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MODEL LETTER OF TRANSMITTAL 

 

 

(Date) 

 

 

Mr. Scott R. Koons, AICP, Executive Director 

North Central Florida Regional Planning Council 

2009 N.W. 67 Place 

Gainesville, Florida 32653-1603 

 

RE:  Proposal for Community Transportation Coordinator for Madison County 

 

Dear Mr. Koons: 

 

Enclosed are five (5) copies of a completed and signed Proposal for   (Proposer's Name)   to be designated 

Community Transportation Coordinator for Madison County.  One of these copies is a clean, single side 

original that you can use to make additional copies. The (agency/firm) understands the responsibilities and 

requirements of Chapter 427, Florida Statutes, Rule 41-2 of the Florida Administrative Code and shall 

comply with all appropriate federal, state and local regulations in this matter. 

 

We look forward to servicing the needs of transportation disadvantaged citizens of Madison County.  

Thank you for your consideration of this proposal. 

 

Sincerely, 

 

 

 

 (Officer submitting proposal)  
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PROPOSERS IDENTIFICATION AND QUALIFICATION INFORMATION 

 

 

1. Identification of Respondent: 

 

Name of Organization: 

 

Business Address: 

 

Telephone Number: (   ) 

 

 Years in Business at this Location: 

 

 

2. Name and Title of Individual to Contact for Further Information: 

 

 

3. Legal Status of Organization:  (check one) 

 

      For-Profit Corporation or Joint Venture Corporation 

       For-Profit Partnership or Sole Proprietorship 

       Non-Profit Corporation 

       Public Agency 

       Other (Explain):                                     

 

 

4. State the Proposer’s proposed method of transportation service provision: 

 

          Community Transportation Coordinator only  - agency/firm acts as a total brokerage 

system that does not operate vehicles 

 

          Community Transportation Coordinator/Transportation Operator - agency/firm provides all 

or part of the needed transportation services by operating vehicles  

 

 

5. Has Respondent or any Officer or Partner of Respondent failed to complete a contract?  

 

(circle one)     YES         NO 

 

If yes, explain. 

 

 

6. Location of central office that will provide overall administration and management of the project: 
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7. Disadvantaged Business Enterprise Status. 

 

"Disadvantaged" Business is defined as a business having at least 51 percent owned, operated and 

controlled by "disadvantaged" group members.  Disadvantaged group members are defined as Blacks, 

Hispanics, Asian Americans, American Indians, Alaskan Natives or women regardless of race or 

nationality." 

Is the individual respondent agency/firm a certified disadvantaged or minority business enterprise? 

 

(circle one)     YES         NO 

 

Attach current certification documents to substantiate claim. 

 

 

8. Is any litigation pending against respondent or any officer or partner of respondent? 

 

 (circle one)     YES        NO 

 

If yes, explain. 
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STANDARD ASSURANCES 

 

 

Name of Proposer:                                                 

 

At this time, we understand all requirements and state that as a serious proposer we will comply with all 

the stipulations included in the proposal package. 

 

 The above-named Proposer affirms and declares: 

      

 1. That the Proposer is of lawful age and that no other person, agency, firm or corporation has any 

interest in this Proposal or in the Contract that may result from this Proposal; other than as 

described in Exhibit B. 

 

 2. That this Proposal is made without any understanding, agreement or connection with any other 

person, agency, firm or corporation making a Proposal for the same project and is in all respects 

fair and without collusion or fraud. 

 

 3. That the Proposer has carefully examined the site of the work and that from his/her investigations 

has been satisfied as to the nature and location of the work, the kind and extent of the equipment 

and other facilities needed for the performance of the work, the general and local conditions, all 

difficulties to be encountered and all other items which in any way affect the work or its 

performance. 

 

 4. That the Proposer is in full compliance with all federal, state and local laws and regulations and 

intends to fully comply with same during the entire term of the contract. 

 

In witness whereof, this Proposal is hereby signed by the duly authorized representative of the 

Proposer and sealed as of the date indicated. 

