policies and 
procedures for 
safety and risk 
management can 
be coordinated.   

can be com
cover only passengers with the specific conditions that the agency serves.  
When coordinating insurance, ensure that vehicles will be covered regardles
of who the passengers are.  Also ensure that coverage applies regardless of the 
drivers.  Joint training specifications may be necessary in order to ensur
all drivers will be covered.  Get quotes from multiple insurance companies 
prior to purchasing insurance from a commercial provider.  In

likely to be concerned about mixing different cu

• Self-insurance.  Agencies that are self-insured set aside a certain amount of 
money to pay for liability claims.  Most human services agencies are not large 
enough, and do not have the financial resources, to self-insure.  However, 
many county and municipal governments use self-insurance.  If local 
governments are involved in the coordina

transportation services other agencies may provide for the government. 

Insurance pools.  Insurance pools involve several agencies paying into
collective fund to pay for liability claims.  When any of the partic

sing self-insurance and

ms   Before implementing joint insurance, consult with an insurance expert or 
ional risk manager to discuss the specific needs of the coordination pr

policies, contracts, or agreements for joint insurance in the written plan. 

Policies and Procedures 
Whether or not a joint insurance program is implemented, joint policies and 
procedures for safety and risk management can be coordinated.  Ar

Whether or not a 
joint insurance 
program is coordinated include: 

• Insurance Specifications, 

• Incident Procedures, 
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• Discipline. 

Often, joint policies and procedures for risk management can be developed in a few 
steps. 

• Review participants’ policies and procedures.  All participants operating 
vehicles should already have policies and procedures for safety and risk 
management.  After reviewing these policies, determine what policies 
participants have in common and where there are discrepancies.  Co
which of the participants’ policies are firm and wh

nsider 
ich can be changed. 

ral and 
 license requirements and 

minimum insurance requirements.  Funding sources may have requirements 
 

• Set policies and procedures.  Based on participants’ current policies and 

Include olicies in the written plan. 

Sh e
Implem ming, but 
through coordination, some of the costs and time may be reduced.  Transportation 
systems
phones

Cell Ph
Cell ph me a popular communication choice for small 
transpor
pho s he 
dispatc est 

phone coverage may also be sporadic while driving through mountainous areas. 

Policies should, at 
a minimum, cover 
the laws and 
applicable funding 
source 
requirements. 

best suited for 
arrangements 
where 
communication 
between drivers 
and the 
dispatching center 
is only necessary  
occasionally or in 
emergencies.   

• Review applicable laws and funding source requirements.  Fede
state laws govern such things as commercial drivers’

that go above and beyond the laws.  Policies should, at a minimum, cover the
laws and applicable funding source requirements. 

minimum requirements set by law and funding sources, set the policies and 
procedures for safety and risk management for the coordination program. 

 the joint safety and risk management p

ar d Communications and Technology 
enting a communication system can be expensive and time consu

 currently have two main communication options: two-way radio and cell 
. 

ones 
ones have recently beco Cell phones are 

tation systems due to the low start-up costs and ease of set up.  However, cell 
ne  can be inconvenient, as phones have to be dialed to make contact, and t

hing center can onlyspeak with one vehicle at a time.  Cell phones are b
suited for arrangements where communication between drivers and the dispatching 
center is only necessary occasionally or in emergencies.  Cell phone use is also 
dependent on cell tower locations.  Some regions in Montanaare not covered.  Cell 

If cell phone service is right for your communication systems, begin determining the 
needs of the system.  At minimum, one phone per vehicle that is on the road is 
necessary.  When needs have been determined, solicit quotes from cellular service 
providers in your area.  Most providers offer bulk and business discounts.  Pay 
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attention to the specific requirements of the plans offered, not just the price.  Include 
quotes and contracts for cell phone service in the written plan. 

Two-Way Radio 
ranspo

he
d to set up, but if substantial communication between drivers 

and dispatching centers is required, two-way radios are essential.  If any of
pro e syste
possible ir system instead of starting from scratch. 

Tw

• ignals to travel from unit
system must have at least one antenna, but can have more.  In addition to the 

e 

Because they are based on similar technologies, two-way radio and cell 

es is that by placing 
antennas, the two-way radio system can set its own service area. 

 

Exp t ication equipment to cost several 
thousand dollars, including  and $500 or more per 
mob   license two-way radio 
systems.  For information on obtaining FCC licensing, contact the FCC (see Chapter 
11) v

When establishing a coordinated two-way radio system for a transportation system, 
esta s ey may communicate 
only with their vehicles.  Communication between agencies is also possible and 
esp a clude the details of the 
two-way radio system and the license in the written plan. 

tial 
investment in 
required 
communication 
equipment in the 
thousands of 
dollars.   

Two-way radio systems are the standard communication option for t
providersbecause they are easy to use and offer substantial flexibility.  T
expensive and complicate

rtation 
y can be 

 the 
m, it may be 

 to unit.  A 

vid rs in the coordination program currently has a two-way radio 
 to build off of the

o-way radio systems have three main components: 

Antenna.  The antenna allows the radio s

cost of the antenna, there must be a location to mount the antenna.  Because 
they are most effective when mounted up high, many systems will rent spac
on transmitters from local radio stations. 

phones share similar geographic disadvantages such as sporadic coverage in 
mountainous areas.  The advantage over cell phon

• Base Unit.  A base unit needs to be installed in the dispatching center for each
participating agency. 

• Mobile Units.  Each vehicle will need to have a mobile unit installed for 
communication with other vehicles and with the dispatching center. 

ec an initial investment in required commun
$1,000-$3000 for a base unit,

Expect an ini

ile unit.  The Federal Communication Commission must

 or iew the FCC’s two-way radio web page (see Chapter 12). 

bli h “talk groups” for each participating agency, so that th

eci lly useful when joint vehicle use is implemented.  In
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Other Technology 
Additional technology options may include software for reservations, scheduling, and 
dispatching.  Software programs may include numerous integrated features, including 

automatic vehicle location (AVL) 
y 
ith 
 

on systems: 

e first stepinvolves identifying problems in 

 that 

pid 
ll 

 

gy 
er 12).  

Vehicle Joint Use 

ultaneously transport customers from different agencies.  

Even those 
solutions with a 
rapid return on 
investment may 
require substantial 
preliminary costs. 

accounting and passenger management, and 
systems.  Integrated scheduling and accounting software have the potential to greatl
increase the efficiency of small transportation providers, many who still schedule w
pencil and paper.  AVL systems utilize mapping software, global positioning system
(GPS) units, and transmitters to locate vehicles.  These systems have the potential to 
not only increase the efficiency and accuracy of dispatching, but also have 
implications in terms of safety, particularly in rural areas. 

The Transit Cooperative Research Program has identified several steps for 
implementing technology in small transportati

• Conduct a Self-Assessment.  Th
the current system that technology could address to produce desirable 
outcomes. 

• Match Needs and Technologies.  Determine which available technologies 
can address the current needs, taking into account the characteristics of your 
system.  Also identify areas where these technological solutions may be 
included in the coordination program. 

• Investigate Functionality and Costs.  After identifying the technologies
may be beneficial to your system, establish which options are available and 
compare the costs against the benefits of each possible solution. 

• Research Financing Technology Systems.  After deciding which options to 
implement, determine how to finance them.  Even those solutions with a ra
return on investment may require substantial preliminary costs.  As with a
other transportation funding problems, be creative in order to determine how
to fund these projects. 

• Implement Technologies.  Develop an implementation plan for each 
technology and utilize the coordinated systems’ procurement process. 

For further information, see TCRP’s Guidebook for Selecting Appropriate Technolo
Systems for Small Urban and Rural Public Transportation Operators (Chapt

Vehicle joint use can entail vehicle sharing, trip sharing or both.  A vehicle sharing 
policy allows multiple agencies to use one agency’s vehicles.  Trip sharing involves 
the use of vehicles to sim

M O N T A N A  C O O R D I N A T E D   P A G E  5 - 1 7  
T R A N S P O R T A T I O N  H A N D B O O K  



 P L A N N I N G  F O R  
C O L L A B O R A T I O N  

 

Veh e
they als

Data A
Data co om the Initial Planning Phase should 
give an indication of whether and where vehicle and trip sharing would 
be f i

• 

• rks best when there is substantial unused 
vehicle capacity.  Trip sharing also works best when 

Initial d ilization 
charts. is 
essentia
custom . 

Based on review of the vehicle rosters, utilizations charts, and route maps, it should 
become apparent if vehicle and trip sharing would work. 

 

 and 

• 

• 

• 

• 

For also 
has a

trip 
sharing are the 

ts to 
they 
e most 

r 
increasing 
efficiency and 
decreasing costs. 

icle 
ccur, 

operating 
procedures for the 
vehicles.   

icl  and trip sharing are the most complicated joint use arrangements to set up, but 
o have the greatest potential to increase efficiency and decrease costs. 

nalysis 
llection and analysis fr Vehicle and 

eas ble.  Remember: 

Vehicle sharing works best when there is substantial unused 
vehicle time, and 

Trip sharing wo

most complicated 
joint use 
arrangemen
set up, but 
also have th
potential fo

participants operate along similar routes. 

ata collection and analysis should have included vehicle rosters and ut
 If route and/or customer location maps were not collected at that time, it 
l to do so now.  If participants in the program do not keep route and/or 
er maps, their drivers may be able to assistance in completing the maps

Setting Specifications 
In order for vehicle joint use to occur, set specifications for operating procedures for 
the vehicles.  These include:

In order for veh
joint use to o
set specifications 
for a number of • Insurance: minimum requirements or joint insurance policies; all drivers

all passengers must be covered in all vehicles 

Incident and Emergency Procedures 

Driver training, qualifications, and certifications 

• Maintenance: preventative maintenance, pre-trip inspections, major 
maintenance 

Record keeping: vehicle logs, passenger accounting 

Passenger policies: late policies, no show policies 

 more information on risk management and insurance, see Chapter 7.  MDT 
ex mples of all of these policies; see Chapter 11 for contact information. 
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Establis t 
use.  Inc

Public
The Pub
Montan riers serving only seniors and/or persons with 
disabilities, m pt 
from
exempt
than sen
is the ca
on PSC

Plann
A vehicle-sharing plan may include as-needed, on-going, or both types of vehicle 

ype of sharing that will be implemented. 

• On-going.  On-going vehicle sharing arrangements are more permanent 
ents designed to increase capacity and provide more efficient service. 

To determine which vehicles are available for sharing at which times, consult the 
veh  
Plannin
the time
agency’ y 
to utiliz ency only needs the vehicle for half an hour.  
Iden  
upd d
applica
seating 
restricti

As- e
If as e
the prog  
this pol

 

h procedures for billing and billing rates before implementing vehicle join
lude the joint specifications and policies for vehicle use in the written plan. 

 Service Commission Licensing 
lic Service Commission (PSC) licenses private transportation providers in 
a.  Private non-profit car

unicipal transit systems and urban transportation districts are exem
 this requirement.  Any agencies in the coordination program that are currently 

 from this requirement may lose their exemption by carrying passengers other 
iors and/or persons with disabilities in vehicle joint use arrangements.  If this 
se, these agencies will need to be licensed by the PSC.  For more information 
 licensing in Montana, see Chapter 7. 

ing for Vehicle Sharing 

sharing.  Develop policies for each t

• As-needed.  As-needed vehicle sharing involves temporary arrangements that 
can occur for several reasons: agencies need additional capacity, back-up 
vehicles are needed for mechanical reasons, for special events, or when 
agencies need a larger vehicle, such as for field trips.   

arrangem

Data Analysis 

icle rosters and utilization charts that participants filled out during the Initial 
g Phase.  Some vehicles may be needed as back-up.  Remember to factor in 
 for transporting vehicles between agencies: anhour of idle time on one 
s vehicle in the middle of the day may not be enough time for another agenc
e that vehicle, even if the other ag

tify all vehicles available for sharing and when each vehicle will be free.  Keep an
ate  list of available vehicles for each participating agency to review.  Include 

ble information about the vehicle, such as: vehicle type, age, and condition; 
and accessible seating capacity; special equipment; availability; and 
ons on use. 

ne ded Sharing 
-n eded vehicle sharing is implemented, develop a formal policy outlining how 

ram will work.  Include the policy in the written plan.  The key components of
icy will include: 
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• ill go 

articipants will call (vehicle owner, 
coordinator, lead agency) and how far in advance reservations must be made 

f 
 

the responsibilities of the party using the vehicle may simply be to follow the 

 
mine their vehicle operating costs to 

determine an equitable per-mile rate.  A daily cost may be developed to 
m tying up vehicles when they are not actually 

On-going Sharing 
On- in
Develo
policies

• e expected of 
the party using the vehicle.  Will they be expected to clean the vehicle before 

in 

 

• he vehicle to be 
responsible for keeping vehicle logs.  Information to be contained in the 
vehicle logs should have been determined when joint specifications for vehicle 

On-going sharing 
involves more 
permanent 
arrangements than 
as-needed sharing.   

Determine exactly 
what will be 

Reservation Policy.  The reservation policy will state how participants w
about reserving vehicles.  Important aspects to consider in developing a 
reservation policy include whom the p

(24 hours, 48 hours). 

• Courtesies and Responsibilities.  Determine exactly what will be expected o
the party using the vehicle.  Will they be expected to clean the vehicle before
returning it? Fill the gas tank? Perform pre-trip vehicle inspections? Maintain 
the vehicle logs?  If joint specifications for vehicle use have been developed, 

specifications. 

• Cost.  Determine the cost structure for shared vehicle use prior to 
implementing the program.  The easiest way to address cost is to charge per
mile.  Ask vehicle owners to exa

discourage participants fro
being used.  Allow participants to deduct the cost of any documented 
operating expenses (fuel, oil, repairs) that they pay while using the vehicle 
from their cost. 

go g sharing involves more permanent arrangements than as-needed sharing.  
p policies and procedures for the on-going sharing program and include these 
 in the written plan. 

• Vehicle Administration.  When vehicles are passing between agencies, 
determine who will be responsible for administrating the vehicles (paying 
bills, maintaining the vehicles).  This responsibility may be delegated to the 
vehicle’s owner, the lead agency in the coordination program, or the 
transportation coordinator, if one was hired.  Make decisions about issues such 
as who will drive the vehicles and where the vehicles will be stored. 

Courtesies and Responsibilities.  Determine exactly what will b

expected of the 
party using the 
vehicle.   

returning it? Fill the gas tank? Perform pre-trip vehicle inspections? Mainta
the vehicle logs?  If joint specifications for vehicle use were created, the 
responsibilities of the party using the vehicle may simply be to follow the
specifications. 

Record Keeping.  Require each participant operating t
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use were set.  Vehicle log
passengers riding the veh

s should contain relevant information about the 
icles, including the number of passengers and their 

ger 

 as-needed sharing, establish cost allocation and billing 
procedures to ensure that the costs of vehicle use are shared equitably among 

llocate costs.  
Have the vehicle administrator determine an equitable cost-per-mile based on 

r 
 allocation.  Credit users for any expenses, such as fuel and 

emergency repairs that they pay while using the vehicle. 

Plann
g.  

ong and complicated, and the 

cy 
 route, and the typical number 

eater 

their customers’ transportation needs, including information on their 
 the times their customers need rides, and 
e.  Have them specify their customers’ 

pare each customer 
with a transportation need to each route with available capacity.  Trip sharing 
also works if there are multiple participants operating similar routes, and all 

 
level of 

 

agency sponsors.  Vehicle logs should also contain information about the 
vehicle use, including total miles, passenger miles, total hours, and passen
hours.  Also include preventative maintenance, fuel consumption, and repair 
information in the logs. 

• Cost.  As with

the participants.  Charging a flat rate per mile is a simple way to a

previous operating costs.  Beyond operating expenses, consider including 
administrative expenses, depreciation expenses, and allowances for majo
repairs in the cost

ing for Trip Sharing 
Planning for trip sharing can be more complicated than planning for vehicle sharin
The data collection and analysis process can be l

Trip sharing, 
however, involves
the highest 
efficiency that can 
be achieved from
coordination. 

requirements for passenger accounting and record keeping can be extensive.  Trip 
sharing, however, involves the highest level of efficiency that can be achieved from 
coordination. 

Data Analysis 
The data analysis process for trip sharing is a three-step process, and may require 
additional data collection.  Include the data analysis in the written plan.     

• Identify excess capacity.  Identify all of the routes each participating agen
serves, the capacity of the vehicles serving each
of customers carried on that route.  When the capacity of the vehicle is gr
than the number of customers carried, there is excess capacity on that route 
that can be used for trip sharing. 

• Identify unmet needs.  Ask each participating agency to provide details of 

customers’ origins and destinations,
any special needs the customers hav
current transportation providers. 

• Match capacity and need.  Attempt to match any unmet transportation need 
with any available seating capacity.  Systematically com
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vehicles on tho
increase efficie

se routes are operating with low capacity.  The goal is to 
ncy and reduce unmet transportation needs, not necessarily 

ord Keeping 
plement vehicle joint use, set procedures for the various aspects of 

ehicle use.  When planning for trip sharing, it is of particular importance to set joint 
procedures for passenger accounting and record keeping.  When mixing agencies’ 
customers, develop a method to distinguish which agency is sponsoring which trip to 
ensure that the appropriate agency is billed. 

The passenger accounting and record keeping procedures must take into account the 
records that need to be kept by all participating agencies.  Keep track of the agency 
sponsoring each passenger’s trip and the appropriate measures to determine how much 
the sponsoring agency will be billed.  Include the passenger accounting and record 
keeping procedures in the written plan. 

Billing 
When developing a trip-sharing plan, ensure that each agency is billed equitably and 
appropriately for the rides provided to their customers.  Include the billing policies in 
the written plan.  Depending on the types of trips provided, there are several options 
for establishing billing procedures: 

• Per trip.  Per trip billing, the simplest method, determines an equitable billing 
fee by finding the systems cost per trip (see Chapter 8).  Billing per trip works 
best when all customers take trips of similar lengths.   

• Per mile.  Billing per mile may be the most equitable means of billing when 
there is significant variance in the mileage of customer trips.  Billing per mile 
can be done several ways: per passenger mile, which is easy when mileage is 
kept on vehicle logs;  per vehicle mile required for the trip, which may be 
appropriate if vehicles have to go out of their way to pick up or deliver 
passengers; or by calculating direct mileage between customers’ origins and 
destinations, which may be more appropriate if customers have to travel to 
several out-of-the-way stops before arriving at their destination. 

• Per zone.  Another common billing method is determined by zones.  The 
service area for the system is divided into zones, the size of which depends on 
the size and density of the area (often, zones consist of half-mile or mile 
squares).  Sponsoring agencies are billed depending on the number of zones 
crossed, regardless of the actual route driven.  Billing by zone is popular 
because it is fair and allows for easy rate calculations. 

When mixing 
agencies’ 
customers, 
develop a method 
to distinguish 
which agency is 
sponsoring which 
trip to ensure that 
the appropriate 
agency is billed. 

Billing by zone is 
popular because it 
is fair and allows 
for easy rate 
calculations. 

ensuring that every seat is filled. 

Passenger Accounting and Rec
In order to im
v
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Develop a Budget 
Because participants in coordination programs at the collaboration level typically 

e 
cted 

in the budgets of the individual agencies. 

Develop a budget if: 

• The collaboration program is expected to incur significant costs, 

• The program leader and other staff spend a significant portion of their working 
 is hired to manage the coordination 

program, and/or 

• It is necessary to document the costs spent on coordination to use as local 
rograms or for other grant applications.  

Cre  a tivity undertaken in the collaboration program.  If you 
develop a budget, include it in the written plan. 

Transportation budgets fall into three main categories: administration, operations, and 
cap  e  programs at the collaboration level, expenses may 
be incurred in any of these categories, though administrative expenses are the most 
commo istrative expenses most often involve salary.  If 

 may include office equipment, 
commu
ope in

When c pant determine what 
portion of their costs in
that a , whether through 
dire fi

No i
Involve of the coordination 

Transportation 
budgets fall into 
three main 
categories: 
administration, 
operations, and 
capital expenses.  
For coordination 
programs at the 
collaboration level, 
expenses may be 
incurred in any of 
these categories, 
though 
administrative 
expenses are the 
most commonly 
incurred.   

retain their autonomy, most of the expenses of the coordination program will b
allocated through the costs of vehicle sharing, and thus will only need to be refle

time on coordination or if someone

match funds for federal grant p

ate  budget for each ac

ital xpenses.  For coordination

nly incurred.  Major admin
participants continue to operate their own vehicles, these operating costs should be 
reflected in their budget, not the coordination program’s budget.  Likely capital 
expenses incurred by the coordination program

nications equipment, and computer software.  Sample administrative and 
rat g budgets are included in Chapter 10.   

reating the administrative budget, have each partici
 each of the categories in the sample budget (or other categories 

 m y apply) is (or will be) allocated to the coordination program
ct nancial contribution or indirect contributions like work and materials. 

t fy Funding Sources 
 the agencies that provide funding to the participants 

program early in the planning process.  This will assist in identifying and/or removing 
any challenges that may be faced in the implementation phase. 
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No
At this point, the steps for planning for collaboration should be complete.  It is time to 
mov o ut your 
collaboration program into action. 

 

w What? 

e n to Chapter 7 – Implementation, which will explain how to p
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Chapter Summary 
Plan ich activities are to be 
coordinated.  Typical activities coordinated in a collaboration program include: 

• Marketing 

• 

• Training 

• Information and Referral Services 

• Grant Applications 

• Joint Purchasing Agreements 

• Joint Maintenance 

• 

• g 

ake administrative decisions regarding 
the organization of the coordination program. 

• istrative structure to oversee the coordination program.  
Administrative structures may include the initial coordinating committee, a 

y to be coordinated. 

Sim
informa

ning for collaboration begins with determining wh

Assistant Services 

Safety and Risk Management 

• Communication Systems 

Vehicle and Trip Sharin

After deciding which activities to coordinate, m

Initiate an admin

lead agency, or a hired transportation coordinator. 

• Assign responsibilities for each activit

• Make arrangements so that costs are equitably distributed among the 
participants of the program. 

• Develop joint use agreements spelling out the procedures of the coordinated 
activities and the responsibilities of the participants. 

ple joint use agreements, such as marketing, assistant services, training, and 
tion and referral can be implemented by the following steps: 
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• Plan for the activity, determining which tasks need to be completed to 
implement it. 

• Assign responsibilities for each task among the participants. 

• Develop specific policies and procedures for the operation of the coordinated 

tions: 

 

• Determine the grants for which it would be best to apply. 

• Collect the data required and fill out all grant applications.  One agency should 
be responsible for collecting data. 

To plan for joint purchase agreements: 

• Determine which items members of the program frequently purchase, 

• Establish procurement procedures, and 

• Establishment management and payment procedures. 

To plan for joint maintenance: 

• Determine maintenance needs, developing joint policies and specifications. 

• If it is decided to outsource maintenance, solicit bids from auto shops and 
other maintenance providers in your area. 

• To perform in-house maintenance, a shop can be started from scratch, or built 
off of an existing participant’s shop.  To operate a shop, four components are 
necessary: tools, labor, parts, and space. 

• Develop billing procedures to equitably allocate the costs of maintenance. 

To implement joint insurance, participants may: 

• Purchase a joint policy from a commercial vendor, 

• Self-insure or participate in a local government’s self-insurance program, or 

activity. 

To plan for joint grant applica

• Identify the funding sources currently used by participants and those for which
the program may be eligible. 
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• Form an insurance pool. 

Participants may wish to purchase additional coverage for emerg
program utilizes self-insure or an insurance pool. 

To implement joint policies and procedures for safety and risk mana

• Decide which areas to implement joint policies and procedur
ifications, incident procedures, accide

pants,  

ents, and 

There are two choices for implementing shared communication systems. 

am. 

here vehicle sharing and/or trip sharing will be 

If it is decided to implement vehicle sharing: 

hicles at these times. 

s. 

e, record keeping, 
and cost. 

encies if the 

gement: 

es (typical areas 
nt investigation, include insurance spec

supervision, and discipline),  

• Review the current policies and procedures of partici

• Review applicable laws and funding source requirem

• Set policies and procedures. 

• Cell phones offer low prices and are good for emergency and occasional 
communications, with discounts offered for bulk and business purchases. 

• Two-way radio is the standard for transportation communications.  Establish 
a two-way radio system that can be shared by all of the participants in the 
coordination progr

Initial planning for vehicle joint use involves: 

• Reviewing data to determine w
worthwhile and 

• Setting joint specifications and policies for vehicle use. 

• Determine times when vehicles are sitting idle.  Determine if any participants 
need to use ve

• Vehicle sharing can be on an as-needed basis.  To develop as-needed vehicle 
sharing, set policies for reservations, vehicle use responsibilities, and cost

• Vehicle sharing can be on an on-going basis.  To develop on-going vehicle 
sharing, set policies for vehicle administration, vehicle us
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If trip sharing will be implemented: 

• Analyze data to match unused vehicle capacity with transportation needs, 

• Set up passenger accounting and record keeping procedures, and 

• Set up billing procedures and costing mechanisms. 

Develop a budget, if needed. 

Notify funding sources of all changes incurred by the coordination program.  Include 
fun gdin  sources in the initial planning phases to identify and address any challenges.
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6 
Chapter 6 – Planning for Consolidation 

Planning for Consolidation 

olidation model. 

ore agencies merging 
their transportation services into one agency.  Because consolidation is the highest 

t has the greatest potential benefits.  It also requires the greatest 
 

0.  

pile documentation for the written plan begun in Chapter 3.  Chapter 

h an Entity to Manage the Consolidated 
 

, that decision has 

Chapter 6 contains step-by-step instructions for planning a coordinated 
transportation system using the cons

The Consolidation model in the coordination program, offers the highest level of 
coordination possible.  Consolidation is the process of two or m

level of coordination, i
effort and expense to implement.  This chapter provides information on the planning
process for consolidation. 

This chapter will reference several supporting documents contained in Chapter 1
To find these documents, turn to the first page of Chapter 10 and look for the 
documents indexed under Chapter 6. 

Continue to com
10 contains a list of the components of the written plan that will be included from 
Chapter 6. 

Establis
System

The planning process for the communication and collaboration levels of coordination 
each begins with the participants of the program determining which activities to 
coordinate.  When planning for a consolidated transportation system
already been made.  Everything is to be coordinated.  One agency will handle all of 
the transportation responsibilities for all participating agencies.   
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Base the type of administrative entity selected to operate the consolidated 
transportation system on several factors: 

and complexity of the system,  

cies to operate the consolidated 

Cho in
several e 
organiz
man i ity. 

The cha tity 
that is w
transpo
providin

Det
transpo  
their pr
entity h
governm
agency 
establis tion is included in 
Chapter 10.  All docum ed to have an existing entity manage the 
con id

If it is decided to have an existing entity operate the consolidated transportation 
system,

When determining 
the agency to fill 
the role of sole 
transportation 
provider, there are 

r 

Existing agencies 
save the trouble of 
forming a new 
agency and may 
have resources in 
place; however, 
they may also be 
reluctant to take 
on the 
management of 
the new system. 

• The size 

two choices: 
selecting an 
existing agency o
creating a new 
one. 

• The varying operators in your area,  

• Resources needed and available from providers in the area, 

• Time and effort available to expend in creating the entity, 

• Willingness and ability of participating agen
transportation system, and 

• Requirements of funding sources, laws, and regulations.   

When determining the agency to fill the role of sole transportation provider, there are 
two choices: select an existing agency or create a new one. 

Existing Entity 
os g an existing entity to operate the consolidated transportation system has 

advantages over creating a new entity.  The existing agency already has som
ation and resources in place.  Also, the existing agency may already be 

ag ng some transportation services, and have name recognition in the commun

llenge with choosing an existing entity is that it may be hard to find an en
illing to take on the additional burden of managing the consolidated 

rtation system.  Existing agencies may also have some internal resistance to 
g time and resources towards this new enterprise. 

ermine where in the organization of the existing entity the consolidated 
rtation system will fit.  If the existing entity currently provides transportation as
imary service, this may simply involve enlarging the agency.  If the existing 
as another primary service, such as human service providers or local 

ents, a new division or sub-entity may need to be created.  A governmental 
or private agency with a board of directors may need to pass a resolution to 
h the consolidated transportation entity.  A sample resolu

entation that is need
sol ated system should be included in the written plan. 

 there are several options. 
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Tra it
An exis
transit p dated system.  
Transit providers generally have the most experience in managing larger 

e 

General public transit providers may not currently have the resources to operate 
ublic transit providers currently contract with 

g with the specialized 

The county or municipal government in your area may be an option to manage the 
con id
substan
moneta
organiz rance.  
Tapping into this organization may help to ease some of the requirements of 
con id

The inc
its stake ssues.  However, the local government may lack the 
flexibility to make quick decisions and changes that a smaller, autonomous agency 
wou  h

Private
Anothe
Private tation providers have experience, resources, and more flexibility than 
pub  a

Some re
money 
profit o

An existing transit 
provider, such a 
general public 
transit provider or 
a specialized 
transit provider 
may be the best 
option to operate 
the new 
consolidated 

. 

Local governments 
have many, well-
established 
resources. 

ns  Provider 
ting transit provider, such as a general public transit provider or a specialized 
rovider may be the best option to operate the new consoli

transportation operations and have the infrastructure and resources--maintenance and 
storage facilities, communications systems, and dispatching software--to manage th
largest number of vehicles.. 

paratransit services.  Many general p
specialized transportation providers to meet the paratransit requirements of the 
Americans with Disabilities Act (ADA). 

Selecting a transit provider is often the best choice when there is a large transit 
provider in the area that is willing to participate in the system. 

Human Services Provider 
Human services providers may not have as much experience with managing large 
transportation operations, but they will have experience dealin

system

needs of their customers, including transportation needs. 

Local Government 

sol ated transportation system.  Local governmental bodies will have more 
tial resources than most of the other possibilities, and not just in terms of 
ry and vehicle resources.  Local governments have a well-established 
ation, including human resources, purchasing, public relations, and insu

sol ation. 

entive for the local government to participate in the transportation program is 
 in local transportation i

ld ave. 

