
Transportation Authority of Calhoun County 
Meeting Agenda 

November 25, 2025 
Marshall City Hall – Council Chambers  

323 West Michigan Avenue 
 Marshall, Michigan 49068 

 
I. Call to Order 

 
II. Roll Call  

 
III. Approval of Agenda 

 
IV. Public Comments on Agenda Items 

 
V. Consent Agenda 

a. October 28, 2025 Minutes 
b. Finance and Budget Report  
c. AP approval through November 21, 2025 

 
VI. Presentations to the Board 

a. Community Event Recap and Discussion 
 
VII. Public Hearings and Subsequent Board Action 

a. Resolution 24-2025 setting a public hearing for January 27, 2026  
 
VIII. Unfinished Business 

a. LDDA Financing Plan 
 
IX. New Business 

a. Resolution 25-2025 – Purchasing Policy 
b. Resolution 26-2025 – Conflict of Interest Policy 
c. Resolution 27-2025 – ACH/EFT Policy 
d. Resolution 28-2025 – Drug and Alcohol Testing Policy 
e. Resolution 29-2025 – ADA Complementary Paratransit Policy 
f. Resolution 30-2025 – Bright Light Real Estate LLC Lease Agreement 
g. Resolution 31-2025 – Holiday Season National Enforcement Mobilization Campaign 

 
X. Public Comments on Non-Agenda Items  

 
XI. Board and Executive Director Comments 

a. Communications to the Board 
b. Legislative Updates 
c. BCATS Updates – Jeff Franklin 
d. Consultant Updates – Peter Varga/Clark Harder 

 
XII. Dates of Next Meetings  

a. Committee Meeting/Workshop – December 9, 2025 
b. Board Meeting – December 23, 2025 

 
XIII. Closed Session – Pursuant to Section 8(1)(h) of the Open Meetings Act to consider an attorney’s 

written legal opinion regarding the Executive Director’s proposed employment contract that is exempt 
from public disclosure under state and federal law.  

 
XIV. Adjournment 
  



Transportation Authority of Calhoun County 
Meeting Minutes 
October 28, 2025 

Marshall City Hall – Council Chambers 
323 West Michigan Avenue, Marshall, MI 49068 

 
I. Call to Order  

The meeting was called to order by Chairperson Erick Stewart at 9:01 a.m. 
II. Roll Call  

Members present: Tom Tarkiewicz, Amy Evans, Maya Williams, Vivian Davis, Erick 
Stewart.  
Members absent: Dr. Paul Watson (in at 9:08), Jenasia Morris. 

III. Approval of Agenda  
It was motioned by Tom and supported by Maya to move Approval of Minutes to the 
Consent Agenda.  
Motion carried. 
It was motioned by Tom and supported by Vivian to approve the agenda.  
Motion carried. 

IV. Approval of Minutes  
Moved to Consent Agenda. 

V. Public Comments on Agenda Items  
Eric Scott, President of ATU Local 1251, asked if LDDA area was in Ride Calhoun’s 
service area and it is.  Eric voiced his concern about taxpayers’ money not being used 
for transit. 

VI. Consent Agenda 
It was moved by Amy and supported by Vivian to approve the Consent Agenda as 
presented with the addition of the Approval of Minutes.                                                                                                                                  

a) Finance and Budget Report 
b) AP approval through 10/24 
c) Revised/Corrected Resolution 07-2025 

 Motion carried. 
VII. Public Hearings and Subsequent Board Action 

None.  
VIII.  Unfinished Business 

a) Mallory Avis, TACC Executive Director, spoke on local TIF Districts and the 
LDDA revitalization plan that proposed the capture of 100% of TACC’s tax 
revenue for the length of the project while allowing pass through and/or less 
than 100% capture to all other authorities.  That proposal was recently pulled 
from the Battle Creek Commission Agenda and alternative options have been 
explored.  Discussion followed on the equity of the plan and value added for all 
modes of transportation.  

IX.   New Business 
a) It was moved by Dr. Watson and supported by Maya to approve Resolution 19-

2025, Banking Resolution to add Mallory Avis and Kristy Grestini as Authority 
Signatories.  Motion carried. 

b) It was moved by Dr. Watson and supported by Tom to approve Resolution 20-
2025, authorization to participate in Michigan CLASS Investments Pool.          
Motion carried 

c) It was moved by Dr. Watson and supported by Maya to approve Resolution 21-
2025, adoption of General Liability Insurance Policy.  Motion carried. 



d) It was moved by Dr. Watson and supported by Maya to approve Resolution 22-
2025, appointment of Rehmann as the Authority’s independent auditor.                      
Motion carried. 

e) It was moved by Vivian and supported by Tom to approve Resolution 23-2025, 
purchase of sponsorship table at Armed Forces Appreciation Luncheon.         
Motion carried. 

X.  Public Comments on Non-Agenda Items 
• Eric Scott, President of ATU Local 1251, congratulated the Board and 

Executive Director for the progress made and asked a few questions.  Eric 
inquired about who replies to communication on the Authorities website as well 
as why the careers link takes him to the City of Battle Creek’s website to apply.  
His third question was why the current job openings were simultaneously 
posted internally as well as externally.  Mallory Avis gave Eric a specific time 
and date in which she answered his website communication.  She went on to 
explain the city of Battle Creek controls the job postings and process through a 
support agreement with TACC.  

• Jeff Franklin, BCATS Executive Director, attended a public engagement event 
and gave positive feedback on several things the TACC is doing. 

XI. Board and Executive Director Comments 
a) Mallory Avis mentioned a FOIA request shortly after the Battle Creek 

community engagement event is now closed.  Vivian Davis showed 
appreciation for the Albion community engagement event. 

b) Mallory Avis explained the State Budget was much more favorable to 
transit than anticipated. 

c) Jeff Franklin updated the Board on BCATS projects and next year’s budget 
estimate. 

d) Peter Varga gave positive feedback to the Board on progress and 
mentioned a challenging year ahead.  He is willing to participate in next 
month’s workshop but advised changing the date of November 11th due to 
Veterans Day.  The Board decided to move the next Work Session to 
coincide with the next Board Meeting. 

XII. Next Meetings 
a) Work Session – November 25, 2025 (before monthly Board Meeting) 
b) Board Meeting – November 25, 2025 

XIII.      Adjournment 
               Meeting adjourned at 10:16 a.m.  

Respectfully Submitted,  
 
 
____________________________       

  Vivian Davis, Secretary 
 
 
____________________________       

  Erick Stewart, Chair 



Month Ending Month Ending
10/31/2025 09/30/2025

Assets

Current Assets 4,531,145.21 4,818,183.80

Total Assets $ 4,531,145.21 $ 4,818,183.80

Liabilities and Net Position

Liabilities

Current Liabilities 68,596.30 65,277.58

Total Liabilities 68,596.30 65,277.58

Net Position

Unrestricted Net Position 4,752,906.22 4,934,053.03

Change in Net Position (290,357.31) (181,146.81)

Total Net Position 4,462,548.91 4,752,906.22

Total Liabilities and Net Position $ 4,531,145.21 $ 4,818,183.80

Transportation Authority of Calhoun County
Statement of Net Position

As of October 31, 2025

TACC

Created on 11/20/2025, 12:57 PM EDT Page 1



Current Month Current FYTD Prior Month Prior FYTD
10/31/2025 10/31/2025 09/30/2025 09/30/2025

Revenue

Revenue - Other
4080001 - Property Tax Revenue - Calhoun County (410.32) (410.32) (105.30) 421,313.98
4080002 - Property Tax Revenue - City of Albion 0.00 0.00 0.00 246,435.16
4080003 - Property Tax Revenue - City of Battle
Creek

157.72 157.72 5,321.97 3,230,945.29

4080004 - Property Tax Revenue - City of Marshall 0.00 0.00 12.76 633,914.25
4080005 - Property Tax Revenue - City of Springfield 92.02 92.02 0.00 234,388.12

Total Revenue - Other (160.58) (160.58) 5,229.43 4,766,996.80

Total Revenue (160.58) (160.58) 5,229.43 4,766,996.80

Operating Expenses

General and Administrative Expenses

Due and Subscriptions
5090300 - Dues & Subscriptions 18,358.55 18,358.55 0.00 924.00

Total Due and Subscriptions 18,358.55 18,358.55 0.00 924.00

Travel, Meals and Entertainment

Travel Expenses
5090202 - Travel & Meetings and Trainings -
Training

0.00 0.00 0.00 2,278.28

Total Travel Expenses 0.00 0.00 0.00 2,278.28

Total Travel, Meals and Entertainment 0.00 0.00 0.00 2,278.28

Total General and Administrative Expenses 18,358.55 18,358.55 0.00 3,202.28

Marketing and Advertising Expenses

Advertising and Promotion
5030200 - Advertising Fees 0.00 0.00 0.00 50.00

Total Advertising and Promotion 0.00 0.00 0.00 50.00

Total Marketing and Advertising Expenses 0.00 0.00 0.00 50.00

Utilities and Facilities

Rent
5120003 - Operating Leases and Rental - Other 0.00 0.00 0.00 275.00

Total Rent 0.00 0.00 0.00 275.00

Total Utilities and Facilities 0.00 0.00 0.00 275.00

Operating and Maintenance Expenses

Miscellaneous Expense
5099900 - Other Misc. Expense 0.00 0.00 764.71 764.71

Total Miscellaneous Expense 0.00 0.00 764.71 764.71

Professional Services
5039901 - Accounting Services 22,397.00 22,397.00 56,928.00 71,449.00
5039902 - Legal Services 8,730.00 8,730.00 29,243.25 132,132.65
5039904 - All Other Professional and Technical
Services

63,388.25 63,388.25 116,557.82 176,372.04

Total Professional Services 94,515.25 94,515.25 202,729.07 379,953.69

Total Operating and Maintenance Expenses 94,515.25 94,515.25 203,493.78 380,718.40

Transportation Authority of Calhoun County
Statement of Revenues, Expenses, and changes in Net Position

As of October 31, 2025

TACC

Created on 11/20/2025, 12:59 PM EDT Page 1



Current Month Current FYTD Prior Month Prior FYTD
10/31/2025 10/31/2025 09/30/2025 09/30/2025

Taxes and Insurance

Insurance
5060301 - Liability Insurance 192,125.00 192,125.00 0.00 1,726.75

Total Insurance 192,125.00 192,125.00 0.00 1,726.75

Total Taxes and Insurance 192,125.00 192,125.00 0.00 1,726.75

Total Operating Expenses 304,998.80 304,998.80 203,493.78 385,972.43

Other Revenue (Expense)

Other Revenue

Interest Revenue
4140000 - Interest 16,007.24 16,007.24 17,117.54 132,604.61

Total Interest Revenue 16,007.24 16,007.24 17,117.54 132,604.61

Total Other Revenue 16,007.24 16,007.24 17,117.54 132,604.61

Other Expense

Other Expenses
5500900 - Ineligible Perecent of Association Dues (1,205.17) (1,205.17) 0.00 0.00

Total Other Expenses (1,205.17) (1,205.17) 0.00 0.00

Total Other Expense (1,205.17) (1,205.17) 0.00 0.00

Total Other Revenue (Expense) 14,802.07 14,802.07 17,117.54 132,604.61

Change in Net Position $ (290,357.31) $ (290,357.31) $ (181,146.81) $ 4,513,628.98

Transportation Authority of Calhoun County
Statement of Revenues, Expenses, and changes in Net Position

As of October 31, 2025

TACC

Created on 11/20/2025, 12:59 PM EDT Page 2



Vendor Name Bill Number Description Bill Date GL Date Amount

1Battle Creek Area
Transportation Study

2026-01 FY26 - TACC local
share contribution

10/27/2025 10/27/2025 10,543.00

1Bright Light Real Es-
tate, LLC

DEP 12-2025 Deposit - 25% of An-
nual Rental Agree-
ment

11/20/2025 11/20/2025 12,500.00

1Calhoun County Trea-
surer

TC 557-25 JBOR Veterans Ex-
emption
P#0630-00-053-0 SEQ
208-25

10/13/2025 10/13/2025 146.27

1Calhoun County Trea-
surer

TC 551-25 JBOR VETERANS
EXEMPTION P#
6180-10-806-0 SEQ
207-25

10/13/2025 10/13/2025 97.32

1Calhoun County Trea-
surer

TC 570-25 MTT TV DECREASE
FOR 2024 P#
51-008-615-00 SEQ
212-25

10/27/2025 10/27/2025 62.12

1Calhoun County Trea-
surer

TC 564-25 MTT TV DECREASE
FOR 2024 P#
51-002-065-00 SEQ
211-25

10/27/2025 10/27/2025 63.56

1Calhoun County Trea-
surer

TC 582-25 ASSESSOR TV DE-
CREASE FOR 2024
P# 51-014-192-00
SEQ 214-25

10/28/2025 10/28/2025 41.05

1Maner Costerisan &
Ellis, PC

75341 Accounting Services -
October 2025

11/13/2025 11/13/2025 24,301.00

1Miller Johnson 2035303 General Labor Matters
(LMS) October 2025

11/17/2025 11/17/2025 237.50

1Miller Johnson 2035304 General Corporate
Matters (ROC) Octo-
ber 2025

11/17/2025 11/17/2025 3,371.25

Sum Total 1 1 1 1 1 51,363.07

Transportation Authority of Calhoun County
Board AP Bill Approval Report

Created on 11/20/2025, 5:19 PM EDT Page 1



TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
BOARD OF DIRECTORS 

Resolution 24-2025 
 
At the regular Board of Directors meeting of the Transportation Authority of Calhoun County (TACC), held in the 
Chambers of Marshall City Hall, located at 323 West Michigan Avenue, Marshall, Michigan 49068, on Tuesday, 
November 25, 2025, with Chair Erick Stewart presiding, the following action was taken: 
 

Whereas, the Transportation Authority of Calhoun County (TACC) became an official Federal Transit Administration 
(FTA) grantee on October 1, 2025 and is required to comply with all FTA rules and regulations; and 

Whereas, the Federal Transit Administration requires that all grantees develop and adopt a procedure to follow for 
public comment when considering fare increases or major service reductions; and 

Whereas, the Transportation Authority of Calhoun County is seeking public comment, feedback and public 
participation in establishing a cohesive and equitable fare structure; and 

Whereas, the TACC Board of Directors recognizes that the transition to a unified public transit system may impact 
historical fare structures established by previous transportation agencies; 

Now, Therefore, be it resolved by the Transportation Authority of Calhoun County formally sets a public hearing 
for Tuesday, January 27, 2026, at 9:00am in the Chambers of the Marshall City Hall located at 323 West Michigan 
Ave, Marshall Michigan 49068, to provide the public with an opportunity to express their views and ask questions 
about the proposed fare changes; 
 
Be it further resolved; the Transportation Authority of Calhoun County will publish a public notice in the Battle 
Creek Shopper, Marshall Ad-Visor, and Albion Chronicle not less than 30 days before the public hearing and will 
consider public comment provided in writing prior to the start of the public hearing. 
 

 
CERTIFICATE 

The undersigned duly qualified Board Secretary of the Transportation Authority of Calhoun County certifies the 
foregoing is a true and correct copy of a resolution adopted at a legally convened meeting of the Transportation 
Authority of Calhoun County held on November 25, 2025. 

  

__________________________                     __________________________ 

Signature                                                          Printed Name 

 

__________________________   __________________________ 

Title       Date 



 

 

 

November 25, 2025 
 

Battle Creek City Commission 
10 North Division 
Battle Creek, Michigan 49014 

Re: Revised LDDA TIF Plan  

 
Dear Members of the City of Battle City Commission: 

 

The Transportation Authority of Calhoun County (TACC) thanks you for the 
opportunity to engage throughout the development of the Lakeview Downtown 
Development Authority (LDDA) Tax Increment Financing Plan.  We appreciate the 
City’s willingness to revisit the original proposal and respond thoughtfully to the 
concerns raised by our organization and others.  

 

The revised financing plan now reflects a significantly more equitable distribution of 
millage capture, more clearly aligning with the intent of the voters who approved the 
transit millage and respectful of the critical role public transportation plays in Battle 
Creek’s economic and community development.  The updated structure provides 
TACC with a predictable and sustainable funding path, while still contributing 
meaningfully to the long-term improvements planned for the Lakeview District.   

 

Public transportation is an essential element of connectivity, mobility, workforce 
access, and overall development success.  Ensuring transit is integrated from the 
start of this process will strengthen the LDDA’s ability to deliver on its goal of reduced 
car dependence, enhanced walkability, and a more inclusive district that works for all 
users.   

 

 

 



 

 

 

Given this clear intersection between LDDA priorities and transit services, TACC 
respectfully requests formal representation on the LDDA Board.  A seat at the table 
allows us to be a consistent and constructive partner, offer technical expertise related 
to mobility and transportation planning, and helps ensure strong alignment between 
LDDA investments and the mobility needs of residents, businesses, and visitors.   

 

Given the proposed revisions and requested representation, I would like to express 
the TACC’s support for the updated Lakeview Downtown Development Authority’s 
Tax Increment Financing Plan.  We look forward to working collaboratively with the 
City, the LDDA, and our community partners to help deliver a more accessible, 
connected, and vibrant Lakeview District.   

 
 

Sincerely, 
 
 
 

 
Mallory Avis, Executive Director 
Transportation Authority of Calhoun County 
 



LDDA Development/TIF Plan - Proposed Revision v1

Fiscal Real and Personal Base Year Total Captured City of Battle Creek City of Battle Creek Calhoun County Calhoun County KCC KCC TACC TACC Total Desired Total Capture

Year Propety Value Value Value Capture Retained Capture Capture Retained Capture Capture Retained Capture Capture Retained Capture Capture Retained Retained

Millages Rates 15.196 6.8967 3.6109 2.66

Percentage of Total Capture 53.58 24.32 12.73 9.38

2026 $115,288,819 $8,693,117 $106,595,702 $1,619,828 $129,873 $735,159 $56,278 $384,906 $30,304 $283,545 $283,545 $500,000 $500,000

2027 $117,594,595 $8,693,117 $108,901,478 $1,654,867 $321,454 $751,061 $145,892 $393,232 $76,385 $289,678 $56,269 $600,000 $600,000

2028 $119,946,487 $8,693,117 $111,253,370 $1,690,606 $428,606 $767,281 $194,523 $401,725 $101,846 $295,934 $75,026 $800,000 $800,000

2029 $122,345,417 $8,693,117 $113,652,300 $1,727,060 $535,757 $783,826 $243,153 $410,387 $127,308 $302,315 $93,782 $1,000,000 $1,000,000

2030 $124,792,325 $8,693,117 $116,099,208 $1,764,244 $589,333 $800,701 $267,469 $419,223 $140,038 $308,824 $103,160 $1,100,000 $1,100,000

2031 $127,288,172 $8,693,117 $118,595,055 $1,802,170 $630,760 $817,915 $286,270 $428,235 $149,882 $315,463 $110,412 35% $1,177,324

2032 $129,833,935 $8,693,117 $121,140,818 $1,840,856 $644,300 $835,472 $292,415 $437,427 $153,100 $322,235 $112,782 35% $1,202,596

2033 $132,430,614 $8,693,117 $123,737,497 $1,880,315 $658,110 $853,380 $298,683 $446,804 $156,381 $329,142 $115,200 35% $1,228,374

2034 $135,079,226 $8,693,117 $126,386,109 $1,920,563 $672,197 $871,647 $305,076 $456,368 $159,729 $336,187 $117,665 35% $1,254,668

2035 $137,780,811 $8,693,117 $129,087,694 $1,961,617 $686,566 $890,279 $311,598 $466,123 $163,143 $343,373 $120,181 35% $1,281,487

2036 $140,536,427 $8,693,117 $131,843,310 $2,003,491 $701,222 $909,284 $318,249 $476,073 $166,626 $350,703 $122,746 35% $1,308,843

2037 $143,347,156 $8,693,117 $134,654,039 $2,046,203 $716,171 $928,669 $325,034 $486,222 $170,178 $358,180 $125,363 35% $1,336,746

2038 $146,214,099 $8,693,117 $137,520,982 $2,089,769 $731,419 $948,441 $331,954 $496,575 $173,801 $365,806 $128,032 35% $1,365,207

2039 $149,138,381 $8,693,117 $140,445,264 $2,134,206 $746,972 $968,609 $339,013 $507,134 $177,497 $373,584 $130,755 35% $1,394,237

2040 $152,121,148 $8,693,117 $143,428,031 $2,179,532 $762,836 $989,180 $346,213 $517,904 $181,266 $381,519 $133,531 35% $1,423,847

2041 $155,163,571 $8,693,117 $146,470,454 $2,225,765 $779,018 $1,010,163 $353,557 $528,890 $185,112 $389,611 $136,364 35% $1,454,050

2042 $158,266,843 $8,693,117 $149,573,726 $2,272,922 $795,523 $1,031,565 $361,048 $540,096 $189,034 $397,866 $139,253 35% $1,484,857

2043 $161,432,180 $8,693,117 $152,739,063 $2,321,023 $812,358 $1,053,395 $368,688 $551,525 $193,034 $406,286 $142,200 35% $1,516,280

2044 $164,660,823 $8,693,117 $155,967,706 $2,370,085 $829,530 $1,075,662 $376,482 $563,184 $197,114 $414,874 $145,206 35% $1,548,332

2045 $167,954,040 $8,693,117 $159,260,923 $2,420,129 $847,045 $1,098,375 $384,431 $575,075 $201,276 $423,634 $148,272 35% $1,581,025

2046 $171,313,120 $8,693,117 $162,620,003 $2,471,174 $864,911 $1,121,541 $392,539 $587,205 $205,522 $432,569 $151,399 35% $1,614,371

2047 $174,739,383 $8,693,117 $166,046,266 $2,523,239 $883,134 $1,145,171 $400,810 $599,576 $209,852 $441,683 $154,589 35% $1,648,384

2048 $178,234,170 $8,693,117 $169,541,053 $2,576,346 $901,721 $1,169,274 $409,246 $612,196 $214,269 $450,979 $157,843 35% $1,683,078

2049 $181,798,854 $8,693,117 $173,105,737 $2,630,515 $920,680 $1,193,858 $417,850 $625,068 $218,774 $460,461 $161,161 35% $1,718,466

2050 $185,434,831 $8,693,117 $176,741,714 $2,685,767 $940,018 $1,218,935 $426,627 $638,197 $223,369 $470,133 $164,547 35% $1,754,561

2051 $189,143,528 $8,693,117 $180,450,411 $2,742,124 $959,744 $1,244,512 $435,579 $651,588 $228,056 $479,998 $167,999 35% $1,791,378

2052 $192,926,398 $8,693,117 $184,233,281 $2,799,609 $979,863 $1,270,602 $444,711 $665,248 $232,837 $490,061 $171,521 35% $1,828,932

2053 $196,784,926 $8,693,117 $188,091,809 $2,858,243 $1,000,385 $1,297,213 $454,024 $679,181 $237,713 $500,324 $175,113 35% $1,867,236

2054 $200,720,625 $8,693,117 $192,027,508 $2,918,050 $1,021,318 $1,324,356 $463,525 $693,392 $242,687 $510,793 $178,778 35% $1,906,307

2055 $204,735,037 $8,693,117 $196,041,920 $2,979,053 $1,042,669 $1,352,042 $473,215 $707,888 $247,761 $521,472 $182,515 35% $1,946,159
$67,109,372 $22,533,491 $30,457,568 $10,224,154 $15,946,646 $5,353,891 $11,747,231 $4,205,210 $42,316,745

DRAFT PLAN $46,364,497

Impact on Participaing Jurisdcitions, 2025/2026 - 2039/2040



TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
BOARD OF DIRECTORS 

Resolution 25-2025 
 
At the regular Board of Directors meeting of the Transportation Authority of Calhoun County (TACC), held in the 
Chambers of Marshall City Hall, located at 323 West Michigan Avenue, Marshall, Michigan 49068, on Tuesday, 
November 25, 2025, with Chair Erick Stewart presiding, the following action was taken: 
 

Whereas, the Transportation Authority of Calhoun County (TACC)  recognizes the Federal Transit Administration’s 
requirement to adopt a written procurement policy that complies with federal, state, and local procurement 
guidelines to be eligible for federal reimbursement of expenses; and 

Whereas, the Purchasing Policy has been created to ensure consistency with applicable federal, state, and local laws 
and regulations;  

Now, Therefore, be it resolved that the Transportation Authority of Calhoun County formally adopts version 1.0 of 
the Purchasing Policy and associated Purchasing Procedures.   
 

 
CERTIFICATE 

The undersigned duly qualified Board Secretary of the Transportation Authority of Calhoun County certifies the 
foregoing is a true and correct copy of a resolution adopted at a legally convened meeting of the Transportation 
Authority of Calhoun County held on November 25, 2025. 

  

__________________________                     __________________________ 

Signature                                                          Printed Name 

 

__________________________   __________________________ 

Title       Date 
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TRANSPORATION AUTHORITY OF CLAHOUN COUNTY 
PURCHASING POLICY 

 
 

INTRODUCTION 
 
A purchasing system is hereby adopted to establish efficient procedures for the purchase of 
supplies, services, and equipment for the Transportation Authority of Calhoun County (TACC).  
The purpose of the system is to provide supplies, services, and equipment at the lowest possible 
cost commensurate with quality needed, to exercise fiscal and budgetary control over purchases, 
to clearly define authority of the purchasing function and to assure the quality of purchases.  
  
TACC will make awards only to responsible contractors possessing the ability to perform 
successfully under the terms and conditions of a contract. Consideration will be given to such 
attributes as trustworthiness, quality, fitness, capacity and experience to perform the contract. 
This may include, but is not limited to investigation of contractor integrity, compliance with 
public policy as implemented by applicable laws and regulations, record of past performance, 
safety records and financial and technical resources.  

 
Acquisitions shall be conducted in accordance with all applicable federal and state laws and 
regulations, and the policies of the TACC Board of Directors.  
As appropriate, TACC shall comply with applicable state and federal requirements when using 
grant funds (predominantly federal and state funds) for a purchase.  
 
DEFINITIONS 

Acquisition - The acquiring by contract of goods (including but not limited to 
supplies, equipment and material) and services (including, but not limited to, 
construction, public works, communication and planning projects) by and for the 
use of TACC. 
 
Award (Contract Award) – The action by the Board of Directors or the Executive 
Director (ED), or their delegee, authorizing the Contracting Officer to enter into and 
execute a contract on behalf of Metro. 
 

Contract - A mutually binding written legal agreement obligating the seller to 
furnish the goods or services and the buyer to pay for them. It includes all types of 
legally permissible commitments that obligate TACC to an expenditure of Board 
approved funds. 
 
Emergencies.  The procedures required by this Policy may be suspended in the event of an 
emergency.  An emergency shall be deemed to exist if: 
 
1. There is a great public calamity, such as an extraordinary fire, flood, storm, earthquake, 

epidemic, or other disaster; 
2. There is an immediate need to prepare for national or local defense; or 



2 
 

3. There is a breakdown in machinery or an essential service which requires the immediate 
purchase of supplies or services to protect the public health, welfare or safety, and the MBTA 
Board of Directors, by majority vote determines that the public interest and necessity demand 
the immediate expenditure of public money to safeguard life, health, or property.   
 
The TACC Board of Directors, by majority vote, may dispense with bidding and other 
procedures required by this Policy in any individual instance upon a finding that it would be 
impractical, useless, or uneconomical in such instance to follow these procedures, and that 
the public interest would be promoted by dispensing with these procedures. 

 
Full and open competition - When used with respect to a contract action, means 
that all responsible sources are permitted to compete. 
 
Formal Purchase Threshold.  All purchases with an estimated value of $50,000 or greater.  
Typically requires the use of competitive bidding or competitive negotiation procedures.      
 
Micro Purchase Threshold.  Goods or services with an estimated value at $10,000 or 
less.  For federally funded procurements, the goods or services may be purchased 
without obtaining competitive quotations following the micro-purchase purchasing 
procedures. 
Purchasing Officer.  The Executive Director of TACC is the Purchasing Officer.  The 
Purchasing Officer shall have authority to: 

 
1. Create purchasing procedures required for the purchase or contract for supplies, 

services and equipment needed to support TACC.  The procedures shall be subject to 
the statutory limitations contained in applicable federal and State of Michigan 
regulations and ensure compliance with applicable law and regulations of funding 
agencies such as the Federal Transit Administration and/or the Michigan Department 
of Transportation. 

 
2. Revise the purchasing procedures as needed to ensure compliance with new or 

revised regulations. 
 

3. Negotiate and recommend execution of contracts for the purchase of supplies, 
services, and equipment. 

 
4. Prepare and recommend revisions, additions, and amendments to this Policy to the 

Board of Directors. 
 

5. Redelegate authority to the Grant and Procurement Manager or other appropriate staff 
as necessary for the purchase of supplies, services and equipment including the 
negotiation and execution of contracts.  Provide oversight to ensure compliance with 
the Purchasing Procedures. 

 
 
Petty Cash. A cash fund of a fixed amount established by an advance of funds, 
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without charge to an appropriation from an agency designated employee.  For 
disbursement as needed from time to time in making cash payments for relatively 
small purchases. 
 
Protests.  Any interested party shall have the right to protest a TACC procurement action and 
have its complaint considered and resolved administratively by TACC in an economical and 
expeditions manner.  The Purchasing Officer shall develop administrative regulations to handle 
Protests. 
An “Interested Party is an actual or prospective offeror whose direct economic interest would be 
affected by the award of a Contract or by the failure to award a Contract. Interested parties do 
not include subcontractors or suppliers of an actual or prospective offeror, or joint venturers 
acting independently of a joint venture.  
 
