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What is covered?  
1. Who Can PIN C&As 
2. User PIN 
3. The Annual C&A Process 
4. Steps to Complete the C&As 
5. How to Attach supplemental 

information for your C&As 
6. How to View & Print your C&As 
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Who can PIN the C&As 

1. The Official User Role 
2. The Attorney User Role 

 (Or an agency delegated individual…make 
sure you have the appropriate delegation of 

signature authority attached to your 
organizational profile)  
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User PIN 
Setting up your PIN 
• Your PIN from TEAM is no longer valid.  
• FTA no longer assigns you a PIN 
• Users self select their PIN 
• Set up your PIN under your user profile related actions 
• You forgot your PIN?  Please call the Helpdesk for a Reset 
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Annual C&As Process 
• The Certifications & Assurances are posted in the 

Federal Register 
• FTA will load the C&As into TrAMS 
• TrAMS Helpdesk will initiate the process in TrAMS 
• This is NOT a Task Based Action 
• Email notifications will be sent to the Official and 

Attorney to PIN the C&As.  
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Requirements 
If you have an active award, the C&As must be 
executed within 90 days from the date of 
publication in the Federal Register, or prior to 
the next application ready for FTA award, 
whichever is sooner. 
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Annual C&As Process 

• The Official should take action first, select the 
appropriate certifications. 

• All recipients must select the Category #1. 
 
 

• The Attorney should take action second to 
affirm the actions of the Official. Coordinate if 
changes are required. 
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When you PIN for both the  
Official and Attorney 

Some agencies delegate the Official to PIN on behalf of the 
Attorney, this is still acceptable in TrAMS and requires that: 
a) the appropriate delegation of authority is attached to your 

Recipient Profile. 
b) the Attorney has signed and date a hard copy of the C&As 

which must also be attached to the Recipient Profile at the 
time of PINing. 

c) The Official must also be assigned the Attorney User Role 
to complete the action. 



STEPS TO VIEW AND PIN THE 
CERTIFICATIONS & ASSURANCES 

Note: The next two slides provides a quick 
reference without screenshots. Screenshots 
follow with a step by step guide.  
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Quick Ref Click Here: View or PIN C&As 
1. Click on the Records Tab 
2. Click on Recipient Organization from the Main Menu 
3. Your Organization will populate 
4. Click on the name listed – it is a hyperlink 
5. You land on the Organizational Profile summary page 
6. Click Related Actions in Sidebar Menu 
7. Click on Certs & Assurances in Main Menu 
8. Click on field to select Fiscal Year (to view/PIN) 
9. Click on Continue Button 
10. A View of prior or current year C&A will populate 
  To PIN….see next slide for additional steps 
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Steps to Complete C&As “Click Here” 
To PIN current Fiscal Year C&As: 
11. You must have the Official and/or Attorney User Role 
12. The C&As will populate in a table with boxes (if you have the 

appropriate user roles).  
13. Click on boxes of the appropriate Categories (Top box selects 

All Categories). 
14. All Recipients must select Category 1. 
15. Confirm name and title is correct. 
16. Enter your 4-digit PIN in the Field (or fields if PINing for both). 
17. Select Certify Button. 
18. If PINing on behalf of the Attorney upload a copy of the 

Certifications under Recipient Documents. 
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View when C&As are Incomplete 
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Certifications & Assurances Reside in the 
Organizational Profile 

1) Click on the Records Tab  
2) Click on Recipient Organization in the main menu. 
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Select Recipient Profile 
In most cases one organization will populate unless 
the user is associated with multiple organizations.  
3) Click on the organizational name it is a hyperlink 
to the Organizational Profile record. 
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To act on a record…Use Related Actions 
You land on the Recipient Organizational Summary page. 
 4) Select Related Actions from the sidebar menu. 



Related Actions Menu 

To either VIEW or to PIN 
your C&A 
5) Click on “Certifications 
and Assurances” from the 
main menu. 
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Certifications & Assurances Module 
The current federal fiscal year will default.  You can 
execute or modify only the current fiscal year C&As.  
6)  Select the FY and the “Continue” button to  View a 
prior C&A or PIN the current FY C&As. 

 
 
 

Note that the system only displays the last 10 fiscal 
years in the selection field. 
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View of Prior Executed C&A 
The module will display only those C&A selected  
(in this example for FY 2013 only 16 of the 24 
categories were selected). 
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View of Prior Executed C&A 

 Here you can see the 
names of who PINed and 

the date certified. 
To Print your C&As, use 
your browser function.. 



The C&A Module: PIN Your C&As 

Only the Official and 
Attorney role will see a 
view of the C&As with 
boxes used to select the 
applicable categories. 
Category 01 is required. 
7) Click on Boxes to Select 
Applicable Categories 
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TrAMS C&A Module: PIN Your C&As 

The module includes a link to the published C&As if 
you need to review a category description.  
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C&A Module Form Dates 

• The “Certified Date” will populate only when both 
the official and the Attorney have PINed the C&As.  

• If the selections are updated, the updated date 
becomes the new certified date. 
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If you sign on behalf of both the Official and Attorney; your name and 
title will populate in both sections of the affirmation.   
8) You MUST Enter your PIN in Each Field and Click on “Certify” 
button.  
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If you expected to Certify on behalf of both but 
only see this view, you still need to complete your 

C&As, check your certification date 
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Confirmation Notifications 
If the Official PINs separately from their Legal 
Counsel, the below message will populate noting the 
C&As still requires action.  You may need to 
coordinate with your Counsel. 



Attach Reference Documents If Necessary 
• Once you Certify your 

C&As, you will return 
to the related actions 
menu.  

• If you certified on 
behalf of both you will 
need to add the 
supplemental 
documents. 
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Recipient Document 

 To Add a new document, scroll to the bottom and 
select “Add Document Button” to proceed to the 
next form. 
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Upload Documentation 
1. Under Document Context select Cert & Assurances. 
2. Document Type only provides “general” as an option. 
3. Enter a Description (E.g. FY 2017 CA Attorney Signature) 
4. Upload a document and use the “Save” Button. 
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Recipient Documents 

• Recipients may not delete documents 
uploaded to their profile. 

• Contact your FTA contact if a document 
must be replaced or removed.  
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Applications and C&A’s Incomplete 
When you begin a new TrAMS application, if you see 
C&As as “missing”, that is an indication that your 
organization has not executed its C&As. Your C&As 
must be executed prior submission.  
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