 Provider 
r option is to contract with a private source to manage the consolidated system.  
transpor

lic gencies or agencies operating with mostly public funding. 

strictions apply to private for-profit transportation providers receiving grant 
under many governmental transportation programs.  For instance, private for-
perators are not eligible for FTA Section 5310 or TransADE funding, and they 
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are only
non-pro

New E
re are 

ct (UTD).  While there are other options, such as a private for-
profit agency, state law gives preference in funding to private non-profit corporations 

g 

Private Non-Profit Corporation 
rganizations offer tax-exempt status, are simple to establish, and are 

• Determine and reserve name.  The name of the proposed organization must 
e of the corporation can be 
g Articles of Incorporation. 

tus with IRS.  To be recognized as a non-profit 
ith 

 

 charitable organization or a social 

• 

• Apply for local business licenses.  Check with your county and municipal 
governments as to what licenses may be needed to operate.  Contact your 
county or municipal courthouse or offices for more information. 

If it is decided to 
create a new 
entity to operate 
the consolidated 
transportation 
system, there are 
two main options: 
create a private 
non-profit 
corporation or 

 eligible for FTA Section 5311 funding when under contract with a private 
fit agency or public body. 

ntity 
If a new entity is created to operate the consolidated transportation system, the
two main options: create a private non-profit corporation or create an Urban 
Transportation Distri

and public transportation providers.  All documentation that is required when formin
a new entity should be included in the written plan. 

Non-profit o
create an Urban 
Transportation 
District.   

eligible for most transportation funding sources.  Non-profit organizations are 
governed by the Internal Revenue Code and Montana state law.  Contact information 
for all agencies listed in this section can be found in Chapter 11; Internet sites are 
listed in Chapter 12. The steps for creating a non-profit corporation in Montana (as 
defined by the Secretary of State’s Office) are as follows: 

be set before creating the corporation.  The nam
reserved for up to 120 days before actually filin

• File Articles of Incorporation with Secretary of State.  File Articles of 
Incorporation for Domestic Nonprofit Corporation with the Secretary of 
State’s office.  The form is a simple, one-page document.  The organization 
will be classified as a Public Benefit Organization.  The filing fee is $20 and 
forms can be obtained from the Secretary of State’s office or website. 

• File for Tax-Exempt sta
corporation in Montana, the organization must file for tax-exempt status w
the IRS under section 501(c) of the Internal Revenue Code.  There are several
classes of tax-exempt, non-profit organizations under the IRC.  The 
organization will likely classify as either a
welfare organization.  For more information on filing for tax-exempt status 
and for forms, contact the IRS or visit the IRS website. 

Apply for Tax ID numbers.  Obtain federal and state tax ID numbers.  
Contact the IRS and the Montana Department of Revenue. 
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• Obtain worker’s compensation insurance.  Any organization hiring labo
Montana must provide for worker’s compensation insurance.  For more 
information, contact the Montana Department of Labor. 

e non-profit corporation has been formed, it must file an annual report by Apri
ch year to the Secretary of State’s office.  For forms and more information 

ng starting a business in Montana, contact the Secretary of State’s office or 
e Secretary of State’s web page at 

r in 

After th l 
15 of ea
regardi
view th sos.state.mt.us. 

Urban Transportation District 
Urb  t  
transpo  
district 
transpo e advantage of having the authority to levy property 
taxes and issue bonds for revenue.  Urban transportation districts are also exempt from 
Pub  S y 
carry.  A
grants f

In order to create an urban transportation district, the help and support of local 
gov m
district 

• osed urban 
transportation district must sign a petition to create the district.  The petition 

leted 

• d, the county commission must 
call for a public hearing on the creation of the district.  The hearing must give 

t 

• n 
transportation district will be put before the voters.  The county commission 
will determine whether the vote shall occur by mail ballot, special election, or 
during the next general election.  The measure must be passed by a majority of 
voters. 

• Selection of Board Members.  A board governs the transportation district.  
The governing bodies (i.e., city and county governments) of the areas included 
in the transportation district will select the initial members of the board who 
will serve until the next general election.  Afterwards, board members will be 
selected in the general election to serve terms determined by the governing 

Urban 
transportation 
districts are public 
bodies created for 
the purpose of 
supplying 
transportation 
services to the 
residents of the 
district.   

an ransportation districts are public bodies created for the purpose of supplying
rtation services to the residents of the district.  Forming an urban transportation
is more complicated than forming a non-profit corporation.  Urban 
rtation districts have th

lic ervice Commission licensing requirements, regardless of the passengers the
s a public body, however, there are greater restrictions on the state and federal 

or transportation funding that the district may receive. 

ern ent officials is necessary.  The procedure for creating an urban transportation 
is as follows: 

Petition.  Twenty percent of the registered voters in the prop

must include a map of the area to be included in the district.  The comp
petition must be filed with and certified by the election administrator. 

Public Hearing.  When the petition is certifie

an opportunity for all interested parties to give testimony in favor of or agains
creation of the district. 

Election.  After the public hearing, the question of creating an urba
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bodies of the areas to be included in the district.  A resolution may be passed at 
 

ffective manner. 

ating to the operation of the 

sportation districts are outlined in MCA 7-14-2.  The 
complete Montana Codes Annotated (MCA) can be found at: 
data.opi.state.m

any time altering the method by which the board members are selected.  Most
urban transportation districts have found that selection of board members 
through appointment is the most e

The board has the power to make all decisions rel
transportation district.  The board must also hire a qualified administrative officer to 
manage the district. 

The laws governing urban tran

t.us/bills/mca_toc/7_14_2.htm

Staffing 
When creating a new or
possible.  Establishing the management team early will help provide smooth 

ment 

Develop a Capital Needs Plan 

 involves identifying all current capital 
equipment, including vehicles, office equipment, and computer equipment; 

pital needs plan in the written plan. 

Current Vehicle Needs 
The first step in de ehicles the 
system will need to begin operatio volve a systematic analysis of 
the data collected in your Initial P

Establishing the 
management team 
early will help 
provide smooth 
transitions from 
planning to 
implementation to 
operation.   

ganization, try to fill the key management positions as soon as 

transitions from planning to implementation to operation.  Most of the manage
team will likely come from those agencies already participating in the consolidation 
program. 

After establishing the entity to operate the consolidated transportation system, the next 
step is to develop a capital needs plan.  This

determining the current vehicle use and needs; and determining short- and long-range 
replacement and expansion needs.  Include the ca

veloping a capital needs plan is to determine what v
ns.  This step will in
lanning Phase. 

• Identify Current Vehicle Use and Transportation Need.  During the Initial 
Planning Phase, data collected included vehicle rosters, utilization schedules, 
and route maps from each participant.  Information regarding the unmet needs 
of customers of the participating agencies should also be available. 
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• Identify Benefits of Consolidation.  Based on the current routes, vehicle 
usage, and passenger needs; determine the benefits of consolidation.  Are there 
times when vehicl  to meet unmet need?  
Are there times when vehicles are operating with low capacity, and the same 

e served more efficiently with fewer vehicles?  
he same 

le 
 consolidated system.  

The purpose of this step is to approximate the vehicle needs for the 

 
ke 

 duty, 
xpected need for back-up vehicles.  The estimated back-up 

need will be based upon the past experience of the current owners of the 

n 
e at any time and 

ese steps, it 
s for 

ive 

Based on the 
current routes, 
vehicle usage, and 
passenger needs; 
determine the 

es are sitting idle, and could be used

number of passengers could b benefits of 
consolidation.   Are there times when different vehicles are running similar routes at t

time?  Could one larger vehicle pick up the passengers on both routes?  This 
step has duel purposes: to eliminate inefficient service and to ensure that all 
potential customers’ needs are being met. 

• Identify a Potential New Vehicle Schedule.  Based upon current vehic
usage, put together a tentative vehicle schedule for the

consolidated system. 

• Assign Current Vehicles to Routes.  Assign the vehicles the consolidated 
system currently possesses to the routes in your tentative schedule.  Assign the
newest and most reliable vehicles to regular duty as much as possible.   Ta
accessibility requirements into account when assigning vehicles to routes. 

• Determine Back-up Fleet Needs.  After vehicles are assigned to regular
determine the e

vehicles and your procedures for preventative maintenance. 

• Assign Current Vehicles to Back-up Fleet.  Remaining vehicles not 
scheduled to regular duty will be assigned to the back-up fleet.  Depending o
the vehicle condition some may be available for back-up us
some for emergency back-up purposes only. 

• Determine Need for Additional Vehicles.  After completing th
will be necessary to determine if the system has immediate need
additional vehicles.  If there are not enough vehicles to operate the tentat
schedule, either obtain additional vehicles or revise the schedule.   
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Long Term Vehicle Needs 
Long-term vehicle needs will include those vehicles that need to be replaced and any 
vehicles needed for planned expansion.   

Determine Use Rates for Current Vehicles 
mber of miles on the vehicle by the age of 

iles per year.  For 

Annual Use Rate = 25,000 miles/year 

y 
ke into 

account their current condition.  If the system has policies setting a maximum mileage 
se (such as 200,000), use this number. 

r 

he 
 

mate of the number of 
years that this vehicle will be able to remain in service.  For example, the calculation 
for a vehicle that has 80,000 miles, a use rate of 25,000 miles per year, and an 
expected life of 200,000 miles would be: 

Remaining Lifespan = (Expected Life – Current Miles) / Use Rate 

cle 
de 

 

ny 

 

Long-term vehi
needs will inclu
those vehicles that
need to be 
replaced and a
vehicles needed 
for planned 
expansion.  

To determine annual use rates, divide the nu
the vehicle.  This will give you the use rate of the vehicle in m
example, the calculation for a vehicle that has been in service for three years and has 
75,000 miles on it would be: 

Annual Use Rate = Vehicle Mileage / Years of Service 

Annual Use Rate = 75,000 miles / 3 years of service  

Determine Expected Lifespan and Remaining Lifespan for Vehicles 
Determine the expected lifespan of each vehicle in the consolidated system.  Start b
estimating the mileage at which each vehicle will need to be replaced.  Ta

for vehicles in u

To determine the expected lifespan of a vehicle, divide the miles at which the vehicle 
will be replaced by the use rate in miles per year.  This will give the expected number 
of years that this vehicle will be in service. 

For example, the calculation for a vehicle that has a use rate of 25,000 miles per yea
and an expected life of 200,000 miles would be: 

Lifespan = Expected Life / Use Rate 

Lifespan = 200,000 miles / 25,000 miles per year  

Lifespan = 8 years 

To determine the remaining lifespan of a vehicle, subtract the number of miles t
vehicle currently has from the number of miles expected at replacement.  Then divide
this number by the use rate in miles per year.  This gives an esti
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Remaining Lifespan = (200,000 miles – 80,000 miles) / 25,000 miles per year 

will list all of the 
 replaced.  The replacement 

schedule can also include es
glan
include
lifespan

Determ
If expan  
the add  
expansi
increasing t t use rates, 
esti te
opportu e sharing to meet the expansion goals before 
adding new vehicles.   

Determ  
Vehicles 

eline for applying for vehicles 

• February 1 (or first working day) – Grant Applications Due 

1 – Notifications Mailed to Successful and Non-successful 

er – Vehicle Specifications Written and Bids Placed 

• November – February – Vehicles Delivered 

g 

the 
systems’ vehicles, 
develop a 
replacement 
schedule for the 
system.   

T
v
t
a
l
g
a s.   

Remaining Lifespan = 4.8 years 

Develop Replacement Schedule 
After calculating the remaining lifespan for the systems’ vehicles, develop a After calculatin

the remaining 
lifespan for 

replacement schedule for the system.  The replacement schedule 
vehicles in the system, estimating when they need to be

timated costs and funding sources to provide an at-a-
ce estimate of capital costs for the near future.  A sample replacement schedule is 

d in Chapter 10.  Update the replacement schedule yearly, as estimated 
s of vehicles and their use rates will vary in practice. 

ine Expansion Needs 
sion of service is among the goals set for the consolidation program, estimate

itional vehicles needed based on the expansion plan.  This will be easiest if the
on goals are in concrete terms, such as adding 2,000 rides per year or 

he service area to cover the whole county. Based on curren
ma  how the expansion goals will translate into additional vehicle needs.  Find 

nities to use vehicle and rid

ine Lead-Time Required to Secure Funding for Replacement

To replace vehicles in a timely fashion, allow plenty of lead-time to complete grant 
applications and await awards.  For example, the tim

o replace 
ehicles in a 
imely fashion, 
llow plenty of 

ead-time to make 
rant applications 
nd await award

through the FTA Section 5310 program in Montana is as follows: 

• October – Grant Application Workshops 

• March 15-3
Applicants 

• May – Octob
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In this scenario, it could be up to a year after an application is submitted and almost a 
year and a half after preparing the application before a vehicle is delivered.  If a 
veh  t 
the end  
funding

Ve c
When c k 
the sam
painting  
system.  If the system receives funding through the FTA 5311 program, vehicles 
can  
are allo

Co m
Next to l 
investm ly 
have tw

.  The downside 
of c  p
forc  
only ab
arrange
only occasionally or for em ome areas in Montana, particularly in 
the a
pho  u
coverag

If cell p .  
At a mi  
cell pro
Und s e 
quo  a

It could be up to a 
year after an 
application is 
submitted and 
almost a year and 
a half after 
preparing the 
application before 
a vehicle is 
delivered.   

icle was needed at the beginning of 2005, plan to start preparing the application a
 of 2003.  Know when local match funds will be required.  Check with each
 source for their timeline. 

hi le Painting and Lettering 
reating a consolidated system, it is preferable to have all of the vehicles loo
e so that they will be identified with the new consolidated system.  Vehicle 
 and lettering will help to establish the “brand” for the new consolidated

not be marked in any way that would indicate that only certain passenger groups 
wed. 

m unications Equipment 
 vehicles, communications equipment can be one of the most expensive capita
ents required of a transportation system.  Transportation systems current
o main communication options: two-way radio and cell phones. 

Cell Phones 
Cell phones have recently become a popular communication choice for small 
transportation systems due to the low start-up costs and ease of set up

ell hone use is lack of convenience: phones have to be dialed to make contact, 
ing drivers to remove their hands from the wheel, and the dispatching center is 

le to speak with one vehicle at a time.  Cell phones are best suited for 
ments in which communication between drivers and the dispatching center 

ergency purposes.  S
rur l areas in the northeast part of the state, are not capable of supporting cell 
ne se as availability is dependent upon cell tower locations.  .  Cell phone 

e may also be sporadic while driving through mountainous areas. 

hone service is right for communication services, determine the systems needs
nimum, have one phone per vehicle that is on the road.  Solicit quotes from the
viders in your area.  Most providers offer bulk and business discounts.  

er tand the specific requirements of the plans offered, not just the price.  Includ
tes nd contracts for cell phone service in the written plan. 
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Tw
Two-w rtation 
provide uires 
substan een drivers and dispatching centers, two-way radios 
are essential.  If any of the providers in the program currently have a two-way radio 

 instead of starting from scratch. 

ounted 

mountainous areas.  The advantage over cell phones is that placing antennas 

vehicles and with the dispatching center. 

d communication equipment to cost several 
l providers.   

g 
hapter 11) or view the FCC’s two-way radio 

web page (see Chapter 12). 

Co p
The is tware available to assist a transportation provider, 
ranging f ites to integrated scheduling, dispatching, and 

Two-way radio 
systems are the 
standard 
communication 
option for 
transportation 
providers.   

There is a wide 
variety of software 
available to assist 
a transportation 
provider, ranging 
from standard 
office suites to 
integrated 
scheduling, 
dispatching, and 
accounting 
software. 

o-way Radio 
ay radio systems are the standard communication option for transpo
rsbecause they offer ease of use and great flexibility.  If the system req
tial communications betw

system, it may be possible to build off of their system

Two-way radio systems have three main components: 

• Antenna.  The antenna allows the radio signals to travel from unit to unit.  
There must be at least one antenna in the system, but there can be more. Find a 
location to mount the antenna.  Because they are most effective when m
up high, many systems will rent space on local radio station transmitters. 

Because they are based on similar technologies, two-way radio and cell 
phones share similar geographic disadvantages such as sporadic coverage in 

allows the two-way radio system to set its own service area. 

• Base Unit.  A base unit will need to be installed in the dispatching center for 
each participating agency. 

• Mobile Units.  Each vehicle will need to have a mobile unit installed for 
communication with other 

Expect an initial investment in require
thousand dollars. Seek bids from loca

Two-way radio systems must be licensed by the FCC.  For information on obtainin
FCC licensing contact the FCC (see C

m uters 
re  a wide variety of sof

rom standard office su
accounting software. 
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To determine the needs for computer hardware and software: 

• Inventory current software and hardware.  Inventory all of the hardwa
and software that will be available for the consolidated system.  This may 
include hardware and software from participants that will become part of the 
consolidated systems and any in-kind contributions. 

• Determine w

re 

hich software programs the consolidated transportation 
system will use.  There are a myriad of choices for software that can help 
automate and increase the efficiency of your transportation system.  Some of 

 outlined later in this section. 

 will need to be made if the 
consolidated system has all of the software necessary to aid in managing the 

Some ty ems and 
conside
purchasing software, ensure that it will run on the current hardware. 

ng 
 

s 

• Scheduling, Dispatching, and Accounting Software.  Several companies 

arger systems with many vehicles, 
drivers, routes, and passengers may particularly benefit from these programs. 

 

ttp://apta100.apta.com/advdynvir/webcompscover.asp

the types of programs commonly used are

• Determine the system requirements to operate this software.  Determine 
the minimum system requirements to operate all of the software selected.  This 
will help determine if any hardware upgrades are necessary. 

• Identify purchasing needs.  A decision

system.  In addition, be sure that there are enough adequately equipped 
workstations for all of the employees to have access to the software. 

pes of software and hardware commonly used by transportation syst
rations for purchasing them are discussed in the following paragraphs.  Before 

• Office Software.  At a minimum, have an office software package containi
a word processor and a spreadsheet program.  The word processor can be used
for typing various communications; the spreadsheet can be used for budget
and for tracking system statistics. 

currently develop software packages for transportation systems that can 
automate the scheduling and dispatching processes.  Some of these programs 
also contain integrated accounting and passenger accounting units.  Some 
software can even help manage payroll.  L

• Routing/Mapping Software.  Software is available to help determine and 
map out the optimum routes for your vehicles, given passenger locations and
destinations.  One source to find information on scheduling, dispatching, 
accounting and routing/mapping softare is on APTA’s website.  Go to 
h  and click on the 
“Computer Hardware, Software & Accessories” listing.   

ng 
re 

Before purchasi
software, ensu
that it will run on 
the current 
hardware. 
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• Internet/Email.  The internet provides a
information, from grant applications, to b

 great deal of readily available 
usiness and tax forms, to 

e Space 
ce 

 vehicles, spare parts, 
and supplies.  If maintenance will be performed in-house, space will be needed for a 

nce building, with room for tools, parts, and vehicle storage.   

y 
 space 

avai s 
plan. 

Off e
Determ
equipm
consolidated system.  Any need in excess of what is available should be reflected in 
the capi

Bu
It is now
different

• A long-term budget. 

The written plan should include documentation of all budgets created. 

Developing the initial budget is important, as it will become the basis for contract rates 
and fares.  It will also establish a basis of how the coordination program will affect the 
transportation situation in your area. 

Developing an initial budget is complicated because there is limited data upon which 
to base the budget.  Rely on the information based on transportation costs from recent 

Developing the 
initial budget is 
important, as it 
will become the 
basis for contract 
rates and fares.    

transportation news and advocacy information, that can be useful for 
transportation systems. 

Buildings, Storage, and Offic
Transportation systems have the potential to use a large amount of space: office spa
for administration and dispatching, and storage space for your

maintena

To determine current space needs, document what space currently owned or used b
participants will be available for the consolidated system.  If there is less

lable than will be needed, the discrepancy should be reflected in the capital need

ic  Furniture and Equipment 
ine the needs for office furniture and equipment, as well as what furniture and 
ent from participants in the coordination program will be available for the 

tal needs plan. 

dget Background 
 time to develop a budget for the consolidated system.  In actuality, three 
 budgets will be developed: 

• A start-up budget, 

• A first-year budget, and 
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years provided by the agencies participating in the consolidated program.  There will 
m will 

ssumptions about how the changes in the 
transportation system resulting from the consolidation program will affect the 
system’  
budget. 

De e
Consoli ter 
develop he system.  Start-up 
expenses are all of those costs that occur before the system is put into operation.  The 
maj ty
consolid

• enses in the capital category will include office 
equipment, communications equipment, and vehicles.  Analyze the capital 

m participating agencies to 
operate.   

• f 
start-up expenses.  The main administrative start-up expenses will be salaries 

e 
derway. 

ers.  In 
this case, the expenses related to operating the vehicles and training the drivers 

The pla nsolidated transportation system can 
take six months to a year or longer.  Keep initial start-up costs at a minimum during 
this time.  Rely as much as possible on volunteer labor from existing staff members 
throughout the planning phase; do not bring paid, full-time staff on-board until they 
are needed; keep outlays for capital expenses and supplies to the minimum required to 
operate. 

The majority of 
start-up expenses 
will be one-time 
expenses.   

Administrative 
expenses will 
likely make up the 
bulk of start-up 
expenses.   

also be limited information to assist in determining how the consolidated progra
affect the costs of providing transportation.  It is anticipated that the consolidated 
system will result in lower costs and/or more efficient use of the system’s current 
resources.  Base the initial budget on some a

s bottom line.  These assumptions should be stated explicitly within the

v lop a Start-up Budget 
dated transportation systems can require substantial start-up costs.  Af
ing the capital needs plan, determine the start-up costs for t

ori  of start-up expenses will be one-time expenses.  Start-up costs for 
ated systems fall into three categories: 

Capital.  Typical start-up exp

needs plan to determine what purchases are essential before the new 
consolidated system is fully implemented.  Most of the time, a new 
consolidated system will have enough vehicles fro

Administrative.  Administrative expenses will likely make up the bulk o

and benefits for the people planning and implementing the system.  Other 
administrative expenses may include rent for office space and utilities for th
time before the consolidated system is un

• Operating.  The system will not likely incur any start-up expenses in the 
operating category, unless it provides on-the-road training for new driv

will be counted as an operating expense. 

nning and implementation process for a co
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Develop First-Year Budget 
The first-year budget will list, by line item, all expected expenses and revenues for the 
first year of operation of the coordinated transportation system. 

Estim
The firs
under e

Capita
Cap l
veh

•  
get. 

t 

• esks, chairs, phone 

• e 

Cap l
are g
rather, cilities.  Consult the capital needs plan to 
determi

The first step in 
developing the 
first-year budget is 
to estimate the 
expenses falling 
under each of the 
three categories of 
transportation 
expenses. 

ate System Expenses 
t step in developing the first-year budget is to estimate the expenses falling 
ach of the three categories of transportation expenses. 

l 
ita  expenses include purchases of large-scale items for long-term use, such as 
icles and office equipment.  Typical capital expenses include: 

Vehicles.  Vehicles will be the major capital investment.  If the fleet will be
expanded during the first year, budget for this investment in the capital bud

• Communications Equipment.  Two-way radio equipment and cell phones 
are the typical choices for communications equipment.  The capital needs plan 
outlines the type of communications equipment to be used and the equipmen
that needs to be purchased. 

Office Equipment.  Large office equipment such as d
systems, and copy machines are a capital expense. 

Land and Buildings.  If it is necessary to purchase land or buildings for offic
space, vehicle storage, or maintenance space, instead of renting or leasing, 
include these purchases under capital expenses. 

ita  expenses may be harder to estimate than other system expenses because they 
lon -term investments, and are not typically purchased on regular schedules, but 

to expand or replace current fa
ne which capital purchases are likely to be needed the first year. 
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Administrative 
Administrative expenses include those items that are needed for the day-to-day 
operations and management of the consolidated system.  Most of these expenses will
be estimated based on previous years experience from the participants in the program
Administrative expenses typically include: 

• Salaries and Benefits.  Include salaries and benefits of administrative 
personnel and managers in the administrative 

 
.  

budget.  Determine what salary 
and benefits will be offered as compensation for these positions.  To determine 

e 

d electricity. 

phones is an administrative cost.  Include local 
 

 consider, including building-related 

.  Professionals such as lawyers and accountants will 

ated 

. 

years 

 
the program.   

The majority of 
administrative 
expenses will 
need to be 
estimated based 
on previous 
experience from 
the participants in

this, compare transportation systems across the state and the region. 

• Facilities.  If the system is renting or leasing office space, these costs ar
included in the administrative budget.  Also included in the facilities 
categories are utilities such as: heat, water, an

• Phones.  The cost for office 
and long-distance coverage.  Determine how many lines are needed, whether
it’s just one for the whole system, or separate lines for the main office, 
scheduling, and dispatching. 

• Insurance.  Vehicle insurance is not included in this category.  There are, 
however, many other types of insurance to
insurance and officer/director liability insurance. 

• Office Supplies.  Include office supplies and office equipment that is too 
small to be considered capital equipment as an administrative expense.   

• Professional Services
likely work with the consolidated system from time to time.  Include these 
charges under administrative expenses. 

• Marketing.  Include the costs of any marketing efforts for the consolid
transportation program under administrative expenses. 

• Travel.  If management staff travels to meetings or conferences to represent 
the transportation system, include all travel and conference registration 
expenses under administrative expenses
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Operating 
Operating costs are those directly tied to the operation and maintenance of the vehicle
in the transportation system.  Operating costs typically include: 

• Salaries and Benefits.  Wages, sa

s 

laries, and benefits for drivers are the main 
operating expenses for a transportation system.  Pay for new drivers can be 

based on the wages offered by similar transportation systems in 
es 
 

 

ated based on the number of miles vehicles are used in a 

 per Gallon) X Cost of Fuel per Gallon 

e license and registration fees for vehicles under 

tenance, 
major repairs, and parts, are included in the operating budget.  If performing 

orkers will 
ver, shop tools, land, and 

ion 

ent 
ems, this may include phone

lines, tower rental for mounting antennas, and licensing fees.  For cell phones, 
this will include monthly bills. 

• training and refresher 

es.  

Wages, salaries, 
and benefits for 
drivers are the 
main operating 
expenses for a 
transportation 
system.   determined 

the state and the region.  Pay for drivers hired from the participating agenci
in your consolidated program can match what they were earning with their
previous agency.  Hiring preference should be given to current drivers for the
participating agencies in the consolidated system. 

• Fuel.  Fuel is the largest recurring cost for vehicle use and maintenance.  Fuel 
expenses can be estim
year.  To calculate fuel costs for a vehicle, divide its yearly miles by the 
average miles per gallon it receives, and multiply by the average price per 
gallon of fuel. 

Fuel Cost = (Yearly Vehicle Miles / Miles

• Vehicle Licensing.  Includ
operating expenses.  For information on vehicle licensing fees, contact your 
local Motor Vehicle Department or county treasurer. 

• Maintenance.  All maintenance costs, including preventative main

in-house maintenance, the salaries and benefits of maintenance w
be included under the operating budget.  Howe
buildings for the maintenance shop should be included as capital expenses. 

• Insurance.  Vehicle insurance is an operating expense.  For more informat
on insurance, see Chapter 7. 

• Communications.  Include the operating fees for communication equipm
under operating expenses.  For two-way radio syst  

 Training.  All driver training expenses, including initial 
courses, are included under operating expenses. 

Estimate System Revenues 
The next step in the budget process is to estimate system revenue from all sourc
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Contract Services 
For transportation systems supplying transportation primarily to human service 
providers, the bulk of revenue will come from contracts.  Develop contracts, setting 

 agency for which transportation will be provided.  Estimate 
 to be purchased from previous years’ experience.  Multiplying 

e of contr
ater in this chapter 

rom
em.

sts in the past may have included overhead from 
operating their own transportation, and this overhead should not be included in the 

making decisions m
the 

Compil  that the participants currently receive.  Of 
these, determine for which funding sources the consolidated system will continue to 
be e i
previou

Passen
If servi
partial t
passeng
consum  For 
exa r of 
trip
revenue
Contrac

e 
ns such as the United Way to local government funding 

to individual charitable donations.  Based on experience from previous years, 
determine the consolidated system’s revenue from these sources. 

For transportation 
systemssupplying 
transportation 
primarily to human 
service providers, 
the bulk of 
revenue will come 
from contracts.   

Determine which 
funding sources 
the consolidated 
system will 
continue be 
eligible to receive 
and which funding 
programs will be 
utilized. 

Farebox revenue 
can be calculated 
by estimating the 
total units to be 
consumed by fare-
paying customers 
and multiplying by 
the cost per unit. 

service rates, with each
the quantity of service
the quantity estimate by the contract cost will give an estimat
revenue.  (See the section on “Setting Contract Rates and Fares” l
for more information on determining contract rates.) 

Revenue may also be estimated based on past transportation costs f
that will be purchasing contract services from the consolidated syst
participants’ transportation co

act service 

 those agencies 
  However, 

purchase of service estimates for the current budget. 

Direct Grants 
Many human service transportation providers receive the bulk of their funding from 
government grants.  Inform funding sources of the purpose, goals, and status of the 
consolidation program; the funding sources will, in turn, be able to assist you in 

aximizing your potential funding availability as you implement 
consolidation program. 

e a list of all of the grant sources

lig ble and which funding programs will be utilized.  Based on experience from 
s years, estimate the system’s revenue from grants. 

ger Fares 
ces will be provided to the general public, or the system will be collecting 
ransportation costs from some agency clients, estimate your revenues from 
er fares.  Calculate farebox revenue by estimating the total units to be 
ed by fare-paying customers and multiplying by the cost per unit. 

mple, if the fare is based on individual passenger trips, multiply the total numbe
s for fare-paying customers by the fare per trip to determine the estimated farebox 

.  For more information on setting passenger fares, see the section on “Setting 
t Rates and Fares” later in this chapter. 

