TIPS FOR PREPARING A Tgm Application
These tips are presented in the order required by the TGM grant application form. The application questions follow the general thought progression for mapping out a project: start with a problem statement; identify desired outcomes and describe them as objectives; and determine general methods and products needed to achieve the objectives. Finally, estimate the budget for completing each task and producing the products. You may find the process to be iterative -- as you define items, such as identifying stakeholders and conflicts, you may want to clarify or expand upon your problem statement, objectives, and/or work approach. 

The TGM Program has detailed statements of work and budgets for prior projects on file. Some of these projects might resemble your proposed project, in which case the statements of work may provide a good reference for developing your project description and budget. Please call your TGM contact person if you'd like information about prior projects. 

REMEMBER: In your answers to these questions, you must address all of the eligibility requirements and scoring criteria found in the Application Packet (pp. 8 – 9). 
A. PROJECT DESCRIPTION AND BACKGROUND
1. Statement of Project Purpose and Transportation Relationship and Benefits 

Another way to couch this question is, what problem(s) does the project need to address and resolve?  This is also known as the “problem statement.”  Think in terms of both physical issues -- such as the lack of interconnected streets or bike and pedestrian facilities, as well as administrative needs -- for example, meeting state planning requirements or developing codes to implement your plans.  A definitive problem statement will help you think about and respond to the scoring criteria and other application requirements described below. Remember that a basic eligibility requirement is that the project must address a transportation problem, need, opportunity, or issue of community or regional importance.

2. Key Project Objectives and Expected Outcomes Related to TGM Objectives
The list of project objectives should identify the types of outcomes that would solve the problem(s) identified in the problem statement.  Objectives should be stated as general outcomes and products (i.e. "Adoption of a street design that balances the needs of vehicles, bikes and pedestrians"). Be careful that objectives don't go too far in identifying a specific solution -- that's the purpose of the project itself. 

Your application should list the TGM program objectives your project will help to achieve. In your response, please refer directly to one or more of the seven "TGM objectives for Grant Projects" in Award Criterion 3 on pages 8 and 9 of the Application Packet. Consider your project objectives and explain briefly how they meet our program objectives. This can be done by noting the products and/or outcomes expected from the project that contribute to achieving a TGM objective. 

3. Final Products and Agencies Taking Action for Adoption
For this question, we are not only interested in knowing what the final product(s) of the project will be; we also want to understand the roles of all governmental bodies that will be part of the adoption/approval process.  Thinking this through now better ensures that the project appropriately engages these agencies from the beginning and anticipates the time and resources needed for the complete adoption process.  
4. Address Timeliness Award Criteria
Address the specific language of the Timeliness award criteria. Confirm that your jurisdiction has set aside the time to start immediately and meet the TGM timetable. Explain why this is the right time to do the project and why this proposal should be a priority to receive funding.  What are the consequences of not doing the project now and are there opportunities available now that would disappear if the project were not funded?

Note the status of any local, regional, or state planning or outreach work that would be a prerequisite for or must be coordinated with the proposed work. For example, if you'd like to prepare a streetscape plan, has your community adopted decisions regarding mode, function, and capacity for the street? 

5. Provide Additional Background and Context

Provide information that will help readers understand the issues, constraints, conflicts, major stakeholders and other background, as this helps frame the project’s timeliness as well as its methods and tasks.  Considering this background and context can help you formulate tasks and methods most appropriate to resolve the issues.  That will strengthen your application, and, if you receive a grant award, can provide a head start in developing a statement of work. 

The creation of plans and ordinances is an exercise in making trade-offs: weighing costs and benefits, debating particular public good versus private good, or allocating space in a right-of-way for cars, pedestrians and bicycles.  Behind each trade-off, there usually lies a constraint or conflict, such as the desire of businesses for driveways that often conflicts with the desire to move traffic along the roadway. 

Some conflicts, such as the driveway example above, directly affect certain stakeholders. Other conflicts occur between a project's competing objectives -- for example the desire to increase development densities while providing for adequate traffic circulation. The application is not asking for an exhaustive list of potential issues, conflicts, and stakeholders, just the major ones that the planning and outreach process should address. 
Provide historical background, if relevant.  Have there been previous efforts to address the issue?  What have they accomplished or not accomplished and why?  Would you approach the issue differently this time?
B. PROJECT SPECIFICS
This section is asking for enough detail to help us evaluate a project's likelihood of success and to demonstrate that you have thought through key project issues. Upon conditional grant award, it will provide a starting point for developing a detailed project statement of work. The more you have thought through the project approach at this stage, the sooner the project can be up and running. The project description must address the following:

6. Will a Consultant be Used?
Some projects are done entirely by local staff. In others, consultants are used because there will not be enough staff time available to do the work or because special expertise is needed, such as traffic analysis or meeting facilitation. What types of skills or equipment are required to carry out the tasks and provide information and analysis?  Does your jurisdiction have staff with the appropriate qualifications and will they be available to do the work?
      Roles of the Consultant and Local Government(s) Staff
If a consultant will be used, be sure to identify who (consultant or local staff) will be responsible for major work products, including such items as technical analysis and reports, maps and other graphics, presentations at committee meetings and public workshops, and documentation of meetings.  This determination will help in defining a realistic project budget and in projecting local staffing demands.

7. Major Project Tasks, Expected Timeline, and General Methods, Data and Analysis Needs, and Public Involvement Process Overview 

This question is asking for lots of information about your proposed project – general methodology, major project tasks, data and analysis needs, and overall public involvement process, as well as an anticipated timeline for completion.  Thinking about methods and tasks is useful in developing a budget estimate, as will be requested below in Question 4.

