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FTA’s TrAMS Page 
Please bookmark the page, this will be FTA’s location 
for posting information available to our stakeholders 
regarding TrAMS. 
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Please be advised information is subject to change and 
enhancements may be incorporated post deployment.  
Please refer to the FTA TrAMS website for guidance, 

updates and corrections related to TrAMS.   
 

Thank you for your understanding and cooperation. 
www.fta.dot/TrAMS 
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How long will TEAM remain available? 

TEAM will remain open in a “Read Only Status” 
through August 2016. 

 
This will allow users to review and to view/print 

information that resides in TEAM.   
All other functions (create, modify, reporting, etc…) 

will continue to be disabled.  



5 

Session Overview 
1) User Roles 
2) Workflow Basics 
3) Complete a Closeout Amendment 

(Slides/Demo) 
4) Considerations for TEAM Awards 
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Grantee User Roles for Closeouts 
1. Developer and Submitter User Roles 

can create, develop, and validate and 
transmit a Closeout Request to FTA. 

2. Only the FFR Reporter Role can submit 
the Final FFR. 

3. Only the MPR Reporter Role can 
submit the Final MPR. 
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Close Out Amendments 

• Recipients must initiate close out 
within 90 days of activities being 
complete and funds expended. 

• The Recipient may initiate a close out 
action. 

• FTA may also administratively close 
out an award.  
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Close Out Amendments 
• Once the Close Out Amendment is initiated the 

Final FFR and Final MPR Report Tasks are 
generated.  

• Note that the Close Out Amendment cannot be 
validated and submitted until both reports are 
submitted to FTA. 

• If different users are working on the closeout it is 
advised to coordinate. 
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Close Out Amendments 
Q:  Can you do a close out in the middle of 
a reporting period?  

 

A: YES, the system allows the recipient to 
initiate a closeout at any time. However…. 
Additional policy guidance is needed given 
the system flexibility.  In the interim, here is 
an example of the options you could take… 
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Closeout Task Example 
On April 1, the task will launch for FY 2016 Q2; it will remain 
open until the next task is launched.   

If Recipient determines the award can be closed and initiates the 
closeout amendment on April 20th, the system will generate the 
Final Report Task.  You now have 2 tasks available to complete. 
The recipient could either 1) complete the Quarter 2 task to 
cover the prior reporting period, and then complete the final 
reporting task to cover April 1 to 20th …. OR 2) simply ignore 
Quarter 2 and cover the prior reporting period and the time 
leading up to close out.  Additional guidance will be needed.  
Suggest go with option 1 for now!  

 



STEPS TO COMPLETE A 
CLOSE OUT AMENDMENT 
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Steps to Create a Closeout Amendment 
Steps to complete a Closeout Request includes: 
1. Create Amendment 
2. Complete Budget Reconciliation 
3. Complete FFR (Task) 
4. Complete MPR(Task) 
5. Validate and Submit Closeout Request 
6. FTA Review and Approval 
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Modifications allowed during a Closeout: 

• Budget Reconciliation: modify Budget Amounts, 
modify Quantity, and update ALI Extended 
Descriptions narratives. 

• The Application Executive Summary (just not 
application name or type of award) can be 
modified. 

• The Project Level Narrative can be modified 
• Environmental Narrative can be modified. 
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1. To initiate a Closeout Request, locate the Award 
2. Select Related Action and Click on the Create 

Closeout Amendment 
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If you have an unliquidated balance, the first message you 
will see is a warning and the amount expected to be 
deobligated. 
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Next: Select at least one Closeout Reason 
(Required) and Enter Closeout Remarks (Optional 
but Recommended). 
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Next: Closeout Created message will populate. 
Select the blue hyperlink to the closeout record to 
continue working. Or select the Close button and 
return to the record later. 
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Next Steps in Workflow 

Once the Closeout Amendment shell is created 
the MPR and FFR Tasks are issued.  
If you are not FFR/MPR report, you may consider 
prior coordination to advise your reporters of 
the intent to initiate a closeout request. 
 
If you select the hyperlink to the record you will 
be taken to the Closeout Amendment Summary 
Page… 

 

 



Summary Page - Closeout Status 
You can now see the status has 
changed to Ready for Closeout 

On the Summary Page there is 
a status of actions to be 
completed (note that the 
Budget Reconciliation will 
remain “Incomplete” until you 
mark the budget final as part of 
the submission process. It will 
then show as complete.) 

 



Complete Required Closeout Actions 

• There is no required order 
to complete the FFR, MPR 
and Budget Reconciliation 

• All Actions must be 
complete to Validate and 
Submit to FTA 

• Use Related Actions to 
complete the Budget 
Reconciliation 

• Final FFR/MPR are Task 
Based 
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Budget Reconciliation – TEAM Awards 
• To adjust a budget, select a box and continue 

to modify the budget (quantity, narrative 
etc…) for the selected Project Scope/ALI  
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Budget Reconciliation – TEAM Awards 
• Adjust the FTA Funding Amount and Revised total 

Eligible Cost (Non-FTA Amount will auto calculate) 
• The end user must take into account required match 

requirements 
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Budget Reconciliation – TEAM Awards 

Provide updated information in the “Updated” 
Extended Budget Description Field.  
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Using Budget Reconciliation Related Action is the preferred 
method; you can also use the Amendment Budget Activity 
Line Items and Milestones Option.  