Community Contributions 
Local community sources may finance the system to some extent.  This may rang
from community organizatio
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In-Kind Contributions 
Contributions of time, labor, and materials from other sources, either as donations or 

n-
 as selling 

 

redit, that can be utilized for short periods when cash flow 
is lower than needed to operate the system. 

Cr t
After es
budget t 
have a 

De e
Develo
long-te
Budget  
used fo
consoli
year to r. 

 

Sett
Initially, contract rates and fares will be based upon estimates of service consumption 
from the transportation system in place prior to implementation of the consolidated 
system. Include the contract rates and fare structure in the written plan.  When 

Due to the 
possible lag time 
between delivery 
and payment of 
contract services 
and the normal 
fluctua
fu
sy
d
fu

Initially, contract 
s and fares will 

e based upon 
mates of 

service 
consumption from 
the transportation 
system in place 
prior to 
implementation of 
the consolidated 
system. 

in exchange for services should be listed in the budget as revenue, with approximate 
values of their worth.  These in-kind contributions must also be accounted for as an 
expense, based on accounting principals. 

Other Revenues 
Other revenues may make up a portion of income.  This does not include revenue 
from other operations that the consolidated entity may perform.  Rather, only no
transit revenues directly related to the transportation service, such
advertising space on the outside and/or inside of buses or creating partnerships with 
local newspapers to sell copies of their papers on buses, are applicable.   

Revenue Reserves 
Due to the possible lag time between delivery and payment of contract services and
the normal fluctuation of funding and system usage, develop reserve funds, such as 
a cash reserve or line of c

tion of 
nding and 
stem usage, 

evelop reserve 
nds.   

ea e a Formal Budget 
timating the system’s expenses and revenues, create a formal budget.  The 
should include specific line-item expenses.  If participating agencies do no
formal budget, follow the sample budget included in Chapter 10.  

v lop A Long-Term Budget 
p a long-term budget for the next five years.  The process for creating a 
rm budget is essentially the same as that for creating the first-year budget.  
s for the outlying years will be “rough estimates.”  Long-term budgets are
r future planning and should be based on the goals and plans of the 
dated system.  Additionally, long-term budgets should be adjusted every 
reflect the actual situation from the previous yea

rate
b
esti

ing Contract Rates and Fares 
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significant data from the consolidated system is collected, adjust the billing rates to 

rovider.  Each 
participating agency that will purchase transportation services will 

or 

cies, 
and shifts the burden for finding funding for transportation services to the consuming 

ating agencies, it may be necessary 
ice: per trip, per mile, and per hour. 

r.   

s 
sts for 

en 
rating area to pick up one agency’s customers, 

then this agency is adding cost to the system in terms of deadhead miles.  
n one 

agency are on the same vehicle at the same time, such as by dividing the cost 
e. 

st 
e on a vehicle at the same time.  

Disting f 
providing agency serv e costs for 
providing agency s

developed that 

es 

reflect the actual costs of the system.   

Contract Rates 
Develop contract rates that fully recover the cost of services 
provided.  This policy reflects the new goals of the consolidated 
transportation system as a transportation p

Contract rates 
should be 

be responsible for procuring the necessary funding to finance their 
transportation needs.  Set a contract rate structure that is equitable 
to all participating agencies. 

Set one rate, based on the costs of providing the service, rather than setting rates f
each agency depending upon what they can afford to pay.  This method prevents the 
better-funded agencies from paying for the costs of service for less funded agen

fully recover the 
cost of servic
provided.   

agencies.  Depending upon the needs of the particip
to develop rates based on different units of serv

• Per Trip.  A billing rate per trip can be determined by dividing the total 
expenses by the total number of trips.  Use a per trip rate structure when trip 
lengths are relatively simila

• Per Mile.  A billing rate per mile can be determined by dividing total expense
by the total number of revenue miles.  When billing per mile, allocate co
deadhead miles equitably.  For instance, if you have to drive an empty van t
miles outside of the normal ope

Develop a method for allocating the cost when customers from more tha

by the percentage of customers from each agency on the vehicl

• Per Hour.  A billing rate per hour can be determined by dividing the total 
expenses by the total number of revenue hours. When billing per hour, allocate 
costs for deadhead hours.  In addition, develop a method for allocating the co
when customers from more than one agency ar

uish between the costs of providing general public services and the costs o
ices, so that billing rates are based strictly on th

ervices. 
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General Public Fares 
Unlike contract rates, which should recover the full cost of the transportation service 
provided, general public fares are typically set lower so as to encourage public use.  
Funding sources such as FTA Section 5311 and local governments are the typical 
fun g s 
base  o
betwee
recover
structur

To c he 
agen
public, 
in Chap
Foreca
Cooper line, see 
Chapte .) 

Esta is

• ate per one-way trip, 

the 

h square 
ice 

in and destination of their trip.  

f your 

stomer’s trip goes through.  For instance, a system may 
charge a 50-cent base fare plus 25 cents per zone.  Calculating fares utilizing 

Unlike contract 
rates, which 
should recover the 
full cost of the 
transportation 
service provided, 
general public 
fares are typically 

lic 

Establish general 
public fares that 
are simple to 
understand and 
affordable.   

din  sources for general public fare subsidization.  Determine general public fare
d n the amount of funding you receive for fare subsidization.  The difference 

n this amount and the total cost for general public transportation needs to be 
ed through farebox revenue.  Calculating this fare will depend upon the 
e (single rate, per zone, etc.) set for general public fares. 

cal ulate general public fares, first estimate general public ridership.  If none of t
cies participating in your consolidation program currently serve the general 

estimating this ridership can be challenging.  A suggested formula is included 
ter 10.  For more detailed information, see: SG Associates, Demand 
sting for Rural Passenger Transportation, prepared for the Transportation 
ative Research Program, February 1995.  (The report is available on
r 12 for the link

set lower so as to 
encourage pub
use.   

bl h general public fares that are simple to understand and affordable.   

Single Rate.  For a small service area, a single r
regardless of distance, is a simple and effective way to set the fare.  A rate 
can be determined by dividing the percentage of the total cost of general 
public transportation that is to be recouped through farebox revenue by 
total number of trips that are to be provided. 

• Per Zone.  Charging per zone is a simplified way of charging by distance.  In 
this method, the service area is divided into grid squares, with eac
representing a zone. (Grid squares can be of any size, depending on the serv
area, though 1-square mile zones are common.)  Customers are charged based 
on the number of zones between the orig
Determining a zone fare is not as simple as determining a single rate fare.  
Look at the typical origins and destinations and average trip lengths o
customers to determine an equitable zone fare. 

• Per Zone plus Base Fare.  Charging per zone plus base fare is similar to 
charging per zone, except that an additional base fare is charged no matter 
how many zones a cu

this fare structure should be done in a similar fashion to calculating per zone 
fares. 
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Clie  
While g
phenom
cost of providing service, whereas general public passengers have their fares 
subsidized, agencies may cease contracting for service, instead using their 
tran
money ke up 
for the c

While the only sure way to end all client dumping would be to either charge the full 
lic at all, you can help 

procedures to your participating agencies.  

t 
eral public fares, which will decrease the benefit of 

client dumping.  Strike an equitable balance when establishing the intial fares. 

Capit
It may b
and gen er 
some or
replacem

• ged.  

• 

If, for e ent 
vehicle will be funded through the 5310 program, use a capital replacement surcharge 
of 2
$60,000

Surcharg pected Mileage) X % to recoup 

While general 
public fares are 
typically set low to 
encourage 
patronage, beware 

Capital 
replacement 
surcharges can be 
implemented to 
cover some or all 
of the cost of 
replacing capital 
equipment.   

nt Dumping 
eneral public fares are typically set low to encourage use, beware of the 
enon known as “client dumping.”  If agencies are being charged the actual 

of the 
phenomenon 
known as “client 
dumping.”   

sportation funds to buy general public fares for their passengers.  While this saves 
for the agencies, it places the burden of finding additional funding to ma
ost on the transportation system. 

cost of service to the general public or not serve the general pub
by explaining the philosophy for the billing 
Just as they are subsidizing rides for their customers, funding sources for general 
public transit are subsidizing the fares for the general public.  Widespread clien
dumping will force increases in gen

al Replacement Surcharges 
e decided to to include a capital replacement surcharge in the contract rates 
eral public fare.  Capital replacement surcharges can be implemented to cov
 all of the cost of replacing capital equipment.  To determine what the capital 
ent surcharge should be: 

Determine the depreciation cost of the vehicle in terms of the units char
For instance, if customers are charged based on mileage, determine the 
depreciation cost by dividing the cost of the vehicle by the total number of 
miles in the vehicle’s lifespan. 

• Multiply this number by the percentage of vehicle cost to be recouped. 

Charge the customers for every mile they are billed for riding. 

xample, a vehicle is funded through the FTA 5310 program and a replacem

0% to generate the required local match.  In this case, assuming the vehicle cost 
 and is expected to be used for 200,000 miles: 

e = (Vehicle Cost / Total Ex

Surcharge = ($60,000 / 200,000 miles) X 20% 

Surcharge = $0.06 / mile  
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Deve
The consolidated system will have to have one set of operating procedures.  The basic 
step o

• 

t policies participants have in common and where 
there are discrepancies; which of the participants’ policies are firm and which 

rements 
ements 

nsolidated system is operated.  The policies 
must, at a minimum, cover the laws and applicable funding source 

• 
d on participants’ current policies and minimum 

requirements set by law and funding sources.   

Include

The pol the 
following sections.  Sample policies are included in Chapter 10. 

Servic
These policies deal with how the system will operate and when the system will be 
ava l

• 

• ss 

• ho will customers contact for reservations?  Determine policies 
for after-hours contacts.  Are reservations by voicemail acceptable? 

must, 
 
and 

 

requirements. 

When setting 
 
y to 

 

r 

osts. 

lop Operating Procedures 

s f r setting operating procedures in a consolidated system are: 

Review participants’ policies and procedures.  All participants operating 
vehicles should already have operating procedures.  Start by going over these 
policies.  Determine wha

can be changed. 

The policies 
at a minimum,
cover the laws 
applicable funding
source 

• Review applicable laws and funding source requirements.  Federal and 
state laws govern many aspects of transportation from insurance requi
to ADA requirements.  Funding sources may also have specific requir
that will influence the way the co

requirements. 

Set policies and procedures.  Set the operating policies and procedures for 
the coordinated system base

 all policies and procedures for the consolidated system in the written plan. 

icies and procedures necessary to operate a system are discussed in 

e and Administrative Policies and Procedures 

operating and
office hours, tr
strike a good 
balance between
maximizing 
convenience fo
customers and 
minimizing c

ilab e to work with customers. 

Operating Hours.  Operating hours are the times vehicles are running or 
available for use.  Try to strike a good balance between maximizing 
convenience for customers and minimizing costs. 

Office Hours.  Office hours are the times when offices are open for busine
with customers; they do not necessarily include all the hours when someone 
will be in the office. 

Contacts. W
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• Weather Cancellation.  Snow and ice are a fact of life for winter in M
Decide the standards for weather cancellations.  In what conditions is it unsafe
to operate?  Decide what procedures wil

ontana.  
 

l be used for notifying customers of 
cancellations. 

• ts 
omplaints.  What 

documentation will be required?  How will complaints be investigated?  How 

p 

 

id.  

r), 

the Motor Vehicle Division web site (see Chapter 12 for links.)  

 

2).   

• Drug Testing.  Both the Federal Transit Administration and Federal Highway 

Chapter 7. 

• Cash Handling.  If fares are collected directly from passengers, develop cash 
handling procedures for the drivers.  Drivers do not have to be bonded to 
collect fares and handle cash.    

• Radio/Communications Usage.  Set procedures for proper usage of radio or 
communications devices.  If using radio codes, determine what they will be. 

• Driver Reviews and Supervision.  Plan for periodic performance reviews for 
the drivers in the system.  Also plan to have a supervisor ride along for a 

 
 
 

ost 

experience 
possible for 
customers. 

While working to 
provide the best 
service possible, 
complaints are 
inevitable 

Driver policies and 
procedures help
ensure that drivers
are able to provide
the safest, m
efficient 
transportation 

Complaints.  While working to provide the best service possible, complain
are inevitable. Develop procedures for dealing with c

will complaints be resolved? 

Driver Policies and Procedures 
Drivers make a transportation system run.  The following policies and procedures hel
ensure that drivers are able to provide the safest, most efficient transportation 
experience possible for customers.

• Training Procedures.  There are various types of training for drivers, 
including driver training, passenger handling, sensitivity training, and first a
Determine what the consolidated system’s training requirements will be.  For 
any person driving a vehicle with 16 or more passengers (including the drive
a commercial drivers license (CDL) is required.  Information on obtaining 
CDLs in Montana can be obtained from your local Motor Vehicle Division or 

The Montana Department of Transportation provides training, such as 
Passenger Service and Safety (PASS) training, defensive driving training, and
training on preventive maintenance and emergency procedures.  Contact the 
Transit Section of MDT for more information on training (see Chapter 1

Administration have strict drug testing requirements for anyone operating 
vehicles purchased with their funds.  The system must implement a drug-
testing program that meets these requirements.  For more information, see 
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certain period of time with new hires or with current drivers after an incident.  

vehicle 
ger illness/injury.  Establish procedures that detail how 

 

Trip S
Trip sch em to 
receive ent 
scheduling.  Communicate 
imp a

• 

  
or 

 such as 

For standing orders/subscription rides, set a maximum percentage of trips that 
s, as a high number of subscription rides 

. 

 

 to 
 

contracting 
agencies the 
importance of 
abiding by these 
policies. 

. 
 

 

s and 
 will 

ed for 
those who cancel 
after the minimum 
notice.   

Determine these policies before operations begin.   

• Emergency Procedures.  Emergency situations can include accidents, 
malfunctions, or passen
drivers are to take care of passengers, what emergency contacts must be made 
(e.g., police, fire, ambulance, and insurance carriers), and what documentation
must take place. 

cheduling Policies and Procedures 
eduling policies detail how customers interact with the consolidated syst
transportation.  These procedures help to ensure smooth and effici

Communicate
customers and the

to the customers and the contracting agencies the 
ort nce of abiding by these policies. 

Reservation Policies.  If offering demand response services, develop 
reservation policies.  Reservation policies will depend upon the types of trips 
that the system offers: call-in, standing order/subscription rides (e.g., every 
Monday at noon), or both. 

For call-in orders, determine how far in advance reservations must be made.
Typical requirements include the day before the ride, 24 hours in advance 
48 hours in advance.  Many systems also set a maximum time period,
two weeks in advance, before which reservations cannot be made. 

can be scheduled as standing order
may cause denial of call-in orders

Short notice 
cancellations 
adversely affect 
the operation of 
transportation
Determine the
minimum notice
required for 
cancellation
what penalties
be impos

• Cancellation Policies.  Short notice cancellations adversely affect the 
operation of transportation, causing scheduling difficulties and tying up 
vacancies that could be used by other passengers.  Determine the minimum 
notice required for cancellations (such as two or four hours), and what 
penalties will be imposed for those who cancel after the minimum notice.  For 
service purchased by human service agencies through contracts, include a 
cancellation penalty fee (such as a percentage of the fare) in the contract.  
Determining penalties for the passenger will be their responsibility.  If serving
the general public, try a demerit system, whereby, after a certain number of 
late cancellations, a person is suspended from using the system or charged a 
higher fare. 
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• No-Show Policies.  Determine what
passengers fail to show up at their sc

 penalties will be assessed when 
heduled time.  These policies will likely 

o specific 
routes.  Pay attention to which drivers have CDLs and which drivers have 
been trained to work with specific customer groups. 

ed and 
.  It is particularly important that adequate and 

specific maintenance policies and procedures are established because many funding 
sources that pay for capital equipment will request a copy of maintenance policies and 
procedures with their application. 

• Pre-Trip Inspections.  Pre-trip vehicle inspections by drivers are a way to 
keep problems from occurring and to keep small problems from becoming 
large problems that can be costly and dangerous.  Establish policies for pre-trip 
inspections that detail what will be entailed in the inspection (e.g., checking 
fluids, tires, lights, and safety equipment) and how often drivers must perform 
the inspections (e.g., every trip, every other trip, once a day, or twice a week). 

• Preventative Maintenance.  Preventative maintenance includes oil and filter 
changes, tire rotations, and tune-ups.  Develop a schedule for preventative 
maintenance detailing what procedures will take place and how often.  Also 
determine who will perform the service.  Will it be done in-house or at an auto 
shop?  Is there a contract with a local auto shop to provide preventative 
maintenance service?  Are the vehicles eligible for warranty service? 

• Major Maintenance.  Major maintenance includes large repairs, unscheduled 
repairs, and emergency repairs.  Determine where these repairs will take place: 
either in-house or at a contracted facility.  Is there a dollar limit for repairs? 

It is particularly 
important that 
adequate and 
specific policies 
and procedures for 
maintenance are 
established, 
because many 
funding sources 
that pay for capital 
equipment will 
request a copy of 
the maintenance 
policies and 
procedures with 
their application. 

be similar to the cancellation policies.   

• Driver Scheduling.  Develop procedures for scheduling drivers t

Maintenance Policies and Procedures 
Maintenance policies and procedures spell out how vehicles will be maintain
how major repairs will be handled
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Passenger Accounting Policies and Procedures 
ice agencies, passenger accounting procedures will 

lves determining which passengers are authorized 
s and ensuring that only eligible 

pas g ing the eligibility of passengers should be 
the responsibility of the agency sponsoring the rides.  In turn, they should 
pro th frequently updated lists of eligible 
passengers.  Decide whether dispatchers or drivers will determine if the 
passengers they are picking up are on the eligible passengers list. 

• Rec  will need to keep a list of the passengers that they 
pick-up and the length and duration of their rides.  The details of the passenger 

ependent upon the manner in which agencies 
are billed fo ple, if charging by trip regardless 
of l t nger’s trip length.  (may still be 
don

ticipants in the system.  Set a billing schedule, typically monthly, 
g the dates invoices will be sent out, on which days payments will 

re of penalties for late payments. 

Hi f 
As  c entation,, begin to hire the operational 
staff.  Ass ittee of the planning board. 

Giv m erations with participating 
age e ions in the new consolidated system.  This 
loyalty will be good for morale portantly, it will aid the new system by 

es and clients in the area. 

The e hiring subordinate positions.  Again, give 
preferen have been working with the transportation services previously 
pro e encies in the consolidation program. 

If it p t the management and operations of the program to 
another agency, such anagement firm, use a Request for Proposal (RFP) 
process to solicit offers. 

Passenger 
accounting 
procedures will be 
the key to 
ensuring that each 
agency is billed 
appropriately for 
the rides the 
consolidated 
system provides. 

Give employees 
previously involved 
in transportation 
orperations with 
participating 
agencies the 
opportunity to 
apply for positions 
in the new 
consolidated 
system. 

When contracting with human serv
be the key to ensuring that each agency is billed appropriately for the rides the 
consolidated system provides. 

• Eligibility.  Eligibility invo
to use the system for various program

sen ers use the system.  Confirm

vide the consolidated system wi

ord Keeping.  Drivers

log kept by the driver will be d
r their customers’ rides; for exam

eng h, there is no need to record the passe
e for evaluation purposes.) 

• Billing.  Compile passenger logs and bill each agency according to the rate 
structure set.  Prepare invoices that will meet the billing data needs of the 
par
determinin
be due, and the natu

re Operational Staf
the onsolidated system approaches implem

ign the hiring responsibility to a sub-comm

e e ployees previously involved in transportation orp
nci s the opportunity to apply for posit

, but more im
employing members who are already familiar with the servic

 op rations staff will be responsible for 
ce to those who 

vid d by the participating ag

 is lanned to contract ou
as a private m
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Notify Funding Sources 
All d ld have been notified in the Planning/Budgeting Phase of the 
plan to form a consolidated system.  Contact all relevant funding sources to inform 
them f tion of the consolidated transportation system.   

solidation should be completed.  It is time 

fun ing sources shou

 o  the implementa

Now What? 
At this point, the steps for planning for con
to move on to Chapter 7 – Implementation, which will illustrate how to put 
theconsolidation plan into action. 
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Chapter Summary 
The first step in establishing a consolidated transportation system is to institute the 
adm

 Human service providers, 

o Local government, or 

o Private providers; 

• Or a new entity in the form of 

o A private, non-profit corporation, or 

o

ds plan for the system.  Iidentify your current and future 
needs for: 

• Vehicles; 

• Vehicle Painting and Lettering; 

• Communications Equipment; 

• Computers (Hardware and Software); 

• Buildings, Storage Space, and Office Space; and 

• Office Furniture and Equipment. 

Complete budgets for the consolidated system, including a: 

• Start-up budget, 

• First-year budget, and 

• Long-term budget. 

inistrative entity to manage the system.  There are two choices: 

• An existing entity such as 

o Transit providers, 

o

 An Urban Transportation District. 

Next, develop a capital nee
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Budgets for transportation systems typically fall into three categories: 

• Administrative, 

• Operating, and 

• Capital. 

The start-up budget will include all of the initial expenses that occur before the system 
is implemented and becomes operational. 

The first-year budget will list, by line item, all expected revenues and expenses for the 
first year of the consolidated system’s operation. 

• Start by estimating system expenses for each of the three categories. 

o Capital expenses may include vehicles, communications equipment, 
office equipment, land, and buildings. 

o Administrative expenses may include salaries, facilities, phones, 
insurance (non-vehicle), office supplies, professional services, 
marketing, and travel. 

o Operating expenses may include driver salaries, fuel, vehicle licensing, 
maintenance, vehicle insurance, communications equipment, and 
training. 

• Estimate system revenues.  They may come from: 

o Contract services, 

o Direct grants, 

o Passenger fares, 

o Community contributions, 

o In-kind contributions, and/or 

o Other revenues. 

• Put this information into a formal budget format. 

Developing a long-term budget will follow procedures similar to those for developing 
a first-year budget. 
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Set contract rates and passenger fares. 

• Contract rates should be set to recover full operating costs. 

• Passenger fares for the general public are typically set to en

Standard operating procedures must be set for the consolidated system.  These will 
include procedures for: 

• Service and administration, 

• Driver p

• Trip scheduling, 

• Maintenance, and 

• Passeng

Hire the operati  inform funding sources that the consolidated system is 
ready to begin operations. 

 

courage patronage. 

rocedures, 

er Accounting. 

ons staff and
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Part 

C 
Implementation and Evaluation 

The chapters in Part C contain instructions on implementing a
evaluating the coordinated transportation system that was plan
in Part B. 

nd 
ned 

Chapter 7: Implementation 

tion 

Chapter 8 details the measures and procedures that can be used as 
ating and monitoring the success of a system once it 
mented. 

application information. 

In Part B, a plan was developed for a coordinated transporta
system.  Chapter 7 gives instructions and resources for 
implementing that plan. 

Chapter 8: Evaluation 

tools for evalu
has been imple

Chapter 9: Funding Sources 

Chapter 9 lists many of the state, federal, and private funding 
sources available for transportation, along with eligibility and 
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Chapter 7 – Implementation 

Implementation 
Chapter 7 contains instructions and issues for implementing the coordinated 
transportation system that was planned in Part B. 

When the planning process has been completed, it is time to implement the new 
iscusses some of the issues faced during the 

lexity of the coordination plans, implementation could take as 
 long as a year or more.   

t to 

Confirm Participation 
 of the coordination 

 each participating 
plan.  

le of 
oordination 

program. 

coordination program.  This chapter d
implementation of a new coordination program. 

Develop an Implementation Plan 
Depending on the comp
little as a few months or as

For larger and more complex coordination programs, consider hiring a consultan
assist in implementation. 

Chapter 

7 

Depending on the 
complexity of the 
coordination plans, 
implementation 
could take as little 

nths or 
 

as a few mo
as long as a year
or more.   

Before taking any major steps towards the implementation
program, solicit one final confirmation of participation from
member.  Allow all participants to look over the materials gathered in the written 
Avoid a situation in which the participants in the program back out in the midd
implementation as a result of misunderstandings about the nature of the c
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Co i
Thr g  make the transition 
from hen 
implem  
implem re are 
bound to be som
disr ti st extent possible. 

coordination program upon 
implementation of the new system can create lasting damage that may take years to 
ove m
and pro that the initiation of a new 
system will involve some preliminary wrinkles to be ironed out.  If they are prepared 
for 
be offer

Ph e
When u y vehicle joint use arrangements, 
consider phased implementation.  Phased implementation is the process of executing a 
coo n
time.  P
resultin  moving toward coordination.  
Phased implementation will give participants and practice in the early phases of 
implem
challen

Implementation Schedule 

ble 
hould 

. 

, the goal 
ke 

coordinated 
services as 
smooth as 
possible.   

Throughout the 
implementation 
process
should be to ma
the transition from 
uncoordinated 
services to 

nt nuity of Service 
ou hout the implementation process, the goal should be to
 uncoordinated services to coordinated services as smooth as possible.  W

enting only small changes, this should not be difficult.  However, when
enting large changes, such as vehicle joint use or total consolidation, the

e disruptions to the normal routine.  The goal is to minimize these 
up ons to the greate

Generating negative first impressions for the 

rco e.  The best way to prevent this is to prepare customers for possible glitches 
blems beforehand.  Most people will understand 

this and have not been given unrealistic promises about levels of service that will 
ed, public relations problems may be avoided or mitigated. 

as d Implementation 
ndertaking more complex changes, particularl

rdi ation program a few activities at a time or including few organizations at a 
hased implementation can have the benefit of simplifying the process, 
g in fewer complications to deal with when

entation, so that they will be more prepared to deal with the potential 
ges encountered in the latter phases of implementation. 

The implementation plan details the tasks, determined during the planning phases, 
necessary to putting the coordination program into action. At this point, it is possi
to estimate the duration of each task and determine the order in which the tasks s
be completed.  From this information, create an implementation schedule

A simplified implementation schedule might look something like this: 
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Month
1 2 3 4 5 6Task

Notify Funding Sources

Press Release

Fo  Nrm on-Profit Corporation

Coordi

Vehicle Inspections

nate Grant Application

Transfer Vehicles

Install New Radio System

Driver Training

 

Figure 7: Sample Implementation Schedule 

r.  It 
 

ipants who are responsible for each. 

The Montana Public Service Commission (PSC) is responsible for licensing any 
carriers providing transportation services in Montana.  The following possible 
coordination participants are exempt from PSC licensing requirements: 

Make sure 
participants are 
clear about the 
tasks and 
subtasks for which 
they are 
responsible.   

Notice how the tasks overlap.  Your implementation schedule will likely be longe
will also be helpful to break down the main tasks into subtasks on the schedule to give
a more accurate picture of what specifically needs to be done. 

Responsibilities 
Assign responsibilities for each task in accordance with the implementation plan.  
Make sure participants are clear about the tasks and subtasks for which they are 
responsible.  You may wish to develop an assignment roster listing all tasks and 
subtasks and the partic

PSC Licensing and Regulations 
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• Urban transportation districts created under MCA 7-14-2; 

s 

• Municipal bus services created under MCA 7-14-44; 

• Car pool or van pool services with 15 or fewer passengers per vehicle, 
provided that the drivers are members of the car pool or van pool; and 

• State agencies. 

Follow these guidelines, provided by MDT. 

• If the operator is a private nonprofit that transports only seniors and person
with disabilities, PSC authority is not required. 

• If the operator is a private nonprofit that provides transportation to anyone else 
in the community other than seniors and persons with disabilities, whether 
under contract or not, PSC authority is required. 

• If the operator is a private or public nonprofit that provides transportation to
the 

 
general public, PSC authority is required. 

• If the City or County Commission designates the operator as the transportatio
provider for the city and/or county, and 

n 
the operator is a city or county 

employee, PSC authority is not required. 

• If the operator is under contract to provide transportation for the city/county
even if the city/county designates the contractor as the tr

, 
ansit provider for the 

thority is 

e all motor carriers operating between fixed 
termini or over a regular route and under regular rates or charges, based upon 
either station-to-station rates or upon a mileage rate or scale. 

• Class B motor carriers include all motor carriers operating under regular rates 
or charges based upon either station-to-station rates or upon a mileage rate or 
scale and not between fixed termini or over a regular route. 

There are specific 
rules regarding 

re 
C 

which 
transportation 
providers a
exempt from PS
regulations. 

area and the operator is not an employee of the city/county, PSC au
required. 

For those not exempt from Public Service Commission certification, PSC regulations 
can be a challenge to coordination in Montana.  Those organizations that are not 
exempt from PSC certification must follow the regulations, outlined in Title 69, 
Chapter 12 of Montana Code, specified for motor carriers in Montana.   

There are four classes of Motor Carriers defined in MCA 69-12-301. 

• Class A motor carriers includ

P A G E  7 - 4   M O N T A N A  C O O R D I N A T E D  
 T R A N S P O R T A T I O N  H A N D B O O K  



I M P L E M E N T A T I O N   

  

• Class C motor carriers include all motor c
the transportation service furnished under

arriers where the cost is fixed in and 
 a contract, charter, agreement, or 

hicles 
transporting garbage. 

. 

s $100.  The 
application requires information regarding the applicant’s business name, the services 

ts are 

l notices 
r public 

f 

 
 

n carriers and compensation paid or received for the 
use of facilities and equipment) or rules pertaining thereto or procedures for the joint 
consideration, initiation, or establishment thereof” must be approved by the Public 

ission. 

ation of 
motor carrier class 
will be made by 
the PSC. 

I
p
w
w
presents e
to support their 
claims.   

undertaking. 

• Class D motor carriers include all motor carriers operating motor ve

A coordinated transportation operator will need to apply to operate as either a class A 
or B carrier.  An example of a Class A motor carrier would be a fixed-route bus 
system, while a Class B motor carrier would be a door-to-door, demand responsive 
system.  The final determination of motor carrier class will be made by the PSC

Applications must be completed with the PSC.  The application fee i

The final 
determin

that are proposed, and why they feel there is a need for this service.  Applican
also required to include affidavits from proposed customers supporting the need for 
the service in the area.  Upon filing the application, applicants must place lega
in the newspapers serving their proposed service area, giving opportunity fo
comment and protest. 