The general methodology and outline of major project tasks should describe a logical planning process for understanding problems, identifying opportunities and constraints, developing options where applicable, and selecting solutions. A typical project framework consists of the following steps – with each step usually thought of as a “major project task”: 

Document existing conditions, plans and policies (e.g., existing physical, traffic, planning and regulatory circumstances which subsequent work must consider)

Identify needs (e.g. for a transportation system plan, through a 20-year traffic analysis to forecast future conditions) and develop criteria for selecting alternatives or evaluating a solution

Develop alternatives and select a recommended alternative  

Develop a draft plan and ordinances in adoptable format to implement the    recommended alternative 

Develop staff reports and hold public hearings for adoption

There are many potential ways to move from a problem to a solution. The framework you describe must list methods or major tasks in a way that provides for the collection of relevant information to: 

1) fully define the problem, needs, opportunities and obstacles, and 

2) arrive at a solution (an adoptable plan, code or other implementation measure) that's consistent with project objectives.
Mapping out major project tasks will help identify data and analysis needs.   Think about the kinds of information needed to understand the issues and at what points in the project that information must be provided.  Will your project consider land use changes, in which case a real estate or market analysis may be useful?  Will your project address future road capacity, in which case traffic modeling might be needed at a system level, and possibly at a localized, operational level, to identify capacity needs and evaluate alternatives?  Are there likely to be unique constraints in your study area, like historic or environmental resources that should not be impacted?  These should be identified, based on existing information from resource inventories.  Also, most projects require some type of mapping.
   As you think about data and analysis needs, consider whether some information is already available, for example from existing plans.  This can reduce project work effort and costs.  

To develop an overview of the public involvement process, think about the scale of the project.  Is it relatively small or straight-forward – for example, a street design project that doesn’t require capacity improvements?  Or is it broader or more complex, such as a land use and transportation plan for a downtown.  Who are the project stakeholders – the individuals or groups that the project will most affect?  For a downtown plan, examples might include downtown business and property owners.  Also consider “technical stakeholders,” such as other government agencies that could be affected or have an interest.  You will also be required in your project to identify and reach out to any federal Title VI populations affected by your project. Given the project’s scope, its objectives, its stakeholders, and your knowledge of background issues, how much controversy could arise that must be addressed through the public involvement process?  

A public involvement approach should be a two-way process, giving the public information on the project and, in turn, providing the public with appropriate opportunities to comment. Techniques can include a web page, email list, project newsletters, surveys, public notices, and formal events such as focus group interviews, citizen committees, open houses, and public hearings.  Think about when the most appropriate points would be in terms of the project tasks for public involvement.

Finally, provide a general timeline -- how long you think each major task should take.  This can be in the general form of months from project start (e.g., Task 1 – Months 1-2, Task 2 – Months 3-4, etc.). 
8. Data and Analysis Needs Before the Project can Begin
What must be gathered, analyzed, or otherwise completed before the project can begin?  Traffic counts may need to be taken at an optimal or key time, such as while school is in session or during the summer travel season.  Do you need to complete a buildable lands or other inventory or analysis?  Are you in the midst of mapping updates?  Do you need to complete a wetland inventory? Also consider whether any issues outside of the project itself need to be resolved before the project can start, or before it can be completed.  For example, if you’re proposing to update a city TSP, are there outstanding issues with the city’s buildable lands inventory or urban growth boundary that must be addressed first?  If so, please briefly describe.
9. Estimated Project Budget

The budget at this stage will be relatively rough. Most of the budget will be based on the cost of staff and/or consultant time (an estimate of the hours required to complete the project tasks, including necessary data and analysis, multiplied by the hourly rate of the people doing the work). For products being done by staff in your jurisdiction, please be sure the hourly rate you apply includes the cost of pay and benefits. For estimating the cost of consultant work, $130 per hour is generally an appropriate average rate.  
Consider the number of people who may be involved in providing a product, particularly for meetings. You may want two or more consultant team members to attend meetings, if needed to provide different types of expertise. Also, consider meeting preparation time for everyone, including city and consultant staff, as well as consultant travel time. 

Other expenses include staff time for project administration (e.g., preparing progress reports and invoices), and costs such as copying, mailing and advertising meeting notices.

10. Experience and Capability to Manage

Provide information about the intended project manager’s experience and capabilities, particularly with managing long-range planning projects, and considering the complexity of the project and size of your jurisdiction. We are looking for assurance that you will be able to successfully manage the project.  This question directly addresses Award Criterion 6.  
11. Project Area

Briefly describe the project’s geographic boundaries. Is the project area an entire jurisdiction, such as in updating a transportation system plan? Is it a specific street in need of a multi-modal design plan? Or, is it a plan for a specific area, such as a downtown? Provide any other information that you feel is necessary to give evaluators a better idea of local circumstances in the project area, such as the population, the number of acres, or planned densities.  In addition, provide an 8-1/2” by 11” map identifying the project area.
12. Letters or Resolutions of Support

We consider community support to be a key indicator of a project's timeliness and potential to succeed. Providing evidence of a basic level of community support is required to establish grant eligibility.  In addition, community support letters and resolutions will be used to score Award Criterion 5.  Please note that support letters and resolutions should clearly convey a detailed understanding of the project’s objectives and intended outcomes, particularly those from local officials who will be involved in the adoption process. 
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