 

 

ATTEST:      PROPOSER: 

            

 

 

                                                                                          

Witness  Signature     Signature 

 

                                      

        Typed Name and Title 

 

 

Date       Date 

       

                                        

        (Seal) 

         



9 

 

 

EXHIBIT D 

 

CERTIFICATION OF PROPOSER REGARDING 

DEBARMENT, SUSPENSION AND OTHER 

RESPONSIBILITY MATTERS 

  



10 

 

CERTIFICATION OF PROPOSER 

 

REGARDING DEBARMENT, SUSPENSION AND OTHER RESPONSIBILITY MATTERS 

 

 

 

The Proposer                              certifies to the best of its knowledge and belief that it and its principals: 

 

1. Are not generally debarred, suspended, proposed for debarment, declared ineligible or voluntarily 

excluded from covered transactions by any federal or state department or agency; 

 

2. Have not within a three-year period preceding this proposal been convicted of or had a civil 

judgment rendered against them for commission of fraud or a criminal offense in connection with 

obtaining, attempting to obtain or performing a public (federal, state or local) transaction or 

contract under a public transaction; violation of federal or state antitrust statutes or commission of 

embezzlement, theft, forgery, bribery, falsification or destruction of records, making false 

statements or receiving stolen property; 

 

3. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity 

(federal, state or local) with commission of any of the offenses enumerated in paragraph (2) of 

this certification; and 

 

4. Have not within a three-year period preceding this application or proposal had one or more public 

transactions (federal, state or local) terminated for cause or default. 

 

(If the Proposer for Coordinator is unable to certify to any of the statements in this certification, the 

agency/firm shall attach an explanation to this certification.) 

 

THE PROPOSER,                             , CERTIFIES OR AFFIRMS THE TRUTHFULNESS AND ACCURACY OF 

THE CONTENTS OF THE STATEMENTS SUBMITTED ON OR WITH THIS CERTIFICATION AND 

UNDERSTANDS THAT THE PROVISION OF 31 U.S.C. SECTIONS 3801 ET.SEQ. ARE APPLICABLE HERETO. 

 

 

 

                                                                                                                         

      Signature and Title of Authorized Official 

 

The undersigned chief legal counsel for the       (agency/firm)   hereby certifies that the   (agency/firm)   

has authority under state and local law to comply with the subject assurances and that the certification 

above has been legally made. 

 

 

                                                                                   

       Signature of Agency/Firm Attorney                                         

         

                                  

                 

      Date 
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Service Standards 
 

The Community Transportation Coordinator and any transportation operator from whom service is 
purchased or arranged by the Community Transportation Coordinator shall adhere to Florida Commission 

for the Transportation Disadvantaged approved standards.  These standards include: 

 

a. Drug and Alcohol Policy 
 
Rule 41-2.006 (4) (a), F.A.C.: Drug and alcohol testing for safety sensitive job positions within the 

coordinated system regarding pre-employment, randomization, post accident and reasonable suspicion as 
required by the Federal Highway Administration and the Federal Transit Administration. 

Big Bend Transit shall comply with this standard. 

 

b. Transport of Escorts and Dependent Children 
 

Rule 41-2.006 (4) (b), F.A.C.: An escort of a passenger and dependent children are to be transported 
as locally negotiated and identified in the local Service Plan. 

 
Local Policy:  Children under age 6 will be required to be accompanied by an escort.  Escorts must be 

provided by the passenger.  Escorts must be able to provide the necessary assistance to the passenger.  
Escorts will be transported at the regular rate. 

 

c. Use, Responsibility and Cost of Child Restraint Devices 
 

Rule 41-2.006 (4) (c), F.A.C.: Use of child restraint devices shall be determined locally as to their 

responsibility, and cost of such device in the local Transportation Disadvantaged Service Plan. 
 

Local Policy:  All passengers under the age of 4 and/or under 50 pounds will be required to use a child 
restraint device.  This device will be provided by the passenger. 

 

d. Passenger Property 
 

Rule 41-2.006 (4) (d), F.A.C.: Passenger property that can be carried by the passenger and/or driver in 

one trip and can be safely stowed on the vehicle, shall be allowed to be transported with the passenger at 
no additional charge.  Additional requirements may be negotiated for carrying and loading rider property 

beyond this amount.  Passenger property does not include wheelchairs, child seats, stretchers, secured 
oxygen, personal assistive devices, or intravenous devices. 

 

Local Policy:  Passengers shall be allowed to have two pieces of personal property which they can place 
in their lap or stow under the seat.  Passengers must be able to independently carry all items brought onto 

the vehicle.  
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e. Vehicle Transfer Points 
 
Rule 41-2.006 (4) (e), F.A.C.: Vehicle transfer points shall provide shelter, security and safety of 

passengers. 

 
Big Bend Transit shall comply with this standard. 

 

f. Local Toll Free Phone Number 
 

Rule 41-2.006 (4) (f), F.A.C.: A local toll free phone number for complaints or grievances shall be 
posted inside the vehicle.  The Transportation Disadvantaged Helpline phone number (1-800-983-2435) 

shall also be posted inside all vehicles of the coordinated system.  The local complaint process shall be 

outlined as a section in the local Transportation Disadvantaged Service Plan including, advising the 
dissatisfied person about the Commission’s Ombudsman Program as a step within the process as approved 

by the local Coordinating Board.  All rider information/materials (brochures, user’s guides, etc.) Will 
include the Transportation Disadvantaged Helpline phone number. 
 
Big Bend Transit shall comply with this standard. 

 

g. Out-Of-Service Area Trips 
 
Rule 41-2.006 (4) (g), F.A.C.:  Out of service area trips shall be provided when determined locally and 

approved by the local Coordinating Board, except in instances where local ordinances prohibit such trips. 
 

Local Policy: Inter-county services between Madison and Leon Counties is available weekly.  Other inter-
county services are provided when available. 

 

h. Vehicle Cleanliness 
 

Rule 41-2.006 (4) (h), F.A.C. Interior of all vehicles shall be free of dirt, grime, oil, trash, torn 

upholstery, damaged or broken seats, protruding metal or other objects or materials which could soil 
items placed in the vehicle or provide discomfort for the passenger. 

 
Local Policy:  All vehicles shall be cleaned (interior and exterior) on a regular schedule (minimum once a 

week). 
 

i. Billing Requirements 
 

Rule 41-2.006 (4) (I), F.A.C. Billing requirements of the Community Transportation Coordinator to 
subcontractors shall be determined locally by the local Coordinating Board and provided in the local 

Transportation Disadvantaged Service Plan.  All bills shall be paid within seven (7) calendar days to 
subcontractors, after receipt of said payment by the Community Transportation Coordinator, in accordance 

with Section 287.0585, Florida Statutes. 
 

Local Policy:  Big Bend Transit shall comply with his standard. 
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j. Passenger/Trip Database 
 
Rule 41-2.006 (4) (j), F.A.C.:  Passenger/trip data base must be maintained or accessible by the 

Community Transportation Coordinator on each rider being transported within the system. 

 
Big Bend Transit shall comply with this standard. 

 

k. Adequate Seating 
 

Rule 41-2.006 (4) (k), F.A.C.:  Adequate seating for paratransit services shall be provided to each rider 

and escort, child or personal care attendant, and no more passengers than the registered passenger 
seating capacity shall be scheduled or transported in a vehicle at any time.  For transit services provided 

by transit vehicles, adequate searing or standing space will be provided to each rider and escort, child, or 
personal care attendant, and no more passengers than the registered passenger seating or standing 

capacity shall be scheduled or transported in a vehicle at any time. 
 

Big Bend Transit shall comply with this standard. 

 

l. Driver Identification 
 

Rule 41-2.006 (4) (l), F.A.C.:  Drivers for paratransit services, including coordination contractors, shall 
be required to announce and identify themselves by name and company in a manner that is conducive to 

communications with specific passengers, upon pickup of each rider, group of riders, or representative, 

guardian, or associate of the rider, except in situations where the driver regularly transports the rider on a 
recurring basis.  Each driver must have photo identification that is in view of the passenger.  Name 

patches, inscriptions or badges that affix to driver clothing are acceptable.  For transit services, the driver 
photo identification shall be in a conspicuous location in the vehicle. 

 
Local Policy:  Big Bend Transit shall comply with this standard. 

 

m. Passenger Assistance 
 
Rule 41-2.006 (4) (m), F.A.C.: The paratransit driver shall provide the passenger with boarding 

assistance, if necessary or requested, to the seating portion of the vehicle.  The boarding assistance shall 
include opening the vehicle door, fastening the seat belt or wheelchair securement devices, storage of 

mobility assistive devices and closing the vehicle door.  In the door-through-door paratransit service 

category, the driver shall be required to open and close doors to buildings, except in situations in which 
assistance in opening/closing building doors would not be safe for passengers remaining on the vehicle.  

Assisted access must be in a dignified manner.  Drivers may not assist wheelchairs up or down more than 
one step, unless it can be performed safely as determined by the passenger, guardian and driver. 

 
Local Policy:  Drivers are not permitted individually to assist persons in wheelchairs up or down more 

than one step, through grass or sand or include of more than 8.33% (1:12 slope). 
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n. Smoking, Eating, and Drinking 
 
Rule 41-2.006 (4) (n), F.A.C.:  Smoking is prohibited in any vehicle.  Requirements for drinking and 

eating on board the vehicle will be addressed in the local Transportation Disadvantaged Service Plan.  

 
Local Policy:  The use of tobacco products on vehicles is prohibited.  Eating and drinking on board the 

vehicle is also prohibited.  Stops will be made to accommodate the needs of passengers at the discretion 
of the driver. 

 

o. Passenger No-Shows 
 

Rule 41-2.006 (4) (o), F.A.C.: The Community Transportation Coordinator and the local Coordinating 

Board shall jointly develop a policy on passenger no shows.  Assessing fines to passengers for no shows is 
acceptable but such policy and process shall be identified in the local Transportation Disadvantaged 

Service Plan. 
 

Local Policy - Passenger no-shows are defined as trips not cancelled a minimum of two (2) hours prior to 

the scheduled pick-up time.  Passengers shall be notified if they are considered a no-show.   

 

p. Two-Way Communications 
 
Rule 41-2.006 (4) (p), F.A.C.:  All vehicles providing service within the coordinated system shall be 

equipped with two-way communications in good working order and audible to the driver at all times to the 
base.  

 

Local Policy:  All vehicles shall have cellular phones or two-way radios. 

 

q. Air Conditioning/Heating 
 
Rule 41-2.006 (4) (q), F.A.C.: All vehicles providing service within the coordinated system shall have 

working air conditioners and heaters in each vehicle.  Vehicles that do not have a working air conditioner 
or heater will be scheduled for repair or replacement as soon as possible. 

 

Local Policy:  Big Bend Transit shall comply with this standard. 

 

r. First Aid 
 
Rule 41-2.006 (4) (r), F.A.C.:  First Aid policy shall be determined locally and provided in the local 

Transportation Disadvantaged Service Plan. 
 

Local Policy:  All drivers shall be certified in First Aid.  
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s. Cardiopulmonary Resuscitation 
 
Rule 41-2.006 (4) (s), F.A.C.:  Cardiopulmonary resuscitation policy shall be determined locally and 

provided in the local Transportation Disadvantaged Service Plan. 

 
Local Policy:  All drivers shall be certified in cardiopulmonary resuscitation. 

 

t. Driver Criminal Background Screening 
 

Rule 41-2.006 (4) (t), F.A.C.: Driver background screening shall be determined locally, dependent up 
on purchasing agencies’ requirements and provided in the local Transportation Disadvantaged Service 

Plan. 

 
Local Policy:  All drivers in the coordinated system shall meet Level 2 criminal background screening 

requirements in accordance with Chapter 435, Florida Statutes. 
 

u. Fixed Route Transit Utilization 
 
Rule 41-2.006 (4) (u), F.A.C.: In areas where fixed route transportation is available, the Community 

Transportation Coordinator should jointly establish with the local Coordinating Board a percentage of total 

trips that will be placed on the fixed route system. 
 

Local Policy:  Not applicable. 

 

v. Pick-Up Window 
 
Rule 41-2.006 (4) (v), F.A.C.: The Community Transportation Coordinator should establish and address 

the passenger pick-up windows in the local Transportation Disadvantaged Service Plan.  This policy should 

also be communicated to contracted operators, drivers, purchasing agencies and passengers. 
 

Local Policy:  There is a ninety (90) minute pick-up window in place for all intra-county trips based on  
the arrival time of the passenger.  There is a sixty (60) minute pick-up window in place for all intra-county 

trips based on the departure time of the passenger. 

 

w. On-Time Performance 
 

Rule 41-2.006 (4) (w), F.A.C.: The Community Transportation Coordinator and local Coordinating 
Board should jointly establish and address the percentage of trips that will be on-time in the local 

Transportation Disadvantaged Service Plan.  This performance measure should be communicated to 
contracted operators, drivers, purchasing agencies and passengers.  This measure should also be included 

as part of the Community Transportation Coordinator’s evaluation of its contracted operators and the local 
Coordinating Board’s evaluation of the Community Transportation Coordinator. 