If there are no protests, the application will typically be granted within 45 days.  I
there are protests, a hearing will be held in which each side presents evidence to 
support their claims.  If a hearing is held, only evidence presented in the hearing will 
be used to make a determination regarding the approval of the application. 

f there are 
rotests, a hearing 
ill be held in 
hich each side 

vidence 

Motor Carrier regulations in Montana require that any agreement “between or among
two or more carriers relating to rates, fares, classifications, divisions, allowances, or
charges (including charges betwee

Service Comm

For more information on PSC licensing, or to request an application for a Certificate 
of Public Convenience and Necessity, contact the PSC (see Chapter 11 for contact 
information). 
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ADA Requirements 
The Americans with Disabilities Act (ADA) was passed into law in 1990, and has had 

transportation services across the country.  All 
equired to be in compliance with ADA requirements.  

 is 

 

tion is 

The ADA requires that vehicles be equipped with accessibility functions as outlined in 
s section.  The ADA also requires that transit providers serving the 
c with fixed route service must provide complementary paratransit 

e, regardless of the function of the general public service.  Customers must 
be able to make reservations during regular business hours, up to the day before they 
req t
fixed ro d, as long as the 
basic, complementary service is still available at the lower rate. 

Any ne
require
or more
physica onsive systems are not required to purchase all ADA 
compliant vehicles as long as the system as a whole offers equivalent levels of service. 

For a fu
Technic

a profound impact on public 
transportation providers are r
Both public and private transportation providers are required to follow the regulations 
of the ADA.  The guiding principle behind the ADA’s transportation requirements
that individuals with disabilities have equal access to transportation services as 
individuals without disabilities.  The requirements of the ADA take into consideration
the differing needs and circumstances of small and large providers and of demand 
responsive and fixed route systems.  The guiding principle, however, remains the 
same.  ADA requirements are not to be viewed as standards for implementation; 
rather, they are the minimum requirements.  The Federal Transit Administra
responsible for the administration of ADA regulations for transportation providers. 

the rest of thi
general publi
service for those who are not able to access the general public system.  Paratransit 
service must operate during the same service hours as the general public service and 
must cover the same service area.  The paratransit service can be strictly demand 
responsiv

ues  service.  The complementary service can charge up to double the cost of the 
ute.  If additional services are offered, more can be charge

w vehicle purchased by a transportation provider must meet ADA 
ments and any old vehicle being rebuilt to increase its usable life by five years 
 must be retrofitted to meet ADA requirements to the extent that it is 
lly possible. Demand resp

ll outline of ADA requirements for transit systems, consult the Access Board’s 
al Assistance Manual online (http://www.access-

board.gov/transit/manuals/Manuals-list.htm) or contact the Access Board directly (s
 11 for co

ee 
Chapter ntact information). 

The guiding 
principle behind 
the ADA’s 

s 

rtation 
services as 
individuals without 
disabilities. 

Any new vehicle 
purchased by a 
transportation 
provider must 
meet ADA 
requirements. 

transportation 
requirements i
that individuals 
with disabilities 
have equal access 
to transpo
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Ve
When implementing any sort of vehicle joint use or joint maintenance programs that 
will affect the manner in which vehicles are kept and maintained, ensure that available 

e vehicles 
and maintenance resources the program will have available.  While the vehicle rosters 
coll e  of 
each ve
operatin
program
mainten .   

Ano e
coordin t.  
If main
conditio
mainten m is contracting has the resources to meet the 
system’s maintenance needs in a timely fashion.  If maintenance is performed in-
hou  e
enough
Does th
the tool

If a maintenance plan for the system has not yet been developed, do so now.  Many 

o 
 

system and what training will be provided to drivers when they are hired.  Drivers 

Ensure that 
available vehicle 
and maintenance 
resources are 
adequate to 
handle the new 

 

update 
maintenance 
contracts with the 
size, condition, 
and maintenance 
standards of the 
new fleet.   

hicles and Maintenance 

vehicle and maintenance resources are adequate to handle the new system. 

Prior to the final launch of the coordination program, take stock of all of th

system. 

If maintenance is
contracted out, 

ect d during the initial data gathering phase gave an indication of the condition
hicle, have all vehicles inspected by a mechanic to ensure that they are in good 
g condition and that they meet the safety standards of the coordination 
.  Complete the inspections with enough advance time that any vehicles with 
ance problems can be fixed before the system is launched

th r important consideration is whether the maintenance program of the 
ation system is able to handle the increased needs of the new coordinated flee
tenance is contracted out, update maintenance contracts with the size, 
n, and maintenance standards of the new fleet.  Make sure that the 
ance shop with which the syste

se, nsure that the maintenance shop has the necessary resources.  Are there 
 mechanics to fulfill the routine and emergency maintenance requirements?  
e shop have enough space to house all the vehicles that need to be fixed?  Are 
s and parts inventory adequate for the requirements of the new program? 

grant programs that fund vehicle purchases will require that maintenance plans are 
included in the grant application. 

Drivers 
Drivers are one of the most important assets of any transportation system.  Not only d
they operate the vehicles, they also represent the main contact most of the customers
will have with the transportation system. 

Hiring 
Before hiring additional drivers, determine the qualifications that will be required.  If 
large portions of the system’s vehicles hold 16 passengers or more, a commercial 
driver’s license (CDL) will likely be a requirement. Requiring a CDL will help avoid 
the difficulties surrounding scheduling non-CDL drivers to smaller vehicles.  
Determine what other training drivers will need to have before being employed in the 
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with experience working with some or all of the customer groups that the system will
be serving m

 
ay also be favored. 

rivers.  

r 

 
source of resentment to those drivers on the lower end of the scale, and this 

resentment will likely be transmitted to the customers of the system.  Other 
transportation systems of similar size and purpose across Montana and the region can 

 for 

 Training.  Driver training may include basic driving skills, defensive 
specific types of vehicles. 

ecialized 

• Sensitivity/Special Needs Training.  When coordinating with providers 
 with different special needs, it may be necessary to train drivers 

 
by the coordinated system.  In addition, overall sensitivity training may be 

• he 

an accident or medical emergency. 

• Drug and Alcohol Training.  Drug and alcohol training are mandated for 
programs receiving FTA funds or for drivers holding CDLs. 

disparity in wages 
for drivers in the 
coordinated 
system.   

Training for 
employees should 
be considered an 
investment in the 
transportation 
system.   

Wages and Benefits 
There are several factors to consider when determining wages and benefits for d
When hiring drivers from the previous system, base wages upon the rates that the 
drivers were previously paid.  However, ensure that there is not a great disparity in 
wages for drivers in the coordinated system.  Consider both wages and benefits.  Fo
instance, drivers in one system may have higher wages but lower benefits, such as 
insurance or retirement plans.  Great disparities in pay across the coordinated system
can be a 

Ensure that there 
is not a great 

be good sources to determine an equitable wage scale for drivers. 

Training 
Training for drivers will help ensure a safe and pleasant transportation experience
passengers.  Some training will be mandated by law, and other training will help the 
system to receive better insurance coverage or discounts.  The main types of training 
include: 

• Driver
driving skills, and training for 

• CDL Training.  All drivers of vehicles designed to carry 16 or more 
passengers, including the driver, must have a CDL, which requires more than 
basic driving skills.  To pass the CDL test, individuals must show sp
knowledge required for driving larger vehicles.  CDL training will prepare 
drivers for the CDL test. 

serving groups
from other providers on the special needs of all the groups that will be served

desired. 

First Aid/CPR Training.  Basic first aid or CPR training can be a part of t
risk management plan.  Training drivers in these skills can help save lives or 
reduce injuries in the case of 
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•  

Rese
Reserva

• 
cess 

o forms: subscription and as-needed.  Subscriptions should be 
arranged for rides that occur at a regular time between the same locations.  As-

•  and 

he 

• 
h 

ide 
he driver and 

response personnel in the case of an emergency. 

Small p ve 
other ad

Reserva  all 
particip
arrange
joint use if  their own customers.  
Reserva
subscrip ons, it 
can bec
the coo

Anothe
This will d s start the day.  If all drivers start from the same 
location
dispatch e 
stored i  

In small providers, 
the reservation, 
scheduling and 
dispatching 
functions are often 
handled by the 
same person, who 
may have other 
administrative 
functions as well. 

Refresher Courses.  From time to time, it may be necessary to hold refresher
courses for any or all of the training programs discussed above. 

rvations, Scheduling, and Dispatching 
tions, scheduling, and dispatching are three interrelated functions. 

Reservations.  The reservation process involves passengers and agencies 
scheduling trips in advance, usually over the phone.  The reservation pro
can take tw

needed rides are called in by customers or agencies only. 

Scheduling.  Scheduling is the process of assigning passengers to vehicles
assigning vehicles to routes.  Scheduling can be complex, depending on the 
types of service offered and the type of coordination program undertaken.  T
job of the scheduler is to create the schedule that best utilizes the resources of 
the transportation provider(s). 

Dispatching.  Dispatching involves the communications between vehicles on 
the road and the main office or dispatching center.  Dispatchers may help wit
routing and locations; they relay cancellation information to drivers and dec
when to record passenger no-shows; and they are links between t

roviders often assign all of these functions to the same person, who may ha
ministrative functions as well. 

tion, scheduling, and dispatching mechanisms must be compatible between
ating agencies when the coordination program involves vehicle joint-use 
ments.  The reservation methods can be particularly complicated with vehicle 

 all participating agencies take reservations from
tionists from all agencies must coordinate their scheduling each day.  With 
tion-only service, this is less of a problem, but with as-needed reservati

ome a serious complication.  The easiest solution is to designate one agency in 
rdination program as the central contact for reservations and scheduling.   

r issue that must be resolved is how to get completed schedules to the drivers.  
epend on where driver

 where reservations, scheduling, and dispatch occur, drivers can pick up their 
 sheet (manifest) when they come to work in the mornings.  If the vehicles ar

n a different site, such as a vehicle barn at another location, create a method of
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commu re 
web pa

Standar  
agencie wo-
way rad
importa gencies are able to communicate with all vehicles.  Installing a two-
way radio system to be shared by participating agencies is one solution.  With this in 
plac it
decentr  
and the dio 
system. 

Risk
Risk ma
minimi
compre gement plan is needed for any transportation provider; 
insurance is one component.  Other components include emergency plans and 
procedu
the follo

Insura
Insuran  
transpo
making any decisions regarding insurance for the coordinated system.  Because of the 

here are essentially three options for insuring a coordinated transportation system. 

• Conventional.  Conventional insurance refers to the purchase of insurance 
through an insurance agency.  Conventional insurance transfers the system’s 
liability onto that agency in exchange for the payment of a premium.  The 
premium will be dependent upon the risks the insurance agency feels that the 
transportation system holds. 

Standardize 
communications 
mechanisms used 

rs.  

A comprehensive 
risk management 
plan is needed for 
any transportation 
provider. 

nicating schedules between locations, such as fax machines, email, or secu
ge. 

dize communication mechanisms used by the dispatchers.  The participating
s in the coordination program may use several different methods, such as t
io, cell phones, or pay phones on the road.  With vehicle joint use, it is 
nt that all aby the dispatche

e,  is possible to have either a central dispatching location for all agencies, or 
alized dispatching, in which each agency would have their own base station
ir own “talk group,” but all agencies would be connected to the entire ra

 Management 
nagement includes all steps taken to ensure the safety of passengers and 

ze the legal and financial liabilities of the transportation provider.  A 
hensive risk mana

res, and a drug and alcohol testing policy.  These issues will be discussed in 
wing sections. 

nce 
ce is one of the most complicated issues in implementing a coordinated
rtation system.  Consult with a risk management professional to assist in 

wide number of possible insurance solutions for a wide variety of possible 
transportation programs, this section cannot provide all of the answers; rather, it is 
intended to provide the information needed to ask the right questions to determine 
which insurance options are right for the transportation system. 

Insurance Options 
T
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The main drawbacks surrounding conventional insurance revolve around the 
cost.  The costs of conventional insurance can be very high, particularly when 

gers are seniors and/or persons with disabilities.  With some 
ixing er groups will raise the cost 

h igh costs, i  is a notoriously cyclical 
ket.  I er osite is also 

true).  In a hard insurance market (i.e., whe
insurance rates rise), many transportation prov ply cannot afford to 
pay.  In addition, if drivers have a low accid er 
time, the tota of the premiums will be

ilities.

Another p tion ntional 
rance is that it can be hard to find cover
tion.  So ers may be willing to

groups; som o  
using con  t
agencies foc  insurance to sp
and may be better suited to those needs. 

The benefit with conventional insurance is  peace 
venience.  Purchasing insurance through an agency relieves 

ring 

s setting 
 fund to pay any claims that may arise.  

n 

Self s
paying  liability of all purchasing 
org
Self s
with conventional insu tingent upon the 
num

The ma
Often, c
coordination program
insurance.  Typically, self-insurers will also purchase Excessive Liability 

The main 
drawbacks 
surrounding 
conventional 
insurance revolve 
around the cost.   

 

the main passen
conventional insurance providers, m passeng
even hig
mar

er.  In addition to the h nsurance
nsurance rates tend to rise as int ests rate fall (the opp

n interest rates have fallen as 
iders sim

ent rate, it is probable that, ov
l cost  greater than the total cost of 

liab  

roblem specialized transporta  providers have with conve
age that is tailored to a speinsu

situa
cific 

 cover only specific passenger me insur
e insurers may be willing to c

ventional insurance, be prepared
us on providing

ver only specific drivers.  When
o shop around.  Some insurance 
ecialized transportation providers 

that the premiums payed buy
of mind and con
the administrative burden of self-insurance or insurance pools; transfer
liability to another agency ensures that liability will be covered. 

• Self-Insurance.  Self-insurance relies on the system having the financial 
solvency to assume its own liability costs.  Self-insurance involve
aside a certain amount of money into a

Self-insurance
relies on having 
the financial 
solvency to 
assume liability 
costs.   

Because of the potential cost of claims, typically only large organizations ca
afford to self-insure.  In Montana, to be able to self-insure automobiles, an 
organization must have at least 25 registered vehicles and be able to prove that 
it is capable of paying judgments. 

-in urance typically has the benefit of lower costs, as the system is only 
for its own liability, not financing the

anizations, as is the case with conventional insurance and insurance pools.  
-in urance also has the benefit of avoiding the market instability inherent 

rance.  The cost of self-insurance is con
ber of claims made. 

jor downside of self-insurance is that it requires a large organization.  
ounty and municipal governments self-insure; including them in the 

 may be a way to take advantage of the benefits of self-
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insu eir 
current 

Self-insurance also comes with the added administrative burden of dealing 

 self-insurance 
program. 

• n like small insurance 
companies.  Participants pay fees in order to receive coverage.  Coverage 

ticularly good for a well-managed insurance pool. 

a 
ber of organizations participating in the insurance pool, there is 

potential to have a larger pool for claims than with self-insurance.  Cost 
ith 

Like self-insurance, insurance pools have the drawbacks of the administrative 

ll be financing, in part, the liabilities 
of all participants in you’re the pool.  This can be a potentially serious 

Large a
provide nce from insurance companies.  When determining 
which insurance option to use, first decide which factors are most important.  Is cost 

 

 

 

Insurance pools 
typically function 
like small 
insurance 
companies.   

Large and midsize 
transportation 
providers typically 
self-insure, 
whereas small 
providers typically 
purchase 
insurance from 
insurance 

rance from a conventional carrier in case of the rare claims that th
resources could not pay. 

with claims within the organization.  Some organizations that self-insure 
contract out the administration and claims handling of their

Insurance Pools.  Insurance pools typically functio

limits are specified and deductibles are typically used.  Insurance pool 
members are expected to participate over a long period of time.  Cost benefits 
can be par

Insurance pools have similar benefits and drawbacks to self-insurance.  With 
large num

benefits and the benefit of avoiding the unstable insurance market remain w
insurance pools. 

burden of handling claims in-house and the need to purchase Excessive 
Liability insurance in case of extreme loss.  In insurance pools, several 
organizations are needed to form the pool.  This has the added drawback that, 
unlike with self-insurance, the system wi

drawback if any members of the pool have especially bad driving records. 

nd midsize transportation providers typically self-insure, whereas small 
rs typically purchase insura

companies.   the most important issue?  Is minimizing administrative burden an important 
consideration?  The following chart summarizes some of the key pros and cons of 
each of the three main insurance options. 
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Table 1: Insurance Options 
Option Pros Cons 
Conventional 
Insurance 

• Level of coverage 
• L

• Cost 
nstable market 
ying for more than your 
bility 

inding suitable coverage 

ess administrative burden • U
• Pa

lia
• F

Self-
Insurance 

• C
• S
• P ly your ow

liability 

arge organization needed 
xcess Insurance typically 

ded 
• Administrative burden 

ost 
tability 
aying for on n nee

• L
• E

Insurance • Cost • Several organizations needed 

• Administrative burden 
• Long-term participation 

Pools • Stability 
• Potentially larger fund than 

self-insurance 

• Excess Insurance typically 
needed 

• Paying for other organizations’ 
liability 

Types of Insurance 
When you think of insurance in the context of transportation systems, vehicle 
insurance most likely comes to mind.  However, as with any business or 
organization, there are many hazards that the system may need to (or is required to) 

 

ed into several parts: 

gers 

n 

es 
ot 

es are financed 
through a bank, the bank will likely require the coverage. 

W
i
c
t
s
i
likely to come to 
mind.  However, as 
with any business 
or organization, 
there are many 
hazards that the 
system may need 
to (or is required 
to) insure against.   

hen you think of 
nsurance in the 
ontext of 
ransportation 
ystems, vehicle 
nsurance most 

insure against.  Some of the more common types of insurance that small 
transportation providers may require include: 

• Vehicle.  The law requires that all of the system’s vehicles must be insured
(minimum requirements are discussed in the next section.)  Vehicle insurance 
can further be divid

o Bodily Injury insurance covers the medical expenses of passen
and of passengers in other vehicles. 

o Liability insurance covers property damage done to other vehicles i
collisions in which the system’s vehicles are at fault. 

o Collision insurance pays for damages done to the system’s vehicl
through accidents not caused by others.  Although the law does n
require collision insurance, if the system’s vehicl
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o Uninsured/Underinsured Motorist.  Though uninsured or 

ing liability protects the system from claims that 

rance covers loss or damage to any 
buildings or property owned by the system in the case of accidents or natural 

property. 

• Directors/Professional.  Directors and professional insurance may cover 

tors or staff of the transportation system. 

Excess liability coverage is purchased to cover liability 
 a regular 

urchased as a safeguard by self-
insurers or members of insurance pools. 

• Unemployment and Workers Compensation.  If the coordinated system 
mpensation 

insurance must be provided.  These insurances are registered through the state 

These are typical types of insurance.  Some policies may not cover everything 
discussed above.  Before purchasing any insurance policy, understand exactly what is 
covered by the specific policy being purchased. 

Legal Requirements 
State laws and regulations govern the minimum requirements for insurance coverage 
for motor vehicles.  The minimum requirements for insurance for motor vehicles are: 

• $25,000 for bodily injury caused to one person, 

• $50,000 for bodily injury caused to two or more people, and 

• $10,000 for liability. 

Before purchasing 
any insurance 
policy, understand 
exactly what is 
covered by the 
specific policy 
being purchased. 

underinsured motorist insurance is not required by law, insurance 
agencies offering vehicle coverage in Montana are required to offer it. 

• General Liability.  General liability insurance covers claims that may occur 
through the regular operation of the transportation system. 

• Building Liability.  Build
arise out of liability attached to owning buildings. 

• Property Damage.  Property damage insu

disasters. 

• Crime.  Crime insurance protects against the theft of the system’s money or 

liability stemming from mistakes, negligence, and wrongful acts of the 
direc

• Excess Liability.  
from incidents or accidents that go above and beyond the coverage of
policy.  Excess liability insurance is typically p

will have paid employees, unemployment and workers co

and paid as payroll taxes. 
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In addition to these requirements, the Public Service Commission has set regulations 
of the 

age 

rance Coverage 

for insurance requirements for all motor carriers based on the seating capacity 
insured vehicle.  The minimum requirements for bodily injury and property dam
liability are as follows: 

Table 2: Minimum Insu

Seating Capacity Minimum 
Coverage 

7 or less $100,000 
8 to 15 $500,000 
16 to 30 $750,000 
31 or more $5,000,000 

 

 

Other Insurance Issues 
Hav g lace will help the organization 
when seeking insurance coverage.  A sound risk management policy can help the 
system e 
organization will appear to be less of a risk to insure. 

The cov  
(new ve they are purchased). 

Und s n incident, or an 
accident.  Fo e injured, is 
this e

Determ at will be 
operating the system ble drivers be 
covered.  Look for policies that cover the vehicles, specifically, rather than specific 
drivers.  If there are uniform training requirements in place for all drivers in the 
system, this should not be a problem.  

When shopping for insurance, avoid policies with exclusions for charging fares, 
transporting non-agency clients, and making long distance trips. 

 

A sound risk 
management 
policy can help the 
system find lower 
overall insurance 
rates and more 
insurance options. 

Minimum vehicle 
insurance 
requirements are
set by state law 
and by PSC 
regulations. 

The exception to this rule is that any motor carrier certified to operate only within a 
particular city and up to a 10 mile radius around that city is required to carry a 
minimum of $500,000 insurance, regardless of the size of the vehicles used, except for
seven passenger vans for which the requirement is the same as listed above. 

in  a comprehensive risk management policy in p

find lower overall insurance rates and more insurance options, as th

erage purchased should be automatic for all vehicles owned, leased, or hired
hicles should not have to be added to the policy as 

er tand how the insurance company defines an occurrence, a
r example, if there is an accident in which eight passengers ar

 on  incident or eight? 

ine whether the vehicle insurance policy covers all drivers th
’s vehicles.  It is very important that all possi
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Emergency Procedures 
An important part of a risk management plan is having detailed procedures for 
accidents and emergencies.  Having these procedures in place and training employees 
for these procedures can make a difference in the event of an actual emergency.  The 
following sections discuss emergency procedures that should be implemented. 

Passenger Illness or Injury 
This refers to passenger illness or injury not related to accidents.  These policies are 
particularly important for transportation providers whose customers may already have 
some health problems.  Procedures should cover: 

• Notifying dispatch, 

• Providing comfort and medical attention for sick or injured passengers, and 

g 

• Providing necessary medical attention for the driver, and 

rt 

 
d 

or 

An important pa
of a risk 
management plan
is having detaile
procedures f
accidents and 
emergencies.   

• Handling other passengers while awaiting assistance. 

Basic first aid or CPR training may also come into play in passenger illness or injury 
procedures. 

Driver Illness or Injury 
Occasionally, drivers will also get sick or injured on the job.  The followin
procedures should be in place for when this happens: 

• Notifying dispatch, 

• Obtaining a new driver for the vehicle. 

P A G E  7 - 1 6   M O N T A N A  C O O R D I N A T E D  
 T R A N S P O R T A T I O N  H A N D B O O K  



I M P L E M E N T A T I O N   

  

Vehicle Mechanical Failure 
A good preventative maintenance program will keep mechanical failures to a 

d like 
t 

• Notifying dispatch.  Dispatch will be responsible for notifying police, 

ing the vehicle with flares, flashers, and reflectors; 

A good 

 

p 
accidents to a 
minimum.  
However, there is 
no way to 
altogether prevent 
mechanical 
breakdowns or 
accidents.   

preventative 
maintenance 
program minimizes 
mechanical 
breakdowns, and a
thorough driver-
training program 
will help kee

minimum.  However, when transportation is your business, there is no way to 
altogether avoid breakdowns.  Be prepared.  Procedures should cover: 

• Getting the vehicle out of traffic, 

• Ensuring the safety of all passengers, 

• Notifying dispatch--it should be dispatch’s job to call a tow truck or other 
mechanical help and to secure another ride for passengers, and 

• Securing the vehicle with flares, flashers, and reflectors. 

Accidents 
Just as a good preventative maintenance program minimizes mechanical breakdowns, 
a thorough driver-training program will help keep accidents to a minimum.  An
mechanical breakdowns, there is no way to prevent accidents altogether.  Acciden
procedures should first address passenger safety, and then liability.  They should 
cover: 

• Getting the vehicle out of traffic, if possible; 

• Getting passengers off the vehicle and ensuring passenger safety; 

ambulances, tow trucks, and insurance providers, as necessary.  The policy 
should make clear when each should be involved; 

• Secur

• Reporting the accident and completing paperwork; and 

• Testing for drug and alcohol use, if required by law. 
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Drug and Alcohol Testing Requirements 
ing 

gh the 
w the 

  All 
drivers in the system holding Commercial Driver’s Licenses are subject to the drug 

s set by the Federal Motor Carrier Safety 
ecified in 49 CFR 382).  The regulations are similar, 

mply 

ll 
CDL holders must be in compliance with FMCSA regulations.  Individual CDL 
hold s ent 
status.   

Onl a
sensitiv
vehicles s; and 
those who carry firearms.  Volunteers are exempt from drug-testing requirements, 

. 

Consult the Implementation Guidelines for Drug and Alcohol Regulations in Mass 
al: FTA Drug and Alcohol Testing Programs for 

Dru n
dru n
Alcohol ring 
costs an ing 
can occ
adminis
respons
vendors
adm  
particul

 
 

safety-
sensitive 
employees.   

ol 
 

Transportation providers need to be aware of two sets of federal regulations regard
drug testing of safety-sensitive employees.  All agencies receiving funding throu
Federal Transit Administration Section 5307, 5309, or 5311 programs must follo
FTA’s drug and alcohol testing requirements (as specified in 49 CFR 655).

Transportation
providers need to
be aware of two 
sets of federal 
regulations 
regarding drug 
testing of and alcohol testing requirement

Administration (FMCSA) (as sp
but do contain some small differences.  Agencies receiving FTA funding must co
with FTA regulations, but do not need to follow FMCSA regulations, regardless of 
whether or not they employ CDL holders.  For agencies not receiving FTA funds, a

er  are responsible for the FMCSA standards, regardless of their employm

y s fety-sensitive employees must be included in the testing program.  Safety-
e employees are those employees who drive, dispatch, or maintain revenue 
; those who are CDL holders, whether or not they drive revenue vehicle

provided that they receive no remuneration for their time (i.e., workfare, community 
service as an alternative to a criminal sentence, academic credit, or payment by 
another agency).  Mileage reimbursements do not count as remuneration

Transit and Best Practices Manu
complete details (Chapter 12).   

Coordinating Drug Testing 
g a d alcohol testing can also be coordinated. (For full details on coordinating 
g a d alcohol testing, see Chapter 11 of Implementation Guidelines for Drug and 

 Regulations in Mass Transit.)  Coordination has two main benefits: lowe
d reducing administrative burdens.  Coordination of drug and alcohol test
ur in two forms sanctioned by the FTA: consortia and third party 
tration.  Consortia involve several agencies pooling the administration 
ibilities of their drug testing policies.  Third party administrators are outside 
 that perform all drug testing functions for their clients, including 

Drug and alcoh
testing can also be
coordinated. 

inistration and record keeping.  Coordination of drug and alcohol testing is
arly recommended for small transit agencies. 
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Ev l
Focusin
measur
before a alid 
data req

Data 
The firs g 
require
raw dat data 
that ma

There are usually two sources for operational data gathering in a transportation 
system:  the drivers and the dispatchers.  In a small system, it is usually feasible for the 
driver to keep track of the necessary data on the vehicle log.  Vehicle logs will 
typically contain information such as how many passengers were picked up, the 
agency sponsoring each passenger’s ride, the time the passenger was picked up, the 
vehicle miles when the passenger was picked up, the time the passenger was dropped 
off, and the vehicle miles when the passenger was dropped off.  Driver logs may need 
to contain some or all of this information depending upon the reporting requirements. 

In addition to operational data, financial records will need to be consulted to determine 
the costs of operating the system. 

When operating mainly subscription-based services, information such as the length 
and duration of trips will generally not vary, and can be calculated ahead of time.  In 
such cases, drivers may only need to record deviations from the standard schedule as 
they surface. 

When dispatchers are responsible for data gathering, their data gathering procedures 
will start with maintaining copies of daily driver schedules.  Deviations in pick-up 
times, route mileage, or passenger counts can be radioed in by drivers for the 
dispatchers to note on their logs. 

dures 

e data 

a uation Program 
g on the data analysis, Chapter 8 will discuss the various methods and 

es to use when evaluating the success of the coordination program.  However, 
nalyzing data, procedures for collecting valid data must be in place.  V
uires thorough and accurate data collection. 

Collection Procedures 
t step in establishing the data collection procedure is determining the reportin

ments for the system.  Based on these reporting needs, establish the types of 
a that are needed.  (Consult Chapter 8 to learn more about the types of raw 
y be needed or the possibilities for reporting requirements.) 

Before analyzing 
data, proce
for collecting valid 
data must be in 
place.  Valid data 
requires thorough 
and accurat
collection. 
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Standardize Data 
 collected by drivers and dispatchers from each 

 different types of data, the data 
e data for the whole coordination 

pro m

Re
Fin d transportation 
system.  Identify the types of reports to be utilized and the frequency at which they 
wil  

• Identify the reporting requirements for funding sources and any legal 
 

 
ency and quarterly progress reports.  These needs will 

be dependent upon the goals and policies of the coordination program. 

When reporting needs have been determined, assign responsibilities for the creation of 
rep . eports, a list of recipients who will receive 
copies of particular reports, and deadlines for the completion of reports. 

Co
Wh t ted transportation system is ready to launch, publicize it.  
There are three main groups to whom communications should be directed: 

• Customers.  Keep customers updated about any changes that will affect their 
tem.  Changes affecting customers may include 

different numbers to call to make 
outes.  While the goal when implementing the 

omers, they will 
es occur and if they are 

nding Sources.  Keep funding sources informed of the progress of 

gram is implemented. 

It is crucial to 
standardize the 
data collected by 
drivers and 
dispatchers from 
each participating 
agency.   