Small Purchase or Simplified Acquisition Threshold.  Acquisition of supplies, 
services, and construction in the amount of $10,001 - $49,999.99.  Must follow 
small purchase procedures as defined in the Purchasing Procedures. 
 
CONTRACT APPROVAL REQUIREMENTS 
 
The Board authorizes the Purchasing Officer to approve contract awards and make statutorily 
required findings of fact in accordance with the table below and to the extent permitted by law.  
 
No purchases or supplies, services, or equipment shall be split or separated into smaller orders or 
projects for the purpose or evading any provisions of this Policy. 
 

 
WHO  APPROVES LIMITS 

Grants and 
Procurement 

Manager 

Approve / Award All micro-purchases for supplies, equipment, 
contractual services up to $10,000 

All small purchases for services, supplies, 
equipment and below the simplified acquisition 

threshold up to $49,999.99. 
Executive Director Approve / Award All contract awards for services,  

 supplies, equipment, and sale of surplus property 
from $50,000 to $100,000. 

Modifications to all contracts, which increase the 
aggregate contract price by no more than $10K or 

10% of the original contract award unless the 
Board has authorized a higher limit. 

Board of Directors Make Statutorily 
Required Findings / 
Approve / Award 

Make Statutorily Required Findings. 
All other contract awards and modifications to 
contacts which exceed the limits stated above. 
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Implementation.   The Purchasing Officer shall be responsible for the implementation of this 
Policy. The Purchasing Officer may delegate implementation of this Policy and development of 
such Purchasing Procedures as are necessary to carry out this Policy.  
Changes to or deviation from this Policy shall only be approved by the Board, unless the change 
results from a change in federal and state law or regulation, or other Board adopted Policies, in 
which case this Policy will be deemed changed and the Purchasing Officer is authorized to 
amend the language of this Policy. When such a change is made, the Purchasing Officer shall 
provide a report to the Board updating the Policy language.  
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1 INTRODUCTION 
The Transportation Authority of Calhoun County (TACC) is the successor agency to the City of Battle Creek 
Transit.  It was formed and operates in accordance with Michigan Public Law 196.  

1.1 Legal Authority 
Policies and procedures governing TACC procurements of supplies, materials, equipment, vehicles, 
services, and construction are derived from and conform to a variety of statutes. For non-Federally funded 
purchases, the governing policies and procedures include but are not limited to: 

1. Applicable State of Michigan laws 
2. Rules and regulations established by the TACC Board of Directors 

For projects that include Federal funds, the governing policies and procedures include compliance with:  
1. Applicable Federal law including Title 49 Code of Federal Regulations (CFR), Title 2 CFR Part 184; 

and Title 2 CFR Part 200. 
2. Federal Transit Administration (FTA) Master Agreement – most current version  
3. FTA Circular 4220.1.G, “Third Party Contracting Requirements” and other relevant Circulars 
4. Annual Certifications and Assurances 

Certain standards, regulations, orders of the United Sates Office of Management and Budget, and 
requirements for grants-in-aid to local governments mandated by the U.S. Department of Transportation, 
Federal Transit Administration (FTA), and the Office of Management and Budget apply to TACC for 
procurements financed wholly or in part with federal funds. Appropriate portions of those federal 
requirements, but not all, shall apply to procurements that are not funded with federal dollars. 

1.2 Policies 
The procedures herein are designed to implement the fundamental principles of procurement as follows: 

1. Foster maximum open and free competition; 
2. Promote the greatest economy and efficiency; 
3. Ensure adherence to proper standards of conduct by TACC Board members, officers, agents, and 

employees; 
4. Maintain and implement procurement policies and procedures that comply with applicable federal, 

state, and local laws, and regulations; 
5. Establish and maintain an arm's length relationship with all contractors and suppliers; 
6. Treat all prospective contractors, consultants, and suppliers in an equal and equitable manner; 
7. Provide opportunities for remedy and resolution of contract claims or disputes. 

1.3 Objectives 
The Objectives below support the Policies listed above. 

1. Conserve public funds through reductions in cost and improvements in quality of supplies, equipment, 
materials, services, and construction procured. 

2. Reduce the overhead cost of contracting, buying, and selling to the maximum extent possible. 
3. Achieve and promote cost-effective procurements by: 
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a. Analyzing alternative approaches for each procurement, such as purchase, lease, joint 
procurement, intergovernmental and interagency agreements. 

b. Structuring each procurement through consolidation of similar products, services, and separation 
of dissimilar ones. 

c. Eliminating the purchase of unnecessary or duplicate materials and services. 
d. Encouraging price and quality competition among suppliers, contractors, and consultants. 

4. Reduce the volume and streamline the flow of paperwork while maintaining accurate documentation 
of procurements. 

5. Utilize outside competent technical expertise where needed in the initiation, administration and 
completion of procurements and contracts. 

6. Adhere to participation goals and procedures incident to TACC's Disadvantaged Business Enterprise 
(DBE) Program. 

7. Comply with federal, state, and local procurement laws and regulations. 
8. Comply with applicable standards of conduct and ethics. 
9. Administer contracts and monitor supplier performance to ensure that full value is received and desired 

quality is achieved. 
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2 DEFINITIONS 
Terms used throughout this document are defined below. 
Award Basis is the term used to define how the contract award is to be made. 
Invitation For Bids – the Award Basis is defined as the lowest responsive, responsible bid. See the 
procedure for IFBs.  
Request For Proposals – the Award Basis defines how the RFP is to be evaluated. It will list the evaluation 
criteria in descending order of importance or with weights. See the procedure for RFPs and the procedure 
for Brooks Act Procurements. 
Bid is a response to any Invitation for Bids, Request for Quotes, or other informal price quotation. The term 
bid is used interchangeably and has the same meaning as a price quotation. 
Board of Directors is the governing body for Transit Authority of Calhoun County (TACC). The Board 
establishes policy and awards contracts for all procurements exceeding $100,000. At its discretion, the 
Board may hear also Protest Appeals from potential contractors.  
Bond is an agreement to protect against loss from the actions or inactions of bidders and contractors. The 
firm presenting the bond forfeits the amount in the event the contractor fails to perform the work or provide 
the services for which the firm is contracted.  Bonds will be required for all construction contracts in excess 
of $50,000.  Types of bonds used most frequently include: 

Bid Bond ensures that the bidder will execute any contract awarded within a specified number of 
days. It is required for construction bids and may be in the form of a money order, cashier’s check, 
or certification statement from a bonding agent authorized to conduct business in the state. For 
public works bids, the required bid bond amount is five percent (5%). 
Payment Bond is a promise by a surety (bonding agent) assuring payment to all persons supplying 
labor, services, or materials in the work under contract. For Federally funded construction, a 50% 
payment bond is required.  For contracts exceeding $1,000,000, the payment bond shall be 40% of 
the contract price.  
Performance Bond is a promise by a surety (bonding agent) assuring that once a contract is 
awarded, the contractor will perform its obligations under the contract. For Federally funded 
construction, a 100% performance bond is required. 

Capital Expense is a purchase of any fixed asset costing $5,000 or more, with a useful life of more than 
one year. 
Capital Project is a procurement involving construction, or purchase of materials, services, or vehicles 
(rolling stock) for which a specific budget is prepared and executed. 

Claim is a written demand by one of the contracting parties for a time extension, an adjustment or 
interpretation of Contract terms, payment or money, or other legal, equitable or contractual relief.  
Competitive Range is a term used in negotiated procurements and is a way to reduce the number of 
proposers being considered for award. It is determined on the basis of cost (if appropriate) and technical 
factors stated in the RFP to identify the proposals that have a reasonable chance of being selected for 
contract award. 
Contract is a written document that contains terms and conditions stated in the solicitation. It shall include, 
as binding attachments, the Solicitation document, and the submitted bid or proposal as well as any 
negotiated provisions. 
Contractor refers to any bidder, proposer, offeror, supplier, business, company, or other enterprise that 
TACC has selected to perform work or provide products or services. This may be via Purchase Order (PO) 
and Agreement or other written commitment. 
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Cost Analysis is an analysis of the costs being proposed to the TACC. It is only required when there is not 
adequate price completion or for any Federally funded work being done by Architects or Engineers under a 
Qualified Based Selection process. See appropriate procurement procedures for additional information. 
Disadvantaged Business Enterprise (DBE) is the Federal program to increase opportunities for certified 
small businesses to participate in federally or non-federally funded transportation-related contracts and to 
address any potential discrimination against DBEs and SBEs in the awards of those contracts.  See the 
DBE annex for more information. 

Dispute is a disagreement between the parties as to the merits, amount or remedy arising out of an issue 
in controversy, including a Claim or asserted default.  
F.O.B. means Free on Board and is used to determine the physical point and responsibility for payment of 
freight/shipping charges as well as the point at which title to goods or products passes to the buyer. 
Independent Cost Estimate (ICE) is an independent estimate of the expected cost to obtain the required 
goods or services. It is to be created prior to receipt of bids or proposals and is required for all Federally-
funded projects exceeding $350,000. It is recommended for all formal solicitations. 
Invitation for Bid (IFB) is a solicitation for formal, sealed bids that are advertised. The TACC threshold for 
an IFB is greater than $50,000. See procedures for IFBs for more details. 
Micro Purchase is a procurement with a value of $10,000 or less. One price quote is required. See 
procedures for Micro-Purchase for more details. 
Notice of Intent to Award is a form letter that should be issued for all procurements over the Small 
Purchase threshold. It officially notifies bidders or proposers of the firm being recommended for contract 
award. See Appendix A.8 for sample notice. 
Option is a unilateral right provided in a contract by which, for a specified time period, TACC may elect to 
purchase additional equipment, supplies or services or may elect to extend the term of a contract. See 
specific types of procurements for the procedures for handling and exercising options.  
Post-Delivery Buy America Audit is an audit required for all Federally funded revenue service vehicles 
with a value exceeding $150,000.  The audit must be performed prior to transferring the title of the vehicle 
to TACC and prior to putting a vehicle into revenue service. The procedures for conducting the audit and 
the required certifications are found in FTA Report 0106, Conducting Pre-Award and Post-Delivery Audits 
for Rolling Stock Procurements.  
Pre-Award Buy America Audit is an audit required for all Federally funded revenue service vehicles with 
a value of $150,000 prior to award of a contract or purchase order to purchase the vehicle. The procedures 
for conducting the audit and the required certifications are found in FTA Report 0106, Conducting Pre-Award 
and Post-Delivery Audits for Rolling Stock Procurements. 
Price Analysis involves comparing a proposed price submitted by a bidder/supplier without evaluating 
separate cost and profit elements. See appropriate procurement procedures for additional information.  
Price Quote/Quotation is a firm price obtained from a supplier or contractor in an informal manner (US 
mail, facsimile, email) in response to an TACC RFQ. It shall be written and may include other necessary 
information such as the proposed delivery date. The term “quote” and “informal bid” are interchangeable. 
Profit is normally negotiated as a separate element of the price for each contract in which there is no 
price competition and in all cases where a cost analysis is performed. To establish a fair and reasonable 
profit, consideration will be given to the complexity of the work to be performed, the risk borne by the 
contractor, the contractor's investment, the amount of subcontracting, the quality of its record of past 
performance, and industry profit rates in the surrounding geographical area for similar work. 
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Project Manager is the person designated by the Executive Director to lead the project from conception to 
completion. Project Manager coordinates as necessary with staff, suppliers, and outside 
agencies/jurisdictions to ensure successful project completion and may be authorized to commit funds as 
necessary. 
Prompt Payment is the requirement that governs payment to contractors. For public works projects, non-
state agencies follow the Michigan Public Act 187 that requires payment to a prime contractor within 30 
days of the receipt of a valid pay request which is not in dispute. The Act permits 1% monthly interest for 
late payments.  For federally funded contracts, TACC will follow the Federal Prompt Payment Act. 
Proposal is an offer submitted to enter into a contract, contract modification or contract termination 
settlement, including specified price, and required details of scope of work or equipment, service, or vehicle. 
Award is not based on based exclusively on price or price-related factors. See RFP and change order 
procedures for additional information. 
Purchase Order (PO) is an offer by TACC to buy certain supplies, equipment, service, vehicles, or 
construction. It is typically used for informal procurements and is also subject to the terms and conditions 
stated on the back of the PO. It typically does not include attachments. However, attachments may be added 
but must be referenced on the face of the PO.  
Purchasing Officer Contracting Officer is the TACC Executive Director or designee, who is authorized to 
sign contract documents and commit funds on behalf of TACC. 
Qualifications-Based Selection (QBS) is the terminology used when procuring Architectural or 
Engineering (A&E) or related services that lead to construction. This process follows procedures defined by 
the Brooks Act. See procedures for the QBS selection. 
Responsible refers to the bidder’s or proposer’s potential ability to satisfactorily complete the scope of work 
or services as evidenced by such factors as satisfactory record of integrity and ethics, no record of 
debarment and suspension, compliance with public policy, a history of compliance with the Fair Labor 
Standards Act, financial and technical resources, satisfactory past performance history, compliance with tax 
liabilities and no felony convictions. A formal determination of Responsibility is required for all federally 
funded formal IFBs and RFPs. It is recommended for all RFQs. See Appendix A sample forms. 
Responsive refers to the offeror’s conformance with all material aspects of the requirements of the 
solicitation at the scheduled time of submission and (for bids) does not require further discussions with the 
bidder. See Appendix A sample forms. 
Request for Quotation (RFQ) is an informal solicitation for materials, supplies, or equipment, but may be 
used for clearly defined services or construction with a total of less than $50,000. Above the Micro-purchase 
threshold of $10,000, three price quotes are required if possible. See Micro- and Small Purchase 
procedures. 
Request for Proposal (RFP) is a formal solicitation that is advertised. It may be used for professional 
consulting services, supplies, materials, equipment, and vehicles, designed for an award based upon criteria 
other than price alone. See RFP procedures. 
Retention is a term for withheld payments to ensure proper completion of a project. For construction 
projects, 10% retention until 50% of the work is completed is the maximum allowable. Additional retainage 
shall not be withheld unless TACC determines that the contractor is not making satisfactory progress.  
Retention shall be deposited in an interest-bearing account to be disbursed to the contractor following 
completion of the project.  
Small Purchase is a procurement of up to $50,000 for supplies, materials, or equipment. At least three 
price quotations must be received, if possible, either via US mail, email, or FAX, or from a catalog or 
established Government Rates, or in response to an RFQ. 
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3 RESPONSIBILITIES  
The Board and each Manager below plays a role and has responsibilities in ensuring that TACC complies 
with applicable laws, rules, and regulations. 

3.1 Board of Directors 
The Board of Directors establishes policy, awards Purchase Orders & Agreements for all Major Purchases 
and hears appeals from potential contractors and the public when authorized herein. The Board of Directors 
also passes required resolutions as may be needed to authorize the purchase of buses using a Request for 
Proposal (RFP) procedure.  

3.2 Executive Director (ED) 
The Executive Director of TACC is responsible for the duties usually assigned to a Purchasing Manager or 
Contracting Officer. The ED ensures Board policy is implemented through oversight or audit of the 
procurement and purchasing functions and monitoring of each procurement. The ED may take on the duties 
of Project Manager for especially large or complex projects. The ED shall be responsible for: 

1. As required, assigning Managers to be Project Managers for specific projects; 
2. Verifying that sufficient funding is available, or will be available, for each project; 
3. Approving all Purchase Orders & Agreements worth less than $100,000 but may delegate that 

authority to Grant and Procurement Manager and other staff. 
4. Receive and approve or reject resolution of Claims or Disputes worth less than $100,000 and 

recommend resolution of Claims or Disputes worth more than $100,000 to the Board. 
5. Recommending to the Board award of contracts worth more than $100,000; 
6. Facilitate training for agency personnel; and 
7. Selling surplus TACC property but may delegate that authority to a Manager. 

3.3 Grant and Procurement Manager 
The Grant and Procurement Manager of TACC is responsible for the duties as delegated by the Executive 
Director TACC.  The Grant and Procurement Manager ensures implementation of Board procurement and 
purchasing functions and monitoring of each procurement. The Manager shall be responsible for: 

1. Verifying that sufficient funding is available, or will be available, for each project; 
2. Approving all Purchase Orders & Agreements worth less than $50,000 and with the approval of the 

ED, the Grant and Procurement Manager may delegate that authority to other staff.  Said delegations 
should be in writing and specifically indicate the levels of responsibility. 

3. Recommending award of contracts greater than $50,000; 
4. Determining the need for and providing or facilitating training for agency personnel;  
5. Maintaining and revising standard terms and conditions, FTA clauses and generic enclosures 

necessary to produce a complete procurement document. 
6. For micro purchases, the Grant and Procurement Manager is responsible for ensuring that purchases 

are distributed equitably among qualified suppliers.  
7. For small purchases and formal procurements, responsible for creating and/or reviewing the 

solicitation documents and ensuring that all required clauses and forms are included in the resulting 
documents.  
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8. Creates list of firms to compete for small purchases ensuring that qualified firms all receive an 
opportunity to compete for that work. Coordinating the review of offers received, documenting all 
requirements, and awarding the purchase order according to the procedures found in the Small 
Purchases section.  

9. Conducts outreach for formal solicitations to create a list of firms to be notified for those solicitations. 
10. Coordinates the publication of bid or proposal documents, public notices, and posting to the TACC 

web site. 
11. Organizing the review of all bids received in response to an IFB. Ensures that required 

responsiveness/responsibility documentation is created along with documentation on Small 
Business/DBE compliance, debarment and suspension compliance, and Buy America compliance. 
The Grant and Procurement Manager and other assigned staff are responsible for following the 
appropriate procedure contained in the section on IFBs. 

12. Organizing the evaluation committee to review all proposals for RFP responses that are received. 
Ensures that required responsiveness/responsibility documentation is created along with 
documentation on Small Business or DBE compliance, debarment and suspension compliance, and 
Buy America compliance. The Grant and Procurement Manager is responsible for following the 
appropriate procedure contained in the section on RFPs. 

13. Preparing any required Memorandum for the TACC ED or Board of Directors’ approval. 
14. Preparing Purchase Orders and Contracts for signature by the appropriate staff person. 
15. Coordinating with the Executive Director and the Contractor to finalize Contracts. 
16. Monitoring contractor performance; documenting any problem areas. 
17. Conducts required contract close-out activities. 
18. Manages post contract warranty issues to ensure that TACC’s interests are protected. 

3.4 Project Managers (PM) 
TACC Managers may be appointed by the Executive Director as Project Managers for specific projects. 
Under the direction of the Executive Director or the Grants and Procurement Manager, PMs shall be 
responsible for: 

1. Establishing funding, short-term and long-range planning of procurements.  
2. Assist the ED or Grant and Procurement Manager in conducting the procurement. 
3. Determining the required quantities, delivery time frames, and other parameters. 
4. Developing a scope of work for services. 
5. Developing technical specifications that fully define the product or service desired. 
6. Creating an Independent Cost Estimate for all formal bids and proposals. 
7. Recommending list of firms to compete for small purchases or formal procurements ensuring that 

qualified Small Business/DBE firms all receive an opportunity to compete for that work. Assisting in 
the review of offers received, documenting all requirements to assist the Grant and Procurement 
Manager.  

8. Assists in conducting outreach for formal solicitations to create a list of firms to be notified for those 
solicitations. 

9. Assisting in the review of all bids received in response to an IFB including assisting in the creating of 
required documentation to support the procedures contained in the section on IFBs. 
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10. Participate on the evaluation committee to review all proposals for RFP responses that are received. 
Assisting in creating required documentation to support the appropriate procedure contained in the 
section on RFPs. 

11. Assisting with required Memorandum for the ED or the TACC Board of Directors’ approval. 
12. Monitoring contractor performance; documenting any problem areas. 
13. Assisting with required contract close-out activities. 
14. Participates with the Grant and Procurement Manager to ensure that post contract warranty issues to 

addressed to ensure that TACC’s interests are protected. 

3.5 Finance Manager 
In addition to the duties of potential PM work, the Finance Manager is responsible for: 

1. Providing ED and PM’s up-to-date information on budget, revenues, and expenditures.  
2. Processing payments and requests or drawing down revenues for all capital expenditures with proper 

and adequate documentation from PMs.  
3. Maintaining a listing of procurement numbers and tracking issue and due dates. 
4. Maintaining contract administration files; notifies PMs of needed and/or missing documents. 
5. Maintaining and reporting on asset tracking as may be required by FTA. 
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4 STANDARDS OF CONDUCT 
4.1 Duty to Disclose 
The Executive Director and other TACC employees and board members shall not be involved in any 
purchasing decision, task, or procedure (including participation in initiation, award, or administration of a 
contract) in which they or persons related to them have a real or apparent conflict of interest. In cases where 
there may be such conflicts of interest, employees have the responsibility to report in writing such conflicts 
to the Executive Director. If the conflict is with the Executive Director, the responsibility is to report to the 
Chair of the Board. Failure to make such disclosure is subject to disciplinary action. 

4.2 Conflict of Interest 
1. The TACC Board of Directors has adopted a Conflict-of-Interest code, under which board members 

and employees are required to disclose economic interests and are prohibited from participating in 
decisions, which may have an effect on their financial interest. The terms and requirements of the 
Conflict-of-Interest Code are incorporated herein by reference. 

2. No Board member, employee, officer, or agent of TACC shall participate in procedures, tasks, or 
procurement decisions relative to initiation, award, or administration of a contract, if a conflict of 
interest, real or apparent, exists. Such a conflict of interest arises when any of the following has a 
financial or other interest in a firm that participates in an TACC bidding process or that is selected for 
a contract award involving:  
a. The Board member, employee, officer, or agent; 
b. Any member of an employee’s immediate family including domestic partners; 
c. Business associate of a and b above; 
d. An organization which employs, or which is about to employ a current TACC employee. 

3. The standards governing the determination as to whether such an interest exists are set forth in the 
TACC Conflict of Interest Policy. 

4.3 Gratuities and Gifts 
No Director, officer, employee, or agent of TACC shall knowingly solicit, accept, or agree to accept gratuities, 
favors or anything of more than a nominal monetary value in connection with actual or potential procurement 
and contracting activities. Under this policy, the term "nominal monetary value" shall be defined as a value 
of $25 per occasion and $100 cumulatively over any calendar year from any single source.  Gifts based on 
a personal relationship, free or discounted goods or services offered to broad segments of the public or 
other exceptions recognized for federal employees in 5 CFR 2635.204 are excepted from these limitations.  

4.4 Confidential Information 
No employee of TACC involved in purchasing or procurement shall use confidential information for his or 
her actual, anticipated, or apparent personal gain, or for the actual, anticipated, or apparent personal gain 
of any person or entity other than TACC. "Confidential Information" is defined as any proprietary, privileged, 
or nonpublic information, coming to the employee's attention as a result of employment by TACC, the 
knowledge of which makes financial gain possible. 

4.5 Discipline for Violation 
The violation of any of these Standards of Conduct will subject the violator to disciplinary proceedings or 
action deemed appropriate by the TACC Executive Director and HR Director, up to and including dismissal. 
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5 PROCUREMENT TYPES AND PROCEDURES 
TACC is authorized to use the following types of procurements: 

Type Dollar Threshold Procurement Approval Authority 

Micro Purchase Less than $10,000 One quote  Grant and Procurement 
Manager 

Small Purchase $10,000 - $49,999 Three quotes  Grant and Procurement 
Manager 

Sole Source Any value One quote 
ED to $100,000 
Board of Directors – 
higher amounts 

Emergency Purchase Greater than $10,000 One quote 

ED to $100,000 
Higher amounts – 
Ratification by Board of 
Directors 

Qualification Based 
Selection  

Any value for A & E 
services 

Advertised to obtain 
qualifications 

ED to $100,000 
Board of Directors – 
higher amounts 

Formal IFB >$50,000 - 100,000 Advertised IFB Executive Director 
Formal RFP >$50,000 - 100,000 Advertised RFP Executive Director 
Formal IFB >$100,000 Advertised IFB Board of Directors 
Formal RFP >$100,000 Advertised RFP Board of Directors 

5.1 Project Initiation 
1. Assignment. When the need for procurement is determined, the Executive Director (ED) will be the 

Project Manager (PM) or will designate another Manager as PM. Working with the ED, the PM will 
draft technical specifications and scope of work which adequately describes the products or work 
required, shall provide an independent cost estimate and a proposed project schedule, including 
advertising and contract commencement dates. The ED or Grant and Procurement Manager with 
consultation from the PM will determine whether or not there are two or more qualified potential bidders 
to compete effectively for the project, and whether selection of the successful bidder can be made 
principally on the basis of price.  

2. Decisions. The ED, Grant and Procurement Manager, and PM will determine if sufficient funding is 
available, projected to be available or must be budgeted. They will write and submit grant applications 
if necessary. When funding is secured, they will determine the type of procurement to be used (Micro, 
Small, Emergency, Sole Source, or Major) and the type of solicitation to be used (RFPQ, RFQ, RFP, 
or IFB) and will assign a procurement title and number. The procurement number and title shall be 
listed on all pages of the contract documents and referred to in all communication concerning the 
procurement and contract, including budgeting and financial management.  
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5.2 Micro Purchase Procedure 

5.2.1 Definition  
Consistent with current policy, micro purchases are defined as those purchases with a value not to exceed 
$10,000. 

5.2.2 Procedure 
A procurement for an amount not to exceed $10,000 may be accomplished by securing one quotation if the 
price is determined to be fair and reasonable. At the TACC, micro-purchases are to be handled by 
Procurement or Project Managers, by individual designation. 
A micro purchase may be made using a TACC-issued credit card. 
1. Each authorized card holder shall submit receipts, noting the purpose and account name or number, 
at least monthly to the Finance Manager who controls the issue and monthly reconciliation of TACC-issued 
credit cards. 
2. Use of TACC-issued credit cards is controlled by the agency’s credit card policy. 
Procurement personnel can, as an alternative to using a credit card, issue a purchase order for a micro 
purchase. 

5.2.3 Documentation Required 
The only file documentation required is a determination that the price is fair and reasonable and how the 
determination was made. A sample form is contained in Appendix A.7. It is to be completed, signed by the 
appropriate project manager or procurement staff and put in the file as documentation for the Purchase 
Order. 

5.2.4 Federal Requirements 
For federally funded micro purchases, Buy America requirements do not apply. For construction contracts 
(repair or alteration of real property) greater than $2,000, Davis Bacon requirements do apply. 
 Competition. TACC will distribute micro-purchases equitably among qualified suppliers. 
 Prohibited Divisions. TACC will not divide or reduce the size of its procurement merely to come within 

the micro-purchase limit. 
 Documentation. FTA’s only documentation requirement for micro-purchases is a determination that 

the price is fair and reasonable and a description of how the determination was made. FTA does not 
require the recipient to provide its rationale for the procurement method used, selection of contract 
type, or reasons for contractor selection or rejection.  
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5.3 Small Purchase Procedure 

5.3.1 Definition  
Per the TACC, small purchases are defined as purchases with a value of $10,000 and not to exceed 
$49,999. These purchases are not typically advertised and are accomplished using informal methods. 

5.3.2 Procedure 
 Procurements for goods, supplies, equipment, and contractual services of a value between $10,000 - 

$49,999 may be accomplished by a Request for Quote (RFQ) process. This procedure may not be 
used to obtain Architecture or Engineering services. (See Section 9, Qualification Based Selection 
(QBS) Procedure.) 

 The Executive Director, or designee shall solicit quotes by either written request via email, by telephone 
request with written confirmation or other appropriate method. 

 Small purchases must have price quotations obtained from a minimum of three potential suppliers. 
Quotes may be obtained from current price lists or established Government Rates, by e-mail, by 
internet research, by facsimile, by telephone (confirmed in writing or by email), or in response to an 
RFQ. 

 The preferred method of accomplishing this purchase is to issue an RFQ which is a written solicitation 
to known qualified suppliers. The RFQ shall include technical specifications of the product or scope of 
work for the service required, FOB point, delivery date, form for submitting pricing. The document is to 
also identify the date and time by which the RFQ must be submitted. If appropriate, bonding and 
insurance requirements must also be set out in the RFQ. 

 TACC shall not arbitrarily split contracts or procurements so as to utilize the informal solicitation 
procedures. 

 An RFQ does not require a public opening. If quotes are submitted electronically, the quote should not 
be opened until the specified date and time. It is an internal process where the ED or designee and if 
required, the PM shall open and review the quotes for compliance with the TACC requirements. The 
submitted quotes shall be evaluated and select one contractor based on the lowest price submitted by 
a responsible and responsive supplier as defined in the solicitation.  

 After review, the successful firm and any remaining firms shall be notified of TACC's selection.  Should 
there be on, the DBE Liaison Officer shall be notified of the bid results. 

 Upon selection and notification, and receipt of required documentation (such as Insurance certificates) 
if any, a PO shall be issued to the successful bidder. The terms of the agreement shall be substantially 
those specified in the RFPQ.  

5.3.3 Documentation Required 
An informal record shall be made of all quotes requested and those received. This record shall be included 
in the file with the other documentation. Appendix A.6 contains a form that may be used for documenting 
informal quotes. 

5.3.4 Federal Requirements 
For federally funded small purchases, the following additional requirements apply: 
 The Executive Director or designee shall review the clause matrix contained in Appendix A.3 – FTA 

Clause Matrix. Depending on the estimated value of the purchase, the Request for Quote must include 
all appropriate clauses in the RFQ document and/or in resulting purchase order or contract. 
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 FTA requires that the file documentation include the Written Record of Procurement History. Appendix 
A.12 contains a sample form for this use. 

