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Agenda
1. Funding Opportunities
2. Special Projects Grants for TDM

• Workforce Development
• Technical Assistance
• Demonstration

3. Commuter Assistance Program Overview
4. CAP Operating

• Objective
• Eligible staff work; travel
• Application evaluation and scoring

5. CAP Project Assistance
• Objective
• Eligible staff work; travel
• Application evaluation and scoring

6. WebGrants CAP Applications Demonstration
7. Key Dates
8. Recap and Resources
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Grant Opportunities, Descriptions, Eligibility, 
Requirements, Application Procedures, Etc.

More detailed information is provided in 
the Transit and Commuter Assistance 
Grant Application Manual (Blue Book) 
located on the DRPT website.
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Key Dates
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Date Event
December 1 Applications open in WebGrants
February 1 Last day to submit applications (May 1 for 5303)
February – April Application review and SYIP development
April Draft SYIP presented to CTB
April/May SYIP Public hearings
June Final SYIP approved by CTB
June/July DRPT develops and executes grant agreements
July 1 FY25 begins, grant funding awarded becomes available



Funding

● CAP funding is part of  the 
Special Projects funding from 
2.5% of the Mass Transit 
Fund.

● Special Projects include three 
other grant programs that may 
be used for TDM projects.
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Special Projects Grants Overview
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Special Projects

1. Workforce Development Grant Program 
2. Technical Assistance
3. Demonstration Project Assistance

More details of these Special Projects will be 
provided in the upcoming Transit Grant Workshop
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Presenter Notes
Presentation Notes
New for the vanpool projects are a pay-for-performance nature or use the vanpool data collection through the project to general additional federal funds for vanpooling and transit.

These types of vanpool projects have proven to be the most cost effective and sustainable of vanpool projects, which make them a good investment for the Commonwealth.




Workforce Development Grant Program

• Supports the hiring of apprentices who are 
interested in pursuing careers in public 
transportation and TDM/commuter assistance.

• Goal:  Promote and develop careers in public 
transportation and TDM/commuter assistance by 
providing apprentices with hands-on experience in 
as many aspects of public transportation or 
commuter assistance program operations as 
possible. 

• Goal: Develop the next generation of the public 
transportation/TDM/commuter assistance workforce 
and establish skill pipelines in the communities’ 
agencies serve.

• Match Rates: 80% State and 20% Local match
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Presenter Notes
Presentation Notes
Supports the hiring of apprentices who are interested in pursuing careers in public transportation – all fields in public transportation from planners, engineers, mechanics
Match Rates: 80% State and 20% Local match
Eligible applicants:  Transit agencies, local governments, public service corporations, PDCs, MPOs, human service agencies involved in rural transit, commuter assistance program operators
Eligible expenses:  Wages, fringe benefits, training, travel




Technical Assistance

• Supports a variety of planning related activities
 Studies, plans, research, data collection, and 

evaluation projects
 Feasibility studies
 Support of federal requirements (i.e. TAM and 

PTASP)
 CAPSP and TSP/TDP plans

• Goal: Improve, justify, and evaluate public 
transportation or commuter assistance services

• Match Rates: 50% State and 50% Local match
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Presenter Notes
Presentation Notes
Supports a variety of planning related activities
Studies, plans, technical evaluations
Feasibility studies for major capital projects and innovation
Support of federal requirements (i.e. TAM and PTASP)
TDM plans and TSP/TDP plans
Eligible applicants include:  Transit agencies, local governments, public service corporations, PDCs, MPOs, human service agencies involved in rural transit, commuter assistance program operators
Applications must clearly demonstrate how resources will benefit transit 
Applicants should include a draft scope of work and accurate cost estimates if they will be using consultants
Match Rates: 50% State and 50% Local match. See the Blue book for more details regarding match




Demonstration Project Assistance

• Support and incentivize implementation of 
new transit services and test innovative and 
non-traditional public transportation solutions

• Reduce financial risk and fill funding gaps for 
projects and activities not directly suited for 
other State and Federal funding programs

• Match Rates: 80% State and 20% Local match
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Commuter Assistance Program Overview
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CAP Grant Program Overview

CAP consists of two funding opportunities
• CAP Operating

• CAP Project Assistance

Funding & Match Ratios: State 80%; Local Match: 20%
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CAP Grant Program Purpose
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To make sound investments in programs and projects that are both 
efficient and effective at: 

Increasing the use of transit, vanpool, 
and carpool

Increasing the number of ridematch
requests

Reducing vehicle miles traveled

Mitigating traffic congestion

Reducing air pollution

Saving fuel



Changes for FY25

• Applications submitted through WebGrants.