When the new 
corrdinated 
transportation 
system is ready to 
launch, publicize 
it.   

It is crucial to standardize the data
participating agency.  If agencies are collecting
gathered cannot be combined to form aggregat

gra , nor can the data be compared among the participating agencies. 

porting Procedures 
ally, determine the reporting requirements for the coordinate

l be generated.  Use the following process to determine reporting requirements. 

authorities or regulations that must be followed.

• Determine internal requirements for reporting.  This may include monthly
inventories for each ag

orts   Establish standard formats for r

mmunications 
en he new coordina

interactions with the sys
different drivers on their vehicles, 
reservations, or different r
system should be to minimize any inconvenience to the cust
be more forgiving if they are notified before the chang
informed about the benefits that will result from the coordinated system. 

• Fu
planning and implementing the coordinated system.  Keeping in touch with 
funding sources throughout the process will help to maximize funding 
potential and avoid any misunderstandings when the pro
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• General Public.  Whether or not the system will serve the general public, it is 
a good idea, for the sake of good will, to inform the community of the purpose 

nefits of the 
program for customers and the community as a whole.  Press releases to local 

ns, local elected officials and members of the media 
are invited are ways to publicize the new coordination program. 

tant that 
t the opening 

n is one of the most 

process. 

If the system will 
be serving the 
general public, it is 
especially 
important that the 
public be notified 
about the opening 
date, how to 
access the 
system, the fares, 
and the routes and 
service area.   

and progress of the coordination program, as well as the be

newspapers and television stations, and opening ceremonies in which 
participating organizatio

If the system will be serving the general public, it is especially impor
the public be notified.  In addition to notifying the public abou
date, publicize how to access the system, the fares, and the routes and service 
area.  Not knowing how to access public transportatio
common reasons that people cite for not using the services available.  
Educating the public on how to access the system will be an ongoing 
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Ch p
Develo

 

• 

le. 

s for all activities. 

Mo y the Public Service Commission in Montana.  
Exe t

profit organizations carrying seniors and persons with disabilities, 

• 

App a

The m t services and how vehicles are 

e provision of comparable services. 

• Vehicles must meet specific accessibility requirements. 

 

a ter Summary 
p a plan for implementation of service. 

• Confirm participation of all agencies before embarking upon implementation.

The goal is to have a smooth transition to the coordination program. 

• Phased implementation can ease the transition process. 

• Show all tasks and subtasks to be completed in the implementation schedu
Tasks can overlap. 

• Clearly assign responsibilitie

tor carriers must be licensed b
mp ions are available for: 

• Private non-

• Urban Transportation Districts, 

• Municipal Bus Services, 

• Car pools and van pools, and 

State agencies. 

lic tions must be made with the PSC. 

• There is a $100 fee. 

• Public notice is required. 

• Hearings are required if there are any public protests. 

 A ericans with Disabilities Act (ADA) will affec
equipped. 

• The guiding principle behind ADA is th
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Rev

• All vehicles should be inspected prior to implementation. 

• Maintenance arrangements must be sufficient to meet the needs of the 
coordination program. 

• Develop a maintenance plan. 

Consider the following suggestions when hiring and training drivers. 

• Give preference to drivers from the previous system. 

• Provide comparable wages for all drivers in the coordinated system. 

• Training is an investment.  The training program may include: driver training, 
CDL training, sensitivity training, first aid training, and drug and alcohol 
training. 

For reservations, scheduling, and dispatching: 

• Make arrangements compatible between all participating agencies. 

• Central scheduling and a single two-way radio system are popular solutions. 

Insurance, one of the major challenges in transportation coordination, can be 
addressed in three ways: 

• Conventional insurance is purchased from an agent and transfers your liability 
to that agent.  The benefit is reduced administrative burden; the downside is 
cost. 

• Self-insurance hinges on having the financial solvency to assume liability 
costs.  The benefit is paying only for the system’s liability; the downside is the 
administrative burden. 

• Insurance pools involve several organizations paying into a fund to cover their 
liability.  The benefit is the low cost; the downside is increased administrative 
burden. 

iew maintenance requirements and vehicle condition before implementation. 
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Things to consider when making decisions concerning insurance needs include: 

• Beyond vehicle insurance, general liability, building liability, property 
damage, crime, directors/professional, excess liability, and unemployment and 
workers compensation insurance may be needed. 

• State law sets the absolute minimum requirements for motor vehicle 
insurance.  Agencies regulated by the PSC are held to higher requirements. 

• When purchasing insurance, shop around for the most competitive rates and 
understand exactly what is being purchased. 

Having emergency procedures in place is an important part of a risk management 
plan.  Have procedures for: 

• Passenger illness or injury, 

• Driver illness or injury, 

• Vehicle mechanical failure, and 

• Accidents. 

The FTA and FMCSA have drug and alcohol testing requirements. 

• Agencies receiving FTA Section 5307, 5309, or 5311 funds are responsible for 
following the FTA’s drug testing guidelines, as specified in 49 CFR 655. 

• All drivers holding CDL’s are subject to the testing requirements set by the 
FMCSA, as specified in 49 CFR 382. 

• Agencies that receive these FTA funds and employ drivers with CDL’s should 
defer to the FTA regulations. 

In preparation for data collection: 

• Determine what data needs to be collected and who will collect it, 

• Ensure data collection is standardized between agencies, and 

• Decide what reports will need to be prepared. 

When implementation is complete and the system is ready to be launched, 
communicate with key groups: 

• Prepare current customers for the changes in the system. 

• Keep funding sources up to date of progress. 
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• Notify the general public for goodwill purposes.  If serving
educate them on how to access the system. 

 the general public, 

M O N T A N A  C O O R D I N A T E D   P A G E  7 - 2 5  
T R A N S P O R T A T I O N  H A N D B O O K  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page is intentionally blank 
 

Montana Coordinated  
Transportation Handbook 

 



 

Chapter 8 – Evaluation 

Evaluation 
ns  the 
ystem. 

Once the coordinated transpor , implem  is 
fully functioning, it is necessary to monitor and evaluate the progress 
the program.  This chapter focuses on how to turn the raw data that ha cted 
into useful measures of effectiveness and how to use those measures t
riorities for the program’s future. 

e, measured by weeks, months, quarters, or 

ith 

Chapter 8 contains instructio
coordinated transportation s

 for evaluating the progress and success of

tation system has been planned ented, and
and success of 
s been colle
o set goals and 

Chapter 

8 

p

Evaluating Data 
Data can be evaluated over a period of tim
fiscal years.  The essential process of evaluating data involves: 

• Determining goals and reporting needs, 

• Determining the measures of effectiveness used to track these goals, 

• Comparing these measures of effectiveness over a period of time and w
other similar systems, and 

• Adjusting goals. 
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Determining Goals and Reporting Needs 
The raw data collected and procedures used for collecting that data should be 

s 
g needs.  

orting requirements for all of the 

-
s 

ent goals and to set goals for the upcoming year? What about for the next 

unding 

ess 
e 

ut 

s: 

 

 

 

 

determined by the measures of effectiveness that need to be calculated.  The measure
of effectiveness to be calculated will be determined by the system’s reportin
Reporting needs can be established through the following steps. 

• First and foremost, consult funding sources requirements.  At the very 
minimum, collect enough data to meet the rep
system’s funding sources. 

• Second, determine the data and measures of effectiveness that will need to be 
calculated for management and operational purposes on a day-to-day basis. 

• Third, isolate the data and measures of effectiveness that are needed for long
range planning.  What information will be needed to review the system’
curr
five years?  Long range planning, through five-year Transportation 
Development Plans (TDPs), is a requirement of the FTA Section 5311 f
program. 

• Finally, decide if there are any additional data and measures of effectiven
that are needed for advocacy purposes.  One of the best ways to encourag
participation in coordinated transportation is to be able to back up claims abo
benefits with numbers from coordination programs already in operation. 

Determining the Measures of Effectiveness Used 
The following table lists some common goals for improvement in a coordinated 
transportation system and measures of effectiveness that can be used to gauge succes
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Table 3: Goals and Measures of Effectiveness 
Goals Measures of Effectiveness Data Sources 
Increased Service 
Efficieny (Overall) 

• Trips per Mile/Hour/Operating Day/ 
Vehicle Operating Day (+) 

• Miles/Hours per Vehicle Operating 
Day (+) 

Vehicle Logs 

Increased Vehicle • Trip
Capacity per Trip 

s per Revenue Mile/Hour (+) Vehicle Logs 

Decreased Deadhead • Trips per Revenue Mile/Hour (+) Vehicle Logs 
Decreased Travel Time • Average Trip Length (-) 

• Average Trip Time (-) 
Vehicle Logs 

Decreased Costs • Cost per Trip/Mile/Hour (-) 
• Revenue per Trip/Mile/Hour (+) 
• Deficit per Trip/Mile/Hour (-) 

Vehicle Logs, 
Financial 
Records 

Increased Provision of 
Trips/Rides 

• Total Trips/Rides (+) Vehicle Logs 

Better Quality Service • Complaints per 1,000 Trips (-) 
• Accidents per 10,000 Trips (-) 

Vehicle Logs, 
Incident 
Records, 
Customer 
Service Records 

 

Not all goals can be tracked using the measures of effectiveness listed in this chapter. 
For instance, goals to increase service area or service hours could not be measured by 
calculating average trip time or length. 

Comparing Measures of Effectiveness  
In order to determine if the coordination program has benefits beyond previousl
uncoordin

y 
ated transportation in the area, compare data from the current coordination 

program to data from the period prior to coordination.  If current participants in the 

Even when comparing data from the current system to data from the system in 
ope io mpared are 
measuring the same thing.  Otherwise, any comparisons are meaningless.  For 
exa e referring to total costs, the other to operating 
costs--could not be adequately or effectively compared because the points of 

coordination program had poor data collection procedures prior to joining the 
program, it may be difficult or impossible to compare some or all measures of 
effectiveness.  Standardized data collection should begin during the planning phases, 
so there will be at least a minimum data set regarding operations of the previously 
uncoordinated system. 

rat n prior to the coordination program, ensure that the data being co

mple, two cost-per-trip measures--on
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com r robably be higher 
as it includes administrative and capital costs as well as operating costs. 

With the initial set of data, it may be difficult to determine if these numbers indicate 
 is successful, particularly if the data collected prior to the 

 of the coordination program was of poor quality.  Likewise, with the 

es could be 
iles.  

A transportation system serving mobility-challenged passengers in which the drivers 
from their door to the vehicles may have comparably lower 

ehicle miles per hour vera th rvi
ividual nd yet, m perating 

e rom the tran tion provi ior to the 
e ination pro , then evalu  the success of the 
m sible hort eme
fi all th le, a  case

valuative efforts will have to rely on estimates and qualitative impressions until 
higher quality data has been collected.  For this reason, standardized data collection 

ng phases, so that there will be at least a minimum of 

crease, the numbers indicate 
tion 

pa ison are not the same.  The measure with total cost would p

that the program
implementation
extensive variability possible in such factors as customer groups served, service 
provided, and service area covered, defining a universal set of numbers indicating 
“good” or “bad” performance is nearly impossible.   

A rural transportation system providing fewer rides and covering more mil
more efficient than an urban system providing more rides and covering fewer m

assist the passengers 
v  and higher a ge trip length an a system se ng mostly 
ambulatory ind s with curbside pickup, a ay be o just as 
efficiently. 

If good data was coll
implementation of th

cted 
 coord

f spor
gram

ta ded p
ating

r

transportation progra
oor quality or insuf

 will be pos
cient data is 

 beginning s
at is availab

ly after impl
s is often the

ntation.  If 
, initial p

e

should begin during the planni
data regarding operations of the uncoordinated system. 

Evaluating data involves comparing numbers from one time period to numbers from 
another time period.  For instance, when numbers measuring cost-per-trip decrease 
and numbers measuring trips-per-operating-day in
progress.  Pay attention to numbers relating to the current goals of the transporta
system.  As an example, if a goal is to increase service by decreasing the time 
passengers spend on vehicles, average trip time will decrease over time as the system 
shows progress toward its goals.  However, if a goal is to increase the service area of 
your transportation system, average trip time may increase over time as a result of the 
increased distances vehicles travel. 
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It is also possible to compare the measures of effectiveness of a transportation sys
with those of similar transportati

tem 
on systems in Montana or in other states.  Because no 

two transportation systems are exactly the same, the comparisons made with other 
systems will be relative comparisons.  It is best to compare against 
 systems to obtain a more accurate picture of current standards of 

Measures of effectiveness in the same range as similar providers in the region indicate 
probably performing in line with accepted standards.  Small 

e 

gher than other systems’ cost per ride, this may indicate that this 
er to improve efficiency of service.  On the other hand, if 

Association, Montana Transportation Partnership, MDT, or DPHHS may be sources 
e state. 

n.  
goals for a coordination program is an ongoing process.  When 

ls 
 

ring the 
 Phase. 

ficiencies in the current transportation system. 

It is also possible 
to compare the 
measures of 
effectiveness of 
the transportation 
system with those 
of similar 
transportation 
systems in 
Montana or in 
other states.   

transportation 
several similar
performance.  The idea is to see if the system’s measures of effectiveness are similar 
with those of similar providers.   

that the system is 
variances in measures may be related to the nature of the services provided by the 
system, for instance a fixed route system may be less expensive to operate than a door-
to-door system operating at similar capacities.  If measures vary greatly, the differenc
is more likely to be accounted for by performance disparities.  If one system’s cost per 
ride is substantially hi
system needs to work hard
one system’s cost per ride is substantially lower that other systems’ cost per ride, this 
may indicate that this system is performing with very high efficiency, that the systems 
being compared are operating with low efficiency, or both.  The Montana Transit 

of information on similar systems in th

Adjusting Goals 
When planning for the coordinated transportation program began in Chapter 3, one of 
the key steps in the Initial Planning Phase was setting the goals for the program.  The 
goals set were based on the weaknesses of the uncoordinated transportation system 
and the expansion and improvement of service to be obtained through coordinatio
Setting 

Setting goals for 
the coordination 
program is an 
ongoing process.   

implementation is complete and data has been collected for a few months, the extent 
to which the program is showing progress towards the original goals should be 
apparent. 

Schedule time with the participating organizations on a regular basis (quarterly, semi-
annually, yearly) to review the progress of current goals and to determine if new goa
should be set.  With good data collection and evaluation procedures, a good picture of
what is working and what needs improvement will emerge.  The process for setting 
goals after the program has been implemented is similar to the process du
Initial Planning

• Determine the de

• Determine areas for expansion. 
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• Prioritize the list of deficiencies and expansion proposals. 

• Set goals and plans of action based on the prioritized list. 

such as weekly, monthly, quarterly, yearly, or 

Reporting 
Generating reports is the most effective way to keep track of the progress of the 
coordination program.  With spreadsheets, reports only need to be prepared once, and 
then can be generated automatically as raw data is entered.  Reports should be 
generated over a standard time period, 
some combination of these.  Each report should list all of the measures of 
effectiveness being tracked.  A sample (shortened) report might look like this: 

Table 4: Sample Report 
 1st Quarter 2nd Quarter 3rd Quarter 4th Quarter 
Cost per Trip $9.11 $8.57 $9.01 $8.48 
Cost per Mile $0.91 $0.86 $0.90 $0.85 
Recovery Ratio 0.25 0.26 0.25 0.27 
Trips per Operating 
Day 

203 208 195 226 

Average Trip Time 0.32 hours 0.28 hours 0.30 hours 0.27 hours 
 

Using a Spreadsheet 
For many human services agencies providing transportation as an ancillary service, 
tracking data is an extra burden.  Computer spreadsheets help to mitigate the difficulty 

tware seems prohibitive, there are many 
fully functional, lo t as well for 
these purposes.  M ng software 
packages will also be able to handle data collection and report generation needs.  For 

puter software, see the internet links in Chapter 

ction starts with the input of raw data.  Raw data is used to calculate the 
various measures of effectiveness.  Ensure that the definitions of the raw data being 
collected by each participant in the coordination program are the same.  Data among 

rts 

effective way to 
keep track of the 
progress of the 
coordination 
program.   

 

Raw data typically 
falls into two 
categories: 
monetary and 
service provided. 

Generating repo
is the most 

Computer 
spreadsheets help
to mitigate the 
difficulty of data 
collection.   

of data collection.  While they won’t eliminate the work of data entry, they will make 
generating any number of reports much simpler. 

All computer office suites come equipped with a spreadsheet program that will 
perform these tasks.  If the cost of office sof

w-priced (and even free) alternatives that will work jus
any integrated dispatching and passenger accounti

more information on applicable com
12. 

Raw Data 
All data colle
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all participants should be uniform.  Raw data typically falls into two categories: 

farebox 
e 

Passenger Revenue 
des all income from those paying for transportation services.  

ome.  

s and funding programs prefer to look at operating costs.  
as “those 

ed 
e 

ating costs, capital expenditures, and administrative costs for 

rs 
 

  If the organization does 

e 

ook at 
operating costs.  
For the purpose of 
the MDT TransADE 
program, operating 
costs are defined 
as “those costs 
directly related to 
system 
operations.” 

monetary and service provided. 

Monetary 
Monetary data measures the revenue and costs of the transportation system.  The 
success of the coordination program will be judged, on many fronts, by the 
improvement of the financial situation. 

Total Revenue 
Total revenue is the money coming into the system from all sources, including 
revenues, contract revenues, state and federal grants, and charitable donation.  Th
value of in-kind contributions should also be accurately determined and included in 
total revenue. 

Passenger revenue inclu
Passenger revenue includes farebox income, customer donations, and contract inc

Total Costs and Operating Costs 
Cost data is typically expressed as either total system costs or operating costs. Some 

transportation 
systems and 
funding programs 
prefer to l

Some transportation system
For the purpose of the MDT TransADE program, operating costs are defined 
costs directly related to system operations.  The following items must be consider
operating expenses:  driver’s salaries and fringe benefits, dispatcher salaries and fring
benefits, fuel, oil, tires, tubes, purchased transportation and casualty and liability 
costs.” 

Total costs include oper
providing transportation.  For many human services agencies that only provide 
transportation as an ancillary service, figuring total costs can be tricky.  Administrato
may only work on transportation part-time, so how can the percentage of their wages
that counts toward the cost of transportation be calculated?
not keep detailed records of the amount of time spent on each task, estimate.  For 
instance, if a manager makes $2000 per month and spends 20% of his or her time on 
transportation, $400 per month would be applied toward the total cost of 
transportation. 

Service Provided 
Service provided data reflect the quantity and quality of the transportation the 
organization provides.  Service provided data include the number of trips provided, th
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miles and hours vehicles were in operation, and quality data, such as the number of 
accidents and complaints reported. 

Trips Provided 
The term “trip” refers to a one-way passenger trip.  One passenger embarking at 
source and disembarking at a destination counts as one trip.  A “round trip” for one 
passenger would count as two trips.  Likewise, if seven passengers get on a bus at th
nursing home and get off of a bus at the group meal site, that counts as seven trips. 

Demographics and Trip Purpose 

a 

e 

 as 

Demographic and trip urces targeted 
towards specific custom  demand for certain 

 
 the fleet. 

e miles vehicles are driven with passengers.  All 

 passengers may not be paying a fare for the 
ride, the transportation is being subsidized through one source or another. 

Total Miles 
Total miles include the miles vehicles are driven with and without passengers.  Miles 
driven without passen   the first pick-
up of the day, are known as de iles.  Deadhead 
subtracting le  

o l 

Passenger or Revenue Hours 
Li ng  o  
hours vehicles are driven with passengers. 

Total Hours 
Total hours include the hours vehicles are driven with passengers and without 

A “round trip” for 
one passenger 
would count as 
two trips.   

All miles with 
passengers are 
typi

s 

, 

e, 
the transportation 
is being subsidized 
through some 
source or another. 

When keeping track of customer trips, if possible or practical, keep track of customer 
demographics and trip purposes.  Demographics may include customer groups such
seniors, persons with disabilities, children and low-income.  Trip purposes may 
include such reasons as medical, employment, education, and nutrition. 

purpose data may be needed for funding so
er groups.  It may also be useful to forecast

services in the future or the need for specific equipment, such as more wheelchair
accessible spaces in

Passenger or Revenue Miles 
Passenger or revenue miles are thcally 

considered 
revenue miles in 
human service
transportation 
settings because
although 
passengers may 
not be paying a 
fare for the rid

miles with passengers are typically considered revenue miles in human services 
transportation settings because, although

gers, such as from the vehicle storage location to 
adhead m

revenue miles from total mi
miles can be calculated by 

s:

Deadhead Miles = T ta Miles – Revenue Miles 

ke passenger or revenue miles, passe er r revenue hours are the total number of

passengers. 

P A G E  8 - 8   M O N T A N A  C O O R D I N A T E D  
 T R A N S P O R T A T I O N  H A N D B O O K  



E V A L U A T I O N   

  

Miles vs. Ho
Miles and hours are the major figures measuring the amount vehicles are used.  Some 
systems prefe h  q ile other 
systems use both. 

Miles may be the more obvious figure used to quantify vehicle use.  A vehicle’s 
odometer is the s e e us 

 driver use.  The time a driver spends in a vehicle is 
measured in hours; of be paid by the hour. 
amount of tim it g , helping 
passengers l t to e easily 
used to calculate labor expenses for drivers. 

 accidents or incidents (such as accidents per 10,000 
miles).  For definitions of accidents or incidents, it is useful to follow the definitions 
given by th

e provided is to track the number of 

uch as 
s) could be a useful number to track. 

Many of these figures, such as accidents/incidents and complaints, also contain 
qualitative d n n als, 
pay attention to the reasons why people are complaining. 

Do not ignore the qualitative benefits of coordination, such as improvements in quality 
of life for the customer  T s its will be 

The following sections list the most common measures of effectiveness used for 
coordinated transportation systems and show how to calculate them.  It is not always 

 your 
d.   

For definitions of 
accidents or 
incidents, it is 
useful to follow 
the definitions 
given by the 
sytem’s insurance 

Many of these 
figures, such as 
accidents/ 
incidents and 
complaints, also 
contain qualitative 
data.   

urs 

r one figure to the other w en uantifying vehicle use, wh

tandard means to judg  a v hicles usage.  It’s easy to say that a b

Miles and hours 
are the major 
figures measuring 
the amount
vehicles are use

with 20,000 miles is relatively new, whereas a bus with 200,000 miles may be 
approaching the end of its useful life.  Therefore, miles can easily be used to estimate 
and forecast vehicle lifespan and maintenance schedules. 

Hours are used to quantify
ten the driver will 

e that the driver may be s
 Hours measure the 

 waiting to pick up a passengertin
oad or unload, or waiting a a s p light or in traffic.  Hours can b

Accidents/Incidents 
The overall safety of the transportation system can be gauged using performance 
measures related to the rate of

e system’s insurance provider. 

Complaints 
One way to measure the quality of servic provider. 
complaints received.  If the program’s goals include the improvement of service 
quality, performance measures utilizing the number of complaints received (s
complaints per 1,000 trip

Qualitative Data 

ata.  While reducing accide t a d complaint rates are worthwhile go

s of the system. ip  on measuring these benef
discussed later in this chapter. 

Measures of Effectiveness 
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necessary to calcula u . 
agencies use the same measures, to ensure that the success of the system can be 
uniform

Measures of effectiveness can be divided into performance measures and cost 
measures.  Perform p  o
another.  These measures typically gauge the efficiency of services provided.  Cost 
measures compare ig e
These measures allow  m
transportation service th u

asures, think of the word “per” as an expression of the 
division symbol.  For instance  T p

 ta

(Througho lt ic nd 
division by a “/”.) 

Performance M
Performance measures are used to gauge the extent and efficiency of service without 

Common Performance Measures 
otal Trips / Total Miles 

Total Operating Days) 

H r Total Operating Days) 

e  
 Days) 

Per h r 
miles ea s on a single day. 

Measures of 
effectiveness are 
expressed in terms 
of some figure per 
some figure, such 
as Cost per Trip.   

Performance 
measures are used 
to gauge the 
extent and 
efficiency of 
service without 
consideration of 

te all of these meas res  However, it is key that all participating 

ly and accurately measured. 

ance measures com are ne performance data figure against 

 one monetary data f ur  against one performance data figure.  
 you to gauge and
s over time, even 

co
ro

pare the true cost of providing 
gh varying ridership and funding. 

Measures of effectiveness usually determine the relationship between two figures.  
They are expressed in terms of some figure per some figure, such as Cost per Trip.  
When calculating these me

Cost per ri  would equal Cost divided by Trip. 

Cost per Trip = To l Cost / Total Trips 

ut the following sections mu ipl ation will be indicated by a “*” a

easures 

consideration of financial implications. 

Trips per Mile = T

Trips per Hour = Total Trips / Total Hours 

Trips per Operating Day = Total Trips / Total Operating Days 

Trips per Vehicle Operating Day = Total Trips / (Number of Vehicles * 

financial 
implications. 

ou s per Vehicle Operating Day = Total Hours / (Number of Vehicles * 

Mil s per Vehicle Operating Day = Total Miles / (Number of Vehicles *
Total Operating

 ve icle operating day measures refer to the average number of trips, hours, o
ch individual vehicle in the fleet travel
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Vehicle Miles per Hour = Total Miles / Total Hours 

Vehicle Miles per Trip = Total Miles / Total Trips 

f 
bout replacing 

s 

otal Trips) * X 

use accidents and complaints are 
ur
ea

 as

er 1

lly e.  
es are used to ju inated 

 

Common Cost Measures
Cos

 Passe s 

Cost per Mile = Total Cost / Total Miles 

Cost per Hour = Total Cost / Total Hours 

These measures can be calculated for operating costs as well as total cost by 
substituting operating cost for total cost in the right side of the equation.  Make sure to 
indicate whether measuring total or operating costs. 

Vehicle miles per 
hour and vehicle 
miles per trip 
measure the 
amount of 
traveling of the 
vehicles.   

Cost measures are 
used to judge the 
economic 
efficiency of the 
coordinated 
transportation 
program. 

Average Trip Length = Total Passenger Miles / Total Trips 

Average Trip Time = Total Passenger Hours / Total Trips 

Vehicle miles per hour and vehicle miles per trip measure the amount of traveling o
the vehicles.  These figures come in handy when it is time to think a
vehicles. Average trip length and time measures how long customers are on vehicle
and how far they travel.   

Accidents per X Trips = (Accidents / Total Trips) * X 

Complaints per X Trips = (Complaints / T

These are safety and service eca measures.  B
(hopefully) rare, these fig
order to present a more m

es are usually expressed like accidents per 10,000 trips, in 
ningful figure.  As indicated above, accidents per 10,000 
: trips would be calculated

Accidents p 0,000 Trips = (Accidents/ Total Trips) * 10,000 

Cost Measures 
Cost measures are genera
Cost measur

 expressed as cost, revenue, or deficit per some figur
dge the economic efficiency of the coord

transportation program.

 
t per Trip = Total Cost / Total Trips 

nger Mile = Total Cost / Total Passenger MileCost per
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Revenue per Trip = Total Passenger Revenue / Total Trips 

Revenue per Passenger Mile = Total Passenger Revenue / Total 
Passenger Miles 

Revenue per Mile = Total Passenger Revenue / Total Miles 

ost of operating the transportation system above and 

ue 

Deficit per Mile = Deficit / Total Miles 

Deficit per Hour = Deficit / Total Hours 

Revenue and deficit measures are indications of the amount of cost being met by 
customers. 

Evaluating “Intangibles” 
One of the problems that coordinated transportation programs across the country have 
found in evaluating their success is that some of the benefits of the program seem to be 
of intangible value.  It’s easy to calculate a decrease in cost per trip resulting from the 
elimination of duplication of service, but how can “intangibles” , such as the following 
examples, be measured? 

• The benefits in terms of quality and extension of life to individuals who are 
able to access medical care? 

• The benefit to individuals and to the community when people can work 
because they are now able to access transportation? 

• The benefits to individuals who have more flexible access to shopping, 
cultural, and recreation activities? 

nd 

ions of 
 of cost 

 

One of the 
problems that 
coordinated 
transportation 
programs across 
the country have 
found in evaluating 
their success is 
that some of the 
benefits of the 
program seem to 
be of intangible 
value.   

Revenue a
deficit measures 
are indicat
the amount
being met by
customers. 

Revenue per Hour = Total Passenger Revenue / Total Hours 

Recovery Ratio = Total Passenger Revenue / Total Cost 

 
Deficit measures indicate the c
beyond farebox revenues. 

Deficit = Total Cost – Total Passenger Reven

Deficit per Trip = Deficit / Total Trips 

Deficit per Passenger Mile = Deficit / Total Passenger Miles 
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• The benefit to the community in terms of money spent on shopping and 
able to individuals because of access to 

The measures in the previous sections, which are standard measures for evaluating a 
transpo d the services provided by the 
system.  These are critical measurements that can show some of the important benefits 
of t s ination programs have found 
that these measures do not show the full benefit to the community. 

Some coordination programs have found that it is possible to estimate a monetary 
valu o udy of the 

angible” 
benefits.  Calculations for six 

Table 5: alculations for "Intangible" Values 

recreation that is now avail
transportation? 

rtation system, focus on the cost of the system an

ran portation coordination.  However, some coord

e f r these “intangible values.”  A 1997 U.S. DOT funded st
Sweetwater [Wyoming] Transit Authority Resources (STAR) attempted to calculate 
the savings of the system, including attempts to quantify some of the “int

areas of benefits were made. 

Benefit C
Benefit Calculation 
Acc s es to Employment Annual wages and reduction in public assistance costs for 

those who are dependent on transit to get to work. 
Access  Care 
and c

Difference in the cost of taxi service for all trips that to Medical
 So ial Services would need to be taken if transit was not available. 