 



FINAL FFR / MPR 
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Coordinate with the FFR/MPR Reporters 

Only individuals with the FFR Reporter and 
MPR Reporter Roles will receive and can 
complete the final task. 
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Understanding the Final MPR and FFR Dates 
• Final Report flag is system generated. 
• A report is In Progress once the task is generated 
• The Report Begin Date is associated with the start date of 

the current reporting period. 
• The Report End Date and Report Due Date is associated 

with the date the closeout is created. 
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Final MPR - Basic Steps 
1. Completed by the MPR Reporter. 
2. All pending milestones must be updated to 

complete the report without errors (MRP 
follows reporting cycle rules). 

3. All milestones should be updated with an 
actual date. 

4. Include final progress details and overview 
remarks.  

5. Submit Final MPR to FTA. 
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Update all Open Milestones 
Dates that fall within the report period begin date and 
the date of the Closeout will determine which 
milestones are pending… You may want to review the 
last MPR to determine if any milestones might fall 
outside the close out initiated date to determine if 
other updates are required… (enhancements needed). 
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Update Milestones (note: below the 12/31 date below is outside 
of the close out initiation date and will not show as pending) 

1. Select the box of the milestone to be updated.  

 
 
 

2. The related milestone information will populate below the grid to be 
updated. (see next slide) 

 
 
 



Update all open milestones with actual completion 
dates and provide final comments  

 

All Milestones should 
have an Actual 
completion date.  
 
Include a final status 
to complement actual 
completion date, 
confirming objective 
was met. 
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MPRs any other period 
Estimated Completion Date 
• Must be a date beyond the end of the 

reporting period 
Actual Completion Date 
• Must be a date prior to the end of the 

reporting period 
Example If Quarter 1 is Oct. 1 to Dec. 30 

Estimated Completion Date is January 1st or later  
Actual Completion Date is December 30 or earlier 
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What is “Zero Out” 
The Zero Out Button may be used when the 
scope of work/activity was not completed and 
there is no progress to report. Only clears out 
that one ALI milestone (see next screenshot). 
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Zero Out an ALI Milestone 
The Original Date and prior Estimated Completion 
Dates will be blanked out; and a message will populate 
in the Description.  (Note: any prior description will be 
replaced with the message.) 
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MPR Overview Remarks 
Overview Remarks on the MPR are required to 
move to the next step in the workflow 



Final MPR Submitted 

Once the Final MPR is 
submitted, the Application 
level Summary Page 
should show the Final 
MPR in “Complete” status. 

 

36 



37 

Basic Steps - FFR 
1. Completed by the FFR Reporter 
2. Final financial expenditures should be 

consistent with the final reconciled 
budget. 

3. Provide final Closeout remarks 
4. Submit Final FFR to FTA 
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• The fields of the FFR are the same as TEAM 
• The FFR is completed in a workflow,  1) enter 

financial information,  2) confirm information, 3) 
enter recipient submission remarks, and 4) submit  

• Recipients may only enter information for the 
“current” or “this period”; the cumulative is now 
auto calculated. 

• The “Calculate Totals” button is used to confirm 
there are no validation errors and move you to the 
next step in the workflow to confirm FFR input. 
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TrAMS FFRs 
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FFR: Summary Level Information 

 

39 



40 

FFR Form: Status Log and Indirect Expense 

The Status Log will automatically populate to a 
“work in progress” status once the task is issued 
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FFR Form: Fields are same as TEAM 

 

Once all fields are complete, click on the “Calculate 
Totals” button to confirm no errors exist.  If you have 
errors, they will populate at the top of the page.  You 
cannot move to the next step in the workflow until all 
errors have been corrected. 
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FFR Form: Confirm Info, Add Remarks, Submit 

In Step 2 you confirm the information and continue 
with submissions 

 
Recipient Submission Remarks are Required 



Validate and Submit Closeout 

• Select Validate and 
Submit Closeout from 
the Related Actions 
Menu 

• You will be in the final 
part of the workflow 

• FFR and MPR must be 
complete to proceed 
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Validate and Submit 
The system will ask you to confirm that the 
budget is final, Select Yes and Continue 
If you select “No, Budget is not final”, the next 
form in validation will populate a message to 
complete and finalize the budget.  
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The User can review the Closeout details and is 
reminded if an unliquidated balance exists 

 



Final Confirmation and Submission to FTA (No PIN Required) 

You will receive a Confirmation Notice 
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It is always recommended to use 
the close or cancel button 
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FTA Review of Closeout 
• FTA will review each Final Report and can 

either mark it complete or return the report 
for corrections.  

• The overall close out cannot be concurred 
on until both the FFR and MPR have been 
reviewed and marked complete.  

• If FTA returns the closeout, the recipient 
must validate and re-transmit the closeout 
again to FTA for consideration.  



Reporting Errors/Issues to the Help Desk 
Help Desk:  (877) 561-7466 

FTA.TrAMS.Help@DOT.GOV 

1. Your Name 
2. Your Email/Phone Number 
3. Incident Number (if you called 

the Helpdesk and already have 
one) 

4. Date/Time incident occurred 
5. Environment (Production vs. 

Training) 
6. Browser and Version (Chrome 

vs Internet Explorer vs Firefox 
vs Safari vs Tablet vs Other?) 

 

7. Brief Description of Issue (steps 
of what you were trying to do) 

8. Screenshots of forms/error 
messages 

9. User Type (FTA vs. Recipient) 
10. Cost Center/Region 
11. User Roles 
12. Recipient ID (if applicable) 
13. Application Number (if applicable) 
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