• NO Supplemental Applications.
• Change to eligiblity for conferences and out-of-state travel.
• Change to eligiblity of expenses for park-and-ride lot counts.
• Attention to staff expenses.
• Attention to grant administrationan expenses.
• Application scoring.
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General Application Review and Scoring

• All applications go through multiple reviews at DRPT.
• There is specific scoring for each funding opportunity.
• Is this a smart investment for the Commonwealth?
• Are the expected results and outcomes realistic and meets the goals of 

DRPT and the CAP program?
• Can the results be accurately measured?
• DRPT Program Manager will contact you if more information or clarification 

is needed regarding your application.
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CAP Operating
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Eligible 
Applicants

• Agencies that operate existing commuter assistance programs.
• Organizations seeking to establish a new commuter assistance program should 

contact a DRPT Program Manager to discuss the requirements of establishing a 
commuter assistance program before applying for grant funding.
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CAP Operating Assistance - Overview

Program Objectives

• Achieve a measurable year-to-year increase in 
the number of people using a DRPT approved 
ridematching system to obtain travel and 
commute mode options information.

• Achieve a measurable increase in the use of 
carpool, vanpool, and transit.
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Presenter Notes
Presentation Notes
As you are planning your FY25 grant it's important to keep these objectives



CAP Operating - Overview

Eligible Expenses
• Commuter Assistance Program day-to day operations

• Approved ridematching services

• Contacting the public to encourage the use of the 
ridematching service, transit, carpools, and vanpools

• Commuter assistance website and phone numbers

• Guaranteed/Emergency Ride Home programs

• Marketing, outreach, and promotion of carpooling, vanpooling 
and transit
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Staff Expenses Eligibility

Staff and consultant expenses are only for work necessary for the operations of 
the CAP program and the necessary costs of administering the grant.

Eligible tasks include grant administration, providing direct assistance to the 
public for the purpose of providing commute options information and convincing 
the public to use carpool, vanpool, and transit modes, follow-up with those that 
requested ridematching and commute options information, marketing and 
reporting of data, program activities and results to DRPT.

Grant administration costs should be much less than the costs to 
implement activities that get people to request a ridematch and use transit, 
carpool and vanpool.

Presenter Notes
Presentation Notes
Eligible staff expenses are for day-to day operations of the program. Includes administration of the program – financial staff submitting claims, vendors, marketing, etc. 

Staff expenses must be reasonable administration costs for those providing direct assistance to the program - a small part of the grant and achieve a measurable increase in the use of carpool, vanpool, and transit. 

We do look at your staff level and work tasks for evaluation, and how it affects the cost effectiveness of the program – is this an efficient program that achieves maximum results with minimum costs.






Staff Expenses Eligibility/Ineligibility

Eligible
• Conferences, training, out-of-state, and overnight travel may be eligible only for primary 

program operations staff that spend a minimum of 50% of their total job duties on the 
operation of the commuter assistance program.

Ineligible
• Travel and staff time for inventory, review, or counts for VDOT park-and-ride lots.

• Salaries, wages, fringe, indirect costs or other expenses associated with the operation, 
administration or management of other programs and projects, including those funded with 
federal or state funds. This includes working/planning any events/conferences.

Presenter Notes
Presentation Notes
Eligibility – minimum 50% of total job duties on the operation of the CAP program – conferences, training, out-of-state, and overnight travel is expensive and doesn't necessarily show any results.

VDOT park/ride lots – this again doesn't achieve the goals of the program - a measurable year-to-year increase in the number of people using a DRPT approved ridematching system to obtain travel and commute mode options information and to achieve a measurable increase in the use of carpool, vanpool, and transit. If VDOT is requesting you to do the park/ride lots and your agemcy receives VDOT planning funds, please use that for any park/ride related travel and staff time. 

Non VDOT park/ride lots is not necessarily a given that it will be paid for with this grant. Talk to your DRPT program manager.




CAP Operating Application Guidance

Program Description
A description that details the operations of the commuter assistance program for which the 
grant funds will be used.

Include specifics on what services are provided, how the public receives the services, what 
ridematching system is used and how it is used, how the public learns about the program, 
and any other grant funded components of the program.
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Presenter Notes
Presentation Notes
Program Description is where all program applications struggle. 

We don't want or need your vision, history of your agency, awards won, and justification of why you need the money. 

We want to know what are you doing with the funding for your program. 



CAP Operating Application Guidance

Program Description (Example)

This grant will be used to provide ridematching services to the public through DRPT's mobile 

app and ridematching system and telephone support number, contact commuters to form 

carpools and vanpools, develop advertising and place ads to promote carpool, vanpool, 

transit, and encourage the use of ridematching and rewards services, conduct several table 

events at various employers sites and public fairs, collaborate with DRPT on transit and 

carpool/vanpool promotions and contests to encourage the use of the ridematching system 

and mobile app...
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Presenter Notes
Presentation Notes
The project description highlights how your project will be implemented, what will be done with the funding—

Program Description
Must be complete and clearly shows:
How/or what the funds will be spent on
What services are provided
What activities will occur
How the program serves the public
What operational systems used, and 
How they will be used, etc.




CAP Operating Costs
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Presenter Notes
Presentation Notes
Sample of what the operating costs look like in WebGrants. 

We will still require a breakdown of all budget category funding – list of expenses – list each cost breakdown 

More details in demonstration.



Milestones/Events

Enter details of operational milestone, activities, and events including start and end 

dates. Milestones are a critical tool for DRPT staff to manage grants.

Presenter Notes
Presentation Notes
Important information for your application – program managers use this information for your monthly meetings, quarterly meetings to make sure your program is on track with your contract.

Milestones/Events must pair with your operating costs. If it's listed in the operating costs, it must be in the milestones.. 

More details in demonstration 



CAP Operating Application Evaluation

Applications are evaluated based on the realistic expected results and outcomes 
and meeting the objective of the CAP Operating grant.
DRPT reserves the right to:
• Remove ineligible and unnecessary expenses during application review and 

evaluation, and
• Recommend an award at a lower funding amount than requested by the 

applicant.

Presenter Notes
Presentation Notes
Remember Chris, Gabe and I are not the only ones who review your application. Upper management also reviews and meets with us to discuss each application and our recommendations are discussed all the way up to the Director. 

The more information the better.



CAP Operating Application Scoring

Application Scoring

• New scoring rubric
• Scoring to emphasize results and cost 

effectiveness
• Low ranked applications may not be funded 

or funded at a lower amount than requested
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Presenter Notes
Presentation Notes
Project description – we went over earlier

Marketing and Promotion – depends on how well the marketing and promotional activities are defined in WebGrants

Milestone/Event Descriptions – again, these must contain a detailed milestones, events and other activities important to the operation of the program. List any action or event that will make a significant change in the development of your program.

Staff Level and Work Tasks – proper staffing and staff work tasks will be evaluated and scored based on staffing charges and work tasks of all staff charged to the program. Included in the evaluation and scoring will the amount of funds dedicated to grant administration and program operations.

Budget Detail – well detailed description of all expenses is crucial to the evaluation and scoring of your application – depends on proper use of expense categories and the listing of each and every expense

Cost Effectiveness – reflects on an efficient program that achieves maximum results with minimum costs. The # of ridematching requests, and the program cost to achieve those results will be considered.



CAP Operating Application Evaluation

In addition to the scoring, DRPT staff evaluates the application and the applicant's 
ability to successfully administer the grant should it be awarded, and the ability to 
achieve the necessary results to make a smart investment for the Commonwealth.

• The trend of the number of ridematching requests.

• The cost effectiveness trend to obtain ridematch requests.
• The recent history of the applicant’s ability to

administer grants, which includes timeliness
of reimbursement requests, current open
and executed grants, and timeliness and
accuracy of reporting to DRPT.
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Presenter Notes
Presentation Notes
We do evaluate your previous trends – ridematching requests. We calculate the cost effectiveness of your application, and the history of previous grant administration. We look at  your current grants, claims, and timeliness and accuracy of reporting to DRPT.

Prior award funding under this grant program does not guarantee the continuous or future award of fund.



CAP Project Assistance
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Presenter Notes
Presentation Notes
INtro 



CAP Project Assistance

Overview
• Supports transportation demand management projects, such as, employer trip 

reduction, vanpool assistance, and transit marketing projects. Other types of 
transportation demand management projects that meet the grant program 
objectives and requirements are eligible.

• Projects must achieve a measurable increase in the public's use of carpools, 
vanpools, transit, and/or bicycle commuting to work.
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CAP Project Assistance
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Eligible Applicants
• Local governments
• Planning District Commissions
• Regional Commissions
• Metropolitan Planning Organizations
• Transportation Management Associations
• Public transit agencies
• Vanpool providers

Presenter Notes
Presentation Notes
Vanpool providers are eligible 
20% local match



CAP Project Guidance

There are different WebGrant applications for each type of CAP Project. Be 
sure to use the correct application. 

Projects must be well thought out with details - not just an idea, but a fully 
scoped project.
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Presenter Notes
Presentation Notes
With that being said, we are not funding ideas that have not been fleshed out into a detailed projects
Projects need to be thoroughly vetted, and planned out. 
Also, any project has to have a very thorough justification.  Tell us what the problem is using data and numbers, then tell us the solution.  
Can’t stress that enough. 
Anecdotal or observational findings will not be enough to justify a new project. 
if a program is submitting a CAP Project application that is NOT for Employer Outreach or Vanpool, NO Supplemental Application is required




CAP Project Assistance Eligible Project Types

Eligible projects are not limited to the following.
• Employer Trip Reduction
• Vanpool
• Transit Marketing Projects
• Other Projects
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Employer Trip 
Reduction Projects
Supports projects that actively work with 
private sector employers.
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Presenter Notes
Presentation Notes

Was referred to as Employer outreach or Employer Services
New name now more accurately effects what we want from grantees 
Anything related to employers much be funded out of this project
All activities must be geared towards achieving the bullets, bullets are acheived by sales




Employer Trip Reduction Project Objectives

• Increase the number of private sector employers providing commuter benefits 
for employees that use transit and vanpool to get to work​

• Increase the number of private sector employers providing 
assistance to employees for carpool and vanpool​

• A measurable increase the number of private sector employees using 
transit, carpool, and vanpool
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Presenter Notes
Presentation Notes
Sales oriented tactics and activities foundation of work 
Employers must be sold to change employees behaviors
We can not accept apps that are outside of these projects
All activities, programming, expenses, need to accomplish what you see here 
Similar to what said about ridematching, these actions can’t really be performed without direct outreach.  
Picking up phone, calling employers
Sending direct emails to individuals
Onsite outreach
Following up
EO app should be centered around getting employers to give commuter benefits and getting workers to switch modes
Avoid what other CAPs did, had no staff charged to grant or just was doing a a “newsletter” 




Points of Emphasis

• This is a sales focused project
• Proactive outreach to employers and their contacts required
• Primary objective is to convince employers to implement some kind of transit 

and/or vanpool benefit
• Moving Level 1 & 2 employers to 3 & 4 (Northern Virginia)
• Must use an approved Customer Relations Management (CRM) system  to track 

employer activities
• Reporting on activity metrics must be submitted regularly. Full listing of metrics 

can be found in our Purple Book
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Presenter Notes
Presentation Notes
So we expect to see an application that really supports this.  There is no one way to get employers to add transit benefits, direct outreach a must
Funded transit benefits gets employer to do these things on a long term basis 




Vanpool Projects

Supports vanpool projects that increase 
vanpooling.

37

Presenter Notes
Presentation Notes
New for the vanpool projects are a pay-for-performance nature or use the vanpool data collection through the project to general additional federal funds for vanpooling and transit.

These types of vanpool projects have proven to be the most cost effective and sustainable of vanpool projects, which make them a good investment for the Commonwealth.




Vanpool Project Objectives

• