[bookmark: _GoBack]Charter Registration Tool Quick Reference Guide
Charter Bus Service Information
Charter Bus Service information can be obtained on the FTA Public Website (http://www.fta.dot.gov/laws/leg_reg_179.html).  
Registration Website
The Charter Registration Website can be access via the following link http://www.fta.dot.gov/CharterRegistration 
Resubmission
Accepted Private Charter Registrations and Qualified Human Service Organization registrations expire two (2) years after they have been accepted by FTA.  
Brief instructions for each are provided on the following pages.

Resubmit a Private Charter Registration (Required every 2 years)
Registered companies must resubmit registration every two (2) years.  Two weeks before a registration expires the Primary Contact will receive an Initial Notice email asking them to re-register. The Primary Contact will then receive a Final Notice email one week before a registration is about to expire. Click on the link provided at the end of the email to re-register the company.
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Review the information on the Edit screen and if applicable, update the fields that are out of date. Click Save to submit and save the changes to the registration.
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After the user re-registers it will be in Pending status until FTA accepts it.  Note: All registrations must be accepted by FTA before they can be viewed.
[image: ]

If a company has not re-registered in the two week period before it expires they will have the option to re-register through the Charter Registration Public tool.

Click the Private Charter Operator Registration Submit New
[image: ]
· Enter Business Information.  Required fields are noted with an asterisk (*).  These fields require information for the registration to be saved.
· Enter Geographic Service Area information.  At least one service area is required.
· Select a State that the private charter operator provides service for
· Click Provide service for entire state if the private charter operator provides service for the entire state and click Add
OR
· Select City that the private charter operator provides service for and click Add.  To select more than one city for a state, click on a city and hold CTRL then click on other cities in that state.
OR
· Click Are you interested in originating service anywhere in the continental U.S.? If the private charter operator provides service for that area.
· If applicable, click View the complete listing of cities to view the list of cities for a state that the Private Charter Operator registered with. See the View Geographic Service Area list of cities section for more information.
· Enter Contact Information as needed.  Required fields are noted with an asterisk (*).  These fields require information for the registration to be saved.  
· Click Submit to save the changes to the registration.
· If the tool finds similar records a new screen is displayed with possible matches. If one of the records matches the information you entered click the Update Existing Record ([image: ]) button. If none of the similar records matches click the New Record ([image: ]) button to submit your new record.
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[bookmark: View_private_GSA]View Geographic Service Area list of Cities
If the list of cities registered for a state is too long to be displayed, a link is displayed in the Geographic Service Area table on the New Private Charter Registration screen.
· Click View the complete listing of cities link to open a new window with the list of cities.
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Resubmit a Qualified Human Service Organization Registration (Required every 2 years)
Registered companies must resubmit registration every two (2) years.  Two weeks before a registration expires, the Primary Contact will receive an Initial Notice email asking them to re-register. The Primary Contact will then receive a Final Notice email one week before a registration is about to expire. Click on the link provided at the end of the email to re-register the company.
[image: ]
Review the information on the Edit screen and if applicable, update the fields that are out of date. Click Save to submit and save the changes to the registration.
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After the user re-registers it will be in Pending status until FTA accepts it.  Note: All registrations must be accepted by FTA before they can be viewed.
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If a company has not reregistered in the two week period before it expires they will have the option to re-register through the Charter Registration Public tool.
Click the Qualified Human Service Registration Submit New
[image: ]
· Enter Organization Information.  Required fields are noted with an asterisk (*).  These fields require information for the registration to be saved.
· Enter Geographic Service Area information as needed.  Select all the grant recipients you may request service from.  At least one grant recipient is required.
· Select a State that applies to the grant recipient(s) you may request service from.
· Click Register with all grantees in the selected state if you want to request service for all the grantees for an entire state and click Add
OR
· Select Grant Recipient that you may request service from and click Add.  To select more than one grant recipient for a state, click on a grant recipient and hold CTRL then click on other grant recipients in that state.
· If applicable, click View the complete listing of Grantees to view the list of Grantees for a state that the Qualified Human Service Organization registered with
· Enter Contact Information.  Required fields are noted with an asterisk (*).  These fields require information for the registration to be saved.  For more information see the View Geographic Service Area list of Grantee Recipients section.
· Click Submit to save the changes to the registration.
· If the tool finds similar records a new screen is displayed with possible matches. If one of the records matches the information you entered click the Update Existing Record ([image: ]) button. If none of the similar records matches click the New Record ([image: ]) button to submit your new record.
[image: ]
[bookmark: View_QHSO_GSA]View Geographic Service Area list of Grantee Recipients
If the list of cities registered for a state is too long to be displayed, a link is displayed in the Geographic Service Area table on the New Qualified Human Service Organization Registration screen.
Click View the complete listing of Grantees link to open a new window with the list of cities.
[image: ]
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Use the following link to re-register your company
http://ftauebtest.fta.dot.gov/CharterRegistration/CharterService/CharterServiceEdit . aspx?ID=8758&:
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Edit Private Charter Operator Registration

* = Required

Business Information

‘Company Name: * |LCS Coaches, CO

Address: *  Street [1203 Ave B City
State: Zip Code:

Phone:

Fax
i el adiress with taic recionte ety (42010 destefano@dot gov Addrese,  |http:f/wnw Icscoaches.cd
Federal or State Motor Carrier Identifying *

Number: 339517

Number of Vehicles Owned: * Buses: vans: [0 |

I hereby certify that my business has valid *

Insurance coverage for areas that | provide

charter service to and for those areas that |
intend to provide charter service to.

Willing to provide free or reduced ratesto
Qualified Human Service Organizations?

Geographic Service Area (select your service areas; at least one area is required)
‘Specify one state at a time with the applicable ciies:

List of States and Cities previously added
Select State StateCity Function)
Provide service for entire state? MN__DULUTH
City Wi SUPERIOR
(ola CTRL for
mutipl selecions)

ZOR-

Are you interested in originating service anywhere in the continental U.s.? [J

This information will be automatically mapped to the appropriate zip codes.

Contact Information (rorinternal use by administrators of the website. This information will not be provided to the public.)

Contact Name: * | First

Name

Alternative POC Email Address: [kistell fonseca ctr@dot g|
Business Phone:

Lastame
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View Private Charter Operator Registration

Your registration request has been submitted to FTA. Once your submission has been accepted you will receive a notice from FTA's
Automated Email Notification account (FTA.SQLExecServ@dot.gov).
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New Private Charter Operator Registration
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Federal or State Motor Carrier Identifying *
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Number of Vehicles Owned: * Buses:| | vans:[ |

I hereby certify that my business has valid insurance coverage for areas that |
provide charter service to and for those areas that | intend to provide charter []
service to. *

Willing to provide free or reduced rates to Qualified Human Service Organizations? []

Geographic Service Area (select your service areas; at least one area is required)

List of States and Cities previously added
‘Specify one state at a time with the applicable cities: None
Select State:

Provide service for entire state?
city:

(o3 CTRL for
mutipleselections)

~OR-
Are you interested in originating service anywhere in the continental U.s.? [J

This information will be automatically mapped to the appropriate zip codes.

‘Contact Information (For internal use by administrators of the website. This information will not be provided to the public )

ContactName: * Fistname | tastame| ]
Alternative POC Email Address: | |

Businessphone: <[ || [ |
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New Record
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New Private Charter Operator Registration

Similar records have been found based on the information provided. If this organization has been previously registered review the list of possible matches to update the record that
represents the previously registered company. If none of the possible matches represent the organization currently being

registered, click the "New Record” button.

Federal Motor Carrier| Business Date

Organization Name Address D Phone Email Web Address Submitted  Functions
“*Apris Test Company™ | 100 Some Stteet fnywnere VA 123 Oon0- knstel onseca ctr@dot gov 012812010
Bailey Leasing, Inc. 123 . Market Steet York PA 414907 Taae” | david destefano@dot gov | hitp:/www baileycoach com | 2/22/2008

123 Maple Ave Fairfax VA 125-123-
Kristell's Test Bus oy meas126 23123 knistel tonseca ctr@dot gov, 1011412011
Kristell's Test Bus 128 Maple Je Fairax VA 34523452 kristell fonseca.ctr@dot gov 1012412011
smith coaches inc. 38uintanst. helper UT 84526 | mc175706 Kistellfonseca ctr@dot gov 3/18/2008
Thomas Limousine and | 330 Kennedy Road akron OH

25 Limousir Y oad 617238 Kistellfonseca ctr@dot gov 271472008
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Edit Qualified Human Service Organization Registration

* = Field cannot be blank.

‘Organization Information

©Organization Name: * [The Association of Retarded Citizens of Rock Island County

Address: = Street: 4015 oth Sreet City: [Rock Island

State: Zip Code:

Fax:

Phone: *

Primary Email Addres:

e
an emailacress with mutiple ecipients 1 prefenes 10 destefano@dot gov http://arcric.org

Address:
Exempt From Taxation? *
IRS Provision Code: * [501(c) (3)

Do you receive funds directly or * OYes ®No
indirectly from a state or local
program?

Publicly Available Financial Statement:
Uplosd  fle (Refer o IRS Form 390 or enter text

® Upload File_O Enter text

Uploaded File:

Please describe how the requested *
charter service is consistent with the
‘mission of your organization:

>

Iwith developmental disabiliies and their families.” On occasion, we need assistance transporting
large group of people, be it for bowling league participation, art fars or other festivals around the
lcommunity. or programs/events sponsored by our agency. We use our agency vehicles when
[PUSSIDIE, UL a1 WIS W 1E4UITE SSSISIENICE WIISIT W A1 USIISPUILING 1T 2 OF DUl SIS Ay peopie
[we serve whao live in the community.

Geographic Service Area (Select all the grant recipients you may request service from; at least one is required)

List of States and Grant Recipients.
‘Specify one state at a time with the applicable grant recipients: previously added

State: Grant

state Recipients  Function|
Register with all grantees in the selected state? (| || rockisLanD

Grant COUNTY
Recipient METROPOLITAN
MASS TRANSIT
(Hola CTRL, DISTR
for
mtiple
selectons)

Contact Information

e
Contact Name: | "1¥! [sarah Last Name: [Posey
Alternative POC Email Address: [april les@dot gov

Business Phone:
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New Qualified Human Service Organization Registration

In order to receive charter service from a public transit agency in your geographic service area,
you must be registered at least 60 days before the date of the requested charter service.

** Please note that Qualified Human Service Organizations are only organizations that serve the disabled, low income, or the elderly. ***

=Required

‘Organization Information

Organization Name: * | ]

i I [
sme zome ||
e | wessmmew|
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Exempt From Taxation? * [_Select

Do you receive funds directly or * O yes ONo
indirectly from a state or local program?

Publicly Available Financial Statement: * @ Upload File O Enter text

oy Avatabl Franci stement

Uploaded File:

Please describe how the requested *
charter service is consistent with the
‘mission of your organization:

Geographic Service Area (Select all the grant recipients you may request service from; at least one is required)

List of States and Grant
Recipients previously added

‘Specify one state at a time with the applicable grant recipients: None

St ket v

Grant
Recipient
(old CTRL fer
mutiple
selectons)

Register with all grantees in the selected state? [

‘Contact Information (ror internal use by administrators of the website. This information

ot be provided to the public.

Contact Name: * First Name: | | Last Name:

Alternative POC Email Address: | |
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New Qualified Human Service Organization Registration

Similar records have been found based on the information provided. If this organization has been previously registered review the list of possible matches to update the record that
represents the previously registered company. If none of the possible matches represent the organization currently being

istered, click the "New Record” button

Business Date
Organization Name Address Phone Phone Email Web Address Submitted |Functions
Aprirs Test 1000 Main Street Vienna VA 22180 702222~ | 703-555-3000  Kristell fonseca ctr@dot gov 10/13/2011 =
Crauiord Counly LEAP, | 510 Chiestnu e Sule 500 eadvile PA | 814.857- |14 357 5401 kot onseca.cr@dol gov, nipanmwcceapcom | 413200 =
703-789-
Kiistel's QHSO 123 Park St Fairfax VA 22030 8% |703.2012011 kristel fonseca ctr@dot gov, 1onazort | @
605-224-
Oahe, Inc 125 W. Pleasant Ave., Suite 1 Plerre SD 57501| 205224 | 605.224-4501  david destefano@dot gov | ntp:/iww oaheinc com|  5/212008 =]
RSVP 99 E. Marks Street Orlando FL 32803 407-422- 1407 492 1535 kristell fonseca.ctr@dot.gov 102612000 | [

1535
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Display Grant Recipients: CA

Grant Recipients

|ACCESS SERVICES, INC

|AEGIR SYSTEMS

|AEROSPACE CORPORATION, THE

|ALAMEDA, CITY OF OFFIC

|ALAMEDA-CONTRA COSTA TRANSIT DISTRICT
|ALLEN TRANSPORTATION CO. dha SIERRA TRAI
|ALLEN TRANSPORTATION COMPANY, INC dba 51
|AMERICAN STAR TOURS

|AMEX ELECTRONIC SYSTEMS, INC

|AMF ADVANCED SYSTEMS LABORATORY
|ANTELOPE VALLEY TRANSIT AUTHORITY
|ARCATA, CITY OF - ARCATA & MAD RIVER
|ASSOCIATION OF BAY AREA GOVERNMENTS
|ASSOCIATION OF MONTEREY BAY AREA GOVERNM
|AVALON, CITY OF

|AVIW AUDIO VISUAL (A FREEMAN COMPANY)
BENICIA, CITY OF

BOOLE AND BABEAGE, INC

BUTTE COUNTY ASSOCIATION OF GOVERNMENTS
BUTTE COUNTY DEPARTMENT OF PUBLIC WORKS
CAL POLY KELLOGG UNIT FOUND, INC (FISC A
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CALIFORNIA BUS ASSOCIATTION

CALIFORNIA DEPT TRANSPORTATION
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