Pro i
School Age Children of 
Wo

n 
to day care centers. 

vid ng Rides to Wages lost from time taken out of work to drive childre

rking Parents 
Acc s st of taxi service for these trips, es to Shopping and Difference in the co
Recreation assuming one third would still be taken. 
Access to Educational Potential wages and reduction in public assistance, 
and Counseling Services assuming these services help individuals gain and retain 

employment. 
Enablin
Continuation of 
Ind n

Avoidance cost based on the percentage of the cost of 
living in a nursing home for those who are able to 

g the 

epe dent Living continue living independently because of transit. 
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While intangible values may offer somewhat speculative estimates of the benefits of 
coordination, they illustrate the thought process needed to undertake such an 
eva ti f 
convert tempting to quantify the 
intangible benefits of coordination will likely involve fastidious record keeping and 
effo b

The first step in the process is to determine the broader areas of benefit that result from 
coo n
to deter   Consider areas where 
customers would have reduced or no access without transportation services as well as 

Wh  how 
these broad areas can be quantified.  Quantifying these benefits in terms of cost 
sav s gram. The example from 
Sweetwater, W
mea r
specula
credibil

 

 

While the 
intangible values 
may offer 
somewhat 
speculative 
estimates of the 
benefits of 
coordination, they 
illustrate the 
thought process 
needed to 
undertake such an 
evaluation.   

lua on.  They also illustrate the difficulty, both in theory and in practice, o
ing intangible benefits into tangible results.  At

rt a ove and beyond standard data collection routine. 

rdi ation.  Keeping records of trip purpose and passenger demographics will help 
mine the areas where coordination has an impact.

quality of life improvements. 

en broad areas of benefit have been determined, the next step is to ascertain

ing  is a good way to encourage support for the pro
yoming demonstrates how to turn broad areas of benefits into 

su able calculations.  These calculations should be realistic; while they may be 
tive, if calculations are based on realistic assumptions, they will have 
ity. 
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Chapter Summary 
To select which data to collect and which measures of effectiveness 

• Reporting requirements of all funding sources, 

• Needs for day-to-day managerial operations, 

rm planning, and 

for advocacy purposes. 

reviewed when evaluation data. 

ss over periods of 

 

e period to 

ram should be uniform.  Several types of 
ations. 

rs, accidents, and complaints. 

ude the reasons behind the numbers and should not 

 

to use, consider: 

• Needs for long-te

• Measures necessary to calculate 

The following considerations should be 

• Data is evaluated by comparing measures of effectivene
time. 

• Compare measures of effectiveness from the current program with measures
of effectiveness from the transportation system in place before the current 
program. 

• Evaluating data is a matter of comparing numbers from one tim
another. 

• Reports should be generated regularly. 

 Data collected by all participants in the prog
raw data should be gathered to more effectively complete program evalu

• Monetary data includes total revenue, passenger revenue, total costs, and 
operating costs. 

• Service provided data includes trips provided, trip purpose, passenger miles 
and hours, total miles and hou

• Qualitative data may incl
be ignored. 
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Measures of effectiveness: 

ips per 

e provided figure with a monetary figure such 
as Cost per Trip or Revenue per Passenger Mile 

te the intangible benefits of coordination: 

• Measuring the intangible values of coordination involves some speculative 
s; however, if calculations are based on realistic assumptions, they 
e credibility. 

• Compare two raw data figures, usually in the form of something per 
something, where “per” means “divided by.” 

• Performance measures compare two service provided figures such as Tr
Mile or Accidents per 10,000 Trips 

• Cost measures compare a servic

To evalua

• Define the broad areas of benefits from the coordination program, and 

• Determine how these areas can be quantified. 

estimate
will hav

P A G E  8 - 1 6   M O N T A N A  C O O R D I N A T E D  
 T R A N S P O R T A T I O N  H A N D B O O K  



 

Chapter 

Chapter 9 – Funding Sources 

Funding Sources 
Chapter 9 contains profiles of the funding sources most commonly used for 

ms 

creatively seek out other sources for which the partners 

 

ss may 
d changes in 

the rules governing these programs. 

hrough 
  Typical income sources, excluding governmental funding and 

grants, are discussed in the following sections. 

coordinated transportation. 

While coordinating transportation services should provide increased efficiency and 
lowered costs, vans and buses still require funding to operate.  Transportation syste
are usually funded through traditional revenue sources, such as fares, donations, 
advertising, contract services, and governmental and charitable grants. 

This chapter is intended to give an introduction to the most common sources of 
funding and revenue for transportation services.  It is not intended to be a list of every 
possible source.  Actively and 
in the coordination program may be eligible. 

Please note that information regarding funding from the Department of 
Transportation (DOT) may change after September 2003.  The Transportation Equity
Act for the 21st Century (TEA-21), the transportation bill in effect at the time of this 
document’s publication, expires in September 2003.  The reauthorization proce
result in both changes in funding levels available from DOT programs an

9 

Actively and 
creatively seek out 
other sources for 
which the partners 
in the coordination 
program may be 
eligible. 

Revenue Sources 
Many transportation providers, particularly those serving the general public, recover a 
small portion of their operating costs by charging customers for their services t
fares or contract rates.
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Co
For hum
the ions 
that ma nt of their own is one of the key aspects of 
coordinating transportation.  Because existing transportation systems can often 

e 

federal and local funding.  In general, 
fares are set to recover a specific portion of operating costs for general public 

unding available for subsidization. 

can 
itle III funds are not 

II funds 
 

A traditional source of revenue for larger transportation systems, such as city buses, is 

, no 

 

In-Kind Contributions 
e 

ce, 
m 

Contract rates 
should be set to 
recover the whole 
cost of providing 

In-kind 
contributions are 
donations of 
services or 
materials that are 
not expected to be 
paid for by the 
system.   

ntract Services 
an service transportation providers, contract services will typically be one of 

largest sources of income.  Providing transportation services to other organizat
y not have capital equipme

transportation. provide their services more efficiently, contracting with them can be a cost-effective 
way to provide transportation services.  Contract rates should be set to recover th
whole cost of providing transportation. 

Fares 
General public transportation systems strive to recover a small percentage of their 
costs through passenger fares.  Fares are typically set low to encourage public 
patronage and are usually subsidized through 

transportation, dependent upon the level of other f

Donations 
Some systems that do not charge customers or specific customer groups for 
transportation may ask that customers pay a suggested donation if and when they 
afford it.  For instance, transportation providers operating with T
allowed to charge seniors for services.  Many systems operating with Title I
ask for donations.  (Title III funding is discussed in greater detail later in this chapter.)

Advertising 

selling advertising space on the outside and inside surfaces of buses.  Advertising is 
not typically a substantial source of income; however, when resources are tight
possibilities should be overlooked.  Systems providing fixed route bus services are 
often able to acquire benches and covered bus stop vestibules as in-kind services, with
the provision that advertising be placed on them. 

In-kind contributions are donations of services or materials that are not expected to b
paid for by the system.  While in-kind contributions typically include services and 
equipment, they should be accounted for as revenue in your system.  In-kind 
contributions can be particularly beneficial in that they may be usable as local matches 
to federal funds.  Specific requirements vary from program to program; for instan
in-kind contributions cannot be used as a local match for MDT TransADE progra
funds. 
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Grant Sources 
Governmental and charitable grants make up a substantial income source for many 
transportation providers.  Providers primarily serving economically dependent 
customers may rely heavily or entirely on grants to fund their services.  The following 

.  Many of these programs place a 

the 

rchasing transportation from such a system will likely use one or more of 

ry body for public 
transit in the country, offers a number of programs to assist transportation providers 

nning, training, technical assistance, and operating expenses.  All 
sed through FTA funds must be ADA compatible lift or ramp 

lready 
 

ng expenses for public 
transportation systems serving areas with populations between 50,000 and 200,000.  

s 

at 

Governmental and 
charitable grants 
make up a 
substantial income 
source for many 
transportation 
providers.   

are some the most commonly used funding sources
strong emphasis on coordination.  Eligibility requirements vary from program to 
program.  Check with each source to confirm the eligibility of the coordinated system.   

Agencies providing transportation as their sole service, such as a consolidated 
transportation system, will not be eligible for some of the programs discussed in 
following sections earmarked for human service agencies.  However, human service 
agencies pu
these sources of funding for this purpose. 

Federal Transit Administration 
The Federal Transit Administration (FTA), as the primary regulato

with capital, pla
vehicles purcha
equipped.  Exceptions will only be made if the organization applying for funds a
has ADA compatible vehicles in their fleet.  Many of the following programs are
administered through the Montana Department of Transportation (MDT) Transit 
Section. 

Small Urban Public Transportation (Section 5307) 
FTA Section 5307 provides funds for capital or operati

Section 5307 funds are administered by the FTA.  Recipients of Section 5307 fund
must be municipal bodies, either county or city governments.  In Montana, the 
recipients of Section 5307 funds are Billings, Great Falls, and Missoula. 

Capital Assistance for Transportation for Seniors and Persons with 
Disabilities (Section 5310) 
FTA Section 5310 provides funds for capital expenses for transportation providers th
provide services primarily to seniors and/or persons with disabilities.  Capital 
purchases made under Section 5310 are funded 80% through the program with a 20% 
local match requirement. The three categories of eligible recipients for capital 
assistance funds are:  

1. Private, nonprofit organizations;  
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2. Public bodies that certify to the state that no nonprofit corporations or
associations are readily available in an area to provide the service;

 
 and 

a 
n emphasis on 

coordination.  All current and future coordination efforts must be listed in the 
he local Transportation Advisory 
all applications.  If there are multiple 

tize 

ore 

FTA Section 5311 provides funds for operating and capital expenses for transportation 
ion.  Section 5311 funding covers 

other 50% and 20% 

s--public, private, or social service--in 
the area is required to the extent possible. 

 data 
d to submit 

quarterly drug testing reports. Safety-sensitive employees must be tested for drugs and 
working day of February 

of each year and are available through MDT. There are currently eleven Section 5311 

The Section 5310 
program in 
Montana has a 
strong emphasis 
on coordination. 

3. Public bodies approved by the state to coordinate services for seniors and 
persons with disabilities.  

Recipients are required to file quarterly reports to MDTwith cost and operating dat
for the vehicles.  The Section 5310 program in Montana places a

application.  Applicants must be members of t
Committee (TAC), and the TAC must review 
Section 5310 applications in a service area, the local TAC must review and priori
all applications in a letter to MDT.  Applications for Section 5310 funds, available 
through MDT, are due on the first working day of February of the fiscal year bef
the funds are needed.   

Rural Public Transportation (Section 5311) 

systems providing rural, general public transportat
50% of the operating deficit and 80% of capital expenses.  The 
are covered by local matching funds.  Half of the local match share for operating 
expenses may come from other, unrestricted federal funds.   

Eligible recipients of this funding are local public bodies, private nonprofit 
organizations, Native American Reservations, and operators of public transportation 
services.  Only one Section 5311 provider may exist in any single service area.  
Coordination with other transportation provider

Recipients are required to file quarterly reports to MDT with cost and operating
for the vehicles.  Recipients of Section 5311 funds are also require

alcohol on a regular basis.  Applications are due on the first 

recipients in Montana. 

RTAP (Rural Transit Assistance Program) 
The Rural Transit Assistance Program (RTAP) is a component of the Section 5311 
grant program that provides funding for rural transit providers to attend training 
programs, professional development programs, and educational conferences.  Rural 
transit providers receiving federal funds are eligible for the program, as are small 
urban public transit providers, so long as the program to be attended is primarily 
designed to benefit rural public transit. 
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RTAP can reimburse 100% of the cost of registration fees, meals, travel, and 

mass transportation 
systems. Eligible activities under these grants include the planning, engineering, 

 evaluating of urban and non-urban mass transportation projects; 
al 

e 
e 

udies, and to meet the non-

d Elderly (TransADE) 
pro m
transpo
funds a
program
per yea le for the program.  This money is to be equally distributed 
amo  

Eligible
districts n services for persons 60 
yea f
tran  p
maximu

s 
ose 

applicants currently receiving TransADE funding, provided that they are successfully 

rdination. Of a total of 260 points in its evaluation process; 130 points are 
granted solely on a provider’s coordination efforts.  A transportation provider that is 
making a grant application under this program must score a minimum of 91 points 
(70%) in the coordination category to be considered for a grant.  MDT TransADE 

Of a total of 260 
points in the 
TransADE 
evaluation 
process, 130 
points granted 
solely on a 
provider’s 
coordination 
efforts.   

accommodations upon proof of successful completion of the program attended.  MDT 
must approve applications for RTAP assistance before attendance at the conference.  
Applications are available through MDT. 

Planning and Research (Section 5303/5313) 
These funds are the principal sources of federal financial assistance to help urban and 
non-urban areas plan, develop, and improve comprehensive public 

designing, and
development of regional transportation plans; and completion of other technic
studies. 

The MDT Transportation Planning Division’s Urban Planning Section administers th
Section 5303 Grant Program.  The Section 5313 portion of this grant is used by th
Transit Section to conduct rural planning and technical st
urban statewide planning needs. Section 5313 funding is provided to transit agencies 
in rural and small urban areas for planning and technical support. 

TransADE 
The MDT Transportation Assistance for the Disabled an

gra  (MCA 7-14-112) is a state program providing operating assistance for 
rtation services that serve persons with disabilities and seniors.  TransADE 
re collected through a 25-cent fee on vehicle registrations.  Although the 
 has just begun collecting funds, it is estimated that approximately $315,000 

r will be availab
ng MDT’s five transportation financial districts.   

 recipients include counties, incorporated cities and towns, transportation 
, and nonprofit organizations providing transportatio

rs o  age or older and for persons with disabilities.  Priority is given to specialized 
sit roviders.  TransADE funds can only be used for operating expenses.  The 

m grant is for 50% of operating expenses, the rest being supplied by local 
match sources (which may include federal funds).  (Note that MDT TransADE 
program funds may not be used as local match funds for FTA programs; TransADE 
may only be used to expand service and coordination.)  To receive continuou
funding, applications must be renewed yearly.  Preference will be given to th

achieving the program’s requirements.  This program places a very strong emphasis 
on coo

M O N T A N A  C O O R D I N A T E D   P A G E  9 - 5  
T R A N S P O R T A T I O N  H A N D B O O K  



 F U N D I N G  S O U R C E S  

 

recipients are required to file quarterly reports with MDT and are monitored 

r.  

visory 
T.  For 

vement Program funds can be used for 

dministration on Aging 
h 

 

 
ce 

nsportation directly or 

For

Socia s (Title XX) 
The Social S s funding to states and 
terr i mic self-sufficiency and to 
pre t ovided to 
stat b e 
dep m y be 
use ill 
be awa ram.  The Department of 
Public Health and Human Services administers the program in Montana. 

throughout the year to ensure the program’s requirements are being met. 

MDT holds application workshops for TransADE funding in October and Novembe
Applications are distributed at the workshops and must be completed and returned to 
MDT by the first working day in February.  The local Transportation Ad
Committee must approve all applications before they are submitted to MD
information on this program, contact the MDT Transit Section. 

Federal Highway Administration 
Federal Highway Administration (FHWA) Surface Transportation Program and 
Congestion Mitigation and Air Quality Impro
public transportation capital projects. FHWA funds are not available directly to 
coordination programs. These funds are awarded to state transportation departments 
on a formula basis. In order to use these funds for coordinated transportation projects, 
state and local transportation planning agencies must be involved. 

Title III-B – A
Title III funds the nationwide network of Area Agencies on Aging (AAAs), whic
provide programs and services to help seniors maintain their independence and quality
of life.  Title III-B provides funding for supportive services, including transportation.  
Title III-B funds are not specifically earmarked for transportation services, but the
Older Americans Act requires AAAs to consider transportation as a priority servi
when developing their service plan.  AAAs typically provide tra
through contracts with public transit agencies. 

When providing transportation services using Title III funds, transportation providers 
are not allowed to charge a fare to senior citizens.  Seniors may be asked for a 
donation.  Operators are also not allowed to ask customers’ ages. 

 more information, contact your local agency on aging. 

l Services Block Grant
ervices Block Grant (SSBG) program provide

itor es for programs helping individuals achieve econo
ven  neglect, abuse, and exploitation of adults and children.  Funding is pr
es, ased on their population, and is typically awarded to local social servic
art ents.  The program is administered by the states.  Some of the funding ma
d for transportation services.  In fiscal year 2003, approximately $5.5 million w

rded to the state of Montana under the SSBG prog
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Co m
The Co
to Fede t local non-profit 

partment of Public Health 
 in Montana. 

acific 
 of 

n Services.  To be reimbursed for Medicaid transportation 
ust be enrolled as a Medicaid Provider.  There are three 

cy Medicaid transportation is provided by 

ers 

 

All n
Fou a tation 
provide d 
sup m

For mo edicaid Provider Hotline at 1-800-480-

 

n 
services in 
Montana, you must 
be enrolled as a 
Medicaid Provider.   

m unity Service Block Grants 
mmunity Service Block Grant (CSBG) program provides funds to States and 
ral and State recognized Native American Tribes to suppor

community action programs.  The local community action programs provide a range 
of social services to lessen the causes and conditions of poverty.  Many of these 
programs provide transportation for their customers.  The De
and Human Services administers the CSBG program

Medicaid 
Medicaid is a Federal program providing medical assistance for low-income 
individuals and persons with disabilities.  The program requires that states provide 
transportation for Medicaid recipients to access health care services.  Medicaid will 
pay for transportation costs for the least expensive mode of transportation to the 
nearest health care provider. 

Medicaid transportation services in Montana are administered by the Mountain-P
Quality Health Foundation (Foundation) through a contract with the Department
Public Health and Huma

To be reimbursed
for Medicaid 
transportatio

services in Montana, you m
types of Medicaid transportation providers in Montana. 

• Ambulance Services.  All emergen
ambulance services.  Ambulance services may also provide non-emergency 
transportation, usually to non-ambulatory individuals or for scheduled medical 
procedures. 

• Specialized Transportation Providers.  Specialized transportation provid
serve persons with disabilities.  These providers operate specially equipped 
vehicles such as wheelchair vans or stretcher vans. 

• Commercial Transportation Providers.  All other transportation providers
fall into this category, including city buses, van services, and taxis. 

 no -emergency transportation services require prior authorization from the 
nd tion in order to receive reimbursement.  Guidelines for Medicaid transpor

rs are outlined in the General Information for Providers manual an
ple ental manuals for specific types of services provided. 

re information, contact the Montana M
6823. 
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TANF 
The Temporary Assistance to Needy Families (TANF) program was created as part of 

 replaced the Aid to Families with Dependent 
s.  

s of 
eir vehicles. 

ime of publication, the TANF program in Montana 
e 

al 

needed to operate the local program, with a 20% local match.   

e, Head Start agencies may use some of 

 

ny 
sistance for families to arrange 

s must have at least one bus monitor. 

Head Start 
agencies must 
provide 
transportation to 
the program to as 
many families as 
possible or give 
reasonable 

nce for 
ge 

the 1996 welfare reform program and
Children (AFDC) and Job Opportunities and Basic Skills Training (JOBS) program
States have wide latitude in their administration of the TANF program.  
Transportation services are a supportive service for the TANF program.   

In Montana, the TANF program, known as Families Achieving Independence in 
Montana (FAIM), funds a limited number of transportation projects.  Projects are 
selected through a Request for Proposal (RFP) process; the grantees set the 
parameters.  Grantees are required to submit quarterly reports detailing the progres
their project and the status of th

Due to budget constraints at the t
was not funding any new transportation projects.  The Public Assistance Bureau of th
Department of Public Health and Human Services administers the TANF program in 
Montana. 

Head Start 
Head Start is a federal program providing a variety of services to disadvantaged 
preschool children.  The Department of Health and Human Services designates loc
public, private nonprofit, or private for profit agencies to serve as the Head Start 
agency in their community.  The Head Start program provides 80% of the funds 

In order to make the program more accessibl
their funds for transportation.  Because Head Start transports children, strict new 
requirements have been implemented regarding the safety equipment of the vehicles 
used.  These requirements were passed in 2001 and are being phased in through 2006. 
These requirements include that:  

• Head Start agencies must provide transportation to the program for as ma
families as possible or give reasonable as

assista
families to arran
transportation to 
the program. 

transportation to the program. 

• All Head Start vehicles must be ADA compliant. 

• By 2004, all Head Start vehicle

• By 2004, all Head Start drivers must have a CDL and must pass criminal 
history, driving record, and background checks. 
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• By 2006, all Head Start vehicles must be either school buse
designed to carry 11 or more people, including the driver, a
Federal Motor Vehicle Safety standards for school buses. 

Under the new requirements those providing Head Start transporta
reasonable efforts to coordinate transportation resources. 

Local and/or Tribal Governments 
Local municipal governments and tribal governments may already provide funding or 
may be willing to fund a coordinated transportation system.  Local governments 
already receive funding for transportation purposes from several different sources, 
including federal funds, state funds, an ing the benefits that 
coordinated transportation systems can y, local governments 
may be persuaded to share in the cost.  Tribal governments have available additional 
federal funds designated specifically for transportation on Native American 
Reservations.  Tribal governments also have more autonomy than municipal 
governments.  However, most reservations already have high demands on their 
transportation b

Local Tax 
Montana code a or various purposes that may 
be used to fund

MCA 7-14-232  
transportation d rban transportation districts are created to provide 
local public tran -201 (et seq.). 

MCA 7-14-111
districts to levy
with disabilities  body is authorized to: 

• Contrac n providers to provide rides for 
senior c

• Use fun
provide service to senior citizens and persons with disabilities; or 

• Create and operate an independent public transportation system for senior 
citizens and persons with disabilities. 

MCA 7-14-111 encourages regional coordination through the formation of regional 
Transportation Advisory Committees. 

By emphasizing 
the benefits that 
coordinated 
transportation 
systems can 
provide for the 
community, local 
governments may 
be persuaded to 
share in the cost 
burdens.   

s or vehicles 
nd must meet all 

tion must also make 

d local taxes.  By emphasiz
 provide for the communit

udgets. 

uthorizes the levying of property taxes f
 coordinated transportation. 

 authorizes local governments to levy a property tax to fund an urban
istrict in Montana.  U
sportation, as provided in MCA 7-14

 authorizes county and city governments and urban transportation 
 a property tax to fund transportation services for seniors and persons 
.  Under this section, the taxing

t with public or private transportatio
itizens and persons with disabilities; or 

ding to augment a local public transportation system’s ability to 
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Procedures for levying a property tax are outlined in MCA 15-10-420. 

Charities and Foundations 
Local and national charity organizations and foundations, such as United Way and 
Easter Seals, may provide funding for specific transportation initiatives.  Charities can 
have strict requirements for the use of their funds, and may not emphasize 
coordination to the extent that the federal and state governments do.  On the other 
hand, charitable funding may have fewer restrictions than government funding.  Make 
sure you clearly understand the requirements of the specific charitable funding.  See 
Chapter 12 for links to more information on charities and foundations supporting 
human service transportation. 

Corporate Sponsorship 
Local businesses may also be an innovative source of funding, through sponsorships 
or contributions.  Businesses may take this as an opportunity to demonstrate their good 
citizenship, promote goodwill in the community, and support a worthwhile cause.  
Corporate sponsorships can be a win-win situation, generating revenue for the 
transportation system, goodwill for corporate partners, and visibility in the community 
for both.  Corporate sponsorships also have the potential to bring in funding with more 
flexibility than governmental funding.  Local businesses may offer some sort of 
sponsorship if you can show ridership figures that indicate that the transportation 
system is bringing them customers that would not otherwise use their services.  

Non-Traditional Funding 
The previous sections listed the most common sources of funding for transportation 
providers.  However, there are numerous other sources of funding that could possibly 
be used for transportation services.  Many transportation providers actively and 
successfully seek out creative and non-traditional funding sources for their programs.  
In essence, the only limitation on possible funding sources is the amount of time 
available to research and complete applications. 

The Community Transportation Association of America (CTAA) has put together a 
resource guide listing over 50 programs from which transportation funding is or may 
be available.  This guide is located on their website at: 

www.ctaa.org/ct/resource/funding.asp

The guide can also be ordered from the National Transit Resource Center (see Chapter 
11 for contact information.)   

Local and national 
charity 
organizations and 
foundations, such 
as United Way and 
Easter Seals, may 
provide funding for 
specific 
transportation 
initiatives.   

Many 
transportation 
providers actively 
and successfully 
seek out creative 
and non-traditional 
funding sources 
for their programs.   
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Part 

D 
Resources 

The chapters in Part D contain additional resources for planning 
and implementing a coordinated transportation system. 

Chapter 10: Supporting Documents 

Chapter 10 has copies of all the supporting documents, such as 
letters and funding applications that have been mentioned in the 

vious chapters. 

Chapter 11: Contact Information 

ovides contact information for agencies supporting 

ternet Resources 

 12 lists resources on the Internet that hav  detailed 
ation that may be helpful in implementing a coordinated 
rtation system

pre

Chapter 11 pr
coordinated transportation. 

Chapter 12: In

Chapter e more
inform
transpo
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Suppor  Documents 

enced throughout Part B.  

All e d dexed on the following pages.  You can look 
up t ocu d by the chapter in which it was referenced.  Some 
doc  be indexed by all 
chapters in ill be contained in this 
chapter. 

Ch e

 Documents 

ting
Chapter 10 contains supporting documents such as letters, resolutions, and 
sample funding applications that are refer

of th ocuments in Chapter 10 are in
he d n
uments are referenced in m

me t that you nee
ultiple chapters.  Documents will

which they are listed, even though only one copy w

apt r 3 
Document Page 
Written Pla o hapter 3 10-3 n C mponents – C
List of Poss lders 10-5 ible Stakeho
Let  In Committee 10-7 ter of vitation to Participate in Coordinating 
First Meeting Agenda 10-9 
Agency Transportation Survey 10-11 
Supplementary Survey 10-21 
Results Analysis 10-25 
Tally of Prioritization 10-33 
Resolution Authorizing Coordinated Transportation 10-35 
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Chapter 4 
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Written Plan Components – Chapter 4 10-37 
Tally of Prioritization 10-33 
Resolution Supporting Cooperation Plan 10-39 
Sample Administrative Budget 10-41 
Parts of Cooperative Agreement 10-45 

Chapter 5 
Document Page 
Written Plan Components – Chapter 5 10-47 
Tally of Prioritization 10-33 
Parts of a Joint Use Agreement 10-49 
Sample Funding Source Survey 10-51 
Sample Purchasing Needs Survey 10-53 
Sample Administrative Budget 10-41 
Sample Operating Budget 10-43 

Chapter 6 
Document Page 
Written Plan Components – Chapter 6 10-55 
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Vehicle Replacement Schedule 10-59 
Sample Administrative Budget 10-41 
Sample Operating Budget 10-43 
Formula for Estimating Transit Demand 10-61 
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Chapter 3 Written Plan Components 
 

 rticipate in Coordination 
nt 

nses 
ested Responses 

 
.

 
Note:  The agenda and minutes from this and all subsequent meetings should be 
incl e
 

.

 
naires 

.
I sions 

. rdination – Next Step 
 

I. List of possible
Pa

 stakeholders 
II. Invitation to 

ea. Letter S
b. Responses 

 Respoi. Interested
ii. Non Inter 

iii. No Responses
III  First Meeting 

a. Agenda 
b. Minutes 

ud d in your documentation. 

IV  Organizational Procedures 
a. Leadership 

V. Data Collection 
a. Survey Tools and Interview Question

d Interview Results b. Survey an
c. Route Maps 

VI  Data Analysis 
VI . List of Deficiencies and Expan

ncies VIII. Deficie
a. Expansions 
b. Priority List 
c. Goals 

IX  Level of Coo
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List of Possible Stakeholders 
Alcohol, Drug, and•  Mental Health Services 
Agency on Aging 
Cancer Society 

are Facilities 
d Family Services 

ommissioners 
 Council for the Blind 

nd Human Services Department 
• Hospitals 

ligious Organizations 
• Salvation Army 

• Special Education Programs 
i Operators 

• Transportation Advisory Committee (TAC) 
• Tribal Council 

ited Way 
teran’s Administration 

• Vocational Education Programs 
• YMCA and YWCA 

• 
• 
• C
• Children an
• County C
•
• Community Action Agency 
• Developmental Disabilities Centers 
• Disability Services 
• Easter Seals 
• Head Start 
• Health a

• Job Placement and Job Training 
• Local Colleges or Universities 
• Local Elected Officials 
• Metropolitan Planning Organization (MPO) 
• Nursing Homes 
• Public Assistance Bureau 
• Public Transportation 
• Private Transportation Providers 
• Red Cross 
• Regional Planning Organization (RPO) 
• Re

• Senior Centers 
• School Boards 

• Tax

• Un
• Ve
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Letter of Invitation to join Coordinating 

Dat
 
Address 
 
Dear _____ ,
 
I am rganization(s)) is/are forming a 
comm
Coo ati tation services by reducing 
overhead a e g duplication of service.  In addition, coordination is a 
requiremen f nding sources for public and human services 
transportat
 
We will be l t meeting of the coordinating committee at (time and 
place of first m is invited to send a representative or 
rep tat entative should be 
someone who is involved in the provision of transportation for your organization 
or familiar our customers.  The representative 
should also be someone who has the authority or permission to discuss your 
organizatio  ination. 
 
Please resp ct information) indicating whether your 
organization icipating in this coordinating committee 
and whether your organization will be able to send a representative to the initial 
meeting. 
 
Thank you.  We look forward to your participation.  If you have any questions, 
plea nt tact information). 

