STATE OF INDIANA

RURAL TRANSIT ASSISTANCE PROGRAM (IN-RTAP)

FELLOWSHIP GUIDELINES

Program Description

A limited amount of money has been set aside as part of the Indiana RTAP program to provide financial assistance to any RTAP-eligible transportation provider wishing to send staff to attend training programs, professional development seminar, or educational conference. The purpose of the IN-RTAP Fellowship program is to help offset some of the costs associated with attending these training programs. This is done to encourage and further the development of the skills and abilities of those persons involved in the administration of or transportation in rural and small urban areas. 

Program Administration

Any agency or organization in Indiana that is responsible for administering or providing transportation in rural and small urban areas of Indiana (Federal Transit Administration's (FTA) Section 5311 recipients) is eligible to apply for assistance. In addition, as funding availability permits, recipients of FTA Section 5310 funding will be eligible for Fellowship funds. Training of any member of an agency's professional transportation staff is eligible for Fellowship consideration; including training of lead drivers, dispatchers, and mechanics. 

Eligible Training

Courses, seminars, workshops, and conferences with a subject matter specifically related to the transportation industry are ideal training opportunities. The training can be in-state, or out-of-state. 

Eligible Expenses

If an application is approved, the individual/agency will be reimbursed for up to 100% of the tuition costs of the selected program. In special cases, additional costs involved with attending a training program may be eligible (e.g. lodging, travel). If additional expenses are determined to be eligible, the applicant will be reimbursed in accordance with the travel policies of the Indiana Department of Transportation. 
Generally, the costs for meals and food will not be eligible for reimbursement. If you are granted meal cost reimbursement, it will be subject to the meal reimbursement limitations of the Indiana Department of Transportation per diem (Breakfast $8, Lunch $8, and Dinner $16). Alcoholic beverages and gratuities are never eligible costs to be reimbursed. 

Certain training materials may also be eligible to be purchased with IN-RTAP Fellowship funds, especially if the materials may be shared with other organizations. 

Eligibility Criteria

To assure that all RTAP-eligible transportation systems receive the benefits of the Fellowship Program; criteria has been established to assist in determining applicant/agency liability. No fellowships in excess of $2,300.00 will be approved. In addition, no one organization may receive more than two fellowships within a twelve (12) month period. No one individual may receive more than two (2) fellowships within an eighteen (18) month period. 

Training opportunities, hosted in whole or in part by IN-RTAP, may be handled separately from the above-mentioned awards. IN-RTAP, at its discretion, may exclude such trainings when determining the eligibility of individuals/agencies for training opportunities. 

Application Process

Applications must be submitted on an IN-RTAP Fellowship Application Form, which may be obtained from the RTAP Staff or from the Indiana RTAP web-site at Indianartap.com. Applications must be received by the RTAP at least four (4) weeks prior to the start of the training program you wish to attend. Please include a description of the training, training agenda or conference brochure with your Application Form. 

Selection Process

All applications will be reviewed by the IN-RTAP Coordinator.  Applications will be evaluated on the basis of the following criteria: 

*
Fellowship Program funding balance;
*
Applicant eligibility; 

*
Training program eligibility; 

*
Number of fellowship recipients already approved for training; 

*
Thoroughness and completeness of application.

*
Agency contribution 

After evaluation by the RTAP Coordinator, the Fellowship application will be placed into a database with the proposed approved amounts identified for review and approval by the INDOT staff. After evaluation, the Fellowship applicant will be notified of the approval or denial of the funding request. It is anticipated that this process will take 2-3 weeks. For this reason, it is imperative that funding requests be received as early as possible to assure adequate processing time. 

Approval Notification

An applicant for Fellowship funding will receive written notification of the approval or denial of the application request. If the request is denied, a reason will be given as to the rational for the denial. In most cases, the denial is because the applicant is temporarily ineligible for the Fellowship (exceeding annual limits) or because the allotted number of Fellowships has already been awarded. 

If the application is approved, the applicant will receive 1) written approval notification, 2) Expense Report and 3) instructions for claiming reimbursement. 

Reimbursement

After an approved applicant has attended the training program, they must submit the required forms, along with copies of any handouts received during the training. An applicant has thirty (30) days after the end of the training to submit the required forms. 

If reimbursement is not requested within that time period, the fellowship is declared null and void. 

Fellowships are reimbursements of training expenses from the Indiana RTAP Program to the applicant's agency of employment. The applicant's agency must make the expenditure before the IN-RTAP Program can make any reimbursement. For this reason, IN-RTAP will not pre-pay any training expenses for an agency. In addition, if an individual pays for any of the training costs personally, the sponsoring agency must reimburse the individual. All fellowship reimbursement checks will be issued to the sponsoring applicant's agency, not to the individual applicant. 

Questions may be directed to: 

             Vicky Warner, Indiana RTAP

2615 Eastwood Dr
Columbus, IN 46164
Phone: 800.709.9981   
Fax: 812.314.2994
E-mail: vwarner@indianartap.com 

Indiana RTAP

Fellowship Program

Application Form 
Name: ________________________________________________________________________

Agency: _______________________________________________________________________

Address: ______________________________________________________________________

Phone: 
_______________________


Fax: ___________________________

Agency Director:  ____________________________________________________

Program: ____________________________________________________

Date(s): _____________________________________________________

Location: ____________________________________________________

Host/Sponsor:  _______________________________________________

Budget Information: 

Please provide an estimate of the amount of assistance that you will require from the RTAP Program. List all associated costs and whether RTAP or your agency will be responsible for them. 

RTAP 




AGENCY 

Registration Fee: 



_______



_______



Lodging (__ nights):



_______



_______

Meals:





_______



_______
Travel (mode):




_______



_______
Other expenses:



_______



_______
(Please specify) 

TOTAL 





_______



_______

Why do you want to attend this course and what do you expect to get from it? How will this course help you and your agency? 

How will you share the information that you receive at this conference with other agencies in Indiana? 

List any conferences or training programs that you or anyone in your agency have attended using RTAP Fellowship funding (please make sure to list the name of the attendee).

I will abide by the terms and conditions of the Indiana RTAP Fellowship Program

____________________________________ Fellowship Applicant)                                                                                                                                           I assure that this employee will be given the support of this agency to attend this Training.  In addition, I understand that Fellowship funding is reimbursement-based. 
___________________________________ (Agency Director) 

Form revised: April  2009 
