

Instructions for completing a facilities maintenance plan

Introduction

The purpose of a facilities maintenance plan is to describe the maintenance policies and procedures to ensure the facilities owned by Indiana Section 5311 grantees are maintained appropriately and to the highest standards possible.  The Federal Transit Administration (FTA), which provides funding for the services provided by Section 5311 grantees, in its FTA Circular 5010.1D requires grantees to maintain project property in good operating order and in compliance with applicable Federal regulations.   Section 5311 grantees must keep satisfactory records pertaining to the use of facilities and equipment and are required to have a written facilities and equipment maintenance plan that describe periodic inspections and preventive maintenance intervals.

This template is provided so that it can be customized to reflect a Rural Transit grantee’s unique facilities and organization.  For example, each time <INSERT TRANSIT SYSTEM NAME> appears, the name of the grantee’s transit system should be inserted, and so forth.  Below are some simple instructions to assist transit systems in the completion of a facilities maintenance plan.

Instructions

1. Begin by searching the entire document for <INSERT TRANSIT SYSTEM NAME> and replacing it with the name of your transit system, including the plan cover and footer. 
2. Continue your search and replace to identify <INSERT DEPARTMENT/DIVISION/STAFF RESPONSIBLE FOR FACILITY PLAN IMPLEMENTATION AND OVERSIGHT>. Examples might include the transit system’s maintenance department, the city’s or county’s maintenance department, etc.   Provide the telephone number(s) and title of the individual to be contacted. 
3. Continuing modifying your plan by revising all areas indicated by <> to reflect those items, activities, etc. specific to your transit system. 
4. Not all areas will apply to your facility(ies).  For example, if you only have bus shelters as facilities, many of the sections in this plan would not apply. Rather than delete these sections, simply indicate in bold next to the heading NOT APPLICABLE AT THIS TIME.  
5. Do, however, read the entire plan template carefully for steps and activities that are not applicable to your system and modify as necessary. For example, if you do not provide after hours security, you would delete step #6 under Security, Key, and Lock Control. 
6. Beginning on page 7, complete a facility information sheet for each of your facilities.  Complete all of the forms as they apply.
7. Appendix 1 contains itemized checklists for each of the required areas.  Review these checklists, making any necessary revisions. These are the actual checklists you may use to conduct and document your inspections. 
8. Remove all “highlights” and “<>” as a final step. 
9. Send the final plan to the INDOT Office of Transit along with a summary of the revisions/changes you made to the model plan. 
10. [bookmark: _GoBack]Place reminders on a central calendar for all inspections to occur this year; repeat in subsequent years. 