 

Local Policy:  Big Bend Transit will have a 90 percent on-time performance rate for all completed trips.  
On-time performance will be measured by random sampling of trips. 
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x. Advance Reservation Requirement 
 
Rule 41-2.006 (4) (x), F.A.C.: The Community Transportation Coordinator should establish and address 

in the local Transportation Disadvantaged Service Plan a minimum 24 hour advanced notification time to 

obtain services.  This policy should be communicated to contracted operators, purchasing agencies and 
passengers. 

 
Local Policy:  Twenty-four hours advanced notice is required for all other trips scheduled within the 

coordinated system.   

 

y. Safety 
 

Rule 41-2.006 (4) (y), F.A.C.: The Community Transportation Coordinator and the local Coordinating 
Board should jointly establish and address in the local service plan a performance measure to evaluate the 

safety of the coordinated system.  This measure should be used in the Community Transportation 
Coordinator’s evaluation of the contracted operators and the local Coordinating Board’s evaluation of the 

Community Transportation Coordinator. 

 
Local Policy: There shall be no more than 1.2 chargeable accidents per 100,000 miles during the 

evaluation period. 

 

z. Reliability 
 
Rule 41-2.006 (4) (z), F.A.C.: The Community Transportation Coordinator and the local Coordinating 

Board should jointly establish and address in the local service plan a performance measure to evaluate the 

reliability of the vehicles utilized in the coordinated system.  This measure should be used in the 
Community Transportation Coordinator’s evaluation of the contracted operators and the local Coordinating 

Board’s evaluation of the Community Transportation Coordinator. 
 

Local Policy: There shall be no more than 5 roadcalls during the evaluation period. 

 

aa. Call-Hold Time 
 

Rule 41-2.006 (4) (aa), F.A.C.: This performance measure can be used to address the accessibility of 
the service.  The Community Transportation Coordinator and the local Coordinating Board should jointly 

determine if a standard for a call hold time is needed in the coordinated system and address this in the 
local service plan.  If determined to be necessary, this standard should be included in the local 

Coordinating Board’s evaluation of the Community Transportation Coordinator. 

 
Local Policy:  This standard is not applicable to this service area. 
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bb. Quality of Service 
 
Rule 41-2.006 (4) (bb), F.A.C.: The Community Transportation Coordinator and the local Coordinating 

Board should jointly establish and address in the local service plan a performance measure to evaluate the 

quality of service provided within the coordinated system.  The measure should be used in the Community 
Transportation Coordinator’s evaluation of contracted operators and the local Coordinating Board’s 

evaluation of the Community Transportation Coordinator. 
 

Local Policy: Collect and publicly post passenger satisfaction survey ratings. There shall be no more than 

one complaint per 1,000 trips during the evaluation period. 
 

cc. Safety Belt Usage 
 

Chapter 316.614 (4), Florida Statutes: It is unlawful for any person: (a) To operate a motor vehicle in this 

state unless each passenger and the operator of the vehicle under the age of 18 years are restrained by a safety belt or 

by a child restraint device pursuant to s. 316.613, if applicable; or (b) To operate a motor vehicle in this state 

unless the person is restrained by a safety belt. (5) It is unlawful for any person 18 years of age or older to be a 

passenger in the front seat of a motor vehicle unless such person is restrained by a safety belt when the vehicle is in 

motion. (6)(a) Neither a person who is certified by a physician as having a medical condition that causes the use of 

a safety belt to be inappropriate or dangerous nor an employee of a newspaper home delivery service while in the 

course of his or her employment delivering newspapers on home delivery routes is required to be restrained by a 

safety belt. 

 

Local Policy: Passengers whose transportation is sponsored by Florida’s Transportation Disadvantaged 

Program shall wear a safety belt while being transported unless they are certified by a physician as having 

a medical condition that causes the use of a safety belt to be inappropriate or dangerous. 

  

http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0300-0399/0316/Sections/0316.613.html
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EXHIBIT F 

 

CONTRACTING INSTRUCTIONS 
 

■MEMORANDUM OF AGREEMENT 

 

 
■TRANSPORTATION DISADVANTAGED SERVICE PLAN 

 

 
■FLORID COMMISSION FOR THE TRANSPORTATION DISADVANTAGED 

STANDARD COORDINATION/OPERATOR CONTRACT 
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