 The TACC must also document that the awardee is a responsible vendor. For all procurements over 
$25,000, the FTA requires that the Recipient verify that the selected supplier is not debarred or 
suspended. Appendix A.9 contains a form to document responsiveness and responsibility as well as 
debarment or suspension.  
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5.4 Sole Source Procurements 

5.4.1 Definition  
A sole source procurement is one that can be made from only one source of supply and no other sources 
or supplies will satisfy the requirement. A Sole Source may be of any dollar value, but must conform to the 
following: 
If the supplier is a sole source, the firm must be the only known source of supply with the capability of 
meeting the bona fide specification requirements. A sole source decision is not permitted merely upon the 
grounds that such approach is the most convenient, or that the subject product (1) demonstrates technical 
or administrative superiority, (2) is preferred by staff, or (3) shows superior performance potential at lowest 
cost. 

5.4.2 Procedure 
To qualify as a sole source supplier, the Project Manager must complete the Sole Source Justification form 
found in Appendix A.11. The completed form must be approved by the Executive Director.   
Associated Capital Maintenance Items are no longer automatically considered to be a sole source items as 
the part may be available from multiple suppliers. In such cases, the PM is to document the requirement for 
a sole source item with no approved equal using the form in Appendix A.11. The appropriate staff person 
will then conduct the required competitive procurement to obtain the item(s). 
 Once the procurement for a sole source has been approved, it will follow the same procedure as a 

formal procurement.  However, no advertising is required.  This procedure may not be used to obtain 
Architecture or Engineering services. (See Section 9, Qualification Based Selection (QBS) Procedure.) 

 The Executive Director, or designated person, shall create a solicitation containing all required forms, 
certifications and clauses.  The document is then sent to the sole source firm  requesting a formal 
response (quote or proposal) from the proposed sole source provider.  
Advertising is not required.  A public opening is not required. The ED or designee and ithe PM shall 
open and review the proposal for compliance with the TACC requirements. If appropriate and 
necessary, staff shall conduct negotiations with the firm to ensure that the pricing is fair and reasonable.   

 After review, the successful firm and any remaining firms shall be notified of TACC's selection.  Should 
there be one, the DBE Liaison Officer shall be notified of the results. 

 Upon selection and approval, and receipt of required documentation (such as Insurance certificates), 
a PO or Contract shall be issued to the firm. The terms of the agreement shall be substantially those 
specified in the RFP.  

 

5.4.3 Documentation Required 
To qualify as a sole source supplier, the Project Manager must complete the Sole Source Justification form 
found in Appendix A.11. The completed form must be approved by the Executive Director. 

5.4.4 Federal Requirements 
Consistent with FTA requirements, purchases of FTA funded goods and services valued at greater than 
$10,000 will be competitively procured. Procurement by noncompetitive proposals (sole source) may only 
be used when the award of a contract is infeasible under small procurement procedures, sealed bids, 
competitive proposals, or inter-governmental cooperative procurements, and one of the following 
circumstances applies: 

1. The item is available only from a single source. 
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2. The public emergency necessitating the requirement will not permit a delay resulting from competitive 
solicitation. 

3. The FTA authorizes noncompetitive negotiations. 
4. After solicitation from a number of sources, competition is determined inadequate. 

Less than full and open competition is not justified based on: 
1. The agency’s lack of advance planning; or 
2. Limited Availability of Federal Assistance. Concerns about the amount of Federal assistance available 

to support the procurement (for example, expiration of Federal assistance previously available for 
award). 

3. Associated Capital Maintenance Items are no longer automatically considered to be a sole source. 
Such procurements may involve situations where there is no “equal” for the item, but it may be 
available from multiple suppliers. For example, replacement parts for Cummins engines may be 
available from trucking companies. Replacement bus parts may be available from multiple sources 
but the part itself would be a sole source as there is no “approved equal.” In such cases, the PM is to 
document the requirement for a sole source item with no approved equal using the form in Appendix 
A.11. The appropriate staff person will then conduct the required competitive procurement to obtain 
the item(s). 

4. The Executive Director or designee shall review the clause matrix contained in Appendix A.3 – FTA 
Clause Matrix. Depending on the estimated value of the purchase, the Request for Quote or Proposal 
must include all appropriate clauses in the solicitation document and/or in resulting purchase order or 
contract. 

5. Depending on the estimated value of the solicitation, the solicitation document must also include any 
required certifications which include Suspension and Debarment, Lobby Certification, Buy America 
and/or Federal Tax Liability and Recent Felony Convictions.  

6. FTA requires that the file documentation include the Written Record of Procurement History for every 
procurement above the Micro-Purchase level. Appendix A.12 contains a sample form for this use. 

7. The TACC must also document that the awardee is a responsible vendor. For all procurements over 
$25,000, the FTA requires that the Recipient verify that the selected supplier is not debarred or 
suspended. Appendix A.9 contains a form to document responsiveness and responsibility as well as 
debarment or suspension. 

8. Requirement for Cost or Price Analysis: A cost analysis, verifying the proposed cost data, the 
projections of the data and the evaluation of the specific elements of costs and profit, is required for 
all Federally funded sole source procurements unless a price analysis can be performed. Unless the 
reasonableness of the price can be established based on pricing from other agencies, catalog or 
market price for a similar commercial product sold in substantial quantities to the general public, or on 
the basis of prices set by law or regulation, a cost analysis must be performed. A cost analysis is 
required to verify the proposed cost data, to verify the projections of the data, and to evaluate the 
specific elements of cost and profit. For Federally funded projects, the cost analysis must be 
completed in accordance with FAR Part 31, Contract Cost Principles and Procedures. 
A cost analysis is a detailed evaluation of the cost elements that comprise the proposed price. It 
involves verification of cost data, evaluation of specific cost elements including labor hours, quantities, 
tooling, testing, etc. and projection of the cost data to determine its effect on prices. To form a judgment 
as to whether the price offered is reasonable, the following factors may be considered: the necessity 
for certain costs, the reasonableness of amounts estimated for necessary cost, the bases for allocating 
overhead costs, allowances for contingencies and the appropriateness of allocations of particular 
overhead costs to the contract. 
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5.4.5 Approval Process 
In cases where the sole source procurement is less than $100,000, the ED may approve the procurement 
and resulting Agreement.  In cases where the sole source procurement exceeds $100,000, the purchase 
must be approved by the Board of Directors. Following Board approval, the ED shall have a formal 
Agreement executed by the Contractor containing all applicable terms and conditions of the procurement. 
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5.5 Emergency Procurements 
TACC is not required to engage in either informal or formal competitive bidding when making emergency 
purchases of supplies, equipment, materials, or services. "Emergency purchases" are those procurements 
required to prevent the immediate interruption or cessation of necessary TACC services or to safeguard life, 
property, or the public health and welfare.  

1. Emergency decisions should be made by Managers who have expertise related to the emergency 
giving rise to the need for the procurement. Upon approval by the ED, the designated Manager may 
contact one or more suppliers by telephone, and, as expeditiously as possible, determine the best 
price and quality of product or services available from the supplier(s).  

2. The PM shall prepare a PO document and a report explaining that an emergency procurement has 
been initiated. The documentation shall include the nature of the emergency, justification of the 
emergency procurement, the process, the dollar amount authorized and the name and location of the 
supplier.  

3. The ED may authorize an emergency purchase up to an amount of $99,999 and sign the resulting 
PO. 

4. When the procurement will exceed $100,000, the emergency must be so declared and approved by 
the Board of Directors before the purchase has been made if possible, or after, if deemed necessary 
by the ED and Board Chair. 

5. At the next Board meeting following an emergency purchase exceeding $100,000, the Board of 
Directors shall be presented with the PM’s report and ratify the procurement. 

6. Emergency purchases shall be limited to obtaining the goods or services necessary to address the 
emergency situation.  As an example, an emergency procurement may be used to stabilize a damaged 
building and prevent further damage or danger, but not to restore that building. 
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5.6 Formal Procurement Procedures 

5.6.1 Major Purchases 
TACC classifies Formal Bids/Proposals (sealed bids and competitive proposals) as “Major Purchases” if the 
procurement is expected to cost $50,000 or more. If the award is less than $100,000, the ED approves the 
Contract award.  For awards exceeding $100,000, the TACC Board of Directors must approve the resulting 
contracts. Contract modifications or change orders for more than $100,000 shall be approved by the Board 
of Directors unless otherwise stipulated by the Board. A list of all bid protests and appeals for solicitations 
over $500,000 shall be submitted in the regular quarterly financial reports. 
In all cases the Procurement Documents shall be drafted so as to foster competition and the participation 
of Small Businesses and, to the extent any are properly certified, Disadvantaged Business Enterprises 
(DBE). Should there be one, the DBE Liaison Officer shall be notified of the existence and the general 
parameters of the project. The Michigan supplier database may be used to generate a list of potential 
bidders as well as other sources. 
Procurement documents must identify 1) all requirements that potential offerors must fulfill, 2) fully define 
the scope of work, products, materials, services, vehicles, or construction and 3) list factors/criteria to be 
used in evaluating bids and proposals. Specific guidance for types of projects include: 

1. Supplies, Materials and Equipment. Contracts for procurements of materials and supplies on an 
annual basis, with a cost of $50,000 or more (e.g. parts, tires) must be procured using an Invitation to 
Bid procedure. Purchases on a monthly, bi-monthly, or irregular basis, may be made by Small 
Purchase RFQ if under $50,000, except for vehicle parts or other purchases that qualify for Sole 
Source procurement.  However staff determine that a multi-year contract is most efficient and effective. 

2. Professional Services. Contracts for professional services may be procured using a Request for 
Proposal (RFP) or a Qualification Based Selection (QBS) depending on the type of service that is 
required. The use of a QBS procedure is restricted depending on the funding source. The TACC shall 
use the QBS procedure for architectural, engineering, and related services as defined in 
49 U.S.C. Section 5325(b) for FTA funded work.  or under similar Michigan statutes for non-federally 
funded work. For other consulting services, TACC shall issue a formal Request for Proposal (RFP). 
See each procedure for details on how the process is conducted. 
Vehicles. (buses, vans, trolleys, staff vehicles etc.): Procurements may be accomplished by IFB, RFP, 
by Piggybacking or by Joint Procurement. Regardless of the method of procurement, all revenue 
service vehicle purchases require the completion of federal Pre-Award and Post-Delivery certifications 
if federal funds are used for the purchase. The vehicles must meet federal requirements provided in 
Title 49 of the Code of Federal Regulations, Part 661, including Buy America certification, description 
of final assembly and Federal Motor Vehicle Safety Standards (FMVSS) certification. These audits 
are fully described in the FTA document Conducting Pre-Award and Post-Delivery Audits for Rolling 
Stock Procurements.  This document also contains the certifications that must be executed following 
completion of the audits.  The audits to verify compliance may be done by contractors hired for such 
purpose or by TACC. Only TACC’s ED or PM may execute the required certifications. 

3. Piggybacking. Piggybacking is the use of options available within an existing contract by another 
transit agency to purchase vehicles. It may also be used to obtain other products. Very specific 
procedures are required in completing such transactions at both the state and federal level. TACC 
must ensure that all required clauses and requirements are contained in the solicitation and contract 
documents and that all required processes have been followed. Appendix A contains the Piggybacking 
Worksheet that should be reviewed and completed for piggybacking involving federal funds. 
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4. Joint Procurement. Joint Procurement means a method of contracting in which two or more 
purchasers agree from the outset to use a single solicitation document and enter into a single contract 
with a vendor for delivery of property or services in a fixed quantity, even if expressed as a total 
minimum and total maximum.  TACC may participate in joint procurements as lead agency or 
participant and must be listed as such in solicitations and contracts. 

5. State Schedules.  TACC may purchase goods and services from properly competed and awarded 
Michigan state schedules or contracts issued for the benefit of subordinate governments.  Appendix 
A contains the Piggybacking Worksheet that should be reviewed and completed for purchases from 
state schedules. 
Certain rolling stock may be purchased from the state schedules and contracts of other states where 
the contracting authority has authorized use by out-of-state local governments.  

6. Construction. For large construction projects, separate architectural and engineering services must 
be procured in order to produce the details required for the Invitation for Bids (IFB). Many other federal 
rules apply to construction projects exceeding an expected $50,000 project. 
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5.7 General Information on Solicitations 
TACC will formally advertise and publicly solicit for the submission of sealed bids or proposals, on a 
competitive basis for Major Purchases expected to cost $50,000 or more. The following provides general 
information about the process. Additional information is available in the section on each specific type of 
solicitation. 

1. For projects using RFP, QBS or IFB solicitations, the appropriate staff person shall arrange for the 
public advertisement of the Notice Inviting Bids/Proposals in one or more local newspapers of 
general circulation published in Calhoun County. For RFP and QBS solicitations, the Notice shall state 
the time and place for the receiving the sealed proposals. For IFBs, the Notice shall state the time and 
place for receiving and opening of sealed bids. The Notice shall describe in general terms the work to 
be done and shall refer readers to the TACC website or other source (e.g. TACC’s or Architect’s office) 
for copies of the complete document. Where a particular contract involves a trade or expertise for 
which there are special industry publications, the Notice shall be advertised in appropriate trade 
journals if sufficient time permits. The complete document may be sent directly, via email, FAX, or US 
mail, to known qualified contractors. For construction contracts, the complete document should also 
be sent to bid rooms located in Michigan. The complete document shall be posted on TACC’s website. 

2. The complete document shall include the Notice Inviting Bids/Proposals. If a pre-bid or pre-proposal 
conference is planned, the Notice shall advise of the date, time, and location for the conference. Other 
inclusions are the Technical Specifications, Instructions to Bidders or Proposers, General Conditions, 
Standard Terms and Conditions, Special Provisions, FTA requirements and other documents as may 
be required by the procurement, such as certificates or proposal documents concerning qualifications, 
bonding, and compliance with applicable requirements of state and federal laws. Details of these 
inclusions are provided in the next sections of this document. The terms and conditions contained in 
the entire package of Contract Documents constitute the contract, which governs the contractual 
relationship between the successful awardee and TACC. 

3. Unbiased: Care must be taken when writing or hiring outside consultants/contractors to assist with 
the development of specifications. TACC must manage the project so that specifications developed 
are not biased toward a particular firm or product. Also, consultants developing specifications may not 
be allowed to compete for a product or service they helped define. This must be clarified with the 
consultant when entering into any such contract. 

4. Addendum: Once the solicitation has been advertised, all changes necessary to correct any errors in 
the document, to extend deadlines for the benefit of TACC or the bidders or proposers, or to otherwise 
revise the document, shall be accomplished through the issuance of addenda. All addenda shall be 
drafted by the PM and shall be reviewed and approved by the Executive Director. Each addendum 
shall contain the bid number and title, the date of issuance, the addendum number, specific reference 
to the provision of the document that is being amended, and the substance of such amendment. The 
Grants and Procurement Manager shall issue the addendum to all firms who have received a copy of 
the procurement documents. 

5.7.1 Content of Solicitation 
This section contains a lengthy list of components that should be included in the solicitation documents for 
the Major Procurements. Some are not needed for smaller projects. 
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1. Notice Inviting Bids or Proposals. The Notice Inviting Bids or Proposals (Notice) is a publicly 
advertised document, which notifies potential offerors of the title and nature of the contract, and the 
date, time, and place of the opening of bids or receipt of proposals. The Notice shall also inform firms 
of the applicable Small Business or DBE requirements, if any are properly authorized and other 
significant requirements under federal or state laws. The Notice shall refer to and incorporate by 
reference all the other contract documents. A Pre-Bid or Pre-Proposal conference may be held if a 
procurement is of considerable complexity or scope. If a Pre-Bid or Pre-Proposal Conference is 
scheduled, the Notice shall advise of the date, time, and location. 

2. Specifications. This describes the material, product, or service being purchased and sets forth the 
minimum essential characteristics and standards to meet TACC’s needs. They must be of sufficient 
detail so that suppliers are able to submit a valid bid/proposal that is within the expected range of the 
independent cost estimate. However, they must not be so restrictive as to limit the number of potential 
suppliers and thereby hinder open competition. In addition, they must describe the testing, inspection 
and acceptance criteria TACC will use in determining compliance with specifications. Types of 
specifications and other guidance include: 
a. Design. Spells out the details of how a contractor will accomplish the work and instructs them on 

how to complete it. These often include drawings, diagrams, measurements, and tolerances 
describing the finished product. 

b. Performance. Spells out the end result desired by TACC but leaves the details to the contractor. 
These specify the performance of the end result but not how the contractor will do the work. 

c. Initial Responsibility for drafting the technical specifications lies with the PM staff having technical 
expertise relating to the procurement sought. The Grants and Procurement Manager shall review 
and approve the specifications.  Depending on the complexity of the procurement, the ED may also 
review and approve the specifications.  

d. Brand Names. The use of brand names (specific suppliers, models, or products) may be used only 
as a basis of establishing a standard of desired material or products. In all cases where brand 
names are listed, the salient characteristics that define the desired material, product or service will 
be provided. This allows for full and open competition among all potential suppliers. 

e. Approved Equal(s). If a brand name and salient characteristics are listed for a given product, 
material, or service, procurement documents must allow for “approved equals.” That is, TACC must 
define under what conditions and terms it will consider materials or services other than those 
specified. 

f. Technical Specifications shall include detailed descriptions of the qualitative and quantitative 
nature of the supplies, equipment, materials, services, or construction to be procured. They must 
also set forth the minimum essential characteristics and standards to which the products, services 
or work must conform in order to satisfy TACC's intended use. Where it would be of assistance in 
clarifying the specification requirements, the use of blueprints, diagrams, charts, and maps will be 
used. 

g. Required Documentation. Information, forms, and technical details required from offerors must 
be specified so that interested suppliers are fully aware of the requirements they must meet for 
their bid to be considered responsive, full, and complete. 

3. Evaluation Criteria. The method and factors by which bids will be evaluated in selecting a contractor 
must be completely stated so all suppliers have a fair and equal chance to be awarded any contract. 
For RFPs or QBS, the evaluation criteria are tailored to each procurement and will include only those 
factors affecting the selection decision. Criteria must be clear, concise, objective, and unbiased.  
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4. Bidding/Proposing Procedure. The solicitation, whether for a simple price quote or a major vehicle 
or construction procurement, must include a clear description of the method for responders to submit 
their bid or proposal. For most projects, an official bid or proposal form should be used to ensure 
accurate comparisons. The offeror's completion of the form shall constitute its acceptance of all the 
terms and conditions contained in the Procurement Documents and shall also indicate the quoted 
prices. (For Qualification Based Selection, pricing will only be requested from the top ranked firm.) 
The form shall seek separate cost quotations for all relevant aspects of the procurement, including, 
where applicable, unit price, extended price, sales or use taxes, and cost of installation and delivery. 
In all cases, the bid form shall be so structured as to allow TACC to make an objective comparison of 
all bids.  

5. Liquidated Damages. The nature of the procurement may call for establishing a time frame within 
which the whole or any specified portion of the work called for under the contract shall be completed.  
a. Each day completion is delayed beyond the specified time performance, the Contractor shall pay 

to TACC a specified sum of money, to be deducted from any payments due or to become due to 
the Contractor. 

b. Liquidated damages shall be included in contracts when it would be inconvenient, difficult, or 
impracticable to otherwise obtain an adequate remedy for the delay, or to prove the losses or to 
assess the actual quantity of damages. The amount to be established as liquidated damages shall 
be reasonable in light of the anticipated harm that may be caused by a delay in the contract 
performance. The Grants and Procurement Manager, with input from the requesting department, 
shall evaluate these factors, and set a sum as liquidated damages. Liquidated damages shall not 
be assessed against a Contractor that is terminated for default; nor shall liquidated damages be 
used as a penalty. The contract files shall contain the justification for liquidated damages and 
calculations of how the amount was determined. 

c. The calculation of damages must account for delays NOT caused by the contractor. That would 
include weather (which must be tightly defined) and delays caused by TACC, other public entities, 
or force majeure. 

6. Bonding Requirements. Various bonds may be required for the principal protection of TACC’s 
interest in the case of default or other failure to perform by a contractor. As a minimum, the following 
bonding requirements apply to construction or facilities improvement procurement actions of $50,000 
or more: 
a. A Bid Bond or Bidder’s security of 5% of the bid amount is required for major procurements to 

ensure that a bidder or proposer will sign a contract if one is awarded to it. 
A payment bond and a performance bond shall be required for construction projects valued at 
more than $50,000.  
For Federally funded construction, a 50% payment bond is required.  For contracts exceeding 
$1,000,000, the payment bond shall be 40% of the contract price.  
For Federally funded construction, a 100% performance bond is required.  

b. For vehicle procurement projects, a performance bond is not required but may be included in 
extraordinary circumstances. The necessity for this performance bond shall be documented in the 
procurement records. 
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7. Insurance and Indemnification (Hold Harmless). For all capital projects, TACC shall protect its 
financial interests by requiring contractors to carry adequate insurance coverage, usually up to $1 
million (or $2 million for projects worth $2 million or more) for Commercial General Liability, Auto 
Liability, Builder’s Risk (construction only) and Workers Compensation, and other insurance that may 
be required by State or Federal regulations. In addition, an indemnity (or hold harmless) clause must 
be included that requires the contractor to defend TACC in court against third party claims made 
against TACC that are the fault of the contractor. Any request for a reciprocal indemnification should 
be referred to counsel for review. 

8. Qualification of Bidders. In procurements where the nature of the work is such that the qualifications 
of the offerors is an essential criterion for evaluating qualifications, the Special Provisions may contain 
a clause setting the required qualifications. Construction, professional services, and operations 
solicitations may contain such clauses, but the requirements must be justified. However, the 
requirements may not be restrictive to permit limiting competition to a select group of firms and 
Federally funded procurements shall not contain geographic restrictions. 
Such provisions shall clearly state the TACC may reject bids from any potential suppliers that do not 
meet the requirements stated in the qualification clause. Included in such clause shall be requirements 
that bidders demonstrate they are regularly engaged in the manufacture, construction, or provision of 
the work or product called for in the procurement and that they have the necessary resources, facilities, 
and personnel to perform the contract. Bidders shall be required to furnish adequate references to 
verify their qualifications. 

5.7.2 Sample Agreement 
A Proposed Agreement should be included in the solicitation. The evaluation, selection, potential 
negotiations, or other factors may require amendment of the proposed version. 

1. Contents. Agreements will contain, as a minimum, reference to or revised versions of the following 
elements.  
a. Description of the Scope of Work, product, or service; 
b. Price and payment terms; 
c. Delivery schedules; 
d. Provisions for: termination for cause, termination for convenience and the basis for determining 

settlement costs; 
e. Applicable FTA clauses; 
f. Administrative, contractual, or legal remedies in cases where contractors violate or breach contract 

terms, to include sanctions and penalties; 
g. Amendment provisions. 

2. Contract Modification. Whenever a change is required to an existing contract, whether determined 
by TACC or a contractor, a cost change proposal will be submitted. The proposal will be in such detail 
and clarity to be understood by TACC as to its impact on: existing scope of work; dollar value of the 
contract; and time required to complete work. If Federally funded, a cost or price analysis is required 
for all modifications exceeding the simplified acquisition threshold which is $350,000. 

3. Exercise of Options. If options in contracts are available, such options shall be in accordance with 
the terms and conditions stated in the solicitation and in the initial contract. The option price should be 
equal to or better than prices available in the market, or the option should be more advantageous at 
the time the option is exercised.  
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5.7.3 Selection of Contractor 
1. Opening. Formal bids shall be opened at the exact time and location advertised, and the opening 

shall be open to the general public, including bidders. Pertinent portions of Bids shall be read aloud 
and recorded. Staff shall document the names and affiliation of those present and the results in the 
project file. Requests for Proposals or Qualification Based Selections involve receipt of confidential 
proposals. Those proposals are not to be opened publicly and the entire evaluation process is 
confidential until a recommend to award the contract is determined. 

2. Evaluation of Responses. The Grants and Procurement Manager and PM and not less than one 
other staff member shall form a committee to evaluate Bids. For Proposals and Statements of 
Qualifications, the committee should be at least three people. For larger or more complex projects, 
additional participants may be engaged, including relevant staff, representatives of outside agencies, 
advisors, and stakeholders. 

3. Detailed Evaluation Criteria included in the solicitation shall be applied by the evaluation committee, 
either separately or jointly as determined by the Grants and Procurement Manager who shall 
coordinate this evaluation. Care must be taken to ensure that any contracts requiring the payment of 
prevailing wages have those wages for the various trades taken into account when calculating labor 
costs, and that the time required to complete the work is acceptable to TACC.  

4. Basis for Selection and Recommendation. For any contract worth $50,000 - $100,000, a 
recommendation for award shall be made to the ED.  For any contract worth than $100,000, the Grants 
and Procurement Manager will formulate a recommendation to the TACC Board of Directors for 
contract award, based on results of the evaluation and factors below. 

5. For IFB solicitations, the selection will be awarded to the lowest responsive, responsible bidder as 
defined above and below. See also the detailed instructions in Invitation for Bid. 
a. Responsive. A responsive bid conforms in all material aspects to the requirements of the 

solicitation at the scheduled time of submission and does not require further discussions with the 
bidder.  Among factors to be considered in evaluating the responsiveness of bidders are: 
completion and accuracy provided in the bid, lack of any conditions in the bid, and conformance 
with detailed specifications. For any findings of a potential bidder being determined as not 
responsive, a memorandum will be placed in the project file noting the basis for this determination. 
Such memorandum will include documents, reports, and analyses to support the determination. 

b. Responsible. Solicitations will be structured so as to obtain information to be used in determining 
if potential contractors are responsible, to include: 
i. Financial resources adequate to perform the contract; or the ability to obtain them. 
ii. Ability to meet the required delivery or performance schedule. 
iii. Satisfactory record of performance. 
iv. Satisfactory record of integrity and business ethics. 
v. Necessary organization, experience, accounting and operational controls and technical skills, 

or the ability to obtain them. 
vi. Compliance with applicable licensing, tax laws and regulations. 
vii. Necessary production, construction, technical equipment and facilities, or the ability to obtain 

them. 
viii. Compliance with Affirmative Action and, if applicable, Disadvantaged Business Program 

requirements. 
ix. Other qualifications and eligibility criteria necessary as determined by TACC. 
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x. For federally-funded procurements, the recommended contractor must also have executed all 
required certifications prior to contact award.  The certifications will vary on the value of the 
procurement but every procurement shall include the certificate on Federal Tax Liability and 
Recent Felony Convictions.  

6. For an RFP Solicitation, the published evaluation criteria will allow for numerically valued scoring. 
The highest score determined by the evaluation committee would determine the successful proposer. 
The proposer offering the best overall value and being the closest in meeting the criteria designated 
in the Solicitation would be selected. This may or may not be the supplier offering the lowest price. 
Price as well as other factors will be considered in the selection. Attempts may be made to negotiate 
a lower price with potential contractors and results documented. See also the detailed instructions in 
Request for Proposals. 

7. For a QBS Solicitation, the published evaluation criteria will allow for numerically valued scoring to 
determine the firm best qualified to meet TACC’s needs. The highest score determined by the 
evaluation committee would determine the most highly qualified proposer. The ED and/or the Grants 
and Procurement Manager along with the PM would initiate negotiations with that firm. If an acceptable 
dollar amount can be achieved, a contract or purchase order would be awarded. If negotiations with 
the highest qualified firm do not result in a fair and reasonable price, negotiations will be undertaken 
with the next best qualified. This process will continue until a supplier and fair and reasonable price 
have been agreed upon. See also the detailed instructions in the selection on Qualification Based 
Selections. 

5.7.4 Award 
1. After the completion of the selection process, the Grants and Procurement Manager will notify the 

recommended contractor. For Micro, Small, or Emergency procurements, the Manager will ensure 
that all required submittals have been received, the terms are correct and will send it to the selected 
contractor for signature and documentation of insurance coverage as required. For Small 
procurements, the Manager shall also notify the firms not recommended for award.  A notice of 
proposed award shall be sent to the unsuccessful offerors in sufficient time to ensure that no timely 
protest can be filed after board approval. 

2. For Major procurements, subject to the approval of the ED, the Grants and Procurements Manager 
shall ensure all required submittals are received, including insurance certificates, and shall write a 
staff report to the Board of Directors recommending award of the contract to the selected contractor. 
The ED or designee is authorized to approve and execute all agreements.  Procurements which 
exceed $100,000 require approval of the Board of Directors prior to contract execution. 

3. For construction contracts, the contract is executed following approval by the Board. The awardee is 
then requested to provide the required insurance certificate and the bonds within a specified time 
period. Failure to provide the required documents may result in termination of the contract for default. 
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6 INVITATION FOR BID (IFB) 
6.1 Application  
The following procedure is to be used for the purchase of supplies and equipment; and public works 
contracts exceeding the Small Purchase threshold established by the TACC Board of Directors. At this time, 
that limit is $50,000. If appropriate, an IFB may be used for the purchase of services.  
Award is made to the lowest responsive responsible bidder. 

6.2 General Procedures 
Formal IFBs shall be publicized at least once in a newspaper of general circulation at least 10 days prior to 
the receipt of bids. 
In the solicitation document, TACC is to reserve the right to accept or bids, to cancel the procurement and/or 
to waive minor informalities.  Every solicitation must note that TACC will not pay any offeror or prospective 
offer’s bid preparation costs under any circumstances. 
Late bids will not be accepted and will be returned unopened to the bidder. 
Bids that are received by the time specified shall be publicly opened and read aloud at the time and place 
identified in the Notice.  