 
 
_______ 

Committee 
e 

__  

 writing to let you know that (name of o
ittee to discuss the coordination of transportation services in this area.  

rdin on can lead to more efficient transpor
nd liminatin
t o  many fu

ion. 

 ho ding the firs
eeting).  Your organization 

resen ives to participate in this meeting.  The repres

 with the transportation needs of y

n’s participation in transportation coord

ond to this letter at (conta
 would be interested in part

se co act me at (con
 
Sincerely, 
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First Meeting Agenda 
First meeting of the Coordinating Council 

to Coordinating Council 

a. Purpose of Council 

s 

. Discussion of Coordination in the Community 

rtation Needs 

V. f Planning Process 

I. Establishment of Organization Procedures 

 

 

I. Introduction 

b. Purpose of Meeting 

II. Introduction of Council Members 

III. Discussion of Coordination Concepts 

a. History 

b. Benefit

c. Challenges 

IV

a. Current Transpo

b. Possible Coordination Opportunities 

c. Possible Challenges 

Outline o

V

VII. Adjournment 
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Agenc

a ____ 
Mailing Address:   ________________________________________________________ 
Cit ___ 
We ___                       
Contact Person: ___________________________________________________________ 

___ 
_____  -  _____  -  _________         Ext.  _____ 

ax N _____  -  _____  -  _________          
 
 
1.   y

 Other (please specify) ________________________________________ 

2. h es designed for? (check all that apply) 
 

 9 to 18  65 and older 

4. pe of primary services does you

ug Education & Treatment 

 Developmental Disabilities Service 
 Networks 
 Evaluation 

ning 
ies/Job Placement 
on Housing 

istance 

 Housing 
 Life Skills Development & Assistance 
 Nutrition 

y Information 

 
N me:  __________________________________________________________________

y: _______________________________            Zip Code: __________________
bsite url (if any) http://_________________________________________________

E-mail Address:  _________________________________________________________
Phone  Number: 
F   umber: 

Is our agency:  
 

 Public 
 Private non-profit 
 Private for-profit 

 
 W at age group are your servic

 Under 9  60 to 64 

 19 to 59  Any age 
 

What ty r agency provide? (check all 
that apply) 

 
 Alcohol, Tobacco or Dr

Child Care  
 Community Based
 Community Support

 Early Diagnosis and
ai Education/Tr

 Employment Opportunit
ti Family Safety & Protec

 Family Support & In-home Ass
 Health Care 

Montana Agency  
Transportation Survey 



 

 Other Community Based Service 
 

_____________________________ 

.  
offices and/or services?   ________________________ 
 
5.  Ple
obtai on.  

 (buses that run on a schedule) 
• Dial-a-ride service (small buses or vans that operate on 

fic customers (for veter s
ers, senior centers, etc.) 

• ulance) 

 vehicle driven by agency employee or volunteer 
• Family, friends or neighbor 

 

_________  % 

_________  % 

_________  % 
_________  % 

_________  % 
_________  % 

_________  % 

 Residential Care
 Transportation 
 Other (please specify) _____

 
 
4 During the average week, how many customers travel to your 

ase estimate the percentage of your agency’s customers that 
n your services by each of the following means of transportati

 
• Fixed route bus service

request) 
• Van services for speci an , _________  % 

church memb
• Private taxi  

Medical transportation (amb
• Agency vehicles 
• Private

_________  % 

• _________  % Drive themselves 
• Walk 
• Other (please specify) ________________________ _________  % 

 

 

 
   (TOTAL 100%)
 
 

.  Does your agency serve people with transportation limitations? 
ra p tions are physical, mental, or othe

nt to go) 

on 7) 
 
6a.  Please identify the types of transportation limitations
 

isability 
 Physical disability 
 Cannot afford motor vehicle 
 Remote location 
 Lack of motor (for reasons other 

than income) 
 

 Visual impairment 
 Hearing impairment 
 Multiple disabilities 
 Other (please specify) 

       ________________________ 

6b.  What percentage of your customers do you estimate have transportation limitations? 
(e.g. 5%, 40%, etc.)                   _________  % 
      

6
(T
a

ns ortation limita r conditions that limit one person’s 
bility or cause difficulty in getting to places they need or wa

 
 Yes  No (Please skip to questi

:  (check all that apply) 

 Age-related d  Developmental disability 

P A G E  1 0 - 1 2   M O N T A N A  C O O R D I N A T E D  
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7.  Does your agency provide any type of transportation to its 
ustomersc

 
 (ride from agency vehicle, bus pass, cash, etc.)? 

ortation 
 

ion of your transportation service 
 Monday to 

_ _

_________________________________________________

_ ________________________________ _ _______________ 

.  How rs scheduled to receive transportation service? 

 Provider scheduled 

 Demand responsive: reserve  ____________ hours beforehand 

ges of your customers who use any of your 
transportation services require special equip

____________________ 

11.  Are the transportation trips

 Yes, agency provides transp
No (If no, skip to question 26) 

 
.  Please provide a written descript8

area and the time periods of operation. For example: City of Billings,
Friday, 52 weeks per year. 
 

___________________________________________________________________________

____________________________

___ ___________ __ ____________

9  are custome
(check all that apply) 
 

 Fixed route 

 Standing order trips (subscription mode) 

 Other (Please specify)  ____________________ 
 

0.  What percenta1
ment or assistance? 

 
• _________  %  requiring wheelchair lifts 
• _________  %  requiring car seats 
• _________  %  requiring Personal Care Attendant 
• _________  %  requiring other (please specify)  _________

 
 restricted in any way to customers?  

 
 Yes  No, (please skip to question 12) 

 
11a.  Ho e trips restricted?  (check all that apply) 
 

 Ag  services only  
 EMERGENCY ONLY 
 Job training only 
 Medical visits only 
 nly 
  
 V  services only 
 Othe se specify) 

_____________________________
 

w are th

ency

Nutrition o
School only

eterans
r (plea

M O N T A N A  C O O R D I N A T E D    P A G E  1 0 - 1 3  
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11b.  Is the restriction on specific trips an agency policy or funding source restriction?
 

 Agency Policy 
 Funding Source Restriction 

  

1c. Please explain the restriction(s) in detail.  

_______________________________________________________ 

 
 Program at another agency 
 Shopping / Personal Business 
 Field Trip / Recreation 
 Education 

3.  How are the transportation services funded at your agency? (check 
all t  a
 

much (e.g., $1.00/ride)  ______________________ 
tion district 

olunteer 
       _________________________________________ 

 State funds (what category)             _________________________________________ 

 
1
 

__________________________________________________________________________ 

__________________________________________________________________________ 

___________________

12.  Please indicate the types of trips typically provided by your 
gency. (check all that apply) a

 
 Program at your agency 
 Congregate Meals 
 Medical Appointment 
 Employment 
 Other (please specify) 

_______________________ 
 

 

1
hat pply) 

 Charging customers. If so, how 
 City, county or special transporta
 Donations, United Way, fundraising, v
 Federal funds (what category)  

  
14.  Is your transportation funding restricted to specific group
customers?  

s of 

 No, (please skip to question 15) 
 
14a o at apply) 

 Children 

_________________________________ 

 
 Yes 

.  H w are the funds restricted?  (check all th
 

 People with disabilities only 
 Veterans only 
 Seniors only 

 Students 
 Other (please specify) 

 Low income 
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14b.  Is the funding restriction on specific groups an agency policy or funding sourc
restriction?  
 

e 

 Agency Policy 
 Funding Source Restriction 

 
14c. Please explain the restriction(s) in detail.  
 
___________________ _______________________________________________ 

______ __________ _________________ _______________________ ____ 

15. Looking towar  next five-year pe od, do yo see your a
funding for transporta
 

 Increasing
 Remaining s

 Decreasing 
 

 
lease explain why.  

6. your agency operate vehicles to r e transportation to 
our customers?  

 Yes  No, (please skip to question 24)

17.  Please indicate the number of vehicles

________

____ ________ _ _

d the
tion:  

ri u gency’s 

 
table 

P
 
__________________________________________________________________________ 

__________________________________________________________________________ 

1   Does  p ovid
y
 

 
 used for customer 

tra of 
we

nsportation provided by your agency, and provide an estimate 
ekly miles and hours driven for your customers. 

 

s  

Buses 
     

      

  Number of Vehicles  Weekly Miles  Weekly Hour

  

Van 
 

 
Car 

      

 
Truck/SUV 

      

 
Other 
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18.  Please fill in the attached current vehicle roster that lists each 
eh l type, total vehicle miles ( o ter reading), age, 

19.  Pl

v ic e, vehicle od me
seating capacity, and condition (i.e. good, fair, poor). 
 
 

ease fill in the attached vehicle utilization chart that lists each 
veh  by 
weekd
info es if 
you
 

 Contract to outside vendor 

       
 
21. y 
insured?
 

 Private insurance 

 Self-insured  
 State or Federal insurance plan 
 Other (please specify) 

     ________________________________ 

2.  a. Who normally drives your agency's vehicles to provide 

 Staff  
 Individuals hired specifically as drivers 
 Other (please specify) 

       ________________________________ 
 
b. Do you require the people who drive your vehicles to have a  
Commercial Drivers License (CDL)?  
 

 Yes 
 No 

 

icle and when it is typically in service. If service varies substantially
ay, create a separate vehicle utilization chart for each day. (Please note that this 

rmation is critical to determine what service is available. Feel free to make copi
 need more forms). 

 
20.  How do you maintain your vehicle fleet? (check all that apply) 
 

 Perform in-house 

 Other (please specify) 
________________________________ 

  How are the transportation services provided by your compan
  (check all that apply) 

 Pooled insurance fund  

  
 
 
2
transportation services for customers? (check all that apply) 
 

 Volunteers 
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23. Lo toward the next five-year period, please estimate the 
numbe f vehicles you may need for expansion or replacement. 

 
# of vehicles 

for expansion 
icles 

for replacement 

   

Van 
   

oking 
r o

  # of veh  

 

 

 

 
Buses 

 
Car 

    

 
Truck/SUV 

    

 
Other 

    

 
24
pr

. rently participate in any transportation coord  
ogram with another transportation agency or provider?  (De f 

 Do you cur ina
finit

tion
ion o

transpor oordinationtation c : cooperation in the delivery of transportation service e rking 
e  transportation-related activities through joint action.) 

 No 

ES, PLEASE DESCRIBE THE ARRANGEMENT AND SPECIFY THE TYPE OF TRIP AND NUMBER OF CUSTOME THER 
PERAT ITIES, SUCH AS JOINT TRAINING, JOINT GRANTS WRITING, ETC.: 

____ ________________________________________________________

_____________________________________________________________________

__ ________________________________________________________

.  Does your agency have interest in joining a coordinated
nsportation system?    

 
 Don’t know 

 No 

 
PLEASE EXP  ANS
 

_____________________________________________________________________

____ _ _ _ ___

_____________________________________________________________________

____ ________________________________________________________

26.  Do  cu ely have transpo s 
canno ?   

s, i.

RS AN

____

____

____

 

____

____

____

____

tha

., wo

D ANY O

_ 

_ 

_ 

_ 

_ 

_ 

_ 

t you 

tog
 

 
IF Y
COO
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tra
 

ther to improve

 Yes 

IVE ACTIV

_________

___________

Yes 

LAIN THE WER. 

_________ _______ _____________________ ______________________

______

 yo
t se

___

ur
rve

stomers routin rtation need
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 Yes 

 
PLEASE EXPLAIN  TRY TO INCLUDE INFORMATION RELATED TO THE VOLUME AND NATURE OF THE TRIPS (EACH WEEK, 
MONTH, ETC.):  
 

_______ _____________________________________________________________ 

__________ ____________________________________________________________

_ _ _ _ _ _ _ __

_ __ _ _ _ _ _ _ _ __

 
.  We in e her u have t . his 
ace to  a  r t

________________________________________________________________________

_______________________________________________________________________________________________________

________________________________________________________________________

__________ ___________________________________________________________

_______ ___________________________________________________________

HANK YOU FOR YOUR TIME! 

 No 

 AND

______

___ _ 

__ 

__ 

 Us

__ 

___ 

__ 

__ 

__ 

_______

____

__________ ___ ___ ___ ________________________ ___ ___ _______

__________ ___ ___ ___ ________________________ ___ ___ _______

27
sp
 

 
 
 
 
 
 

T

vit any ot comments yo on ransportation e t
add ny explanation, emarks, or commen s. 

___

______
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C

Vehicl
ype 

u

e 
Θ 

r

(

re

Date 
Acquire
mm-yyy

nt Vehicle Roster 

Vehicle No
(e.g., VIN) 

cl
e T

d 
y) 

W
C
Acc
♣ 

Vehicle Use 
Status * 

. Vehi
Mak

e Mo
l Ye

de
ar 

S
Ca

eat
pa

ing
cit

 
y 

Vehicle 
ndit
od, f
oor

Co
go

p

ion
air
) 

 
, (

Cu
do
ea

n M

rre
me
din

il

nt 
ter
g  

es)

O
R

(I

 

 

# Of 
heel 
hair 

sitions 

W
C

Po

heel 
hair 

ess 

Ra
Equi

(Y/

dio 
pped  
 N) 

            

            

            

            

            

            

            

            

            

            

            

            

            

            

 
Θ Bus, Van, Car, Truck/SUV, or Other;  ♣: None, Lift, Ramp

* Active, Spare, or N/A (for vehicles NOT used to transport passengers, such as administrative and 
service vehicles). 

, or Other. 
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Vehicle Utilization Chart 
A.M. P.M. Vehicle 

No. 
(e.g., VIN) 

Day * 
1 2 3 4 5 6 7 8 9 10 11 12 1 2 3 4 5 6 7 8 9 10 11 12 

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

For instance, Mon-Sun, Mo i, Sat-Sun, Mon, , Wed, Thu, Fri, Sat, or S r different weekday schedules. 

If service varies substantia y weekday, creat separate vehicle number/weekday combination for each day. Put " in 

each box for the time periods during which the cle is typically busy
 

n-Fr

lly b

 Tue

e a 

vehi

un fo

a "×

. 
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Supplementary Survey 
a _________________ 

. List grant funds that you currently receive of which all or part 
re or can be used for transportation purposes: 

N
C

me of Agency  _____________________
ontact   ______________________________________ 

Telephone   ______________________________________ 
 

1
a

Department of Transportation Health and Human Services 
 FTA Section 5307 $_________  Agency on Agi
 FTA Section 5309 
 FTA Section 5310 
 FTA Section 5311 
 TransADE 
 Other ______________ 

$_________ 
$_________ 
$_________ 
$_________ 
$_________ 

ng 
 CSBG 
 Head Start 
 SSBG 
 TANF 
 Other ______________ 

$_________ 
$_________ 
$_________ 
$_________ 
$_________ 
$_________ 

 
 

_ 

 Other ______________ 
 Other ______________ 
 Other ______________ 

$_________ 
$_________ 
$_________ 

 Other ______________ 
 Other ______________ 
 Other ______________ 

$_________
$_________
$________

CHARITIES, FOUNDATIONS, AND OTHER 
GOVERNMENT 

 United Way 
 Other ______________ 
 Other ______________ 
 Other ______________ 
 Other ______________ 
 Other ______________ 

$_________ 
$_________ 
$_________ 
$_________ 
$_________ 
$_________ 

 

 
 
2. List your estimated annual yearly expenses in each of the 
following categories for the most recent fiscal year: 
Type of Expense Cost 
Wages – Dedicated Transportation Staff $ 
Wages – Prorated for staff who work part-time on 
transportation 

$ 

Fuel and Oil $ 
Maintenance – Labor $ 
Maintenance – Parts $ 
Maintenance – Contracts $ 
Insurance $ 
Leasing or Payments for Vehicles $ 
Administrative Costs for Transportation $ 
Purchase of Transportation Services $ 
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  S U P P O R T I N G  D O C U M E N T S  
 

3. Please list your transportation staff in the following 
categories: 
Category Full-Time 

Staff 
Dedicated to 
Transportation

Full-Time 
Staff Partially 
Assigned to 
Transportation

Part-
Time 
Staff 

Volunteers 

DRIVERS     
Escorts/Attendants     
Dispatchers, 
Schedulers, 
Reservationists 

    

Administration     
Maintenance     
Other     
 
 
4. Please list all the training that your employees are required to 
receive: 
Type of Training Employees Covered Hours 
   
   
   
   
   
   
 
4a. Is there any other training you would like your employees to 
receive? 
 
 
 
 
 
 
5. For dispatching and communications with and between 
vehicles, do you use (check all that apply): 

 Two-Way Radio 
 Cell Phones 
 Other ____________________ 
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6. How do you schedule your vehicles? 

nerated in advance) 
 (Real time scheduling) 

icated that you use computer software, indicate 
 package you use. 

. Describe the computer hardware that you use: 

. Please include a map of the locations of your clients and their 
e demand responsive service or a map 

fixed route service. 

 Manually 
 Computer Software (Schedules must be ge
 Computer Software

 
6a. If you ind
which software
 
 
 
 
 
7
 
 
 
 
 
8
destinations if you provid
of your routes if you provide 
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S U P P O R T I N G  D O C U M E N T S   
 

Survey Results Analysis 

Response Rate 
Surveys Sent Out  
Number Responding  
Percentage Response  
 

Agencies Responding 

gencies Not Responding 

ncy Characteristi

 
 
 
 

A
 
 
 
 

Age cs 

1. Type of Agency 
Type Number Percent 
Public   
Private Non-Profit   
Private For-Profit   
Others (List Below) 
 
 
 
 

  

2. Age Group Served  
Age Group Number Percent 
Under 9   
9 to 18   
19 to 59   
60 to 64   
65 and older   
Any Age   
(Percent may total greater than 100%.) 

M O N T A N A  C O O R D I N A T E D   P A G E  1 0 - 2 5  
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  S U P P O R T I N G  D O C U M E N T S  
 

3. Primary Services Provided 
Services Number Percent 
Alcohol, Tobacco or Drug 

cation and Treatment 
  

Edu
Child Care   
C
D

ommunity Based  
evelopmental Disabilities 
ervice 

 

S
Community Support Network   
Diagnosis and Early Evaluation   
Education/Training   
Employment Opportunities/Job 
Placement 

  

Family Safety and Protection 
Housing 

  

Family Support and In-Home 
Assistance 

  

Health Care   
Housing   
Life Skills Development and 

ssistance 
  

A
Nutrition   
Other Community Based 
Service 

  

Residential Care   
Transportation   
Others (List Below) 
 
 
 
 

  

(Percent may total greater than 100%.) 

ransportation Need and Services 

o /Services 
  

T

4. Customers Traveling t  Offices
Total
Average  
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5. Mode of Transportation to Obtain Services 
ber of Respondents i tegory Indicate Num n Each Ca

Mode 0-25% 25-50% 50-75% 75-100% 
Fixed Route Bus     
Dial-a-Ride/Demand responsive     
Van Service for Specific Customers     
Private Taxi     
Medical Transportation (Ambulan e)     c
Agency Vehicles     
Private Vehicles driven by Agency 

mployee or Volunteer 
    

E
Family, Friends, or Neighbors     
Drive Themselves     
Walk     
Others (List Below) 
 
 
 
 

    

6. Agencies Serving People With Transportation Limitations 
 Number Percent 
Yes   
No   

6a. Types of Limitations Se ved r
Type Number Percent 
Age-related Disability   
Developmental Disability   
Physical Disability   
Visual Impairment   
Cannot Afford Motor Vehicle   
Hearing Impairment   
Remote Location   
Multiple Disabilities   
Lack of Vehicle (for reasons 

ther than income) 
  

o
Others (List Below)  
 
 
 
 

 

(Percent may total greater than 100%.) 

6b. Percentage With Limitations 
Indicate Number of Respondents in Each Category 
 0-25% 25-50% 50-75% 75-100% 
Respondents     
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7. Agencies Providing Any Transportation 
 Number Percent 
Yes   
No   

8. Description of Service A ea (List Responses) 

ethods 

r
 
 
 
 

9. Scheduling M
Method Number Percent 
Fixed Route   
Provider Scheduled   
Standing Order Trips   
Demand Responsive   
Others (List Below)   
 
 
 
 
(Percent may total greater than 100%.) 

10. Percentage Requiring Assistance 
ate Number of Respondents  Each Category 

 Special 
Indic  in
Requirements 0-25% 25-50% 50-75% 75-100% 
Wheelchair Lifts     
Car Seats     
Personal Care Attendant     
Others (List Below) 
 
 
 
 

    

11. Are Trips Restricted 
 Number Percent 
Yes   
No   
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11a. Restricted How 
Restriction Number Percent 
Agency services only   
Emergency only   
Job training only   
Medical visits only   
Nutrition only   
School only   
Veterans services only   
Others (List Below)   
 
 
 
 
(Percent may total greater than 100%.) 

11b. Restricted by: 
 Number Percent 
Agency Policy   
Funding Source Restriction   
 

12. Types of Trips Provided 
Type Number Percent 
Program at agency   
Program at another agency   
Congregate meals   
Shopping/Personal business   
Medical Appointments   
Field Trip/Recreation   
Employment   
Education   
Others (List Below
 

) 

 
 
 

  

(Percent may total greater than 100%.) 

M O N T A N A  C O O R D I N A T E D           P A G E  1 0 - 2 9  
T R A N S P O R T A T I O N  H A N D B O O K  



  S U P P O R T I N G  D O C U M E N T S  
 

Transportation Funding 

13. How are services funded? 
Source Number Percent 
Charging Customers   
City, County, Transp

istrict 
ortation 

D
  

Donations, United Way, 
raising, volunteer 

  
fund
Federal Funds (List 
Categories) 

 

 
 
 
 

 

State Funds (List Categories)   
 
 
 
 
(Percent may total greater than 100%.) 

tricted to Specific Customer Groups 14. Funding Res
 Number Percent 
Yes   
No   

14a. Restricted How 
Restriction Number Percent 
People with Disabilities Only   
Children   
Veterans Only   
Students   
Seniors Only   
Low Income   
Others (List Below)  
 
 
 
 

 

(Percent may total greater than 100%.) 

14b. Is Restriction: 
 Number Percent 
Agency Policy   
Funding Source Restriction   

15. Funding Stability 
 Number Percent 
Increasing   
Decreasing   
Remaining Stable   
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Agency Vehicles 

Vehicles 16. Agencies Operating Their Own 
 Number Percent 
Yes   
No   

17. Number of Vehicles and Usage 
 Number of Vehicles Weekly Miles Weekly Hours 
Bus    
Van    
Car    
Truck/SUV    
Other    

18. Complete a Master Vehicle Roster 

9. Complete a Master Vehicle Utilization Chart 

0. How is Maintenance Performed 

 

1  
 

2
Method Number Percent 
In-house   
Outside Contract   
Others (List Below)   
 
 
 
 
(Percent may total greater th  100%.) 

1. Insurance 
an

2
Provider Number Percent 
Private Insurance   
Pooled Insurance Fund   
Self-Insured   
State or Federal Insurance Plan   
Others (List Below)   
 
 
 
 
(Percent may total greater th  100%.) an
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22a. Who Normally Drives Vehicles 
Drivers Number Percent 
Volunteers   
Staff   
Individuals Hired Specifically 
as Drivers 

  

Others (List Below) 
 
 
 

  

(Percent may total greater than 100%.) 

22b. Require CDL 
 Number Percent 
Yes   
No   

23. Five-Year Replacement and Expansion Needs 
 # for Expansion # for Replacement 
Bus   
Van   
Car   
Truck/SUV   
Others (List Below) 
 
 
 
 

  

Coordination 

24. Currently Participating in Coordination 
 Number Percent 
Yes   
No   

25. Interested in Joining Coordination 
 Number Percent 
Yes   
No   

26. Customers with Unmet Needs 
 Number Percent 
Yes   
No   
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Tally of Prioritization 
Activity Organizations Interested  

in Participating 
Tally 
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Resolution Authorizing the Development of a 
Coordinated Transportation Program 

 

Res on 

WH AS o improve the efficiency and level of service of 
tran ti ervices 
is a e m

HEREAS, the coordinating committee of _____________________ 
formed to develop a coordinated transportation system 

in this area; 

THEREFORE, this resolution is passed as evidence of this board’s support for the 
efforts of the coordinating committee. 

BE IT HEREBY RESOLVED that the coordinating committee of _______________ 
has the support and endorsement of this board; 

BE IT FURTHER RESOLVED that this board will support the coordination effort 
through personnel, time, and/or resources as is deemed fitting, necessary, and 
appropriate by this board and by the coordinating committee. 

 

ADOPTED THIS ______ DAY OF _____________ , 20____ 

 

Signature __________________ 

Title  __________________ 

Date  __________________ 

 

oluti No. ____ 

ERE , this board desires t
sporta on in this community and believes that coordinating transportation s
viabl eans to approach this goal; and 

W
(town/county/region) has been 
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Chapter 4 Written Plan Components 

Possible Activities for Coordination 
 

I. 
II. Participation Tally Form 

hich Areas to Implement Communication 
e Procedures 

III. Final Decisions on W
IV. Evaluativ
V. Responsibilities 
VI. Budget (Optional) 
VII. Cooperative Agreement, Written Agreement, Memorandum of 

Understanding, etc. (Optional) 
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Resolution Supporting a Coordination Program 
 the Communication Level 

S, this board supports the efforts of the coordinating co mittee of 
_ n/country/region) to improve the efficiency and level of 

munity through coordination; and 

H S, the coordinating committee has determined that this community would 
t the communication level, which cons ts of informal 

ransportation providers in the area; 

RE, this resolution is passed as evidence of this board’s support for 
ion at the communication level. 

EBY RESOLVED that this board supports the coordination program 
v y the coordinating committee and will abide by any cooperative 

s developed by the coordinating committee and executed by this board. 

D THIS ______ DAY OF _____________ , 20____ 

g ______________ 

__________________

at
 

Resolution No. ____ 

WHEREA m
__ _____________ (tow
service of transportation in this com

W EREA
benefit from coordination a is
cooperation among t

THEREFO
coordinat

BE IT HER
de  beloped

tagreemen

 

ADOPTE

 

Si nature ____

Title  __________________ 

Date  
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Sample Administrative Budget 
Expense Total 
SALARIES AND WAGES 

• n
• 
• o  

 
• Coordinator 

Ma ager 
Administrative Assistant 
Bo kkeeper

• Other 
BENEFITS 

• 
• ce 
• ent Insurance 

ther 

 
Health/Medical Plans 
Worker’s Compensation Insuran
Unemploym

• O
OFFICE SUPPLIES AND EQUIPMENT 

• Copying and Printing 

 
• Supplies 
• Small Equipment 

• Other 
FACI E

• n
• o
• 

r 

 LITI S 

Re t 
Ph ne 
Utilities 

• Othe
INSU C

• i
• n
• fi ctor Liability 

 RAN E 

Bu lding/Property 
Ge eral Liability 
Of cer/Dire

• Other 
PROF IO

• 
• c

• Other 

 ESS NAL SERVICES 

Legal 
Ac ounting 

• Consulting 
• Marketing 

MARKETING, ADVERTISING, AND PROMOTIONAL   MATERIALS 

DEPRECIATION  
TRAV  EL 

OTHE  R 

Grand T tal  
 o
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S U P P O R T I N G  D O C U M E N T S   
 

Sample Operating Budget 
Expense Total 

Vehicle Operations 
SALARIES AND WAGES 

• Drivers 
• Dispatchers, Sched

 

ulers, Reservationists 
• Other 

BENEFITS 

ical Plans 
• Wor ’
• Une o
• Othe

 
• Health/Med

ker s Compensation Insurance 
mpl yment Insurance 
r 

FUEL  
VEHICLE INSURANCE  
LICENSING AND FEES  
OTHER VEH  ICLE OPERATING COSTS 

Maintenance 
SALA S 

• Mec i
• Was s
• Othe

 RIE AND WAGES 

• Mechanics 
han cs’ Aids 
her  
r 

BENEFITS 

• Health/M s 
• Worker’s Compensation Insurance 
• Une o
• Othe

edical Plan
 

mpl yment Insurance 
r 

PARTS AND SHOP SU

• Oil and Lub
• Tire d
• Cleaning

 PPLIES 

ricants 
s an  Tubes 

 Supplies 
MAINTENANCE CONT  RACTS 

OTHER MAINTENANCE COSTS  
Other Operating Expenses 

PURCHASE OF SER E VIC  
COMMUNICATIONS E

• 

QUIPMENT FEES  
• Cell Phone Monthly Charges 
• Two Way Radio Licensing 

Two Way Radio Tower Rental for Antenna 
OTHER OPERATING EXPENSES  

Grand Total  
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S U P P O R T I N G  D O C U M E N T S   
 

Parts of a Cooperative Agreement 
The following lists the suggested components of a cooperative agreement in the 
sug ted o ar.  All of these items may not apply to your 
coo tive f the items is not fixed.  This represents a typical 
coo ive

Pre

eement should be identified. 

• Glo r s used in the agreement as they 
apply to

co

he agreement covers must be defined. 

operative agreement should 

vel of participation of each party in 
ed. 

terms of financial 
tments, resources, and participation should 

sed for failing to meet 
, they should be defined here. 

• Pay  change hands in the course of the agreement, 
procedures f b  defined. 

• Ter ons under which parties may terminate the agreement 
sho e for notification of intent to terminate and 
pro u

.  Requirements and procedures for amending the agreement 
should be set. 

ges rder that they should appe
pera  agreement and the order o
perat  agreement. 

• amble 

o Parties.  All parties to the agr

o Purpose.   

ssa y.  The operational definition of term
 the agreement should be listed. 

• S pe of Agreement. 

o Term.  The period of time t

o Activities.  All activities covered by this co
be listed. 

o
each activity should b

 Levels of Participation.  The le
e stat

o Responsibilities.  Each party’s responsibilities in 
contributions, time commi
be defined. 

o Penalties.  If penalties are to be impo
responsibilities

ments.  If money is to
or illing and payment should be

mination.  Conditi
uld be set.  Timefram
ced res for terminating agreement should be defined. 

• Amendment
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S U P P O R T I N G  D O C U M E N T S   
 

Chapter 5 Written Plan Components 

IV. Joint use agreements 
  agreements 

a. Responsibilities 

VI. 
nding sources list 

ons 

ment procedures 

nance 
cations 
ts 

IX. 
licies, and agreements 

b. Policies and procedures 
 

XI.  joint use 
a. Specifications and policies 

ii. On-going sharing policies 

d. Data analysis 

 ies 
XII. Budget 

 
 

 
I. Activities to coordinate 
II. Administrative structure 
III. Responsibilities for activities 

V. Simple

b. Policies and procedures 
Grant applications 
a. Potential fu
b. Grants to be coordinated list 
c. Responsibilities 
d. Copies of coordinated applicati

VII. Joint purchasing agreements 
a. Survey of purchasing needs 
b. Procure
c. Administration 

VIII. Joint mainte
a. Maintenance policies and specifi
b. Outsourcing maintenance contrac
c. In-house maintenance plans 
d. Billing procedures 
Safety and risk management 
a. Insurance contracts, po

X. Communications 
a. Cell phone quotes and contracts 
b. Two-way radio plans and license 

 Vehicle

b. Vehicle sharing 
i. As-needed sharing policies 

c. Trip sharing 

e. Passenger accounting and record keeping procedures 
f. Billing polic
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S U P P O R T I N G  D O C U M E N T S   
 

Parts of a Joint Use Agreement 
The following lists the suggested components of a joint use agreement in the 

t apply to your 
nt and presents a typical 

ent with

ties to the tified. 

o Purpose.   

 in the agreement as they 

•  time st be defined.  L

• 

n a

 routes. 

v areas served, reservation policies, 
u

• n  complete the agreement should be 
r types of vehicles, and equipment 

• ents fo p ience, 
v raining, and licensing re r  such as CDLs. 

• Policies, Procedures, and Responsibilities. 

o List the policies and procedures developed for the joint use agreement 
including: 

 Passenger accounting. 

 Vehicle maintenance. 

suggested order that they should appear.  All of these items may no
joint use agreeme  the order of the items is not fixed.  This re

int use agreem  vehicle joint use. jo

• Preamble 

o Parties.  All par  agreement should be iden

• Glossary.  The operational definition of terms used
d be listed. apply to the agreement shoul

Term.  The period of the agreement covers mu ist start 
and end dates. 

Service Details. 

o Operating hours a d service are . 

o Fixed route:  Describe

o Demand responsi e:  Describe 
scheduling proced res. 

Equipment.  The equipme t required to
detailed including numbe of vehicles, 
required, such as accessibility equipment, fareboxes, and communications 
equipment. 

Operators.  Describe the requirem r o erators including exper
dri ing record, t qui ements,

M O N T A N A  C O O R D I N A T E D   P A G E  1 0 - 4 9  
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  S U P P O R T I N G  D O C U M E N T S  
 

 Scheduling. 

 hich parties are ro ich actions. 

• Contract Rates and Fares.  All costs should be detailed specifically. 

• Payments.  Procedures for billing and payment should be defined.  Invoice 
schedule and payment schedules should be included. 

 records should be kept, by whom, and for how long. 

 State what reports will be completed and when they will be compiled. 

 State requirements for auditing of contract including schedules, 

• Insurance Requirements.  State levels of coverage required by the system. 

• Legal Requirements. List applicable legal requirements and how they will be 
upheld.  Includes: 

o Labor Laws and Non-Discrimination Laws 

o Drug and Alcohol Testing 

o Disadvantaged Business Enterprises 

o Commercial Driver’s License 

o Americans with Disabilities Act 

• Dispute Resolution.  Procedures for resolving disagreements or disputes that 
may arise during the course of the contract should be fully stated. 

• Termination.  Conditions under which parties may terminate the agreement 
should be set.  Timeframe for notification of intent to terminate and 
procedures for terminating agreement should be defined. 

• Amendment.  Requirements and procedures for amending the agreement 
should be set. 

• Contact Information.  Contacts for representatives from all sides of the 
agreement should be listed. 

State w esponsible for wh

• Records, Reporting, and Auditing. 

o State what

o

o
financial responsibility, and resolution of findings. 

P A G E  1 0 - 5 0   M O N T A N A  C O O R D I N A T E D  
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Sample Funding Source Survey 
Name of Agency  ______________________________________ 
Contact   ______________________________________ 
Telephone   ______________________________________ 
 

Type of Agency: 
 Private Non-Profit  Governmental Body 
 Private For-Profit 
 Public 

 Transit Agency 
 Other _____________________ 

Lis eceive of which a  
or can  

 
t grant funds that you currently r ll or part are

 be used for transportation purposes:
Department of Transportation Health and Human Services 

______ 
___ 
___ 

_______ 

_________ 
_________ 
_________ 

$_________ 
$_________ 
$_________ 
$_________ 
$_________ 

ncy on Aging 
 CSBG 
 Head Start 
 SSBG 
 TANF 
 Other ___________
 Other ___________
 Other ___________
 Other ___________

 
 
 
 
 
 
 
 
 

 FTA Section 5307 
 FTA Section 5309 $
 FTA Section 5310 
 FTA Section 5311 

$
$

$_________  Age

 TransADE 
 Other ________
 Other ___________
 Other ___________
 Other _______

___ 
$_________
$_________

___ $_________
___ $_________
___ $_________

$_________
$_________
$_________
$_________

CHARITIES, FOUNDATIONS, AND OTHER 
GOVERNMENT 

ay 
_____________ 

___________ 
_ 

 
______ 

$_________ 
$_________ 
$_________ 
$_________ 
$_________ 
$_________ 

 

 United W
 Other _
 Other ___
 Other _____________

______ Other ________
_______ Other _

 
Cu  (Check all t

 
ycare 

 Low Income 
 General Public (no restrictions) 

 Elderly (general pub
 Disabled (general pu
 Pupil Transportation 
 Other: 

______________________ 
 

stomer Groups served by your agency: hat apply) 
 Elderly (program clients) 
 Disabled (program clients)
 Pre-School, Head Start, Da

lic) 
blic) 
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Is your agency interested in applying for other funding sources 
 eligibile: 

 No 

Is y in coordinating grant applications? 
 Yes  No 

Comments: 
 
 
 
 

 
Describe any specific eligibility requirements your program has 
for its customers: 

for which you might be
Yes  

Comments: 
 
 
 
 
 

our agency interested 
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Sample Purchasing Needs Survey 
Name of Agency  ______________________________________ 
Contact   ______________________________________ 
Telephone   ______________________________________ 
 

Check those items that you purchase regularly for your transportation program.  
Estimate the yearly expense for your transportation program for each item that is 
checked. 

Office Supplies and Equipment Yearly Expense 
 Office Supplies (Pens, Pencils, Legal Pads) 
 Office Equipment (Small Furniture, Small Electronics) 
 Copy Supplies (Toner, Paper) 
 Computer Printer Supplies (Ink Cartridges, Paper) 
 Other ___________________ 
 Other ___________________ 
 Other ___________________ 

$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 

 
Maintenance Supplies Yearly Expense 

 Motor Oil 
 Transmission Fluid 
 Other Lubricants 
 Brake Fluid 
 Anti-freeze 
 Freon 
 Gasoline 
 Diesel Fuel 
 Windshield Wiper Fluid 
 Cleaning Supplies 
 Batteries 
 Tires and tubes 
 Safety Equipment (fire extinguishers, first aid kits) 
 Other ___________________ 
 Other ___________________ 
 Other ___________________ 

$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
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  S U P P O R T I N G  D O C U M E N T S  
 

 
Capital Goods Yearly Expense 

 Cars or Station Wagons 
 Mini-vans 
 Large Passenger Vans 
 Small Buses 
 Large Buses 
 School Buses 
 Computers and Computer Hardware 
 Additional Technology Applications 
 Communications Equipment 
 Accessibility Equipment 
 Fixed Route Needs (Benches, Vestibules, Bus Stop Signs) 
 Land or Buildings 
 Major Office Furniture 
 Other ___________________ 
 Other ___________________ 
 Other ___________________ 

$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 

 
Transportation and Vehicle Related Services Yearly Expense 

 Purchase of Transportation 
 Preventative Maintenance 
 Major Maintenance 
 Vehicle Cleaning 
 Insurance 
 Other ___________________ 
 Other ___________________ 
 Other ___________________ 

$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 

 
Professional Services Yearly Expense 

 Legal 
 Accounting 
 Marketing 
 Consulting 
 Information Technology 
 Other ___________________ 
 Other ___________________ 
 Other ___________________ 

$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 

 
Other Yearly Expense 

 Other ___________________ 
 Other ___________________ 
 Other ___________________ 
 Other ___________________ 
 Other ___________________ 

$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
$ ____________ 
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Chapter 6 Written Plan Components 
 

I. Establishing Administrative Entity 
a. Existing Entity 

i. Resolutions, etc., needed to have existing entity manage the 
consolidated system. 

b. New Entity 
i. All documentation required when creating a new entity 

II. Capital Needs Plan 
III. Capital Purchase Quotes and Contracts 
IV. Budgets 

c. Start-up Budget 
d. First-year Budget 
e. Long-term Budgets 

V. Contract Rates 
VI. Fare Structure 
VII. System Operating Procedures 
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S U P P O R T I N G  D O C U M E N T S   
 

Resolution Authorizing the Creation of a 
Consolidated Transportation System 

Resolution No. ____ 

WHEREAS, this board supports the efforts of the coordinating committee of 
________________ (town/country/region) to improve the efficiency and level of 
service of transportation in this community through coordination; and 

WHEREAS, the coordinating committee has determined that this community would  
benefit most from the consolidation of transportation services into a single entity; 

THEREFORE, this resolution is passed as evidence of this board’s support for 
consolidation of transportation services. 

BE IT HEREBY RESOLVED that this board supports the consolidation of 
transportation services in this community and will contribute the current transportation 
resources of this organization to the consolidated transportation system through 
arrangements with the coordinating committee in a manner that is deemed appropriate 
by this board and by the coordinating committee. 

 

ADOPTED THIS ______ DAY OF _____________ , 20____ 

 

Signature __________________ 

Title  __________________ 

Date  __________________ 
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S U P P O R T I N G  D O C U M E N T S   
 

Sample Vehicle Replacement Schedule 
 
VEHICLE 2003 2004 2005 2006 2007 
Replacement Needs 
1 - Small Bus $60,000     
2 - Small Bus  $60,000    
3 - Small Bus   $60,000   
4 - Small Bus     $60,000 
5 - Van  $40,000    
6 - Van    $40,000  
Replacement Costs 
Grant Share $48,000 $80,000 $48,000 $32,000 $48,000 
Local Match $12,000 $20,000 $12,000 $8,000 $12,000 
Total $60,000 $100,000 $60,000 $40,000 $60,000 
Expansions Needs 
Small Bus $60,000     
Small Bus    $60,000  
Van   $40,000   
Expansion Costs 
Grant Share $48,000 $0 $32,000 $48,000 $0 
Local Match $12,000 $0 $8,000 $12,000 $0 
Total $60,000 $0 $40,000 $60,000 $0 
Total Replacement and Expansion Costs 
Grant Share $96,000 $80,000 $80,000 $80,000 $48,000 
Local Match $24,000 $20,000 $20,000 $20,000 $12,000 
Total $120,000 $100,000 $100,000 $100,000 $60,000 
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S U P P O R T I N G  D O C U M E N T S   
 

Demand Formula 
 
Recommended Methodology for Estimating Annual Non-Program Related Rural Passenger 
Transportation Demand 
 

⎟
⎟

⎠

⎞

⎜
⎜

⎝

⎛

+
+⎟⎟
⎠

⎞
⎜⎜
⎝

⎛
+

+⎟⎟
⎠

⎞
⎜⎜
⎝

⎛
+

= −−− pme U
p

pU
m

mU
e

e ek1
1PR

ek1
1MR

ek1
1ERD  

 
 
Where: 
 

County of Area
Market Income Low  toAvailable Miles  Vehicle Annual0.000490U

County of Area
Market LimitedMobility   toAvailable Miles  Vehicle Annual0.000400U

County  theof Area
MarketElderly   toAvailable Miles Vehicle Annual0.000510U

ek

ek

ek
Census.  U.S.1990 for the used that is levelpoverty   theof definition The

level.poverty   thebelow income with familiesin  less,or four -sixty age persons, ofnumber   P
four-sixty sixteen to age persons limitedmobility  ofnumber   M

overor sixty  age personsor number E

1,200R
1,200R
1,200R

Year)Per  TripsWay -(Onetion transportapassenger  related program-nonfor  demand annual  D

p

m

e

6.63
p

6.41
m

6.38
e

p

m

e

×=

×=

×=

=

=

=

=
=
=

=
=
=
=

 
 
Source:  SG Associates, Demand Forecasting for Rural Passenger Transportation, prepared for 
Transportation Cooperative Research Program, February 1995. 
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Chapter 11 – Contact Information 

Contact Information 
Chapter 11 contains contact information for agencies and funding sources that 
may be relevant to a coordinated transportation system.  

Access Board 
Phone (800) 872-2253 Mail 
TTY (800) 993-2822 
Fax (202) 272-0081 
Email ta@access-board.gov

Office of Technical and Information 
Services 
1331 F Street, NW, Suite 1000 
Washington, DC 20004-1111 

Comment Provides information on American’s With Disabilities Act compliance. 
 

Federal Communications Commission (FCC) 
Wireless Telecommunications Bureau 
Phone (202) 418-0600 
Comment Administers two-way radio licensing. 
 

Federal Motor Carrier Safety Administration (FMCSA) 
Montana Field Office 
Phone (406) 444-5304 Mail 
Fax (406) 444-5314 2800 Skyway Dr. 

Helena, MT  59602 
Comment Administers Commercial Drivers License program. 
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Internal Revenue Service (IRS) 
Exempt Organization Customer Service 

Mail Phone (877) 829-5500 
Internal Revenue Service 
TE/GE Division, Customer Service
P.O. Box 2508 
Cincinnati, OH 45201 

Comment Contact for tax information for non-profit organizations. 
 

Montana Council on Developmental Disabilities (MCDD) 
Contact Executive Director 
Phone (406) 443-4332 Mail 
Fax (406) 443-4192 
Website www.mtcdd.org  

PO Box 526 
Helena, Montana 59624 

Comment Sponsors of this project, MCDD provides funding, education, and 
advocacy for programs for individuals with developmental disabilities. 

 

Montana Department of Public Health and Human Services (DPHHS) 
Disability Services Division 
Contact Administrator 
Phone (406) 444-2590 Mail 
Toll Free (877) 296-1197 
TDD (406) 444-2590 
Fax (406) 444-3632 
Website www.dphhs.state.mt.us/dsd/ 

111 North Sanders 
Helena, MT  59620 

Comment Administers statewide programs for individuals with disabilities. 
 

Montana Department of Public Health and Human Services (DPHHS) 
Heatlh Policy and Services 
Contact Administrator 
Phone (406) 444-4540 Mail 
Fax (406) 444-1861 
Website www.dphhs.state.mt.us/hpsd/ 

1400 Broadway 
Helena, MT  59620 

Comment Administers public health programs in the state, including Medicare. 
 

 

 

P A G E  1 1 - 2   M O N T A N A  C O O R D I N A T E D  
 T R A N S P O R T A T I O N  H A N D B O O K  



C O N T A C T  I N F O R M A T I O N   
  

Montana Department of Public Health and Human Services (DPHHS) 
Human and Community Services 
Contact Administrator 
Phone (406) 444-5901 Mail 
Fax (406) 444-2547 1400 Broadway 

Helena, MT  59620 
Comment Administers Head Start and TANF programs. 
 
 
Montana Department of Public Health and Human Services (DPHHS) 
Senior and Long Term Care 
Contact Administrator 
Phone (406) 444-4077 Mail 
Fax (406) 444-7743 111 North Sanders 

Helena, MT  59604 
Website www.dphhs.state.mt.us/sltc/ 
Comment Administers programs and advocates for seniors and citizens with 

disabilities requiring long-term care. 
 
 

 
 
Montana Public Service Commission 

Mail Phone (406) 444-6199 
P.O. Box 202601 
Helena, MT 59620-2601 

Website www.psc.state.mt.us 
Comment Licenses transportation providers. 
 
 
 
 
 
 
 
 

Montana Department of Transportation (MDT) 
Transit Section 
Contact Transit Section Supervisor 
Phone (406) 444-6200 Mail 
Website www.mdt.state.mt.us/departments/

transportation_planning/ 
transit_programs/ 

P.O. Box 201001 
2701 Prospect Ave. 
Helena, MT 59620-1001 

Comment Administers funding programs for rural and small urban transportation in 
Montana 
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Montana Secretary of State’s Office 
Phone 406-444-2034 Mail 
Fax 406-444-3976 
Email sos@state.mt.us 

Room 260, Capitol 
P.O. Box 202801 
Helena, MT  59620-2801 

Comment Resources and licensing for businesses and non-profit organizations. 
 
 
National Transit Resource Center 
Phone (800) 527-8279 
Comment Component of the CTAA providing assistance on transit planning. 
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Chapter 12 – Internet Links 

Internet Links 
Chapter 12 contains links to relevant Internet sites that contain more 
information useful for planning, implementing, and operating a coordinated 
transportation system.   

This chapter contains links to additional information on the Internet that can be helpful 
in planning a coordination program.  It begins with a selection of general links to 
programs and information sources that may be of use.  Following the General Links 
section all of the links that were referenced throughout the handbook are indexed by 
chapter. 

General Links 
Access Board 
URL http://www.access-board.gov
Comment The Access Board is a clearninghouse for information on maintaining 

compliance with the Americans with Disabilities Act. 
 

American Public Transportation Association (APTA) 
URL http://www.apta.com  
Comment APTA is an association of public transportation providers. APTA 

generally represents larger systems. 
 

 

 

Chapter 

12 

M O N T A N A  C O O R D I N A T E D   P A G E  1 2 - 1  
T R A N S P O R T A T I O N  H A N D B O O K  



 I N T E R N E T  L I N K S  

 

Coordinating Council on Access and Mobility (CCAM) 
URL http://www.fta.dot.gov/CCAM
Comment CCAM is a federal agency promoting coordination through information 

and technical assistance. 
 

Community Transportation Association of America (CTAA) 
URL http://www.ctaa.org  
Comment CTAA is an association committed to ensuring mobility for Americans 

through research, education, and advocacy.  CTAA genereally represents 
smaller systems. 

 

Federal Motor Carrier Safety Administration (FMCSA) 
URL http://www.fmcsa.dot.gov  
Comment The FMCSA is responsible for the Commercial Driver’s License (CDL) 

program. 
 

Federal Transit Administration (FTA) 
URL http://www.fta.dot.gov  
Comment The FTA is the main administrative body governing public 

transportation.  The FTA funds many public transportation programs 
through capital and operating grants. 

 

Project Action 
URL http://www.projectaction.org
Comment Project Action works towards accessible community transportation for 

individuals with disabilities, through information, training, technical 
assistance, and grants. 

 

Montana Department of Public Health and Human Services (DPHHS) 
URL http://www.dphhs.state.mt.us  
Comment DPHHS is responsible for the administration of human service programs 

in Montana, including TANF and Medicaid. 
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Montana Department of Transportation (MDT) 
URL http://www.mdt.state.mt.us  
Comment MDT administers several funding programs for public and human 

service transportation in Montana. 
 

State of Montana 
URL http://www.discoveringmontana.com  
Comment The State of Montana website provides access to all state agencies, 

contact information, and laws and regulations. 
 

Transit Cooperative Research Program (TCRP) Reports 
URL http://www4.trb.org/trb/onlinepubs.nsf/web/TCRP_Reports  
Comment TCRP reports present useful information on a broad range of topics 

related to transit. 

Chapter 1 
Montana Transportation Coordination Website 
URL http://www.coe.montana.edu/wti/TrCoordn/index.html
Comment The Montana Transportation Coordination Website is the companion to 

this handbook, providing additional resources for coordination in the 
state, including a database of human service and transportation providers. 

Chapter 5 
FTA Best Practice Procurement Manual 
URL http://www.fta.dot.gov/library/admin/BPPM/
Comment This manual details procurement practices for FTA grant recipients. 
 

Federal Communications Commission – Two Way Radio 
URL http://wireless.fcc.gov/services/itfs&mds/about/twoway.html
Comment This FCC site provides information on Two Way Radio systems, 

including information on licensing new systems. 
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Chapter 6 
Secretary of State’s Office – Information on Forming a New Business in 
Montana 
URL http://sos.state.mt.us/css/BSB/New_Business.asp
Comment This site gives step-by-step information on forming a new business in 

Montana.  All necessary forms are included on this site. 
 

IRS – Information on the Regulations Governing Non-Profit Organizations 
URL http://www.irs.gov/charities/index.html
Comment This site details the federal tax laws governing non-profit organizations. 
 

Federal Communications Commission – Two Way Radio 
URL http://wireless.fcc.gov/services/itfs&mds/about/twoway.html
Comment This FCC site provides information on Two Way Radio systems, 

including information on licensing new systems. 
 

Scheduling, Dispatching, and Accounting Software 
URL http://www.apta.com/sites/business/computer.htm
Comment This site lists some of the software packages available for scheduling for 

transportation providers. 
 

Guidebook for Selecting Appropriate Technology Systems for Small Urban and 
Rural Public Transportation Operators
URL http://www4.trb.org/trb/onlinepubs.nsf/web/TCRP_Reports  
Comment This report gives information choosing technology solutions for small 

transportation systems. 
 

Montana CDL Information 
URL http://www.doj.state.mt.us/mvd/license.htm
Comment This site provides information on obtaining commercial drivers’ licenses 

in Montana. 
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Chapter 7 
ADA Technical Assistance Manuals 
URL http://www.access-board.gov/transit/manuals/Manuals-list.htm
Comment These manuals provide commentary on the ADA regulations as they 

apply to transportation providers. 
 
 
Implementation Guidelines for Drug and Alcohol Regulations in Mass Transit 
URL http://transit-safety.volpe.dot.gov/publications/substance/ 

ImplementationGuidelines/ImplementationGuidelines.pdf  
Comment This document provides instructions for implementing drug testing 

procedures in compliance with FTA regulations. 
 

Best Practices Manual: FTA Drug and Alcohol Testing Programs 
URL http://transit-safety.volpe.dot.gov/publications/safety/ 

BestPractices/BestPractices.pdf
Comment This document provides examples for implementing drug testing 

procedures in compliance with FTA regulations. 
 

FMCSA Drug and Alcohol Testing Rule (49 CFR 382) 
URL http://www.fmcsa.dot.gov/rulesregs/fmcsr/regs/382menu.htm
Comment This site provides information regarding the FMCSA drug and alcohol 

testing rules, which apply to holders of CDLs.. 
 

FMCSA Home Page 
URL http://www.fmcsa.dot.gov  
Comment The FMCSA is responsible for the Commercial Driver’s License (CDL) 

program. 

Chapter 8 
Scheduling, Dispatching, and Accounting Software 
URL http://www.apta.com/sites/business/computer.htm
Comment This site lists some of the software packages available for scheduling for 

transportation providers. 
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Guidebook for Selecting Appropriate Technology Systems for Small Urban and 
Rural Public Transportation Operators
URL http://www4.trb.org/trb/onlinepubs.nsf/web/TCRP_Reports  
Comment This report gives information choosing technology solutions for small 

transportation systems. 

Chapter 9 
MDT Transit Section 
URL http://www.mdt.state.mt.us/departments/ 

transportation_planning/transit_programs/
Comment The MDT Transit Section administers many of the federal and state 

funding programs for public and human service transportation. 
 

Community Transportation Association of America (CTAA) 
URL http://www.ctaa.org  
Comment CTAA is an association committed to ensuring mobility for Americans 

through research, education, and advocacy. 
 

CTAA: Resource Guide, 2000: Federal Funding Sources 
URL http://www.ctaa.org//ct/resource/funding.asp
Comment This document profiles many federal funding programs that can be used 

for transportation purposes. 
 

CTAA:  Community Transportation Magazine: Jan.-Feb. 1999:  Non-
Traditional Funds for Community Transportation 
URL http://www.ctaa.org/ct/janfeb99/funding.asp
Comment This document profiles some non-traditional funding sources that can be 

used for transportation purposes. 
 

The Foundation Center 
URL http://www.foundationcenter.org
Comment The Foundation Center is a contact source for private foundations 

funding a variety of different programs. 
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Appendices 

Appendix A – Abbreviations and Glossary 

The definitions of key terms and meanings of all abbreviations 
used in this manual are listed in Appendix A. 

Appendix B – References  

References are listed in Appendix B. 

Appendix C – Survey Data (Separate Volume) 

The methodology and results of the pre-implentation data 
collection survey are listed in Appendix C.  Because of the scope of 
data collected, Appendix C is a separate volume, which is 
available upon request.  The results of the survey are also viewable 
at the Montana Coordinated Transportation website. 

For a hard copy, contact the Montana Council on Developmental 
Disabilities: 

Mail: P.O. Box 526 
 Helena, Montana 59624  

Phone: (866) 443-4332 (Toll-Free); or 
 (406) 443-4332 
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Appendix A – Abbreviations 

Abbreviations and Glossary  
Appendix A lists the definitions of key terms related to coordination and 
meanings of all abbreviations used in this document. 

AAA – Area Agency on Aging 

Accessibility – The extent to which all persons are able to approach and utilize a 
transportation system. 

ACCT – Agency Council on Coordinated Transportation [Washington State] 

ADA – Americans with Disabilities Act 

Ambulatory – Able to walk 

AOA – Administration on Aging 

APTA – American Public Transportation Association 

Assistant – An individual who assists people with disabilities in accessing 
transportation services. 

AVL – Automatic Vehicle Location 

Block Grant – A grant dedicated to some general issue or purpose without specific 
guidelines detailing its use. 

Brokerage – A method of providing transportation services in which one agency is 
responsible for scheduling the vehicles of several agencies. 

CCAM – Coordinating Council on Access and Mobility 

CFR – Code of Federal Regulations 
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Client Dumping – The process of human service agencies routing their clients to 
general public transportation in order receive subsidized fares and save over 
contract rates. 

Client Shedding – see Client Dumping. 

COA – Council on Aging 

Collaboration – The level of coordination between communication and consolidation; 
collaboration involves the formalization of the process of two or more 
organizations working together. 

Commercial Driver’s License (CDL) – A class of drivers license required for 
individuals driving vehicles with a capacity of 16 or more passengers, 
administered by the Federal Motor Carrier Safety Administration. 

Communication – The simplest level of coordination; communication involves 
informally working together towards common goals. 

Consolidation – The highest level of coordination; consolidation takes place when two 
or more organizations join or merge their resources for the benefit of all 
participants.  

Coordination – Transportation coordination refers to two or more agencies working 
together in order achieve more efficient service, better quality service, 
increased capacity, and to do more with less. 

CSBG – Community Service Block Grant 

CTAA – Community Transportation Association of America 

DAPM – Drug and Alcohol Program Manager 

DBE – Disadvantaged Business Enterprise 

Deadhead – Mileage or hours vehicles are operated without revenue passengers. 

Demand Responsive Service – A method of providing transportation services in which 
customers request rides on an as-needed basis, usually with a defined window 
of minimum notice. 

DOT – Department of Transportation 

DPHHS – Department of Public Health and Human Services 

FAIM – Families Achieving Independence in Montana (Montana’s TANF program) 

FCC – Federal Communication Commission 
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FHWA – Federal Highway Administration 

Fixed Route Service – A method of providing transportation services in which 
vehicles operate along pre-determined routes. 

FMCSA – Federal Motor Carrier Safety Administration 

FTA – Federal Transit Administration 

GPS – Global Position System 

HTML – Hyper Text Markup Language (format for web pages) 

In Kind Service – A good or service provided to a transportation service without a 
monetary fee. 

Insurance Pool – A form of insurance when a group of agencies agree to fund the 
liability of all participating agencies. 

Joint Use Arrangement – An agreement between two or more agencies to share 
vehicles or other resources.  Joint use arrangements spell out the rights and 
responsibilities of all parties involved. 

Liability – Legal responsibility 

Local Match – The portion of a grant-funded project that must paid for by the grant 
recipient, typically expressed as a percentage. 

MCA – Montana Code Annotated 

MCDD – Montana Council on Developmental Disabilities 

MDT – Montana Department of Transportation 

Memorandum of Understanding (MOU) – A written agreement detailing the rights 
and responsibilities of all parties to the agreement.  An MOU is a less formal 
document than a contract. 

Metropolitan Planning Organization (MPO) – An agency in large cities responsible for 
planning transportation resources.  In Montana, MPOs are located in Billings, 
Great Falls, and Missoula. 

MRPNS – Montana Rural Passenger Needs Study 

Non-Ambulatory – Not able to walk 

PAB – Public Assistance Bureau 
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Paratransit – Specialized transportation for individuals who are not able to access 
general public transportation services due to disabilities. 

Partial-Brokerage – A type of brokerage system in which the agency responsible for 
scheduling vehicles of other agencies also operates their own vehicles. 

PDF – Portable Document Format (a means of transferring documents over the 
internet) 

PSC – Public Service Commission  

Request for Proposal (RFP) – A competitive bidding process in which possible 
contractors submit bids and qualifications and the issuer of the RFP makes a 
selection based on cost and merit. 

Revenue Miles or Hours – Periods during which vehicles are operated with revenue 
passengers aboard. 

RPA – Regional Planning Association 

RTAP – Rural Transportation Assistance Program 

Self-Insurance – When an agency funds its own liability through payments from 
revenue or a liability fund; agencies that self-insure must be able to prove that 
they are financially solvent to fund their own liability to legal limitations. 

SSBG – Social Service Block Grant 

STAR – Sweetwater [Wyoming] Transit Authority Resources 

Subscription Service – A method of providing transportation services in which 
participants have regularly scheduled rides, such as every Tuesday at noon. 

TANF – Temporary Assistance to Needy Families 

TDP – Transportation Development Plan 

TEA-21 – Transportation Equity Act for the 21st Century 

TIP – Transportation Improvement Plan 

TransADE – Transportation Assistance for the Disabled and Elderly 

Transportation Advisory Committee (TAC) – A group of transportation stakeholders 
in a locality in Montana who meet to discuss and plan the transportation 
resources for their area. 

Transportation Disadvantaged – Those people who are unable to transport themselves 
or purchase transportation because of mental or physical disabilities, age, or 
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income status. Transportation disadvantages individuals rely on public 
transportation, family, friends, and taxis for needed transportation.  

Trip – One passenger embarking at a source location and disembarking at a 
destination location.  A “round-trip” is considered two trips. 

URL – Uniform Resource Locator (Internet Address)  

VR – Vocational Rehabilitation 

WTI – Western Transportation Institute, Montana State University – Bozeman 
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