6.3 IFB Document Structure and Content 
An IFB will typically contain the following sections: 
 Notice of Invitation for Bids – includes purpose, period of performance, due date, submittal 

requirements, validity of bid, pre-bid meeting information and other relevant information.  
 Instructions to Bidders – includes all instructions to bidder including protest procedures, preparation of 

bids, selection process including the Basis of Award and other necessary instructions. 
 General Conditions – standard clauses including definitions, data rights, changes, legal clauses, and 

other specific clauses that typically do not change. 
 Special Provisions – includes special requirements that specifically apply to the resulting contract. This 

includes period of performance, payment provisions, option information (if applicable), insurance 
requirements, and other special requirements. 

 Scope of Work / Technical Specification. 
 Forms and Certifications – all forms and certifications that apply to the IFB including the pricing forms. 
 Contract – a draft contract shall be included. 
 Appendix – any other relevant documents that should be provided to proposers. 

6.4 IFB Selection Process  
Award is made to the responsive and responsible bidder whose bid, conforming to all the material terms 
and conditions of the IFB, is the lowest in price.  
In determining the identification of the lowest responsive bidder, TACC shall review the Bid Form and all 
certifications for completeness and accuracy. If applicable, this will include compliance with Buy America 
requirements. 
TACC will also review relevant documents to determine that a bidder is considered responsible. This 
includes determining that the bidder has: 
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 Sufficient financial strength, resources, and capability to finance the work to be performed and to 
complete the Contract in a satisfactory manner, 

 Has sufficient physical resources to perform the work, 
 Evidence of satisfactory performance and integrity on prior contracts. 

The IFB may include options for additional equipment, supplies or services. For option equipment, supplies 
or services to be purchased at a point in the future, the IFB must define how pricing for these items is to be 
established such as provision of a fixed price or by the use of a specific Producer Price Index or similar 
objective measure. The IFB must also identify approximately when the TACC would exercise the options. 
In the case of a construction IFB, the IFB may include one-time optional work items which are “stand alone” 
pieces of work that the TACC may include in the award if there is sufficient funding. The IFB must define 
the Basis of Award in the IFB instructions. For example, the Basis of Award will be the lowest Grand Bid 
Total submitted by a responsive, responsible bidder. The total will consist of the base bid amount weighted 
at 80% and any optional work elements listed in order of importance. The optional work elements will be 
assigned a weight not to exceed 20%.  
The actual contract award amount will consist solely of the total price for the base bid and any option work 
elements which the TACC elects to exercise at the time of award. Any optional work item not exercised at 
the time of bid award is null. This process ensures that the bidder does not submit an unbalanced bid. 

6.5 Documentation Required 
A document which describes the selection process shall be created for each IFB. The document shall 
include a listing of all bidders and their bid prices. The document should describe the review process and 
the rationale for the proposed contract award.  

6.6 Federal Requirements 
For federally funded projects, the following additional requirements apply. 
 The Grants and Procurement Manager shall review the clause matrix contained in Federally Funded 

Purchase Procedures and include all appropriate clauses in the solicitation document and resulting 
contract.  The Manager shall also include all required certifications including but not limited to the Lobby 
Certification, Buy America (if applicable) and Federal Tax Liability and Recent Felony Convictions 
certificate. 

 As appropriate, a Small Business goal may be set for the specific project. 
 The Grants and Procurement Manager shall obtain an Independent Cost Estimate (ICE) prior to the 

issuance of the IFB. The ICE should be of sufficient detail to permit the evaluation of the bid prices. If 
an outside Architect or Engineer prepares the technical specifications, that firm should also provide the 
ICE and assist in the evaluation of the bids. 

 For construction contracts, the Infrastructure Investment and Jobs Act included the Build America, Buy 
America Act. It requires that no federal funds for infrastructure be used for projects unless all iron and 
steel, manufactured products and construction materials be produced in the U.S. The initial 
implementing guidance for these requirements is contained in 2 CFR 184. TACC’s IFB documents 
must ensure that bidders are aware of the requirements and certify compliance.  Only those portions 
of 2 CFR 184 defining the requirements for construction materials apply.  All other matters are 
controlled by FTA’s Buy America regime. 

 FTA requires that the file documentation include a written record of procurement history which includes 
the following minimum information: 
 the rationale for the procurement method used,  
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 the contract type and the rationale for the selection of the contract type,  
 the reasons for contractor selection or rejection, and  
 the determination of price reasonableness. (In determining price reasonableness, a price analysis 

will be completed and documented.) 
 The TACC must also document that the awardee is a responsive, responsible vendor. For all 

procurements over $25,000, the FTA requires that the Recipient verify that the selected supplier is not 
debarred or suspended by checking the website sam.gov. Appendix A.5 contains information on how 
to perform that process. Screen prints of the resulting search are to be included in the procurement 
file. Appendix A.1 also contains a form to document responsiveness and responsibility which is to be 
completed prior to contract award. 

 In the event the bid includes options for additional supplies or equipment, the Manager shall insure that 
the options are “evaluated” as a part of the bid review process. A file memorandum should be created 
to document the evaluation of the options. This is to avoid having the options being considered as “sole 
source.” 
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7 REQUEST FOR PROPOSAL (RFP) 
7.1 Application  
The following procedure is to be used for competitively negotiated procurements for contracts:  
 Awarded on the basis of both price and non-price factors. 
 Contracts exceeding the Small Purchase threshold established by the TACC Board of Directors.  
In addition, this procedure does not cover any additional requirements required under the Brooks Act 
(federally funded) or applicable Michigan Mini-Brooks Act. (See Section 9, Qualification Based Selection 
(QBS) Procedure for additional information on that type of procurement.)  

7.2 Procedures 
Formal RFPs are publicized consistent with section 5.8, above. 
TACC shall reserve the right to award based on initial proposals, to accept or reject proposals, to cancel 
the procurement and/or to waive minor informalities.  Every solicitation must note that TACC will not pay 
any offeror or prospective offer’s bid preparation costs under any circumstances. 
Proposals that are not received by the date and time specified in the solicitation document will not be 
accepted and will be returned to the proposer unopened.  
Proposals will not be publicly opened and all information regarding the proposals and the evaluation process 
shall be confidential until the recommendation for award is made.  

7.3 RFP Document Structure and Content 
An RFP will typically contain the following sections: 
 Notice of Request for Proposals – includes purpose, period of performance, due date, submittal 

requirements, validity of proposals, pre-proposal information, and other relevant information.  
 Instructions to Proposals – includes all instructions to proposers including protest procedures, 

preparation of proposals, evaluation and selection process including the Basis of Award and other 
necessary instructions. 

 General Conditions – standard clauses including definitions, data rights, changes, legal clauses, and 
other specific conditions that typically do not change. 

 Special Provisions – includes special requirements that specifically apply to the resulting contract. This 
includes period of performance, payment provisions, option information (if applicable), insurance 
requirements, and other special requirements. 

 Scope of Work – technical requirements. 
 Forms and Certifications – all forms and certifications that apply to the RFP including the pricing forms. 

If a firm fixed price contract is to be awarded, then only lump sum pricing should be requested. TACC 
should rarely request detailed cost data – (labor categories, number of hours, hourly rates, overhead, 
and profit) unless mandatory as federal regulations would then require that a cost analysis be done 
instead of a price analysis. 

 Contract – a draft contract shall be included with the solicitation document. 
 Appendix – any other relevant documents that should be provided to proposers. 
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7.4 RFP Selection Process – Technically Acceptable Low Price Selection 
Process 

The Technically Acceptable Lowest Price (TALP) selection process is used when the TACC awards the 
contract to the technically acceptable proposal with the lowest evaluated price. It is an alternative to a sealed 
bid process. TALP is generally used when there will be no significant differences between the products or 
services offered by different vendors; the specifications are detailed; the proposer’s discretion on performing 
the work is limited; or the scope of responsibility of the successful contractor will not be extensive. Examples 
of some of the services where this procurement type could be used are drug testing, bus inspection services 
or security guard services. 
For TALP, the RFP document must include specific evaluation criteria that are “pass or fail” and are provided 
in enough detail to enable a proposer to determine what documentation must be submitted to verify 
compliance with the requirement. The RFP shall specify that award will be made on the basis of the lowest 
evaluated price of proposals meeting or exceeding the acceptability standards for the non-cost factors. 
The proposals are received and then evaluated against the “pass or fail” criteria. The price proposals are 
NOT opened until it is determined which firms “pass” the evaluation criteria. Once the acceptable proposals 
are identified, the price proposals of only those firms are opened. Unless otherwise authorized, the contract 
resulting from the use of the TALP selection process shall be approved by the Executive Director or the 
TACC Board of Directors. 

7.5 RFP Selection Process – Weighted Guidelines (Explicit Factors) 
Process 

The other type of RFP selection process is the Weighted Guidelines (Explicit Factors). This selection 
process is used when the TACC awards the contract to the proposal with the highest score. This proposal 
may or may not be the lowest cost. This process is generally used when there could be significant 
differences in the approach offered by different proposers; the specifications are not fully defined; the 
proposer has discretion on performing the work; or the scope of responsibility of the successful contractor 
is extensive.  
For this type of procurement, the evaluation criteria must be listed in the RFP document. For example, the 
evaluation criteria may include: 
 Past Performance  
 Technical Approach or Project Plan 
 Qualifications of the Firm 
 Qualifications of Staff 
 Cost or Price Proposal 

The evaluation criteria must be listed in descending order of importance or may be listed with weights being 
assigned for each criteria area. Either is correct. 
Internally, weights are always be assigned to each criteria including cost/price proposal.  
When scoring the pricing, the prices are typically “normalized.” This is done using the following formula. The 
lowest price proposal receives 100% of the points established for pricing. Higher proposals are given 
proportionate amount of these points by using the following formula. 

Proposer Price Score = Lowest Proposed Price  X  Total Number of Price Points 
 Proposer's Price 
If appropriate, the Purchasing Officer may also include minimum qualifications such as: 
 “X” years of relevant experience for the Firm 
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 “X” years of relevant experience for the proposed Project Manager 
If minimum qualifications are included, ONLY firms meeting the minimum qualifications will be evaluated 
further. However, the minimum qualifications shall not be used to exclude otherwise acceptable proposers.  
As such, minimum qualifications should normally be listed as ‘desired’ rather than ‘required.’ 
If included in the evaluation process, the Purchasing Officer may require presentations. If presentations are 
expected, the evaluation criteria should include the scoring of presentations. 
Once proposals are received, the following basic procedure is as follows:  

1. An offeror's qualifications will be evaluated and the strengths/weaknesses noted on evaluation forms;  
2. If required, a short list (competitive range) of the highest rated firms may be developed. 
3. Negotiations may be held with all firms or the firms in the competitive range. If negotiations are held 

with one firm, they will be held with all firms or the firms in the competitive range. Negotiations will be 
used to resolve any outstanding issues.  

4. Revised proposals may be requested. 
5. Once negotiations are concluded, TACC may request a best and final offer (BAFO). The BAFO will 

typically request final pricing and should document any agreements reached during negotiations. 
6. The BAFOs will then be scored and award will be recommended to the highest rated firm. 

The contract resulting from the use of the RFP Procedure shall unless otherwise authorized be approved 
by the TACC Board of Directors. All proposers shall be notified of the award recommendation in writing. 

7.6 Debriefing 
An unsuccessful proposer may request a debriefing to understand why it was not recommended for award. 
This is a post-award process and it is typically done verbally.  It should not include a point-by-point 
comparison of the proposal with other offerors but will focus on the strengths and weaknesses of that 
proposal. Any debriefing should not reveal any information prohibited from disclosure by law or exempt from 
release under the [applicable public records laws], including trade secrets, or privileged or confidential 
commercial or manufacturing information. A summary of any debriefing should be included in the contract 
file.  All debriefing should be deferred until the related contract has been fully awarded. 

7.7 Documentation Required 
A document which describes the selection process shall be created for each RFP. The document shall 
include a listing of all proposers and their ranking. The document should describe the strengths/weaknesses 
of each proposal and include the rationale for the proposed contract award.  

7.8 Federal Requirements 
For federally funded projects, the following additional requirements must be used: 
 The Grants and Procurement Manager shall review the clause matrix contained in Federally Funded 

Purchase Procedures and include all appropriate clauses in the solicitation document and resulting 
contract.  The Manager shall also include all required certifications including but not limited to the Lobby 
Certification, Buy America (if applicable) and Federal Tax Liability and Recent Felony Convictions 
certificate. 

 The Manager shall obtain an Independent Cost Estimate (ICE) prior to the issuance of the RFP. As 
appropriate, the ICE should be of sufficient detail to permit the evaluation of the price proposals or the 
cost proposals. In the rare event that cost elements (labor categories, estimated number of hours, 
estimated hourly rates, etc.) are being requested, the ICE must also show that same level of detail. 
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 FTA requires that the file documentation include a written records of procurement history that contains 
the following minimum information: 
 the rationale for the procurement method used,  
 the contract type and the rationale for the selection of the contract type,  
 the reasons for contractor selection or rejection and  
 the determination of cost reasonableness. 
Appendix A.6 contains a sample form to document these items. 

 The TACC must also document that the awardee is a responsive, responsible vendor. For all 
procurements over $25,000, the FTA requires that the Recipient verify that the selected supplier is not 
debarred or suspended by checking the website sam.gov. Appendix A.5 contains information on how 
to perform that process. Screen prints of the resulting search are to be included in the procurement 
file. Appendix A.9 contains a form to document responsiveness and responsibility as well as debarment 
or suspension. 

 In the event the RFP includes options, the Manager shall insure that the options are “evaluated” as a 
part of the evaluation process. A file memorandum should be created to document the evaluation of 
the options. 

FTA requires that when cost proposals are received, reviews of the proposed cost proposals must be carried 
out under FAR Part 31 cost principles and profit will be separately negotiated wherever possible.  Overhead 
and G&A rates must be supported by an audit conducted in accordance with FRA Part 31. 
The TACC will accept FAR indirect cost rates for the one-year applicable accounting periods established 
by a cognizant Federal or State government agency if those rates are not currently under dispute. TACC 
will negotiate these costs including the proposed profit. TACC will attempt to keep all such cost data 
confidential to the extent permitted by law. 
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8 QUALIFICATION BASED SELECTION (QBS) PROCEDURE 
8.1 Application  
The following procedure is to be used for service contacts conducted under the Brooks Act (federally funded) 
or appropriate Michigan Mini-Brooks Act statutes. 

8.2 Definition 
Brooks Act – Applies to federally funded professional service contacts that are directly in support of, directly 
connected to, or directly related to, or lead to construction, alteration, or repair of real property. The services 
are described in 49 U.S.C. Section 5325(b) and includes program management, construction management, 
feasibility studies, preliminary engineering, design, architectural, engineering, surveying, mapping, or 
related services. 
Michigan Mini-Brooks Act – The Michigan Legislature passed a Concurrent Resolution in 1987 (No. 206) 
urging state and local agencies to adopt the QBS process for selecting design professionals.  TACC shall 
comply with state and local procedures where not related to a federal project.  

8.3 Basic Procedures 
A Qualification-Based Selection (QBS) is conducted using a Request for Qualifications (RFQ) process. The 
procedures for the RFQ are similar to the procedures for the Formal Request for Proposals except there is 
no request for a cost proposal and cost cannot be a factor in the selection process. The requirement is to 
obtain qualifications of the firms to best suit the needs of the TACC. TACC may use a “fill in the blank” type 
form to obtain qualification information. Appendix A.4 contains GSA Standard Form 330 which is a sample 
form that can be used for this purpose. 
Once proposals are received, the following procedure is followed:  

1. An offeror's qualifications shall be evaluated and scored according to the criteria contained in the RFQ;  
2. A Responsiveness Checklist should be completed for each firm. 
3. Interviews may be conducted to clarify any weaknesses and/or to obtain additional information. If 

interviews are conducted, interviews will be held with all firms unless a competitive range was 
established to reduce the number of firms being considered for award.  

4. A summary of the process will be created. It will describe the process and will list all firms that 
responded in order of the most qualified firm to the least qualified firm. 

5. A cost proposal will then be requested from only the most qualified firm. 
6. Cost negotiations will be conducted with only that firm. 
7. Failing agreement on cost, the firm is officially notified that negotiations are at an impasse and thus 

the firm will no longer be considered. A cost proposal is then requested from the second most qualified 
firm. Serial negotiations with the next most qualified firm will be conducted until a contract award can 
be made to the most qualified firm whose cost is fair and reasonable to TACC. 

8. For Federally-funded projects, an audit of the provisional overhead rate and cost analysis must be 
conducted prior to contract award because there is no price competition. The audit must be conducted 
according to the Federal Acquisition Regulation (FAR) Part 31 – Contract Cost Principles and 
Procedures. Following resolution of any audit findings, the final contract amount and contract type are 
negotiated. 

9. All proposers are notified in writing of the proposed award. See Appendix A.8 – Notice of Intent to 
Award form. 
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The contract resulting from the use of the QBS Procedure shall be awarded and approved according to the 
TACC Purchasing Policy. 

8.4 Documentation Required 
A document which describes the selection process shall be created for each QBS procurement. The 
document is to contain a list of all proposals and their ranking. The document shall describe the 
strengths/weaknesses of each proposal and shall include the rationale for the proposed contract award.  
Appendix A.10 contains a sample evaluation form for RFPs that can be “customized” for a QBS process. 
Appendix A.9 also contains a Responsiveness/Responsibility form that should also be completed for each 
proposal. These forms should be used regardless of the type of funding. 

8.5 Federal Requirements 
For federally funded projects, the following additional requirements must be used: 
 The Grants and Procurement Manager shall review the clause matrix contained in Federally Funded 

Purchase Procedures and include all appropriate clauses in the solicitation document and resulting 
contract.  The Manager shall also include all required certifications including but not limited to the Lobby 
Certification and Federal Tax Liability and Recent Felony Convictions certificate. 

 The Grants and Procurement Manager shall obtain an Independent Cost Estimate (ICE) prior to the 
issuance of the RFQ if the value of the proposed contract exceeds $350,000. It is recommended that 
an ICE be created for small contract amounts to assist TACC in the negotiation process. The ICE 
should be of sufficient detail (labor categories, estimated number of hours, estimated hourly rates, etc.) 
to permit the evaluation of the cost proposal. 

 FTA requires that the file documentation include the written record of procurement history that includes 
the following minimum information: 
 the rationale for the procurement method used,  
 the contract type and the rationale for the selection of the contract type,  
 the reasons for contractor selection or rejection, and  
 the determination of cost reasonableness. 
Appendix A.6 contains a sample form to document these items. 

 The TACC must also document that the awardee is a responsive, responsible vendor. For all 
procurements over $25,000, the FTA requires that the Recipient verify that the selected supplier is not 
debarred or suspended. Appendix A.9 contains a form to document responsiveness and responsibility 
as well as debarment or suspension.  

Federally funded procurements usually prohibit geographic preferences. However, this prohibition does not 
apply to A&E contracting if an adequate number of qualified firms are eligible to compete for the contract in 
view of the nature and size of the project. (In this case, an adequate number of firms should be at least 2-3 
firms.) 
FTA requires that when cost proposals are received for procurements involving the QBS procedure, reviews 
of the proposed cost proposals must be carried out under FAR Part 31 cost principles and any overhead 
rate must be calculated by an audit conducted in accordance with FAR Part 31.. 
The TACC will accept FAR indirect cost rates for the one-year applicable accounting periods established 
by a cognizant Federal or State government agency if those rates are not currently under dispute. TACC 
will negotiate costs including the proposed profit.  TACC will attempt to keep all such cost data confidential 
to the extent permitted by law. 
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9 CONTRACT ADMINISTRATION SYSTEM 
The intent of the contract administration system is that each procurement file, standing alone and without 
need of interpretation or augmentation by the ED, the Grants and Procurement Manager, the PM or other 
staff member, demonstrates that TACC and the contractor have complied with the terms of the contract. 
Further this system will fully document that any contractual or administrative issues in dispute have been 
addressed and settled. 

9.1 Project Files 
Each Project File maintained during the project by the Grants and Procurement Manager is a record 
detailing the history of each procurement.  Technical files may be maintained by the PM but official contract 
files should be in a central location maintained by the Grants and Procurement Manager. 
Typically, the files maintained by Grants and Procurement Manager should include: 

1. Rationale for the method of procurement; 
2. Rationale for selecting contract type 
3. Independent Cost Estimate; 
4. Cost/Price analysis; record of determination that cost is fair and reasonable; 
5. Contractor selection and rejection criteria 
6. Evaluation of submittals received; 
7. Written record of selection of suppliers for negotiation and contract award; 
8. Summary of cost/price negotiations, as appropriate; 
9. Determination of reasonable contract cost compared to independent cost estimate; 
10. All correspondence between TACC and contractor. 
11. Copies of published public notices of proposed contract action; 
12. A list of all bidders and proposers contacted; 
13. All quotes, bids and proposals received; 
14. Purchase orders; 
15. Contract close-out documents. 
16. Procurement documents; 
17. Justifications of sole source, emergency procurement, single bid received, etc.; 
18. Staff reports prepared for approval by TACC Executive Director or the Board of Directors and minutes 

reflecting approval granted or other direction by the TACC Board; 
19. Contracts and contract modification documents. 

Upon closeout, all files will be consolidated and filed. 

9.2 File Audits 
TACC may conduct random audits of the contract administration system. The intent of the audit is to ensure 
that each procurement file is complete and does not require interpretation or augmentation of the program 
manager or other staff member.  
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9.3 Contractor Oversight 
The PM has the primary responsibility for ensuring contractors perform in accordance with contract 
requirements, producing services and products that meet TACC requirements, are delivered on time and 
within established budgets.  While not exhaustive, the following are topics are areas of emphasis for the 
Agency. 
Small Business and Disadvantaged Business Enterprise (DBE) Program 
As appropriate, Small Business and/or DBE requirements must be included in every federally assisted 
solicitation.  The extent of DBE incorporation is subject to the most recent guidance issued by the US 
Department of Transportation and 49 CFR Part 26.  Unless related to a project fully funded with state and 
local funds (i.e., no federal assistance), no MBE, WBE, or other program may be included. 
The PM must conduct oversight of contractor SBE/DBE compliance including monitoring and enforcement 
to ensure that work committed to SBEs/DBEs at contract award or subsequently (e.g., as the result of 
modification to the contract) is actually performed by the firms to which the work was committed. This must 
include a written certification that the PM has reviewed contracting records and monitored work sites for this 
purpose. The monitoring to which this paragraph refers may be conducted in conjunction with monitoring of 
contract performance for other purposes (e.g., close-out reviews for a contract). See 49 CFR 26.37. 
Prompt Payment of Subcontractors and Suppliers 
For contracts related to a federal project, 49 CFR 26.29 requires, inter alia, that prime contractors to pay 
subcontractors for satisfactory performance of their contracts no later than 30 days from receipt of each 
payment you make to the prime contractor.   
TACC must collect sufficient records from the contractor to establish compliance with these prompt payment 
requirements. 
Prevailing Wages 
TACC requires its contractors to pay the highest of applicable federal or state prevailing wages.  The 
appropriate TACC staff person must review certified payroll documents related to construction projects or 
similar records to ensure contractors comply with prevailing wage requirements.  This includes verifying the 
wage rates by conducting job site interviews. 
Buy America 
FTA assisted contracts must include appropriate Buy America (and Build America Buy America Act) 
certifications.  The PM is responsible to conduct adequate checks on all materials affected by US content 
requirements to ensure compliance.   

• For FTA rolling stock procurements where the value exceeds $150,000, a Pre-Award Buy America 
audit must be conducted prior to award of the contract.  This The procedures for conducting the 
audit and the required certifications are found in FTA Report 0106, Conducting Pre-Award and Post-
Delivery Audits for Rolling Stock Procurements.   

• Prior to taking title to any vehicle to TACC, TACC putting any vehicle in revenue service, or TACC 
issuing the final payment for the vehicle, a Post-Delivery Buy America audit must be conducted. The 
procedures for conducting the audit and the required certifications are found in FTA Report 0106, 
Conducting Pre-Award and Post-Delivery Audits for Rolling Stock Procurements.  

The audits may be conducted by qualified TACC staff or by a third-party contractor hired by TACC.   
Time and Materials (T&M) Contracts 
T&M should only be used when no other contracting method is appropriate.  This determination must be 
made and documented in the contract file.  The resulting contract must include a ceiling price that the 
contractor exceeds at its own risk.  
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Time-and-materials type contract means a contract whose cost to a recipient or subrecipient is the sum of: 
(i) The actual cost of materials; and 
(ii) Direct labor hours charged at fixed hourly rates that reflect wages, general and administrative 
expenses, and profit. 

The nature of T&M contracts requires the Grants and Procurement Manager and the appropriate PM to 
carefully oversee and track expenditures to ensure contractors perform diligently, within established not-to-
exceed amounts, and make reasonable progress toward contract goals.  Regular reviews of oral or written 
progress and expenditure reports are key to performance monitoring. 
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Appendix A Sample Forms 
This Appendix contains sample forms that to be used by MTA personnel in meeting requirements contained 
in the MTA Procurement Policy. 
 Appendix A.1 Bid Responsiveness – Responsibility Checklist 
 Appendix A.2 Contract Closeout Checklist 
 Appendix A.3 FTA Clause Matrix – August 2025 
 Appendix A.4 GSA Standard Form 330 
 Appendix A.5 How to Check Suspension and Debarment 
 Appendix A.6 Informal Quote Form 
 Appendix A.7 Micro-Purchase Fair and Reasonable Price Determination 
 Appendix A.8 Notice of Intent to Award 
 Appendix A.9 RFP – Responsiveness – Responsibility Checklist 
 Appendix A.10 Sample Evaluation Form – RFP – QBS 
 Appendix A.11 Sole Source Justification Form 
 Appendix A.12 Written Record of Procurement History 
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Appendix A.1 Bid – Responsiveness/Responsibility Checklist 

Use the following checklist to check responsiveness and responsibility for each bidder for every formal 
procurement over $50,000. Use one form per firm. List any additional certificates in the space provided. Use 
additional pages if necessary.  Backup documentation such as internet reports or reports from credit 
agencies should be attached to verify responsibility determinations.  

RESPONSIVENESS Y N NA 
Bid Letter Signed by Duly Authorized Official & Notarized if required.    

Addenda __ thru __ acknowledged    

All Forms Completed (reference Bid Document Requirements)    

List of Proposed Subcontractors – required for all construction contracts – PCC 4107.    
    
DBE/SBE Goal Affidavit    

Bidder Completely Filled Out & Signed the Following Certifications:    
Cert. Federal Lobbying ($100,000 and over)    

Cert. Prospective Contr. Suspension and Debarment Cert ($25,000 and greater)    

Cert. Lower Tier Suspension and Debarment Cert ($25,000 and greater)    

Buy America Cert. – Steel or Manufactured Products    

Buy America Cert. – Rolling Stock    
Build America – Buy America – Construction Materials – 2 CFR 184    
Conflict of Interest Certificate    

Federal Tax Liability and Recent Felony Conviction Certificate (all FTA funded)    
    
    
    
Bid Bond Received (5% of Total Value) – if Construction    

Verification of Bid bond for adequacy    

Evidence of Proper License & verification of license    

* any certifications with exceptions noted by Bidder must be reviewed by Executive Director and/or Legal prior to 
completing responsiveness review 

RESPONSIBILITY REVIEW Y N Ref 
1) Integrity and ethics    

2) Debarment and suspension    

3) Public Policy     

4) Fair Labor Standards Act compliance    

5) Financial and technical resources    

6) Past performance    

7) Tax liability and felony convictions    

    

    

    

    

Completed by: ______________________ Title: _________________ Date: _____________ 
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Appendix A.2 Contract Closeout Checklist 

FOR ALL CONTRACTS OVER $50,000 

Date _______________________________________ 
Contract Number _____________________________ Contract Value ___________________ 
Effective Date of Contract _______________________________________________________ 
Change Order(s) Date and Dollar Amount (if none, so state) ____________________________ 
 ____________________________________________________________________________ 
Project Manager (name/signature) ________________________________________________ 

Completion of this Checklist certifies that contractor/supplier/supplier has completed work/services 
described in the contract and any change orders. Note the status (e.g. “received;” “completed;” “accepted” 
etc.) and the date for each work item. After completion, form is to be placed into Contract File. (As 
appropriate, this form may be used for contacts of a lessor amount.) 

Work Item Status Date 
1. Resolution of all contract changes   
2. Perform Post-Delivery Buy America audit and 
execute required Post Delivery Certificates (See Note)   

3. Determination of any liquidated damages 
IF LDs are assessed for construction, these are to be 
deducted from the final invoice. See Note for how LDs 
are handled for Rolling Stock. 

  

4. Review of insurance claims. Determination if funds 
need to be withheld from final payment to cover 
unsettled claims against Contractor/Supplier 

  

5. Verify settlement and prompt payment of all sub-
contracts by prime contractor/supplier   

5. Performance of required inspections/tests/etc. 
(Place results in the file.)   

6. Contractor Performance Report    
7. All submittals/deliverables/services completed: 
 Reports 
 Test results and acceptance documentation 
 Final payroll records/wage rate certifications 
 Warranties/Guarantees 
 “As-Built” Drawings, Blueprints 
 Manuals and publications 

  

8. Final invoice 
 Consent of surety to release final payment 
 Retention should be listed separately  

  

9. Contractor’s Affidavit of release of liens 
(Construction contracts)   
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Work Item Status Date 
10. Contractor’s general release (to TACC) from any 
further claims/liabilities (Construction)   

11. Notification to Surety of release from any 
performance bonds    

NOTE – Post-Delivery Buy America Audits – This audit should be done as soon as the first production 
vehicle is started on the production line. 49 CFR 663.31 requires the audit be completed prior to title being 
transferred to the TACC. By that point, all parts have been ordered/received and the manufacturer should 
have all required invoices. The person or firm performing the audit cannot sign the certificates – this can 
only be done by the Agency’s representative.  
NOTE – For Liquidated Damages on Rolling Stock – If the buses that are on order will be delivered late, 
Liquidated Damages may be imposed as long as this requirement was contained in the contract. The LDs 
should be assessed for each separate vehicle and the resulting amount should be deducted from the invoice 
for that specific vehicle. 
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Appendix A.3 FTA Clause Matrix – August 2025 

Applicability Of Third-Party Contract Provisions 
 

(excluding micro-purchases, except Davis-Bacon requirements apply to contracts exceeding $2,000) 
Includes provisions CFR 200, Master Agreement 33 (April 25, 2025) and Circular 4220.1G. 

Citations from the Master Agreement (MA) and other relevant federal documents are noted. 
 

TYPE OF PROCUREMENT 

 
PROVISION Professional 

Services/A&E 
Operations/ 

Management 

Rolling 
Stock 

Purchase 

 
Construction Materials & 

Supplies 

No Federal Government Obligations 
to Third Parties 
(by Use of a Disclaimer) 
MA 33 – §3(l) 

 
All 

 
All 

 
All 

 
All 

 
All 

False Statements or Claims Civil and 
Criminal Fraud 
MA 33 - §4(e) 

 
All 

 
All 

 
All 

 
All 

 
All 

Access to Third Party Contract 
Records 
MA 33 - §16 (S) 

All All All All All 

Changes to Federal Requirements 
MA 33 - §3(i)(6) 

All All All All All 

Termination 
MA 33 - §16(d)(2) 

>$10,000 >$10,000 >$10,000 >$10,000 >$10,000 

Civil Rights (Title VI, ADA, EEO) 
MA 33 - §12 

All All All>$10,000 All All 

Veteran’s Employment Preference 
Section 2108 of Title 5 and 
MA 33 - §16 (u) 

   All  

Disadvantaged Business Enterprises 
(DBEs) 
MA33 - §12(e) 

All All All All All 

Prompt Payment to Subcontractors 
(if not part of DBE clause) 
49 CFR § 26.29 

All All All All All 

Incorporation of FTA Terms 
MA 33 - §16(a)(3) 

All All All All All 

Debarment and Suspension 
2 CFR Parts 180 and 1200 and 
MA 33 - §16(d)(7) 

>$25,000 >$25,000 >$25,000 >$25,000 >$25,000 

Buy America   >$150,000 >$150,000 >$150,000 
49 USC 5323(j)(13) 49 USC 49 USC 49 USC 
MA 33 - §16(m) 5323(j)(13) 5323(j)(13) 5323(j)(13) 



 

43  

 

 
PROVISION Professional 

Services/A&E 
Operations/ 

Management 

Rolling 
Stock 

Purchase 

 
Construction Materials & 

Supplies 

Resolution of Disputes, Breaches, or 
Other Litigation – Notification of 
Contractor and/or Subcontractor to 
Agency and Agency notification to 
FTA 
2 C.F.R. §180.220 - $25,000 
threshold 
2 CFR 200.318(k); 2 CRF 200 
Appendix II (a) 
MA 33 - §39(b) 

>$25,000 >$25,000 >$25,000 >$25,000 >$25,000 

Lobbying 
2 CFR 200 Appendix II (I) 
MA 33 §4 (c) and 16(d)(8) 

>$100,000 >$100,000 >$100,000 >$100,000 >$100,000 

Clean Air 
2 CFR 200 Appendix II (G) 
MA 33 - §16 (d)(6) 

>$150,000 >$150,000 >$150,000 >$150,000 >$150,000 

Clean Water 
2 CFR 200 Appendix II (G) 
MA 33 - §16 (d)(6) 

>$150,000 >$150,000 >$150,000 >$150,000 >$150,000 

Cargo Preference 
MA 33 - §15(c) 

  Transport by 
ocean vessel. 

Transport by 
ocean vessel. 

Transport by 
ocean vessel. 

Fly America 
MA 33 - §15(d) 

Foreign air 
transp. /travel. 

Foreign air 
transp. /travel 

Foreign air 
transp. /travel 

Foreign air 
transp. /travel 

Foreign air 
transp. /travel 

Davis-Bacon Act 
2 CFR 200 Appendix II (D) 
MA 33 – §16(d)(3) 

   >$2,000 (also 
ferries). 

 

Contract Work Hours and Safety 
Standards Act 
2 CFR 200 Appendix II (E) 
MA 33 - §16(d)(4) OR MA 33 
§24(a) 
MA 33 - §24(b) – non-construction 

 >$100,000 
(transportatio 

n services 
excepted). 

>$100,000 >$100,000 
(also ferries). 

 

Copeland Anti-Kickback Act 
Section 1 and  
Section 2 
2 CFR 200 Appendix II (D) 
MA 33  §16(d)(3) 

   All 
> $2,000 

(also ferries). 

 

Bonding 
2 CFR 200.326 
MA 33 - §16(n) 

   >$250,000  

Seismic Safety 
MA 33 - §23.(b) 

A&E for new 
buildings & 
additions. 

  New 
buildings & 
additions. 

 

Transit Employee Protective 
Arrangements 
MA 33 - §24(d) 

 Transit 
operations. 
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PROVISION Professional 

Services/A&E 
Operations/ 

Management 

Rolling 
Stock 

Purchase 

 
Construction Materials & 

Supplies 

Transit Employee Protective 
Arrangements 
MA 33 - §24(d) 

 Transit 
operations. 

   

Charter Service Operations 
MA 33 - §28 

 All    

School Bus Operations 
MA 33 - §29 

 All    

Drug Use and Testing 
MA 33 - §35(a) 

 Transit 
operations. 

   

Alcohol Misuse and Testing 
MA 33 - §35(b) 

 Transit 
operations. 

   

Patent Rights 
MA 33 - §17(a)(2) 

R & D     

Rights in Data and Copyrights 
MA 33 - §18 

R & D     

Rights to Inventions Made Under a 
Contract or Agreement 
2 CFR 200 Appendix II (F) 
MA 33 -§16(d)(5) 

R & D with 
Small Business 
or Non-Profit 

    

Energy Conservation 
MA 30 - §26(i) 

All All All All All 

Recycled Products 
2 CFR 200.323 
MA 33 - §16(d)(9) 

 EPA-selected 
items $10,000 

or more 
annually. 

 EPA-selected 
items $10,000 

or more 
annually. 

EPA-selected 
items 

$10,000 or 
more 

annually. 
Conformance with ITS National 
Architecture 
MA 33 - §16(l) 

ITS projects. ITS projects. ITS projects. ITS projects. ITS projects. 

ADA Access 
MA 33 - §12(h) 

A&E All All All All 

Notification of Federal Participation 
for States 
MA 33 - §37 

Limited to 
States. 

Limited to 
States. 

Limited to 
States. 

Limited to 
States. 

Limited to 
States. 

Safe Operation of Motor Vehicles 
1. Seat Belt Use 
2. Distracted Driving 

MA 33 - §34 (a) and (b) 

All All All All All 

Prohibition on certain 
telecommunications and video 
surveillance services or equipment 
2 CFR 200.216 

All All All All All 
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PROVISION Professional 

Services/A&E 
Operations/ 

Management 

Rolling 
Stock 

Purchase 

 
Construction Materials & 

Supplies 

Federal Tax Liabilities and Recent 
Felony Convictions – Requires 
Certification – ALL tiers 
MA 31-§4(g)(1) and (2) 

All All All All All 

Domestic Preferences for 
Procurement** 
2 CFR 184.6 2 CFR 200.322 & 2 
CFR 200 Appendix II 
(L) – See Note below 

   Construction 
materials 
ONLY 

 

 

 

**On Domestic Preferences for procurement, FTA’s Buy America statute at 49 U.S.C. 
5323(j) has, with some exceptions, required all steel, iron, and manufactured 
products used in a federally funded project to be produced in the United States. A 
principal effect of Build America Buy America (BABA) is to add construction materials 
to this list of items. BABA does not change FTA’s Buy America standards for steel, 
iron, or manufactured products including rolling stock (e.g., FTA does not apply the 
55% cost-of-components standard to procurements). 
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Appendix A.4 Standard Form 330 

See following pages 
A fillable PDF version of the form is at https://www.gsa.gov/reference/forms/architectengineer-
qualifications  
  

https://www.gsa.gov/reference/forms/architectengineer-qualifications
https://www.gsa.gov/reference/forms/architectengineer-qualifications
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Appendix A.5 How to Check Suspension and Debarment on 
SAM.gov 

1. Navigate to www.sam.gov 
 

 
 

2. If you have not previously registered on sam.gov, you must first create an 
account.  There is NO COST! 

 

http://www.sam.gov/
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3. When you sign-in, the sam.gov system will likely send you a one-time code.  
Enter it in the space provided.  From the Home page look at “Already know what 
you want to find?”   
 

4. Select “Entity Information” and enter the name of the firm that you are checking.  

 
5. Press enter:   

 
 

6. Most likely you will see something like the following: 
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7. Screenprint this page and put it in your file.  On the page, note the name of the 
firm that you searched.  NOTE – USE A PARTIAL NAME OF THE BUSINESS 
AS YOU DON’T KNOW HOW THEY MAY HAVE REGISTERED IN SAM.GOV.  

 
YOU SIMPLY DO NOT WANT TO FIND THAT THE FIRM IS DEBARED OR 
SUSPENDED!  If that happens, call FTA.  Do not proceed! 
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Appendix A.6 Informal Quote Form 

For informal quotes $10,000–$50,000, complete this form which also provides the Written Record 
of Procurement History. Attach a copy of all quotes or responses received. File with the copy of 
the Purchase Order. 

Date:    
Procurement Number:  
Project Title:  
Funding Source:  
Date of Receipt of Offer:  
Estimated Cost:  
Suspension and Debarment 
(required for Federal funds over 
$25,000 - check SAM.gov – attach 
screenprint) 

 

  
Procurement Description 
(What is the purchase? Why is it 
needed? What is it for? Quantity?) 

 

Procurement Method:  Small Purchase/ Quotes 

Contract Type: 
 Firm Fixed Price  Firm Fixed 

Unit Price  Lump Sum 

 Time and Material  If T&M, Not to Exceed Amount 

Rationale for the Method of 
Procurement:  

Reason for the Selection of the 
Contract Type: 
(for T&M – why is this the ONLY 
type of contract that is acceptable?) 

 

Offeror’s Name:  
Offeror’s Address:  
Offeror’s Proposed Price:  
Name of Reason for Selecting the 
Proposed Contractor:  

Cost or Price Analysis – 
Justification for the Proposed 
Contract Price: - low quote, etc.  

 

Based on the attached competitive quotes obtained and the above information, the undersigned 
finds that the price offered is fair and reasonable. 

Name of Staff Person   
Signature:  Date:  

Executive Director Approval – if necessary 
Signature:  Date:  
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Appendix A.7 Micro-Purchase Fair and Reasonable Price 
Determination 

For every Micro-Purchase, complete and attach a copy of this form to the Purchase Order. 

I hereby determine the price for _______________________ (insert identification of item being 
purchased) to be fair and reasonable based on at least one of the following: 

___ Found reasonable on recent purchase 
___ Obtained from current price list 
___ Obtained from current catalog 
___ Commercial market sales price from internet search 
___ Other ____________________________________ 
 
Signed ________________________________ Date ____________ 
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Appendix A.8 Notice of Intent to Award 

 

(Date) 
 
Contact Person 
Company Name 
Address 
City, State  Zip 
 
Dear (          ): 
 
Subject: Notice of Intent to Award for (IFB/RFP No.     ) for (Name of Project) 
 
The TACC staff has evaluated the (bids/proposals) submitted in response to the subject 
(IFB/RFP). The staff recommends contract award to (insert name of firm). This recommendation 
is not final until approved by the TACC’s (Executive Director or Board of Directors). 
IF AWARD MUST BE APPROVED BY THE BOARD OF DIRECTORS – INCLUDE THE 
FOLLOWING INFORMATION 
This recommendation for award will be presented to the TACC's Board at its meeting on (date). 
The meeting will be held at the _________________________ (location). 
This letter constitutes your notice of non-selection and initiates your opportunity to file any protest. 
If there are other questions regarding the recommendation, please contact the undersigned at 
(213)       -        . 
 
 
Sincerely, 
 
 
 
(Name) 
(Grants and Procurement Manager) 
 
cc: (Executive Director) 
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Appendix A.9 RFP – Responsiveness/Responsibility Checklist 

Use the following checklist to check responsiveness and responsibility for each proposer for every 
formal procurement. Use one form per firm. List any additional certificates in the space provided. 
Use additional pages if necessary. 

Responsiveness, in the context of an RFP, is a limited concept and should be limited to those 
items legally required, such as a Buy America certification. 

RESPONSIBILITY REVIEW Y N Ref 
1) Integrity and ethics    

2) Debarment and suspension    

3) Public Policy     
    
4) Fair Labor Standards Act compliance    

5) Financial and technical resources    

6) Past performance    

7) Tax liability and felony convictions    

8) Integrity and ethics 
9) All required certifications have been properly completed and submitted 

   

Completed by: ______________________ Title: _________________ Date: _____________ 
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Appendix A.10 Sample Evaluation Form – RFP – QBS 

SAMPLE TECHNICAL EVALUATION FORM 

NOTE – To use this form, identify the evaluation criteria based on the scope of work and assign 
weights to each area. Use one copy for each evaluation. For Qualification Based Selections, 
delete the reference to Price as it cannot be an evaluation criterion. 
Use one form to compile the rating for each proposer. Rate the proposer from 1 - 10 on each 
criterion as the proposer and the proposal relate to the work.  
NOTE: There should be an attached narrative section to support the evaluator’s scoring 
for each proposal. 

Criteria Weight X Rating = Score 
1. Qualifications of Proposed Firm     
2. Qualifications of Proposed Staff     
3. Methodology / Work Plan     
4. Past Performance     
5. Price – IF APPROPRIATE     

TOTAL     

I have rated the above Proposer's ability to provide the services according to the listed criteria 
and weights and calculated an overall score of which is consistent with the rating scale. 
 
Evaluator Name: _____________________________________________ 
 
Signature and Date: ___________________________________________ 
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SAMPLE TECHNICAL EVALUATION FORM 
SCORING DETERMINATION GUIDELINES 

The following quality point rating shall be used in the ranking of proposals unless indicated 
otherwise on evaluation sheets. Scores should be indicated on the Evaluation Work Forms 
included herein. 

Points Rating Basis of Rating 

10 Excellent Contractor's proposal indicates excellent conformance 
with stated requirements in terms of competence, 
analytical work, and efficient use of resources. It also 
shows excellent use of those attributes within proposed 
team structure. 

8-9 Good Contractor's proposal indicates good conformance with 
stated requirements in terms of competence, analytical 
work, and efficient use of resources. It also shows good 
use of those attributes within proposed team structure. 

6-7 Average Contractor's proposal indicates average conformance 
with stated requirements in terms of competence, 
analytical work, and efficient use of resources. It also 
shows average use of those attributes within proposed 
team structure. 

4-5 Below Average Contractor's proposal indicates below average 
conformance with stated requirements in terms of 
competence, analytical work, and efficient use of 
resources. It also shows below average use of those 
attributes within proposed team structure. 

2-3 Poor Contractor's proposal indicates poor conformance with 
stated requirements in terms of competence, analytical 
work, and efficient use of resources. It also shows poor 
use of those attributes within proposed team structure. 

0-1 Very Poor Proposal failed to accomplish a minimum level of 
acceptance. 
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SAMPLE TECHNICAL EVALUATION FORM 
NARRATIVE SECTION 

The narrative section should provide comments that support why a specific score was assigned. 
It should also indicate any issues/problems that must be resolved prior to potentially 
recommending a contract award to a specific firm. 

1. Qualifications of Proposed Firm 
 
 
 
 
2. Qualifications of Proposed Staff 
 
 
 
 
 
3. Methodology / Work Plan 
 
 
 
 
 
4. Past Performance 
 
 
 
 
 
5. Price Proposal 
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Appendix A.11 Sole Source Justification Form 

JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION 
(Above the Micro Purchase Threshold $10,000) 

Under certain limited circumstances, the law permits exceptions to competitive bidding 
requirements. Use the following template, describe the situation that requires other than full and 
open competition. Fill in the yellow highlight areas and “remove” the highlight. 

 

1. This document is a justification for other than full and open competition prepared by 
the (name of requestor) and concurred with by _______________, Executive Director.  

 
2. The nature and/or description of the action being approved: This justification provides 

the rationale for contracting by other than full and open competition for the acquisition of 
(describe procurement).  

 
 
3. Description of the supplies or services required, include an estimated value: 
 
 
4. Statutory authority permitting other than full and open competition:  

For purchase of all supplies, equipment, and materials, and the construction of all 
facilities and works, use one of the following (check the appropriate citation): 
☐ Board Vote. The TACC Board of Directors, by majority vote, may dispense with 

bidding and other procedures required by the Purchasing Policy in any individual 
instance upon a finding that it would be impractical, useless, or uneconomical in such 
instance to follow these procedures, and that the public interest would be promoted by 
dispensing with these procedures.  

☐ Emergencies. In case of any great public calamity, such as extraordinary fire, flood, 
storm, epidemic, or other disaster, the Executive Director may authorize the 
immediate expenditure of money to safeguard life, health, property, or public welfare. 
In cases where the total cost exceeds $100,000 the expenditure is to be presented to 
the Board of Directors at its next Board meeting for ratification of the expenditure.  

☐ Immediate Remedial Measures. Upon determining that immediate remedial 
measures are needed to avert or alleviate damage to property or to repair or restore 
damaged or destroyed TACC property, the ED may authorize the expenditure of 
money for the direct purchase of goods and services. 

☐ Sole Source of Supply. There is only a single source of supply and patent or data 
rights restrictions preclude competition.  

☐ Sole Source Item. There is only a single item that meets the requirements and no 
acceptable “equal.” (In this case, the PM is documenting that only there are no “equals” 
to the required item but that there are multiple sources that can supply the item.  
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☐ Purchase made from or contract made with the State government. An order 
placed under a State Supply Schedule contract does not require a justification – non-
federally funded items. 

For purchase of services, use one of the following (check the appropriate): 
☐ The service is available only from a single source;  

☐ The public exigency or emergency for the requirement will not permit a delay resulting 
from competitive solicitation;  

☐ FTA authorizes noncompetitive negotiations;  

☐ After solicitation of a number of sources, competition is determined inadequate; or  

☐ Public Interest. When TACC determines that full and open competition in 
connection with a particular acquisition is not in the public interest.  

5. Description of the efforts made to ensure that offers were/are solicited from as many 
potential sources as practicable:  

 
 
6. Other facts supporting the use of other than full and open competition: (Explanation of 

why technical data packages, specifications, engineering descriptions, statements of work, or 
purchase descriptions suitable for full and open competition have not been developed or are 
not available.) 

 
 
7. Sources, if any, that expressed an interest in providing the needed goods or services: 

(If any source(s) other than the proposed source expressed such interest, set forth the 
reasons why it or they were found not capable of satisfying the Agency’s requirement.) 

 
Determination & Finding: 
Requisition Approving Official: I certify that the supporting data presented in this justification 
are accurate and complete and that I have no financial interest in this procurement. 
 

 _______________________________________ ________ 
 (Typed Name) (Typed Title) (Date) 

Contracting Officer: I hereby find that the justification above supports an exception to the 
requirements for competitive procurement and determine that a contract may be awarded on the 
basis cited above provided that all other provisions of TACC Purchasing Policy are complied with 
and the price is determined to be fair and reasonable. 
 

 _______________________________________ ________ 
 (Typed Name), Executive Director (Date) 
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Appendix A.12 Written Record of Procurement History 

Use the following form to document the “Written Record of Procurement History” for Federally-
funded IFBs and RFPs including all Qualification Based Selections. 

 List the Procurement method that was used and rationale for that was used (Pre-Solicitation) 
 
 
 
 
 List the proposed contract type and reasons for selecting the contract type (Pre-Solicitation) 
 
 
 
 
 List the Name or the Recommended Contract and the primary reasons for contractor selection 

or rejection (Pre-Award) 
 
 
 
 
 Provide the basis for the proposed contract price – Was there a price or a cost analysis 

performed. How was the contract price found to be “fair and reasonable?” (Pre-Award) 
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Appendix A.13 Confidentiality and Conflict of Interest  

RFP NO. ___________________ [TITLE OF SOLICTATION]  
 
 DECLARATION OF CONFIDENTIALITY AND CONFLICT OF INTEREST 
 
I,__________________, have been named a member of the Proposal Evaluation Committee for 
a procurement under the solicitation noted above. 
 
I acknowledge the importance of confidentiality and professionalism in this process and affirm 
that I will not divulge any information concerning this procurement to any person until the 
conclusion of the award process.  I will not participate in any discussion of proposal information, 
except within the context of official meetings of the full Committee. 
 
I understand that failure to adhere to this responsibility will result in disciplinary action. 
 
Additionally, I certify that I have reviewed TACC’s Conflict of Interest Policy, have no such conflict 
of interest as defined in that policy, have received no gift or gratuity from a potential supplier, 
directly, or indirectly through an intermediary, and will immediately bring any potential conflict of 
interest discovered hereafter to the Proposal Evaluation Committee Chairperson. 
 
 
___________________________  ____________________________ 
Employee's Signature   Employee's Supervisor's Signature 
 
___________________________  ____________________________ 
Name                 Name 
 
___________________________  ____________________________ 
Title      Date 
 
___________________________ 
Date 
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Appendix B References 
These policies and procedures reflect guidance contained in: 

1. 2 Code of Federal Regulations (CFR) Parts 200 and 1200 
2. 49 CFR Part 20, 26, 661, 663, 665, and 5325 
3. 2 CFR Part 184 
4. FTA Circular 4220.1G, Third Party Contracting Requirements 
5. Federal Acquisition Regulation (FAR) 
6. Policies and Rules established by the TACC Board of Directors 



TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
BOARD OF DIRECTORS 

Resolution 26-2025 
 
At the regular Board of Directors meeting of the Transportation Authority of Calhoun County (TACC), held in the 
Chambers of Marshall City Hall, located at 323 West Michigan Avenue, Marshall, Michigan 49068, on Tuesday, 
November 25, 2025, with Chair Erick Stewart presiding, the following action was taken: 
 

Whereas, the Transportation Authority of Calhoun County (TACC)  recognizes the importance of avoiding situations 
where personal interests could conflict with the organization’s best interests, and wishes to establish clear 
guidelines for such situations; and 

Whereas, each board member shall disclose in writing any conflict of interest and the nature and extent of such 
interest to the Board of Directors;   

Now, Therefore, be it resolved that the Transportation Authority of Calhoun County formally adopts version 1.0 of 
the Conflict of Interest Policy.   
 

 
CERTIFICATE 

The undersigned duly qualified Board Secretary of the Transportation Authority of Calhoun County certifies the 
foregoing is a true and correct copy of a resolution adopted at a legally convened meeting of the Transportation 
Authority of Calhoun County held on November 25, 2025. 

  

__________________________                     __________________________ 

Signature                                                          Printed Name 

 

__________________________   __________________________ 

Title       Date 



 

Conflict of Interest Policy    

TACC’s Conflict of Interest Policy is as follows: 

A. Definitions: 

Conflict of Interest – Where the financial or personal or special interests of a Covered 
Person are likely to be affected by a decision, action, or inaction made or taken in the 
course of the Covered Person’s work on behalf of TACC. 

Apparent Conflict of Interest – Where the circumstances surrounding a Covered 
Person’s work on behalf of TACC would cause a reasonable person with knowledge of 
the relevant facts to question the Covered Person’s impartiality in a particular matter. 

Covered Person – TACC Board Members, employees, and contracted employees. 

Household – Means a Covered Person’s spouse, domestic partner, or dependent (as 
defined in Internal Revenue Code section 152). 

Immediate Family – Means a Covered Person’s spouse or domestic partner, and the 
parents, children, and siblings of the Covered Person, their spouse, or domestic partner.          

B. It is the policy of TACC that the activities of the organization shall be conducted in 
accordance with the highest ethical and professional standards. All Covered Persons 
are required to avoid any Conflicts of Interest or Apparent Conflicts of Interest in 
conducting their work on behalf of TACC. 

C. A financial or personal interest amounting to a Conflict of Interest exists when 
any Covered Person   has or represents a special interest in a matter related to TACC.  
Special interests shall include, but not be limited to, membership, employment, financial 
interest, ownership, and/or directorship in any organization or agency, public or private, 
that would benefit from any TACC action or inaction.  Special interests shall also arise 
when such a benefit would flow to a Covered Person’s Household or Immediate Family 
member.   

D. In the event that a Covered Person believes they have or may have a Conflict of 
Interest, they shall report the Conflict of Interest and recuse themselves from any 
participation in the particular matter that is the subject of such Conflict.  Such reporting 
shall be: 

• For the TACC Chair – to the executive committee if one is constituted or the 
Board of Directors 

• For members of the Board of Directors or the Executive Director – to the TACC 
Chair 

• For other employees and contracted employees – to the Executive Director. 



 

Recusal shall amount to full withdrawal from discussions whether formal or informal, 
deliberations, votes, and other decision-making processes, and any communications 
likely to influence any TACC decision, action, or inaction. 

The Board of Directors retains the authority to waive, in whole or in part, any Conflict of 
Interest or Apparent Conflict of Interest, except where limited by law, for good cause 
shown. 

Covered Persons shall disclose any financial interest held by the Covered Person or a 
member of their Household immediately upon initiation of any discussion related to a 
TACC procurement activity, whether or not TACC is the procuring authority.  Covered 
Persons are expected to further disclose any such interest of their Immediate Family 
where such interest is known to the Covered Person. 

Any TACC Board Member, employee, or contracted employee involved in procurement 
source selection activities such as drafting requests for proposals, specifications, or 
terms and conditions, or evaluating bids or proposals shall report any related financial 
interests as above prior to undertaking any such source selection activity.   

E. TACC will resolve to the greatest extent possible, to refrain from granting access 
to procurement or other conflicting information to Covered Persons with a Conflict of 
Interest or Apparent Conflict of Interest.  If such disclosure is unavoidable or 
inadvertent, TACC will take appropriate remedial action, up to and including provision of 
the same information to similarly interested parties.    

F. TACC and all parties it engages to assist in its endeavors will refrain from making 
recommendations and neither promote individual products nor dissuade a participant 
agency from making a purchase or promote one vendor over another. 

G. TACC must ensure that sponsorships and/or advertising from vendors be clearly 
identified as such and must not influence TACC’s contract administration practices. 

H. In the event that any person believes that a Covered Person has or may have a 
Conflict of Interest, that person shall report the circumstances to the Board Chair or 
Executive Director.  In the case of a Board Member or the Executive Director, the Board 
of Directors shall determine whether a Conflict of Interest exists and, if so, whether 
recusal or other mitigating actions are required. 

I. Failure to comply with these provisions shall be deemed grounds for discipline up 
to and including dismissal.   

J. All Board members will be required to sign an annual Conflict of Interest 
Statement, acknowledging this policy and their responsibilities under this policy.  
Employees and contract employees routinely involved in procurement functions shall 
sign a similar Conflict of Interest Statement upon commencement of their employment, 



 

updating of this policy, or other circumstances as directed by the Executive Director or 
Board of Directors. 

 

 

 

 

 

 

 

 

  



 

CONFLICT OF INTEREST STATEMENT FOR BOARD MEMBERS OF THE 
TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 

 

No board member or board committee member, or any member of his/her family, should 
accept any gift, entertainment, service, loan, or promise of future benefits from any 
person who either personally or whose employees might benefit or appear to benefit 
from such board or committee member’s connection with the Transportation Authority of 
Calhoun County (TACC), unless the facts of such benefit, gift, service, or loan are 
disclosed in good faith and are authorized by the board.  Board and committee 
members are expected to work out for themselves the most gracious method of 
declining gifts, entertaining, and benefits that do not meet this standard.  

No board or committee members should perform, for any personal gain, services to any 
TACC supplier of goods or services, as employee, consultant, or in any other capacity 
which promises compensation of any kind, unless the fact of such transaction or 
contracts are disclosed in good faith, and the board or committee authorizes such a 
transaction.  Similar association by a family member of the board or committee member 
or by any other close relative may be inappropriate.  

No board or committee member or any member of his/her family should have any 
beneficial interest in, or substantial obligation to any TACC supplier of goods or services 
or any other organization that is engaged in doing business with or serving TACC unless 
it has been determined by the board, on the basis of full disclosure of facts, that such 
interest does not give rise to a conflict of interest.   

This policy statement is not intended to apply to gifts and/or similar entertaining of 
nominal value that clearly are in keeping with good business ethics and do not obligate 
the recipient.   

Any matter of question or interpretation that arises relating to this policy should be 
referred to the Chair for decision and/or for referral to the board of directors for decision, 
where appropriate.  
 

I have received, read, and understand fully the Conflict of Interest policy and will 
comply with the statement by bringing any potential conflict of interest situation 

to the board for consideration. 
 

 

_______________________________________   _____________ 
   Name               Date 



TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
BOARD OF DIRECTORS 

Resolution 27-2025 
 
At the regular Board of Directors meeting of the Transportation Authority of Calhoun County (TACC), held in the 
Chambers of Marshall City Hall, located at 323 West Michigan Avenue, Marshall, Michigan 49068, on Tuesday, 
November 25, 2025, with Chair Erick Stewart presiding, the following action was taken: 
 

Whereas, on December 30, 2002, the Governor of the State of Michigan approved Act No. 738 of the Public Acts of 
2002 authorizing the use of electronic transactions by designated officers of the local government; and 

Whereas, the Transportation Authority of Calhoun County deems that it is in the best interst of the Authority to 
make certain financial transactions by using electronic transactions as described in the Act;  and 

Whereas, the following guidelines shall govern the use of electronic transactions: 

a.) The Director of Administration and Planning shall be designated as the Electronic Transaction Officer 
(ETO) and shall be responsible for establishing all ACH arrangements for the Authority;  
 

b.) The ETO shall be responsible for payment approval, accounting, reporting, and generally overseeing 
compliance or shall appoint an employee to perform such duties;  

 

Now, Therefore, be it resolved that the Transportation Authority of Calhoun County formally adopts version 1.0 of 
the Automated Clearing House (ACH) and Electronic Funds Transfer (EFT) Policy 
 

 
CERTIFICATE 

The undersigned duly qualified Board Secretary of the Transportation Authority of Calhoun County certifies the 
foregoing is a true and correct copy of a resolution adopted at a legally convened meeting of the Transportation 
Authority of Calhoun County held on November 25, 2025. 

  

__________________________                     __________________________ 

Signature                                                          Printed Name 

 

__________________________   __________________________ 

Title       Date 



 

 

Transportation Authority of Calhoun County 
 
Policy Title:   Automated Clearing House (ACH) and Electronic Funds 
Transfer   
Policy Number:   Fin-007 
Effective Date:   11/25/2025 
Board Approved Date:  11/25/2025 
Last Review Date:  11/25/2025 
Supersedes:   N/A 
Version Number:   1.0 
 
 
 
Automated Clearing House (ACH) and Electronic Funds Transfer   
 
This policy is adopted by the Transportation Authority of Calhoun County (TACC) Board of 
Directors,  via resolution as a best practice in financial management and internal control. It is 
established in accordance with Michigan Public Act 738 of 2002, which authorizes local units 
of government to make electronic transfers of public funds through the Automated Clearing 
House (ACH) network. 
 
The policy defines procedures and internal controls governing all ACH and Electronic Funds 
Transfer (EFT) transactions to ensure compliance with state law, safeguard public assets, 
and maintain transparent financial operations. 
 
This policy supports the Authority’s financial stability by ensuring that electronic payments 
such as payroll, vendor payments, and internal fund transfers are authorized, executed, and 
recorded in a secure and auditable manner. 
 
1.0 Authority 

 
The Electronic Transactions Officer (ETO), as designated by the Board of Directors (the 
Board), may enter into ACH arrangements and authorize electronic transfers of public funds 
as provided under Michigan Public Act 738 of 2002. 
 
TACC shall not be a party to any ACH arrangement unless the Board has adopted a resolution 
authorizing electronic transactions and the ETO has presented this written policy for 
approval. 
 
An ACH arrangement made under PA 738 is not subject to the Revised Municipal Finance 
Act, Public Act 34 of 2001 (MCL 141.2101 et seq.), or to laws governing debt issuance. 
 
2.0 Definitions 
 

• Automated Clearing House (ACH): A national network that processes 
electronic payments, including credits and debits, through institutions 
such as the Federal Reserve and NACHA. 

• ACH Arrangement: The agreement between TACC (the originator) and 



 

the receiver of an ACH transaction. 
• ACH Transaction: An electronic payment, debit, or credit transfer 

processed through an automated clearinghouse. 
• Electronic Funds Transfer (EFT): Any electronic movement of funds 

between financial institutions, including ACH and wire transfers. 
• Electronic Transactions Officer (ETO): The person designated by the 

Board to administer ACH arrangements, authorize payments, and 
ensure compliance with this policy. 

• Originator: The entity initiating the ACH transaction (TACC). 
• Receiver: The individual or organization whose account is credited or 

debited through ACH. 
 
3.0 Responsibility for ACH Agreements 
 
The ETO, or a designee approved by the Board, is responsible for: 
 

• Establishing and maintaining all ACH arrangements and related banking agreements.  
• Overseeing payment approvals, accounting, reporting, and internal control 

compliance. 
• Ensuring ACH and EFT transactions are included in the accounts payable reporting 

process. 
• Providing a report to the Board, detailing electronic transactions including date, 

payee, amount, and purpose. 
 
4.0 Internal Accounting Controls 
 
The following internal controls shall govern all ACH and EFT transactions to ensure security, 
accountability, and compliance with state and federal requirements: 
 

• Vendor Authorization 
• All new vendors or payees must complete an ACH Authorization Form, 

including bank name, routing number, account number, and authorized 
signature, along with verification such as a voided check or bank letter. 
The completed form must be retained in TACC’s finance records. 

• The Finance Department shall confirm banking details using a secure 
method, such as direct phone verification with a known contact or bank 
representative, before initiating the first payment or processing any 
change to existing information. 

• These requirements do not apply to payments made to federal or state 
agencies, bond trustees, investment custodians, or internal transfers 
where banking information is established through formal contracts, grant 
agreements, or institutional arrangements. 

• Segregation of Duties 
• No single employee shall initiate, approve, and reconcile an ACH 

transaction. 
• At least two individuals must participate in every electronic disbursement 

process. 
• Dual Authorization 

• Each ACH or EFT transaction must be approved by two authorized staff 
members  



 

• Bank Security Measures 
• Two-factor authentication and secure login credentials are required for all 

ACH and EFT access. 
• The bank shall maintain debit blocks or filters to restrict withdrawals to 

approved vendors only. 
• Documentation and Retention 

• Each ACH or EFT transaction must be supported by documentation 
identifying the purpose, authorization, and amount. 

• Records shall be retained for no less than seven (7) years and must be 
available for audit. 

• Reconciliation and Review 
• Bank accounts used for ACH transactions shall be reconciled monthly by a 

staff member who is not involved in transaction initiation or approval. 
• Reconciliation reports must be reviewed and signed by the Executive 

Director or the Director of Administration and Planning. 
• Error and Exception Handling 

• Reversals or corrections must be processed promptly and documented. 
• Any unauthorized or erroneous transactions must be reported 

immediately to the Executive Director. 
 
5.0 Authorized Types of Payments 
 
Authorized uses of ACH and EFT transactions include, but are not limited to: 
 

• Employee payroll direct deposits. 
• Payroll-related deductions and remittances (taxes, retirement contributions, 

insurance premiums). 
• Employee expense reimbursements. 
• Intergovernmental and Grant-Related Transfers 
• Payments to or receipts from state and federal agencies. 
• Vendor  and  contractor payments  
• Receipt of payment from customers, clients, and other third parties 
• Payments to bond trustees for principal and interest. 
• Transfers between TACC savings, checking, payroll and investment accounts.  
• Other payments approved by both the finance Director and Executive Director.  

 
6.0 Reporting to the Board 
 
A summary of all ACH and EFT transactions shall be included with the regular accounts 
payable report submitted to the Board on a monthly basis. 
 
The report shall identify: 
 

• Payee name 
• Amount and purpose 
• Payment date and authorization 

 
 



  

   

 
 
 
 

AUTHORIZATION AGREEMENT FOR ELECTRONIC FUND TRANSFER (ACH) 
Transportation Authority of Calhoun County 

 
This agreement is for authorization of electronic fund transfer amount Transportation Authority of Calhoun 

County (TACC), and  (“Supplier”). 
 

COMPANY INFORMATION: 

Supplier Name:  Supplier#:  

Address:  Supplier Tax ID#:  

City:  State:  Zip:  

 
The Supplier authorizes the Transportation Authority of Calhoun County (TACC) to initiate ACH credit entries for 
payment of goods and/or services to the account identified below. The financial institution named below (the 
“Bank”) is authorized to credit such entries to the designated account. 

This authorization applies solely to electronic fund transfer payments from TACC to the Supplier. All existing 
and future contract terms and conditions between TACC and the Supplier remain in full force and effect. 

Supplier hereby agrees to verify the routing number and the account number with Supplier’s bank. Supplier 
accepts full responsibility if the below bank information is incorrect. 

 
 
 

BANKING INFORMATION: 
Bank Routing Number:  

Bank Account Number:  

Bank Name:  

Bank Telephone Number:  
 

Initial ACH Setup Request 
Revised ACH Request* 

 
Reason for Change: 
*If revised, please provide the following information: 

 
Last 4 digits of previous bank account: 

Previous Bank Name: 

☐ 
☐ 

   



  

 
 
 

COMPANY CONTRACT INFORMATION: 
Contact Person:  

Telephone Number:  

Remittance Advice Email:  

 
Payment details will be emailed to the address provided below and will include the payment document number, 
payment date, invoice number, invoice date, and amount paid. No paper remittance will be mailed. 
 
This authorization shall remain in full force and effect until the Transportation Authority of Calhoun County (TACC) 
Finance Department receives written notification of termination from the Supplier’s authorized representative. Such 
notice must be provided in sufficient time to allow TACC and the Supplier’s financial institution a reasonable 
opportunity to act on it. 
 
I certify that I am authorized on behalf of the Supplier to provide these instructions. 

 
The first payment will be issued by check during a pre-notification (prenote) 

period Supplier’s Authorized Signatory: 

 
Printed Name Title 

 
Signature Date 

 
 
 

 
 
 
 
 

OFFICE USE ONLY: 

ACH Information Confirmed & Approved by:  Date:  

ACH Information Entered by:  Date:  

ACH Information Confirmed by:  Date:  

 

This form must be returned to the Vendor Data with a 
voided check or bank letter showing the supplier account number and bank 

routing number via email kgrestini@RideCalhoun.org 



TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
BOARD OF DIRECTORS 

Resolution 28-2025 
 
At the regular Board of Directors meeting of the Transportation Authority of Calhoun County (TACC), held in the 
Chambers of Marshall City Hall, located at 323 West Michigan Avenue, Marshall, Michigan 49068, on Tuesday, 
November 25, 2025, with Chair Erick Stewart presiding, the following action was taken: 
 

Whereas, the Transportation Authority of Calhoun County provides public transit services within Calhoun County; 
and, 

Whereas, the Transportation Authority of Calhoun County’s mission is to ensure that service is delivered safely, 
efficiently, and effectively by establishing a drug and alcohol-free work environment, and to ensure that the 
workplace remains free from the effects of drugs and alcohol; and 

Whereas, the Federal Transit Administration requires that the recipients of Federal transit funds comply with certain 
Federal regulations, namely 49 CFR Part 40 Procedures for Transportation Workplace Drug Testing Programs and 
Part 655 Prevention of Alcohol Misuse and Prohibited Drug Use in Transit Operations;  

Now, Therefore, be it resolved that the Transportation Authority of Calhoun County formally adopts version 1.0 of  
the Drug and Alcohol Policy.  
 

 
CERTIFICATE 

The undersigned duly qualified Board Secretary of the Transportation Authority of Calhoun County certifies the 
foregoing is a true and correct copy of a resolution adopted at a legally convened meeting of the Transportation 
Authority of Calhoun County held on November 25, 2025. 

  

__________________________                     __________________________ 

Signature                                                          Printed Name 

 

__________________________   __________________________ 

Title       Date 



 
 

 
 

Transportation Authority of Calhoun 
County 

  

 

 

 

 

 

Effective as of November 25, 2025 

 

 

 

 

 

 

 
Adopted by: ___________________     Date Adopted: [11/25/2025] 

Last Revised:  [11/01/2025] 

Drug and Alcohol Policy  
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 Purpose of Policy 
This policy complies with 49 CFR Part 655, as amended and 49 CFR Part 40, as amended. Copies of 
Parts 655 and 40 are available in the drug and alcohol program manager’s office and can be found on the 
internet at the Federal Transit Administration (FTA) Drug and Alcohol Program website 
http://transit-safety.fta.dot.gov/DrugAndAlcohol/.  

All covered employees are required to submit to drug and alcohol tests as a condition of employment in 
accordance with 49 CFR Part 655. 

Portions of this policy are not FTA-mandated, but reflect the Transportation Authority of Calhoun 
County’s policy. These additional provisions are identified by bold text.  

In addition, DOT has published 49 CFR Part 32, implementing the Drug-Free Workplace Act of 1988, 
which requires the establishment of drug-free workplace policies and the reporting of certain drug-related 
offenses to the FTA.  

All Transportation Authority of Calhoun County employees are subject to the provisions of the 
Drug-Free Workplace Act of 1988. 

The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance is 
prohibited in the covered workplace. An employee who is convicted of any criminal drug statute for 
a violation occurring in the workplace shall notify the Executive Director in writing no later than 
five days after such conviction. 

Employees must abide by the terms of this policy as a condition of employment.  

 Covered Employees 
This policy applies to every person, including an applicant or transferee, who performs or will perform a 
“safety-sensitive function” as defined in Part 655, section 655.4.  

You are a covered employee if you perform any of the following: 

• Operating a revenue service vehicle, in or out of revenue service 
• Operating a non-revenue vehicle requiring a commercial driver’s license  
• Controlling movement or dispatch of a revenue service vehicle 
• Maintaining (including repairs, overhaul and rebuilding) of a revenue service vehicle or 

equipment used in revenue service 
• Carrying a firearm for security purposes 

See Attachment A for a list of covered positions by job title.  

 Prohibited Behavior  
Use of illegal drugs is prohibited at all times.  Prohibited drugs include: 

http://transit-safety.fta.dot.gov/DrugAndAlcohol/


 
 

• marijuana 
• cocaine 
• phencyclidine (PCP) 
• opioids 
• amphetamines 

All covered employees are prohibited from performing or continuing to perform safety-sensitive functions 
while having an alcohol concentration of 0.04 or greater.  

All covered employees are prohibited from consuming alcohol while performing safety-sensitive job 
functions or while on-call to perform safety-sensitive job functions. If an on-call employee has consumed 
alcohol, they must acknowledge the use of alcohol at the time that they are called to report for duty. If the 
on-call employee claims the ability to perform his or her safety-sensitive function, he or she must take an 
alcohol test with a result of less than 0.02 prior to performance. 

All covered employees are prohibited from consuming alcohol within four (4) hours prior to the 
performance of safety-sensitive job functions.  

All covered employees required to take a post-accident test are prohibited from consuming alcohol for 
eight (8) hours following involvement in an accident or until he or she submits to the post-accident drug 
and alcohol test, whichever occurs first.  

 Consequences for Violations 
Following a positive drug or alcohol (BAC at or above 0.04) test result or test refusal, the employee will 
be immediately removed from safety-sensitive duty and provided with contact information for Substance 
Abuse Professionals (SAPs). Any time off work will be unpaid.  

Following a BAC of 0.02 or greater, but less than 0.04, the employee will be immediately removed from 
safety-sensitive duties until the start of their next regularly scheduled duty period (but for not less than 
eight hours) unless a retest results in the employee’s alcohol concentration being less than 0.02. Any time 
off work will be unpaid.  

Treatment/Discipline 
Per Transportation Authority of Calhoun County policy, any employee who tests positive for drugs or 
alcohol (BAC at or above 0.04) or refuses to test, will be immediately removed from safety-sensitive duty 
and referred to a Substance Abuse Professional.  The employee may be subject to discipline up to, and 
including, termination.  The employee will be responsible for any cost associated with treatment 
and any time off work will be unpaid.  

Circumstances for Testing 

Pre-Employment Testing 
A negative pre-employment drug test result is required before an employee can first perform safety-
sensitive functions. If a pre-employment test is cancelled, the individual will be required to undergo 



 
 

another test and successfully pass with a verified negative result before performing safety-sensitive 
functions. 
 
If a covered employee has not performed a safety-sensitive function for 90 or more consecutive calendar 
days, and has not been in the random testing pool during that time, the employee must take and pass a 
pre-employment test before he or she can return to a safety-sensitive function.  
 
A covered employee or applicant who has previously failed or refused a DOT drug and/or alcohol test 
must provide proof of having successfully completed a referral, evaluation, and treatment plan meeting 
DOT requirements.  
 

Reasonable Suspicion Testing 
All covered employees shall be subject to a drug and/or alcohol test when Transportation Authority of 
Calhoun County has reasonable suspicion to believe that the covered employee has used a prohibited drug 
and/or engaged in alcohol misuse. A reasonable suspicion referral for testing will be made by a trained 
supervisor or other trained company official on the basis of specific, contemporaneous, articulable 
observations concerning the appearance, behavior, speech, or body odors of the covered employee.  
 
Covered employees may be subject to reasonable suspicion drug testing any time while on duty. Covered 
employees may be subject to reasonable suspicion alcohol testing while the employee is performing 
safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or just after 
the employee has ceased performing such functions. 
 

Post-Accident Testing 
Covered employees shall be subject to post-accident drug and alcohol testing under the following 
circumstances:  
 

Fatal Accidents 
As soon as practicable following an accident involving the loss of a human life, drug and alcohol 
tests will be conducted on each surviving covered employee operating the public transportation 
vehicle at the time of the accident. In addition, any other covered employee whose performance 
could have contributed to the accident, as determined by Transportation Authority of Calhoun 
County using the best information available at the time of the decision, will be tested.  
 
 

 
Non-fatal Accidents  
As soon as practicable following an accident not involving the loss of a human life, drug and 
alcohol tests will be conducted on each covered employee operating the public transportation 
vehicle at the time of the accident if at least one of the following conditions is met: 

(1) The accident results in injuries requiring immediate medical treatment away from the 
scene, unless the covered employee can be completely discounted as a contributing 
factor to the accident 



 
 

(2) One or more vehicles incurs disabling damage and must be towed away from the 
scene, unless the covered employee can be completely discounted as a contributing 
factor to the accident 
 

In addition, any other covered employee whose performance could have contributed to the 
accident, as determined by Transportation Authority of Calhoun County using the best 
information available at the time of the decision, will be tested. 

 
A covered employee subject to post-accident testing must remain readily available, or it is considered a 
refusal to test. Nothing in this section shall be construed to require the delay of necessary medical 
attention for the injured following an accident or to prohibit a covered employee from leaving the 
scene of an accident for the period necessary to obtain assistance in responding to the accident or to 
obtain necessary emergency medical care. 
 
Any employee requiring a Post-Accident test will be immediately placed on administrative 
leave pending test results.  
 

Random Testing 
Random drug and alcohol tests are unannounced and unpredictable, and the dates for administering 
random tests are spread reasonably throughout the calendar year. Random testing will be conducted at all 
times of the day when safety-sensitive functions are performed.  
 
Testing rates will meet or exceed the minimum annual percentage rate set each year by the FTA 
administrator. The current year testing rates can be viewed online at 
www.transportation.gov/odapc/random-testing-rates.  
 
The selection of employees for random drug and alcohol testing will be made by a scientifically valid 
method, such as a random number table or a computer-based random number generator. Under the 
selection process used, each covered employee will have an equal chance of being tested each time 
selections are made.  Random selection will be conducted by a recognized testing authority on behalf 
of the Transportation Authority of Calhoun County.  
 
A covered employee may only be randomly tested for alcohol misuse while the employee is performing 
safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or just after 
the employee has ceased performing such functions. A covered employee may be randomly tested for 
prohibited drug use anytime while on duty.  
 
Each covered employee who is notified of selection for random drug or random alcohol testing must 
immediately proceed to the designated testing site.  
 

Return to Duty Testing 
Any employee who is allowed to return to safety-sensitive duty after failing or refusing to submit to a 
DOT drug and/or alcohol test must first be evaluated by a substance abuse professional (SAP), complete a 

http://www.transportation.gov/odapc/random-testing-rates


 
 

SAP-required program of education and/or treatment, and provide a negative return-to-duty drug test 
result and/or an alcohol test result of less than 0.02. Any return-to-duty drug testing will be directly 
observed.  All tests will be conducted in accordance with 49 CFR Part 40, Subpart O.  
 

Follow-up Testing 
Employees returning to safety-sensitive duty following a return-to-duty test will be required to undergo 
unannounced follow-up alcohol and/or drug testing for a period of one (1) to five (5) years, as directed by 
the SAP. The duration of testing will be extended to account for any subsequent leaves of absence, as 
necessary. The type (drug and/or alcohol), number, and frequency of such follow-up testing shall be 
directed by the SAP.  
 
A covered employee may only be subject to follow-up alcohol testing while the employee is performing 
safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or just after 
the employee has ceased performing such functions. A covered employee may be subject to follow-up 
drug testing anytime while on duty. All follow-up drug tests will be directly observed.  All testing will be 
conducted in accordance with 49 CFR Part 40, Subpart O.  

 Testing Procedures 
All FTA drug and alcohol testing will be conducted in accordance with 49 CFR Part 40, as amended.  
 

Dilute Urine Specimen 
If there is a negative dilute test result, Transportation Authority of Calhoun County will conduct one 
additional retest. The result of the second test will be the test of record. 
 
Dilute negative results with a creatinine level greater than or equal to 2 mg/dL but less than or equal to 5 
mg/dL require an immediate recollection under direct observation (see 49 CFR Part 40, section 40.67).  
 

Split Specimen Test 
In the event of a verified positive test result, or a verified adulterated or substituted result, the employee 
can request that the split specimen be tested at a second laboratory. Transportation Authority of Calhoun 
County guarantees that the split specimen test will be conducted in a timely fashion. All costs for split 
specimen testing are paid by the employee unless the second test invalidates the original test.  

 Test Refusals 
As a covered employee, you have refused to test if you: 
 
(1) Fail to appear for any test (except a pre-employment test) within a reasonable time, as determined by 

Transportation Authority of Calhoun County. 
(2) Fail to remain at the testing site until the testing process is complete.  An employee who leaves the 

testing site before the testing process commences for a pre-employment test has not refused to test.  



 
 

(3) Fail to provide a specimen for a drug or alcohol test. An employee who does not provide a specimen 
because he or she has left the testing site before the testing process commenced for a pre-
employment test has not refused to test. 

(4) In the case of a directly-observed or monitored urine drug collection, fail to permit monitoring or 
observation of your provision of a specimen. 

(5) Fail to provide a sufficient specimen for a drug or alcohol test without a valid medical explanation. 
(6) Fail or decline to take a second drug test as directed by the collector or Transportation Authority of 

Calhoun County. 
(7) Fail to undergo a medical evaluation as required by the MRO or Transportation Authority of 

Calhoun County’s Designated Employer Representative (DER). 
(8) Fail to cooperate with any part of the testing process. 
(9) Fail to follow an observer’s instructions to raise and lower clothing and turn around during a 

directly-observed urine drug test. 
(10) Possess or wear a prosthetic or other device used to tamper with the collection process. 
(11) Admit to the adulteration or substitution of a specimen to the collector or MRO. 
(12) Refuse to sign the certification at Step 2 of the Alcohol Testing Form (ATF). 
(13) Fail to remain readily available following an accident. 
 
As a covered employee, if the MRO reports that you have a verified adulterated or substituted test result, 
you have refused to take a drug test.  

As a covered employee, if you refuse to take a drug and/or alcohol test, you incur the same consequences 
as testing positive and will be immediately removed from performing safety-sensitive functions, referred 
to an SAP, and may be subject to discipline up to and including termination.  The employee will be 
responsible for any cost associated with treatment and any time off work will be unpaid.  Refusal to 
take a non-DOT drug or alcohol test or sign a non-DOT form is not a refusal to take a DOT test.  

 

 Voluntary Self-Referral 
Any employee who has a drug and/or alcohol abuse problem, and has not been notified of the 
requirement to submit to reasonable suspicion, random or post-accident testing or has not refused a 
drug or alcohol test may voluntarily refer her or himself to the DER, Executive Director, and/or 
Director of Operations, who will refer the individual to a substance abuse counselor for evaluation 
and treatment.  
 
The substance abuse counselor will evaluate the employee and make a specific recommendation 
regarding the appropriate treatment.  Employees are encouraged to voluntarily seek professional 
substance abuse assistance before any substance use or dependence affects job performance. 
 
Any safety-sensitive employee who admits to a drug and/or alcohol problem will immediately be 
removed from his/her safety-sensitive function and will not be allowed to perform such function 
until successful completion of a prescribed rehabilitation program. 
 



 
 

Treatment for alcohol and/or drug use disorders may be covered by the employee’s benefit plan, 
however, the ultimate financial responsibility for recommended treatment belongs to the employee.   
 
The employee may return to safety sensitive duty only upon successful completion of a prescribed 
rehabilitation program, as determined by a substance abuse counselor. Prior to returning to safety 
sensitive work, the employee must undergo a non-DOT return to duty controlled substance test 
with a verified negative test result and/or a non-DOT return to duty test result indicating an alcohol 
concentration of less than .02.  Employees returning to safety sensitive work after self-referral may 
be subject to non-DOT follow up testing.  

 Prescription Drug Use 
The appropriate use of legally prescribed drugs and non-prescription medications is not prohibited. 
However, the use of any substance which carries a warning label that indicates that mental 
functioning, motor skills, or judgment may be adversely affected must be reported to the DER 
and/or the Director of Operations. Medical advice should be sought, as appropriate, while taking 
such medication and before performing safety-sensitive duties. 
 
Covered employees being prescribed any medication that carries a warning label that indicates that 
mental functioning, motor skills, or judgment may be adversely affected must present a physician 
release to perform safety sensitive duties prior to the start of their next shift.   

Contact Person 
For questions about the Transportation Authority of Calhoun County’s anti-drug and alcohol misuse 
program, contact Shannon Wedl, TACC DER or Mallory Avis, TACC Executive Director.  

  



 
 

Attachment A: Covered Positions  
Coach Operator 
Non-CDL Operator 
Dispatcher 
Mechanic 
Utility Worker 
Shift Supervisor 
Safety, Security, and Training Manager 
 

  



 
 

Attachment B: Testing Notification Form 
TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 

Drug and Alcohol Testing Notification 
 
The Federal Transit Administration (FTA) drug and alcohol testing regulation (49 CFR Part 655) requires all 
safety-sensitive employees must submit to drug and alcohol testing as a condition of employment in a safety-
sensitive position.  
 
Employee Information: 

Employee Name:              

Employee ID/SSN:             
Date of Notification:      Time of Notification:             AM/PM 

Employee Transported?              NO              YES  Transported by:                       

 
Collection Site Information: 
Name:               

Address:              

City, State, Zip:             
             

Order for Testing:  

Type of Test:   Alcohol    Drug    Both  
 
Testing Authority:  DOT/FTA    Non-DOT  
 
Test Type:   Pre-Employment    Random   Post-Accident  

 Reasonable Suspicion  Return-to-Duty  Follow-up 
 
Observed Collection: YES     NO 
 
 
To be filled out by Collection Site Personnel:  
 
Time of Arrival:                AM/PM  Collector Name:       

 

Return this form with the Employer Copy of CCF and/or ATF to:  
DER Name:              

Employer Address:            

Employer City, State, Zip:       



 
 

Attachment C: Pre-Employment Notification & 
Acknowledgement Form  

TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
Pre-Employment Notification & Acknowledgement 

 
 
I understand and acknowledge that I will be required to undergo a urine drug test under the 
authority of the U.S. Department of Transportation (DOT), Federal Transit Administration 
(FTA) prior to being hired or transferred into a safety-sensitive position as defined in CFR Part 
6551. I understand and acknowledge that I will not be assigned to perform a safety-sensitive 
function unless my urine drug test has a verified negative result.  
 
 
 
              
(Print Name)    (Signature)    (Date) 
 
 
 
              
 
Have you tested positive, or refused to test, on any DOT pre-employment drug or alcohol test 
administered by an employer to which you applied for, but did not obtain, a safety-sensitive 
position in the past two years? Please circle your response below: 
 

YES    NO 
 
 
If you answered YES, can you provide documentation that you successfully completed the DOT 
return-to-duty requirements described in 49 CFR Part 40, Subpart O? Please circle your response 
below: 
 

YES    NO 
 
 
 
 
              
(Print Name)    (Signature)    (Date) 

                                                           
1 A safety-sensitive function, as described in 49 CFR Part 655 Section 655.4, includes: (1) operating a revenue service vehicle; (2) operating a 
non-revenue service vehicle, when required to be operated by a CDL holder; (3) controlling dispatch or movement of a revenue service vehicle; 
(4) maintaining (including repairs, overhaul and rebuilding) a revenue service vehicle or equipment used in revenue service; or (5) carrying a 
firearm for security purposes. 



 
 

Attachment D: Release of Information Form 
TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 

Release of Information Form – 49 CFR Part 40 Drug and Alcohol Testing  
Section I: To be completed by the new employer and signed by the employee, and transmitted to the 
previous employer.  
 
Employee Name:       SS/ID Number:       
 
I hereby authorize release of information from my DOT-regulated drug and alcohol testing records by my previous 
employer, listed in Section 1-B to the employer listed in Section I-A. This release is in accordance with DOT 
Regulation 49 CFR Part 40, section 40.25.  
 
              
Employee Signature     Date  
 
I-A: 
New Employer Name:             

Designated Employer Representative:           

Address:              

Phone #:       Fax #:        

 
I-B:            
Previous Employer Name:            

Designated Employer Representative:           

Address:              

Phone #:       Fax #:        

 
Section II: To be completed by the previous employer and transmitted to the new employer.  
 
II-A:  
In the two years prior to the date of the employee’s signature (in Section I), for DOT-regulated testing: 

1. Did the employee have alcohol tests with a result of 0.04 or higher?   Yes   No  

2. Did the employee have verified positive drug tests?    Yes   No  

3. Did the employee refuse to be tested?     Yes   No  

4. Did the employee have other violations of DOT agency drug and alcohol  
testing regulations?       Yes   No  

5. Did a previous employer report a drug and alcohol rule violation to you? Yes   No  

6. If you answered “Yes” to any of the above items, did the employee 
 complete the return to duty process?     Yes   No  

 
II-B:  
Person providing information in Section II-A:  
Name:        Title:         

Phone #:        Date:        



 
 

Attachment E: Acknowledgement of Policy Form 
 

TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
Acknowledgement of Employer’s Drug and Alcohol Testing Policy 

 
 

I acknowledge that I have received a copy of the anti-drug and alcohol misuse program policy mandated 
by the U.S. Department of Transportation (DOT), Federal Transit Administration (FTA) for all covered 
employees who perform a safety-sensitive function. I understand that compliance with all provisions 
contained in the policy is a condition of employment.  

I further understand that the information contained in the policy dated       is 
subject to change, and that any such changes or addendum, shall be disseminated in a manner consistent 
with the provisions of 49 CFR Part 655.  

 

 

              
(Print Name)    (Signature)    (Date) 
  



 
 

Attachment F: Acknowledgement of Prohibited Drug 
Awareness Training for Safety-Sensitive Employees 

 

TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
Acknowledgement of Prohibited Drug Awareness Training  

For Safety-Sensitive Employees 
 
 

In accordance with Federal Transit Administration (FTA) Rule 49 CFR Part 655.14(b), I acknowledge 
that I have received at least 60 minutes of training on the effects and consequences of prohibited drug use 
on personal health, safety, and the work environment, and on the signs and symptoms that may indicate 
prohibited drug use.  

 

              
(Print Name)    (Signature)    (Date) 
  



 
 

Attachment G: Post-Accident Decision Making Form 
TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 

FTA Post-Accident Drug and Alcohol Testing Decision Making Form 
 
The Federal Transit Administration (FTA) drug and alcohol testing regulation (49 CFR Part 655) requires that 
safety-sensitive employees involved in a public transportation vehicle accident (as defined at 655.4 & 655.44) 
submit to tests for alcohol misuse and prohibited drug use as soon as possible following the accident. Part 655 also 
requires the testing of any other safety-sensitive employee whose performance could have contributed to the 
accident, as determined by the employer at the scene using the best information available at the time of the decision. 
 
Accident Information: 
Date of Accident:      Time of Accident:               AM/PM 

Employee Name:       Employee ID/SSN:      

 
Decision Questions: 

• Was there a fatality? 
    YES (FTA drug and alcohol tests are REQUIRED)                NO  
 

• If there was NO fatality, answer the following questions: 

1. Has any individual suffered a bodily injury and immediately  
received medical treatment away from the scene of the accident?            YES                NO 
  

2. Was there any disabling damage  to any vehicle involved in the  
accident, requiring the vehicle to be towed away from the scene?            YES                NO 
 

3. Was the vehicle (if rail car, trolley car, trolley bus, or vessel)  
removed from operation?                YES                NO 

 
If you answered yes to any of these three questions, can you completely discount the performance of 
the operator of the public transportation vehicle as a contributing factor to the accident? 
 

    NO (FTA drug and alcohol tests are REQUIRED) 

     YES, Explain:          

                               

   (If you answered YES, FTA drug and alcohol tests are PROHIBITED) 
 

• Other than the operator, could the performance of any other safety-sensitive employee have 
contributed to the accident, using the best information available?  
   

    NO  

     YES, Explain:          

                               

(If YES, make arrangements to immediately post-accident test that employee) 
 
 



 
 

 

Did You Decide to Perform FTA Post-Accident Testing? 
  YES (Complete page 2 of this form)   NO (No further action required) 

Testing Information: 
Collection Site Location:      Time Arrived:               AM/PM 

 
1. Was the alcohol test performed within 2 hours of the time of the accident?   

     
 YES  

 NO, Explain:            

                              

              

2. Was the alcohol test performed within 8 hours of the time of the accident?   
     
 YES  

 NO, Explain:            

                          
If the alcohol test is not conducted within 8 hours cease all efforts to administer the test.  

 

3. Was the drug test performed within 32 hours of the time of the accident?    
    
 YES  

 NO, Explain:            

                          
If the drug test is not conducted within 32 hours cease all efforts to administer the test.  

 

The above documentation was provided by: 

Supervisor Name:     Phone No:       

Signature:       Date:        

  



 
 

Attachment H: Reasonable Suspicion Determination 
Report/Form 

TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
Reasonable Suspicion Determination Report 

 

Employee Name:       Employee ID/SSN:      

Date/Time of Observation:           /            /                                     AM/PM         

Date/Time of Determination to Test:           /            /                                   AM/PM  

Observed Indicators of Prohibited Drug Use/Alcohol Misuse 

Reasonable Suspicion determinations must be based on specific, contemporaneous, articulable 
observations concerning the appearance, behavior, speech, or body odor of the safety-sensitive employee.  
 
Check all indicators observed:  

Physical Indicators  
 Bloodshot or watery eyes 
 Flushed or very pale complexion 
 Extensive sweating/skin clamminess 
 Dilated or constricted pupils 
 Disheveled clothing/unkempt  

grooming 
 Unfocused, blank stare 
 Runny or bleeding nose 
 Jerky eye movement 
 Body odor 
 

Behavioral Indicators 
 Fidgety/agitated 
 Irregular breathing 
 Nausea/vomiting 
 Slow reactions 
 Unstable walking 
 Poor coordination 
 Hand tremors 
 Suspicious, paranoid 
 Depressed, withdrawn 
 Lackadaisical attitude 
 Irritable, moody 
 Extreme fatigue 
 

Speech Indicators 
 Slurred or slowed speech 
 Loud, boisterous 
 Incoherent, nonsensical 
 Repetitious, rambling 
 Rapid, pressured 
 Excessive talkativeness 
 Exaggerated enunciation 
 Cursing, inappropriate speech 
 Inability to concentrate 
 Impulsive, unusual  

risk-taking 
 Delayed decision-making 
 Reduced alertness 
 

Written Summary 
Summarize the facts and circumstances surrounding the incident. Attach additional sheets as needed.  

              

              

              

              

             

              

              

_____________________________________________________________________________________ 

 



 
 

 

Testing Information: 
Collection Site Location:      Time Arrived:               AM/PM 

 
4. Was the alcohol test performed within 2 hours of the reasonable suspicion determination?  

      
 YES  

 NO, Explain:            

                          

             

5. Was the alcohol test performed within 8 hours of the reasonable suspicion determination?  
      
 YES  

 NO, Explain:            

                          

If the alcohol test is not conducted within 8 hours cease all efforts to administer the test.  

 

The above documentation of the observed physical, behavioral, and performance indicators of the named 
employee was provided by: 

Supervisor Name:     Phone No:       

Signature:       Date:        

  



 
 

Attachment I: Acknowledgement of Reasonable 
Suspicion Training for Supervisors 

 

TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
Acknowledgement of Reasonable Suspicion  

Training for Supervisors  
 
 
 

In accordance with Federal Transit Administration (FTA) Rule 49 CFR Part 655.14(b), I acknowledge 
that I have received at least 60 minutes of training on the physical, behavioral, and performance indicators 
of probable drug use, and at least 60 minutes of training on the physical, behavioral, speech, and 
performance indicators of probable alcohol misuse. 

 

 

              
(Print Name)    (Signature)    (Date) 
  



 
 

Attachment J: Affidavit of Correction Form (Alcohol) 
TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 

DOT Alcohol Testing Form - Affidavit of Correction  
 
 

Date of Test: ____________________________ 

Donor Name: ____________________________

Alcohol Test #: ____________________________ 

Technician Name: _________________________ 

 

This affidavit addresses the following errors: 

Use of DOT Alcohol Testing Form (§40.227): 
  Incorrect form used (i.e. Non-DOT testing form used) 
 
Step 1 Requirements (§40.241) Check all that apply: 
  A. Missing/Incorrect Employee Name 
  B. Missing/Incorrect Donor SSN or Employee ID No.  
  C. Missing/Incorrect Employer Name, Address  
  C. Missing/Incorrect DER Name, Phone No.  
  D. Missing/Incorrect Reason for Test 
 
Step 2 Requirements (§40.241)  
  Missing Date of Employee’s Signature  
 
Step 3 Requirements (§40.243-§40.251): 
  Missing Technician’s title (BAT or STT) 
  Technician failed to indicate the type of device used 
  Technician failed to mark the 15-minute waiting period was observed (confirmation test was performed) 
  Technician arbitrarily marked the 15-minute waiting period (no confirmation test was performed) 
  Missing Screening Test information (if device is not designed to print) 
  Missing appropriate comment in the Remarks (i.e. any unusual circumstances during the collection) 
  Missing/Incorrect Alcohol Technician’s Company Name, Address  
  Missing/Incorrect Alcohol Technician’s Printed Name (First, MI, Last) 
  Missing Alcohol Technician’s Signature 
  Missing/Incorrect Date of Alcohol Technician’s Signature 
 
 
 
Technician Remarks (Description of error/corrective action):        

              

              

 

 

 
I certify that the information above is true and accurate.  

             
Alcohol Technician Signature    Date 
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Attachment K: Affidavit of Correction Form (Drug) 
TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 

DOT Custody and Control Form - Affidavit of Correction  
 

Date of Test: ____________________________ 

Donor Name: ____________________________ 

Specimen ID #: ____________________________ 

Collector Name: _________________________ 

This affidavit addresses the following errors: 

Use of Federal Custody and Control Form (§40.45): 
  Incorrect form used (i.e. Non-DOT or expired testing form used) 
 
Step 1 Requirements (§40.63) Check all that apply: 
  A. Missing/Incorrect Employer Name, Address 
  B. Missing/Incorrect MRO Name, Address, Phone No. and Fax No. 
  C. Missing/Incorrect Donor SSN or Employee ID No.  
  D. Missing/Incorrect Testing Authority  
  E. Missing/Incorrect Reason for Test  
  F. Missing/Incorrect Drug Tests to be Performed 
  G. Missing/Incorrect Collection Site Address, Collector Phone No. and Fax No.  
 
Step 2 Requirements (§40.65 - §40.71) Check all that apply: 
  Collector failed indicate if the specimen was within the acceptable temperature range 
  Collector failed to mark “Split” Collection 
  Collector failed to mark “Observed”  
  Collector arbitrarily marked “Observed” 
  Missing appropriate comment in the Remarks (i.e. any unusual circumstances during the collection) 
 
Step 3 Requirements (§40.71): 
  Bottle seals were dated and/or initialed while still affixed to the CCF 
 
Step 4 Requirements (§40.73) Check all that apply: 
  Missing Signature of Collector 
  Missing Collector’s Printed Name (First, MI, Last) 
  Missing/Incorrect Date of Collection  
  Missing/Incorrect Time of Collection 
  Missing Name of Delivery Service 
 
Step 5 Requirements (§40.73) Check all that apply: 
  Missing Signature of Donor 
  Missing Donor’s Printed Name (First, MI, Last) 
  Missing/Incorrect Date of Collection  
  Missing/Incorrect Daytime Phone No. and/or Evening Phone No.  
  Missing/Incorrect Date of Birth 
 
Collector Remarks (Description of error/corrective action):           

                

 
I certify that the information above is true and accurate.  

             
Collector Signature     Date   
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Attachment L: Employee Medication Form 

TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
Employee Medication Form 

 

The appropriate use of legally prescribed drugs and non-prescription medications is not prohibited underTACC’s Drug and 
Alcohol policy.   However, the use of any substance which carries a warning label that indicates that mental functioning, motor 
skills, or judgment may be adversely affected must be reported to the Designated Employee Representative, Director of 
Operations, and/or the Executive Director in writing.  Medical advice should be sought, as appropriate, while taking such 
medication and before performing safety-sensitive duties. 

Covered employees being prescribed any medication that carries a warning label that indicates that mental functioning, motor 
skills, or judgement may be adversely affected must present a physician release to perform safety sensitive duties prior to the start 
of their next shift.   

Safety sensitive function is defined in Part 655.4, as any of the following duties, when performed by employees of recipients, 
subrecipients, operators, or contractors: 

• Operating a revenue service vehicle, including when not in revenue service; 
• Operating a non-revenue service vehicle, when required to be operated by a holder of a Commercial Driver's License; 
• Controlling dispatch or movement of a revenue service vehicle; 
• Maintaining (including repairs, overhaul and rebuilding) a revenue service vehicle or equipment used in revenue service; 
• Carrying a firearm for security purposes. 

CERTIFIED PRESCRIBING HEALTHCARE PROVIDER 
 

Employee Name:_____________________________________ 

      

 Date of Birth: ______________________ 
    

Is currently under my care and has been prescribed the following medications(s): 

 

Name of Medicine:                                                       Dosage:                                                 Duration of Prescription: 

___________________________________            _________________________         ______________________________________ 
___________________________________            _________________________         ______________________________________ 
___________________________________            _________________________          _____________________________________ 

It is my medical opinion that, considering the mental and physical requirements of a safety sensitive employee, my patient: 

a) Has no medical side effects from medication(s) that I prescribe that would adversely affect their work performance 
b) Has no medical condition(s) that I am treating with the above medication(s) that would adversely affect their work performance 

□ Yes   □ No  

Printed name of Certified Healthcare Provider: _______________________________________________________   

Signature of Certified Healthcare Provider: __________________________________________________________ 

National Registry Number: ____________________________ 
 

Use of this form by the certified healthcare provider is voluntary.  A similar form or letter may be substituted but must contain the same information. 



TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
BOARD OF DIRECTORS 

Resolution 29-2025 
 
At the regular Board of Directors meeting of the Transportation Authority of Calhoun County (TACC), held in the 
Chambers of Marshall City Hall, located at 323 West Michigan Avenue, Marshall, Michigan 49068, on Tuesday, 
November 25, 2025, with Chair Erick Stewart presiding, the following action was taken: 

Whereas, the Transportation Authority of Calhoun County provides public transit services within Calhoun County, 
including fixed-route bus service; and, 

Whereas, federal regulations require the provision of ADA Complementary Paratransit services for persons whose 
disabilities prevent them from using the fixed route system, including the inability to access vehicles, stops, or 
facilities, or to independently navigate the fixed route bus system; and 

Whereas,49 CFR Part 37 identifies six criteria for complementary services; 

1. Hours and days of service – ADA complementary paratransit service must be provided on the same days 
and during the same hours as the fixed route service for the comparable trip 

2. Service area – ADA complementary paratransit service must be provided within ¾ mile on either side of 
each fixed route as well as a ¾ mile radius of rail stations 

3. Response time – the TACC must schedule and provide paratransit service to any ADA complementary 
paratransit eligible person at any requested time in response to a request for service made the previous 
day (i.e. next day).  

4. Fare – the one-way paratransit fare may be no more than twice the full fixed route fare for a similar trip, 
exclusive of discounts.  A PCA may not be charged a fare. At least one additional companion must be 
permitted to board and can be required to pay the same fare as the rider.  

5. Trip purpose – there may be no restrictions or priorities based on trip purpose.  
6. Capacity constraints – the TACC must plan, budget, and implement the paratransit system to meet all 

of the anticipated demand.  The TACC must have enough paratransit vehicles, drivers, schedulers, and 
capacity required to ensure that eligible demand for service does not exceed supply of service on a 
regular basis.  
  

Now, Therefore, be it resolved that the Transportation Authority of Calhoun County formally adopts version 1.0 of  
the ADA Complementary Paratransit Policy.  

 
CERTIFICATE 

The undersigned duly qualified Board Secretary of the Transportation Authority of Calhoun County certifies the 
foregoing is a true and correct copy of a resolution adopted at a legally convened meeting of the Transportation 
Authority of Calhoun County held on November 25, 2025. 

  

__________________________                     __________________________ 

Signature                                                          Printed Name 

 

__________________________   __________________________ 

Title       Date 
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OVERVIEW 
 
The Americans with Disabilities Act (ADA) was signed into law on July 26, 1990, by President 
George H.W. Bush. The ADA prohibits discrimination and ensures equal opportunity and access 
for persons with disabilities. Title II and Title III of the Americans with Disabilities Act provide 
that no entity shall discriminate against an individual with a disability in connection with the 
provision of transportation service. 
 
Under DOT ADA regulations, 49 C.F.R. Section 37.121(a), “each public entity operating a fixed 
route system shall provide paratransit or other special service to individuals with disabilities that 
is comparable to the level of service provided to individuals without disabilities who use the 
fixed route system.”  
 
TACC ADA POLICY 
 
In accordance with the requirements of Title II of the Americans with Disabilities Act of 1990, 
the Transportation Authority of Calhoun County (TACC) will not discriminate against qualified 
individuals with disabilities on the basis of disability in its services, programs, or activities.  
 
ELIGIBILITY  
 
The Transportation Authority of Calhoun County, operating as Ride Calhoun, provides public 
transportation services on our fixed route buses and door-to-door transportation services through 
the use of RC MOVE for persons who are certified as being ADA paratransit eligible.  
 
TACC’s eligibility criteria was developed under the guidelines established by U.S. Department 
of Transportation Americans with Disabilities Act of 1990 which defines “ADA paratransit 
eligible” as a person with physical, visual, or mental functional limitation which causes him or 
her to be unable to use accessible fixed-route transportation. The diagnosis of a potentially 
limiting illness or condition is not sufficient for paratransit eligibility.  
 
The ADA law says the following factors must be considered in determining ADA paratransit 
eligibility:  
 

• A person’s disability and functional abilities 
• Accessibility of the fixed-route system 
• Architectural barriers 
• Environmental conditions 

 
A person’s age, the distance to bus stops, weather and environmental barriers do not, alone, 
establish eligibility.  
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HOW TO APPLY FOR ADA PARATRANSIT CERTIFICATION 
 
To be eligible for TACC’s ADA Paratransit service each person must complete an application 
for certification. Applications are available at TACC’s Administrative Office, 339 W. Michigan 
Ave, Battle Creek, MI 49037, by calling (269) 966-3474 and one will be mailed, or by going to 
https://ridecalhoun.org. 
 
TACC will evaluate the information in the application. In order to evaluate your request, it may 
be necessary to contact a physician or other professional to confirm the information you have 
provided. You will be informed of your approval or disapproval within 21 days of the receipt of 
the application. If your application is approved, you will be given information on how to get your 
identification card and use the RC MOVE service and/or information regarding reduced fares on 
fixed route buses. If your application is disapproved, you will be given information on how to 
appeal the determination.  
 
APPEAL PROCESS 
 
Upon receiving notification that your application for ADA was not approved, the applicant will 
have 60 days in which to appeal the decision. Appeals under this process will be determined by 
the Operations Supervisor.  All requests for appeals should be in writing and sent to: 

 
Operations Manager – Flex & Move 

Transportation Authority of Calhoun County 
339 West Michigan Ave. 
Battle Creek, MI 49037 

 
Upon request, the applicant will be afforded an opportunity to be heard and to present 
information and arguments to support a determination of ADA eligibility. 
 
No individual involved in the original determination to deny eligibility shall have a decision-
making role in an appeal of that determination. 
 
For denials of ADA eligibility, the Transportation Authority of Calhoun County is not required 
to provide paratransit service (priority scheduling) to the applicant while the appeals process is 
underway.  However if the Operations Supervisor has not made a determination within 30 days 
of receiving the appeal, then the applicant’s appeal is automatically upheld and ADA eligibility 
is granted to the applicant. 
 
HOURS OF OPERATION 
 
RC MOVE service coincides with TACC’s RC MAX fixed route service hours. The hours of 
operation for RC MOVE are Monday-Friday, 5:15 a.m. – 3:45 p.m. RC MAX and RC MOVE do 
not operate on Saturday, Sunday, or on the following holidays:  

New Year’s Day 
Memorial Day 

Independence Day 
Labor Day 

Thanksgiving Day 
Christmas Day 

https://ridecalhoun.org/
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FARES 
 
The one-way fare for ADA certified passengers is $3.  
 
Multi-ride passes, which may be used on RC MOVE vehicles, are available for purchase. ADA 
passes are for those qualified only, one qualified companion, and are otherwise nontransferable.  
 
Passengers are required to pay the fare at the time of boarding the vehicle. Passengers must have 
exact fare, operators cannot make change. Passengers who cannot pay the fare will not be 
allowed to ride. Only RC MOVE Punch Passes and Cash are accepted on TACC vehicles.  
 
For more information on where to purchase passes, please call TACC at (269) 966-3474.  
 
DRIVER ASSISTANCE 
 
RC MOVE service is door to door public transportation for Battle Creek area residents. Vans are 
shared with other passengers and a van may make a number of stops picking up and/or dropping 
off other passengers.   
 
All of TACC’s Operators will provide passenger assistance if requested in boarding and 
disembarking the vehicle. Passenger assistance may include guiding the passenger to the vehicle, 
lending a steady arm for balance, deploying the lift and loading passenger on the lift, finding a 
seat or securing a wheelchair.  
 
TACC Operators will not provide assistance that involves bearing weight, including lifting and 
carrying passengers or their possessions. Individuals who need extensive assistance in traveling 
should arrange for a Personal Care Attendant to accompany and assist them.  
 
Operators do not go inside homes, offices, or apartment buildings, and they do not take 
passengers up and down steps.    
 
HOW TO SCHEDULE A TRIP 
 
All customers wishing to utilize the RC MOVE service must be registered. To register or make 
reservations, contact dispatch by calling (269) 966-3474, option 2, Monday through Friday, 
during the hours of 8:00 a.m. – 5:00 p.m.  
 
Under the Americans with Disabilities Act (ADA), TACC must provide next day service to our 
customers that have been certified as “ADA” due to their inability or difficulty in using the 
regular fixed route bus service. Same day requests may be accommodated if space is available. 
 
ADA certified customers may schedule next day service for Mondays and the day after a holiday 
by calling (269) 966-3474 and leaving a voice mail. Please provide your name, the trip request 
information and a phone number where you can be reached. 
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If a requested trip time is not available, the dispatcher may offer a trip time up to one (1) hour 
before or one (1) hour after the requested trip time to accommodate all ride requests. If the 
passenger has an appointment, the negotiated time will be before the requested time.  
 
When you call to reserve a trip, please have the following information ready to give the 
dispatcher: 
 

1. Your name, address and phone number.  
 

2. The day and time you wish to schedule your trip.  
 

3. The origin, destination, and desired time of your trip. The dispatcher will ask you to 
schedule your return trip, if needed, at the time that you make your initial trip 
reservation. Please be specific on which building and/or entrance you wish to use, if 
applicable.  

 
4. Any special needs you may have, such as a mobility device, visually impaired, etc. 

 
5. Anybody traveling to assist you (PCA) and companions. You are allowed to schedule 

one (1) fare-paying companion. Companions pay the same fare as the registered 
customer. Additional companions may be scheduled based on space availability.  

 
RC MOVE vehicles may arrive fifteen (15) minutes prior to and fifteen (15) minutes after your 
scheduled pick up time. The vehicle will wait five (5) minutes before it must leave to 
accommodate other scheduled trips.  
 
HOW TO CANCEL A TRIP 
 
If your plans change and you do not need your trip, please cancel one or more hours before the 
scheduled trip by calling dispatch at (269) 966-3474, option 2.  
 
When canceling please give the dispatcher your name and trip information. Make sure you also 
cancel your return trip if you will not need it. Once the trip is canceled the dispatcher will supply 
you with a cancelation number.   
 
Any change to your reservation must be made with the dispatcher and not with the driver.  
 
“NO-SHOW” POLICY 
 
As an ADA Certified customer, you have priority scheduling. To accommodate this, it means we 
may have to cancel a ride that a non-ADA certified customer already has scheduled. Therefore, 
we highly encourage you to contact dispatch at least sixty (60) minutes before your scheduled 
pickup window should you need to cancel your ride so we may be able to accommodate other 
customers during that time frame.  
 
The No Show policy is intended to encourage passengers to call in advance and cancel unneeded 
trip reservations. Passengers who continually fail to cancel or take the scheduled rides are 
reserving capacity that could be available to another passenger.  
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ANNOUNCING OF MAJOR BUS STOPS / TIMELINES 
 
ADA law requires that transit systems have a mechanism in place whereby major bus stops along 
each fixed route are announced so that individuals with visual impairments will be oriented to their 
location. If an individual requests to have additional stops called out the operator must abide by 
this request.  
 
Whether or not the bus has a PA system or if the system is not working, the operators are required 
by law to announce verbally the call outs listed below. The bus stop signs just prior to the call 
outs listed below are orange to serve as a reminder to call out the next location. 
 

ROUTE ORANGE SIGN         ADA CALL OUT  
1W - WEST MICHIGAN 
 
 
 

1. Leila Arb.               W Michigan & 20th, OB  
2. Dunning                  Willard & Bedford, OB 
3. Robinson                 Davidson Dr. & Wolfe, IB 
4. Urbandale Plaza      W Michigan & Bedford, IB 
5. 493 W Michigan     W Michigan & Kendall, IB 
6. Back of Shranks      Transportation Center 

  
2E - EMMETT - EAST 1. North at Hospital     KCC, OB 

2. Garrison                  Emmett & McKinley, OB 
3. Sycamore                Eaton & East, IB 
4. Hunter                     East & Emmett, IB 
5. North                       North & Garfield, IB 
6. McCamly at Mich.  Transportation Center 

  
2W – COLUMBIA - TERRITORIAL  1. Beckman                  Territorial & La Vista, OB 

2. Pleasant                    Territorial & La Vista, OB  
3. 20th at Iroquois         Columbia Plaza, OB 
4. Sunshine Auto         Meijer, IB 
5. Super Print               Riverside & Columbia, IB 
6. Dickman                   Transportation Center 

  
3E - MAIN & POST 1. Main at RR Tracks   Main & Willow, OB  

2. Main St Market         Glennwood Trace, OB 
3. Caine                         Post Cereal, IB 
4. Main                          Main & Mary IB 
5. Pittee                         Michigan & Division, IB 
6. NE Capital at Bank   Transportation Center 

  
3W - KENDALL - GOODALE 1. Gould                     Washington & Champion, OB 

2. Wilds                      Goodale & Redner, OB 
3. Roosevelt                Roosevelt & Springview, IB 
4. Truth                       Hubbard & Parkway, IB 
5. Howland                 Manchester & Washington,IB 
6. Hamblin at Carlye   Transportation Center 
 

4N - N.E. CAPITAL 1. Merritt                     Capital & Union, OB  
2. Maplegrove             Capital & Emmett, OB  
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3. Wagner Drive          Roosevelt & Capital, IB 
4. Hunter                      Capital & Emmett, IB 
5. Broad                       Capital & Union, IB 
6. Hamblin at Monroe  Transportation Center 

  
4S - S.W. CAPITAL   1. Lakeview                  Capital & Columbia, OB  

2. Old Gary Field’s       Beckley & Capital, OB 
3. ABC Warehouse       Felpaush Store, OB 
4. Beckley at Target      Lakeview Square Mall, IB 
5. Weeks                        Capital & Columbia, IB 
6. Horrocks                    Transportation Center 

  
5W FORT CUSTER - VA HOSPITAL 1. Ottawa                       Dickman & Hill Brady, OB 

2. Armstrong                 VA Hospital, IB 
3. Harts Lake Rd.           Hill Brady & II Stanley,OB  
4. Tech Center                Hill Brady & Dickman, IB 
5. Brookside                   Liberty Commons, IB 
6. Hamblin at Carlye      Transportation Center 

  
5W FORT CUSTER - VA HOSPITAL 
(Express) 

1. Ottawa                        Dickman & Hill Brady, OB 
2. Harts Lake Rd.           Hill Brady & II Stanley,OB 
3. Armstrong                  VA Hospital, IB 
4. Brookside                   Liberty Commons, IB 
5. Hamblin at Carlye      Transportation Center 

 
MOBILITY DEVICES 
 
All TACC vehicles accommodate wheelchairs, as defined by the ADA. This includes manual 
wheelchairs, power wheelchairs, and mobility scooters (both 3 and 4 wheeled).  
 
WHEELCHAIR SECUREMENT 
 
All mobility devices must be secured to the floor of buses/vehicles during transportation. 
Passengers may not unsecure their mobility devices while the vehicle is in motion. Operators 
will secure the wheelchair or scooter.  
 
Wheelchair and scooter users are required to set the wheel locks or power off the device when 
riding up or down on a lift and when secured in the wheelchair space. 
 
TACC passengers are required to wear lap and shoulder restraints. Operators will assist their 
passengers with securing these restraints.  
 
Passengers who fail to comply with this policy may be denied transportation, in accordance with 
ADA regulations. 
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PERSONAL CARE ATTENDANT POLICY 
 
A Personal Care Attendant (PCA) is someone designated or employed specifically to help an 
individual with a disability meet his or her personal needs in daily living activities.  
 
An ADA qualified passenger, who acknowledges the need for a PCA may have one travel with 
them free of charge on RC MOVE vehicles. In addition to the PCA, one (1) fare-paying 
Companion may also ride with a certified RC MOVE rider. When booking a reservation, the 
rider must tell the Dispatcher who will be accompanying the rider. This allows for adequate 
vehicle space for other scheduled passengers during the shared ride. If the rider fails to make the 
notification at the time of reservation, additional passengers will be accommodated only if there 
is room on the vehicle.  
 
PORTABLE OXYGEN/ RESPIRATOR POLICY 
 
As required by the ADA, individuals using our transportation services may bring respirator, 
portable oxygen equipment, and/or other life support equipment on board our vehicles. All 
equipment must be small enough to fit into our vehicles safely and without obstructing the aisle 
and/or blocking emergency exits. Passengers must secure the equipment by means such as 
carrying the equipment, using a shoulder strap, or securing the equipment to a wheelchair. If the 
passenger cannot maintain control of their equipment, the passenger must have a PCA to perform 
those functions.  
 
SERVICE ANIMAL POLICY 
 
As required by the ADA, any guide dog, signal dog, or other animal individually trained to work 
or perform tasks for the benefit of an individual with a disability, have access to our vehicles. All 
service animals must be kept under the control of their owner at all times and abide by local 
animal safety regulations.  
 
Under ADA regulations, the definition of a service animal is an animal “individually trained to 
work or perform tasks for an individual with a disability.” If an animal’s only function is to 
provide emotional support or comfort for the passenger, that animal would not fall under the 
regulatory training-based definition of a service animal.  
 
Non Service -Small animals (under 25 pounds) may travel on TACC’s vehicles in a properly 
secured animal transport container small enough to fit on the owner’s lap. Operator’s will not 
provide assistance in carrying the transport container. Animals must be fully under control of the 
rider. Riders are responsible for the behavior and hygiene needs of service animals. Small 
animals will be denied transport if seriously disruptive.  
 
VISITOR POLICY 
 
Transportation Authority of Calhoun County (TACC) is required to provide complementary 
(equivalent) paratransit service under 37.121 of (Part 37) and shall make the service available to 
visitors from out of town on the same basis as it is provided to local residents without the 
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distinction. For the period of a visit, the visitor is treated exactly like an eligible local user, without 
any higher priority being given to either.  
 
If the visitor has been certified as ADA “Paratransit Eligible” by another public entity, TACC will 
honor the certification and the visitor may use the RC MOVE service for up to 21 days. Visitors 
who are not certified by another transit provider and who claim presumptive eligibility may be 
requested to provide certain documentation, such as place of residence and the nature of their 
disability.  
 
The 21 days of service provided to visitors with disabilities are to be calculated as any combination 
of 21 days during any 365 day period, beginning with the visitor’s first use of service. Visitors 
who require more than 21 days of service within a 365 day period are required to apply for local 
eligibility through the certification process.  
 
HOW TO FILE A COMPLAINT 
 
All passenger comments, positive and/or negative are welcomed and will be investigated by 
TACC’s ADA Coordinator.  Passengers may send their comments to TACC by mail, email, fax 
or phone. Comments should be directed to: 
 

Transportation Authority of Calhoun County 
Attn: ADA Coordinator 

339 W. Michigan Avenue 
Battle Creek, MI 49037   

 
Phone (269) 966-3474 Fax (269) 966-3652 

 
Email: mfortney@ridecalhoun.org 

 
When filing a complaint report riders are encouraged to provide the following information: 
 

• Passenger’s name, address and telephone number 
• Date and time of the incident 
• Details of the incident 

 
Rider confidentiality will be ensured when investigating and resolving complaints. 
 
TACC will respond to all complaints within 30 days of receiving the complaint and may contact 
the complainant for additional information, documentation, and resolution.  
 
 
 
 
 

 

mailto:mfortney@ridecalhoun.org
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Public Notice of Rights Under The Americans With Disabilities Act 

Transportation Authority of Calhoun County 
 

• In accordance with the requirement of Title II of the Americans with 
Disabilities Act of 1990 (ADA), Transportation Authority of Calhoun County 
(TACC) will not discriminate against qualified individuals with disabilities on 
the basis of disability in its services, programs, or activities.  
 

• TACC provides reasonable modifications for individuals with disabilities by 
making changes to policies, practices, or procedures to ensure that people 
with disabilities have an equal opportunity to enjoy all programs, services, 
and activities.  
 

• Complaints that a program, service or activity of Transportation Authority 
of Calhoun County is not accessible to persons with disabilities should be 
directed to TACC’s ADA Coordinator, Mary Fortney at 269-966-3474; email 
to mfortney@ridecalhoun.org or visit our administrative office at 339 W 
Michigan Avenue, Battle Creek, MI 49037.  
 

• For more information on the Americans with Disabilities Act, visit our 
website at https://ridecalhoun.org 
 

• To request this document or information in another language please call 
(269) 966-3474.  
 

• Para solicitar este document o informacion en otro idioma, por favor llame 
(269) 966-3474. 

 

Appendix B 

mailto:mfortney@ridecalhoun.org
https://ridecalhoun.org/


TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
BOARD OF DIRECTORS 

Resolution 30-2025 
 
At the regular Board of Directors meeting of the Transportation Authority of Calhoun County (TACC), held in the 
Chambers of Marshall City Hall, located at 323 West Michigan Avenue, Marshall, Michigan 49068, on Tuesday, 
November 25, 2025, with Chair Erick Stewart presiding, the following action was taken: 
 
Whereas, The Board of the Transportation Authority of Calhoun County (TACC) has determined it is necessary to 
enter into one or more lease agreements and other agreements as necessary for operations; and 

Whereas, Authority staff has reviewed comparable properties and facilities and based on the fiscal and strategic 
needs of the Authority as well as accessibility considerations, staff has identified a suitable property at 49 South 
Cass Street, Battle Creek, Michigan 49037; and 

Whereas, the Board has reviewed and considered a proposed lease agreement reflecting a three year lease not to 
exceed $50,800 annually with additional rents payable for necessary modifications; 

Now, Therefore, be it resolved that the Executive Director is hereby authorized to negotiate with Bright Light Real 
Estate LLC for an office lease of a suite of offices and space at  49 S. Cass St. based on the  terms of the draft lease 
agreement; and

Be It Further Resolved, that the Executive Director may execute the lease agreement, including the payment of 
additional rents and/or deposits up to 25% of the total lease cost so long as the terms contained therein do not 
contain substantial changes to the key terms set forth on the attached lease agreement.  

CERTIFICATE 
The undersigned duly qualified Board Secretary of the Transportation Authority of Calhoun County certifies the 
foregoing is a true and correct copy of a resolution adopted at a legally convened meeting of the Transportation 
Authority of Calhoun County held on November 25, 2025. 

 

__________________________                     __________________________ 

Signature                                                          Printed Name 

 

 

__________________________   __________________________ 

Title       Date 



GROSS LEASE AGREEMENT 

This Gross Lease Agreement (“Lease”) is entered into this ___ day of _________, 2025 (the 
“Effective Date”), between Bright Light Real Estate, LLC, a Michigan limited liability company 
(“Landlord”), and Transportation Authority of Calhoun County (also known as “Ride Calhoun”), 
(“Tenant”). 

Background 

Landlord owns the property located at 49 South Cass Street and West Jackson Street, Battle Creek, 
MI 49037 (the “Property”) described on the attached Exhibit A.   

Tenant desires to lease the third floor of the Building that is located on the Property according to the 
following terms and conditions.

Terms of the Lease 

1. Property.    Landlord hereby leases to Tenant that portion of the Property and Building 
which is on the 3rd floor, 2,540 square feet described on the attached Exhibit B. The leased premises shall 
hereinafter be referred to as the “Premises”.  Tenant accepts the Premises in “AS IS” condition.   Tenant has 
investigated and is satisfied that it’s proposed use of the Premises is for office space and that the Property is 
properly zoned to accommodate Tenant’s use. 

a.  Provided Furnishings and Personal Property.   Landlord shall provide Tenant with certain 
furnishings, furniture, fixtures, equipment, and other personal property (collectively, the 
“Furnishings”) for Tenant’s use during the Term of the Lease.  A detailed inventory of all 
Furnishings is attached as Exhibit C.  The Furnishings shall remain the property of 
Landlord at all times.  Tenant shall use the Furnishings only within the Premises and only 
for the purposes contemplated by this Lease.  Tenant shall not remove any Furnishings 
from the Premises without Landlord’s prior written consent.  Upon the expiration or 
termination of this Lease, Tenant shall return all Furnishings to Landlord in good condition, 
reasonable wear and tear excepted.   Landlord makes no representations or warranties, 
express or implied as to the condition, quality, durability, or suitability of the Furnishings 
for Tenant’s intended use.   Tenant accepts the Furnishings in their “as is” condition.  
Landlord shall not be responsible for repairing or replacing any Furnishings during the 
Term unless otherwise agreed to in writing. 

2. Term.   The initial term of this Lease (the “Term”) shall be three (3) years, commencing on 
December 1, 2025 (the “Lease Commencement Date”), and expiring on December 31, 2029, subject to 
Tenant's option to renew the Term as provided for herein. The Lease Term will include any renewal periods. 
 Each year of the Lease may be referred to herein as a “Lease Year”, the first of which shall begin on the 
Rent Commencement Date, as defined below. 
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Provided that Tenant is not then in default of this Lease beyond any cure period, Tenant shall 
have the option to renew this Lease for one (1) additional terms of three (3) years.  The “Renewal Period” 
shall commence immediately after the end of the original term of this Lease.  

3. Alterations and Improvements.  Tenant shall not make any alterations or improvements 
without the express written consent of Landlord.  

4. Parking. During the Term of this Lease, the Tenant will be entitled to use five (5) 
parking spaces along the entry to Cass St on the west side of the road, as depicted on Exhibit B.   Landlord 
reserves the right to reassign Tenant’s parking spaces in Landlord’s sold discretion.    

5. Gross Rental.   Tenant covenants and agrees to pay Landlord gross rent (or “Rent”) for the 
first Lease Year the gross sum of Fifty Thousand, Eight Hundred and no/100 Dollars ($50,800.00), which 
amount shall be payable on a monthly basis in the amount of Four Thousand, Two Hundred and Thirty Four 
and no/100 Dollars ($4,234.00) in advance on the first (1st) day of January, 2026 (the “Rent Commencement 
Date”) and then on the 1st of each calendar month following the Rent Commencement Date.  Rent shall be 
payable at Landlord's address set forth in this Lease, or at such other place as Landlord may designate in 
writing from time to time.   

6. Utilities and Other Charges.   Landlord shall pay for the utility services rendered or 

furnished to the Premises during the Term.  Tenant shall pay its pro rata share of gas and electricity.   

Tenant’s pro rata share of gas and electricity will be based on _______% (2,540 square feet divided by 

10,340 total square feet) and Landlord will issue a monthly invoice to Tenant for its pro rata usage.   

Invoices are payable immediately, and will become delinquent after 30 days.   Such pro rata utility invoices 

are also considered “Rent” under this Lease.    

In addition to the foregoing, the Tenant shall also pay all other direct third-party expenses which 
it incurs including, but not limited to, phone and data, internet, and any security costs. 

7. Repairs and Maintenance.   Tenant, at its direct and sole expense, shall keep in good order 
and repair all interior portions of the Premises, including but not limited to, all interior glass, doors, walls, 
flooring, ceiling grid, ceiling tiles and/or boarding, lighting fixtures, bathrooms including all fixtures and 
hardware, any trade fixtures and other business property, and any other leasehold improvements.    

         Except as set forth in the foregoing sentence or damage or destruction caused by Tenant or its 
employees, guests, invitees, agents or representatives (the “Associated Parties” of a party), Landlord shall 
maintain, repair, and replace the entire Property at its sole cost., including, but not limited to, the exterior, 
roof and structural portions of the Building, common areas, Parking Lot, grounds and landscaping and all 
utility systems at the Property, including the electrical, plumbing, water, sewer, and HVAC,  and any shared 
bathrooms.  Landlord shall also maintain, repair and replace all exterior glass, and doors.   Landlord shall 
complete at its cost any modifications, additions or improvements necessary to bring the Property at all 
times compliance with all federal, state, and local laws, statutes, rules, regulations, or ordinances, unless the 
change is necessitated by Tenant’s operations or actions at the Premises, in which case Tenant shall be 
responsible to pay any such costs.  

8. Tenant Requested Improvements.  Landlord shall coordinate the construction of one, self- 
contained office within the Premises.   All construction costs shall be paid by Tenant.   Construction and any 
tasks managed by Landlord shall be invoiced at least monthly.   Landlord shall issue invoices for 
construction and related tasks on at least a monthly basis.  Such invoices shall be payable immediately upon 
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receipt and will be considered delinque3nt if not paid within 15 days.  An initial construction budget shall be 
established before the Commencement Date.   Tenant is responsible for any revisions or changes to the 
construction plan.  Any construction or alterations undertaken by Tenant must be approved, in advance, by 
Landlord.  All construction costs invoiced by Landlord to Tenant shall be deemed “Rent” under this Lease. 

9. Taxes and Assessments.   Landlord shall pay the real property taxes and assessments 
applicable to the Property during the Term of this Lease at its sole cost. Real property taxes shall not include 
any business or personal property taxes related to Tenant’s business, which are Tenant’s sole responsibility.  

10. Tenant Signage.   Tenant shall have the right, at its own expense, to install its desired 
signage on the road sign, on the outside of the Building, and on various internal directories, provided the 
same conforms to all local and state zoning codes and ordinances. All work to build, install and maintain 
Tenant’s signage will be done in a good and workmanlike manner at no expense to Landlord. Upon the 
termination of this Lease, Tenant shall remove the Tenant signage at Tenant’s cost and repair any damage 
resulting to the Landlord’s Property caused by such removal. 

11. Property Insurance.   Landlord shall obtain and keep in force during the Term of this Lease 
a policy or policies of insurance, covering the full loss and damage to the Property and Building against all 
perils included within the classification of fire, extended coverage, vandalism, malicious, mischief, and 
flood (if applicable), and special extended perils or “all risk” policy as used in the insurance industry, at its 
sole cost.   Landlord shall provide to Tenant copies of any such insurance policies upon request. 

12. Liability Insurance.   Both Landlord and Tenant will separately obtain and keep in effect 
during the Term of this Lease comprehensive general liability insurance coverage with a combined single 
limit of Three Million Dollars ($3,000,000.00) per occurrence, with respect to bodily injury and property 
damage resulting from or occurring with the Property, in each case with the other party as an additional 
insured party, as its interests appear.  Each policy pertaining to such insurance shall provide for at least a 
thirty (30) days prior notification to the other party in the event of significant modification or cancellation. 
Prior to or on the Commencement Date, Tenant shall provide to Landlord a certificate evidencing the 
existence of the insurance required under this Section.  

13. Waiver of Subrogation.   Tenant and Landlord do hereby remise, release, and discharge 
the other party and all Associated Parties from any liability whatsoever arising from loss, damage, or 
injury caused by fire or other casualty for which insurance (permitting waiver of liability and containing a 
waiver of subrogation clause) is carried by the insured party at the time of such loss, damage, or injury to 
the extent of any actual recovery by the insured party under such insurance. 

14. Indemnification.  Each party shall indemnify and hold the other party and its Associated 
Parties harmless from and against all losses, claims, damages and expenses resulting from any accident or 
other occurrence on or about the Premises, caused by said party’s negligence which may result in injury or 
death to any person or damage to any property.   

15. Damage and Destruction. If the Premises shall be partially damaged or destroyed by fire 
or other casualty, acts of God or other cause which is an insurable peril, then this Lease shall remain in 
full force and effect and the damage to the Premises shall be repaired by Landlord within the 120 days of 
the date of such damage or destruction. The Landlord shall repair the Premises diligently so that the same 
shall be accomplished as soon as reasonably possible.  Until such repairs have been fully completed and 
the Premises is restored to a completely tenantable condition, Rent and all other payments hereunder shall 
be abated on a per diem basis proportionate to the extent and for the period that the Premises is 
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untenantable.  Neither Landlord nor Tenant shall incur any liability on account of any delay incurred in 
good faith in the making and/or completion of such repairs which may arise by reason of adjustment of 
insurance or by labor strikes, unavailability of necessary materials, acts of God and other circumstances 
beyond the control of Landlord.   

If all or substantially all of the Premises is rendered untenantable or incapable of 
reasonable and safe access, by fire or other casualty, acts of God or other cause, or is not fully restored or 
repaired within 120 days after such damage or destruction, then Tenant shall have the right to terminate 
this Lease, by providing Landlord written notice of such termination. If the Premises is rendered 
untenantable during the final twelve (12) month period of (1) the Initial Term or (2) any Renewal Term, 
Landlord shall then have the right to terminate this Lease unless, within thirty (30) days following the 
mutual agreement of Landlord and Tenant, Tenant exercises its next available Renewal Period, if any.  If 
the Premises is rendered untenantable as described in this Section during the final twelve (12) month 
period of the final Renewal Term, Landlord shall then have the right to terminate this Lease.  

Landlord shall exercise its right to terminate this Lease by notice to Tenant within the 
sixty (60) day period following such untenantability. In the event neither Landlord nor Tenant elect to 
terminate this Lease, Landlord shall proceed to diligently repair, restore or rehabilitate the Premises, at 
Landlord's expense, and Tenant shall at its expense diligently repair, restore or rehabilitate Tenant's 
personal property and leasehold improvements so that same shall be accomplished as soon as reasonably 
possible. 

16. Conduct of Business; Use of Property.   Through the Term, Tenant shall fully comply with 
all applicable Federal, state, and local statutes, ordinances, rules, regulations, and orders governing the 
Premises and the condition thereof, including, without limitation, the American with Disabilities Act. 
Tenant shall not use nor permit the use of the Premises in any manner which will tend to create waste or a 
nuisance. It shall be a condition of this Lease that Tenant shall have obtained any required permits, licenses, 
approvals, and authorizations necessary to enable Tenant to lawfully occupy the Premises and operate its 
business as contemplated herein.  

17. Covenant of Quiet Enjoyment.   Landlord covenants that it owns the Premises in fee simple 
and has the right to execute this Lease.  Provided that Tenant performs in accordance with the terms and 
conditions hereof, Tenant shall have the peaceable possession and quiet enjoyment of the Premises 
throughout the Term without any interference or restriction by Landlord or any other person.

18. Tenant's Default.   If there shall be a default in the payment of Rent, or any part thereof, by 
Tenant for more than five (5) days after receipt of written notice thereof, or if there shall be default by 
Tenant in the performance of any other material covenant or material condition herein contained for more 
than thirty (30) days after receipt of written notice thereof, then upon any of such events, Landlord may 
terminate this Lease under Michigan law.  Tenant shall owe to Landlord all costs involved with the 
collection of such Rent and the eviction of Tenant, all costs related to Landlord’s legal and court expenses to 
enforce its rights, including attorney’s fees and court costs, as well as the cost for any repairs and cleaning 
required to reasonable restore, clean, market and tour such Premises with a prospective replacement tenant. 
Landlord may also pursue any other remedy that the law allows. 

19. Landlord's Default.   If Landlord defaults in the observance or performance of any material 
term or covenant in this Lease, and does not cure said default within thirty (30) days after receipt of written 
notice from Tenant, Tenant shall have the right to (in addition to, and without limitation of, such other rights 
as Tenant may have at law or in equity), but shall not be obligated to, remedy such default. All sums 
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incurred by Tenant in connection therewith shall be paid by Landlord to Tenant upon demand, provided 
Landlord agrees that such Tenant remedies were made appropriately and within market costs for the same. 
Tenant shall also have the express right to offset its Rent with the cost for any such repairs. 

20. Eminent Domain.   If the possession of, title to, or ownership of all of the Property, or up to 
40% of the Premises, and thereby renders the balance of the Premises impractical for the operation of 
Tenant's business, shall be permanently taken or condemned by any authority or entity under power of 
eminent domain, or any similar power for any public or quasi-public use or purpose, or shall be transferred 
by agreement in connection with such public or quasi-public use or purpose with or without a proceeding 
being instituted, then this Lease shall terminate upon the transfer of title to such authority or entity.  

In the event that either before or after the Commencement Date any portion of the Property 
shall be taken or condemned by any authority under power of eminent domain or any similar power for any 
public or quasi-public use or purpose, but not so much thereof as to render the balance of the Premises 
impractical for the operation of Tenant's business, then this Lease shall remain in full force and effect, 
except that Rent shall abate in an amount based upon the proportion which the rentable area of the Premises 
so taken or condemned bears to the total rentable area of the Premises, and Landlord shall, within a 
reasonable time after the occurrence or transfer, at Landlord's expense, completely repair, restore and 
rebuild any portion of the Premises or other improvements damaged by such taking, condemnation or 
transfer to a condition as near as practicable as that which existed immediately prior to such taking, 
condemnation or transfer.  

21. Surrender of Property.   At the expiration of this Lease, or at the earlier termination of the 
Lease as herein provided, Tenant will peaceably and quietly leave the Premises and surrender possession 
thereof to Landlord in as good condition as existed upon the commencement of the Term, reasonable wear 
and tear, damage by insurable casualty or for which Tenant is not otherwise responsible, taking by eminent 
domain and permitted alterations and improvements excepted. 

22. Warranties.   Landlord hereby represents and warrants to Tenant that: (i) Landlord has full 
power and authority to enter into this Lease and to perform its obligations hereunder,; (ii) the execution of 
this Lease will not constitute a violation of nor be in conflict with nor constitute a default under any term 
or provision of any agreement or instrument to which Landlord is a party or by which the Property or any 
part thereof is bound; and (iii) there are no litigation, administrative proceedings or other legal or 
governmental actions with respect to the Property which have been commenced, nor has Landlord 
received oral or written notice as to actual proceedings or actions, or as to a claim which may result in 
such proceedings or actions.   Tenant hereby represents and warrants to Landlord that (i) Tenant has the 
full power and authority to enter into this Lease and perform its obligations hereunder; (ii) the execution 
of this Lease will not constitute a violation of nor be in conflict with nor constitute a default under any 
term provision of any agreement or instrument to which Tenant is a party; and (iii) there are no litigation, 
administrative proceedings, or other legal or governmental actions with respect to Tenant that have been 
commenced, nor has Tenant received oral or written notice as to any actual proceedings or actions or a 
claim that might result in such proceedings or actions. 

23. Non-Disturbance.   This Lease shall be subject and subordinate to any mortgage or deed of 
trust, which constitutes a lien on the Property, and to all renewals, modifications, consolidations, 
replacements and extensions of same, including new future mortgages; provided, however, that any such 
mortgage or any other security interest shall provide that provided the Tenant is in compliance with the 
terms of this Lease, that its occupancy shall not be disturbed. Notwithstanding the foregoing, Landlord shall 
have the right to enter the Premises at any time during the Term upon reasonable written notice not to 
exceed 2 business days to Tenant in order to inspect and make repairs. 
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24. Modifications.   There have been no representations, covenants or warranties by either 
party to the other which qualify, impair, modify or eliminate any terms, representations, covenants or 
warranties contained herein. No amendment to this Lease shall be effective unless the same shall be reduced 
to writing and signed by the parties hereto. 

25. Remedies.   The specific remedies to which Landlord or Tenant may resort under the terms 
of this Lease are cumulative and are not intended to be exclusive of any other remedies or means of redress 
to which they may be lawfully entitled in case of any breach or threatened breach by either of them of any 
provision of this Lease. 

26. Succession.   All of the terms, covenants and conditions of this Lease or any extension, 
amendment or modification thereto, shall inure to the benefit of and be binding upon the respective heirs, 
administrators, successors and assigns of the parties hereto. 

27. Effect of Waiver.   The failure of either party to enforce any of the rights given to it under 
this Lease by reason of the violation of any of the covenants in this Lease to be performed by the other party 
shall not be construed as a waiver of the right of either party to exercise any such rights as to any subsequent 
violations of such covenants, or as a waiver of any of the rights given either party by reason of the violation 
of any of the other covenants of this Lease. 

28. Notices.   Whenever in this Lease it shall be required or permitted that notice or demand 
be delivered or served by either party upon the other, such notice or demand shall be in writing and shall 
be deemed to have been delivered upon deposit in the United States mail, postage prepaid, and addressed 
as follows, or on the date such notice is personally delivered to a principal of a party, as appropriate, or on 
the date such notice is sent to a working email to any principal of any party or to a party’s attorney.  

To Landlord:  Bright Light Real Estate, LLC 
49 South Cass St., Ste. 2B 
Battle Creek, MI 49037 
Attn: Lindsey A. Potter 
Email: lindsey@brightlightece.com 

With a copy to: Kreis Enderle Hudgins and Borsos, P.C. 
1 West Michigan Avenue 
Battle Creek, MI 49017 
Attn: Kay E. Kossen, Attorney 
Email: kkossen@kreisenderle.com  

To Tenant:  [insert Tenant information] 

29. Severability.   If any Section, subsection, term, or provision of this Lease or the application 
thereof to any party or circumstance shall, to any extent, be invalid or unenforceable, the remainder of said 
Section, subsection, term, or provision of this Lease or the application of same to parties or circumstances 
other than those to which it is held invalid or unenforceable, shall not be affected thereby and each 
remaining Section, subsection, term, or provision of this Lease shall be valid and enforceable to the fullest 
extent permitted by law. 
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30. Governing Law.   The terms and provisions of this Lease shall be governed in all respects 
by the laws of the State of Michigan.  The parties agree that any dispute between them will be exclusively 
adjudicated in the state or Federal courts for Calhoun County. 

31. Attorney Fees.  Notwithstanding anything to the contrary in this Lease, in the event that 
either Landlord or Tenant shall bring a lawsuit against the other party for breach of such party’s 
obligations under this Agreement, the losing party shall pay the prevailing party’s costs and expenses 
incurred in connection with such litigation, including without limitation reasonable attorney fees.  The 
“prevailing party”, if any, shall be determined by the court hearing such matter. 

32. Entire Agreement.  This Lease constitutes the entire agreement between the parties with 
respect to the matters set forth herein, and there are no representations, warranties, covenants, or 
obligations except as set forth herein.  This Lease supersedes all prior and contemporaneous agreements, 
understandings, negotiations, statements, and discussions, written or oral, of the parties hereto, relating to 
the matters contemplated by this Lease. 

IN WITNESS WHEREOF, Landlord and Tenant hereto have executed this Lease on the day and 
year as set forth above. 

LANDLORD: 

Bright Light Real Estate, LLC, a Michigan 
limited liability company 

By: Lindsey A. Potter 

Its: Member 

TENANT: 

The Transportation Authority of Calhoun County 

By: ___________________________ 

Its:________________________  
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Exhibit A 

Legal Description of the Property 
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EXHIBIT B 

Premises is 2,540 square feet on the third floor of the Building that is located on the Property.   Access to 
bathrooms. 

5 parking spaces as depicted below 
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EXHIBIT C 

FURNISHINGS 

7 - 10 Office chairs, various conditions, all in working order 
40 Conference room swivel chairs, red 
1 Oak cabinet (no back) 
2 fridges (one new, one old) 
2 microwaves (both old) 
1 oak glass top bar table 
2 bar stools 
3 fabric room dividers 
Gray office furniture - 1 L-shaped desk, 1 rectangular desk, 1 table, 1 2-drawer filing cabinet counter 
height 
Reception desk cubicle 
4 blonde maple color workstations 
3 oak curved tables 
8 oak rectangular tables 
1 oval conference table 
1 coffee table glass shelves 



TRANSPORTATION AUTHORITY OF CALHOUN COUNTY 
BOARD OF DIRECTORS 

Resolution 31-2025 
 
At the regular Board of Directors meeting of the Transportation Authority of Calhoun County (TACC), held in the 
Chambers of Marshall City Hall, located at 323 West Michigan Avenue, Marshall, Michigan 49068, on Tuesday, 
November 25, 2025, with Chair Erick Stewart presiding, the following action was taken: 

Whereas, the latest national data shows that one person dies every 42 minutes in drunk-driving crashes, and 
hundreds of thousands more are injured every year in the United States; all of which are completely preventable; 
and 

Whereas, the Christmas and New Year’s holiday periods from mid-December though January 1st are traditionally 
one of the deadliest times of the year for alcohol-impaired driving; and 

Whereas, drivers must remember that driving impaired by any substance, drugs or alcohol, is illegal and potentially 
deadly for themselves, passengers and other road users; and 

Whereas, based on December 2023 crash figures, male drivers were four times more likely to be involved in a fatal 
crash involving alcohol than female drivers, and drivers ages 21-34 accounted for the highest percent (25%) of 
alcohol-impaired fatalities that month; and 

Whereas, organizations across the nation are joining together to promote Holiday Season National Enforcement 
Mobilization to remove impaired drivers from the roadways under the “Drive Sober or Get Pulled Over” national 
public awareness campaign during the December 12, 2025 – January 1, 2026 time period;  

Now, Therefore, the Transportation Authority of Calhoun County hereby recognizes the 2025 Holiday Season 
National Enforcement Mobilization effort from December 12, 2025 – January 1, 2026 under the “Drive Sober or Get 
Pulled Over” campaign.  We call upon everyone to promote awareness of the impaired driving problem, to promote 
safer and healthier behaviors regarding the use of alcohol and all drugs, and to promote the awareness campaign 
this holiday season and throughout the year.  

 
CERTIFICATE 

The undersigned duly qualified Board Secretary of the Transportation Authority of Calhoun County certifies the 
foregoing is a true and correct copy of a resolution adopted at a legally convened meeting of the Transportation 
Authority of Calhoun County held on November 25, 2025. 

  

__________________________                     __________________________ 

Signature                                                          Printed Name 

 

__________________________   __________________________ 

Title       Date 
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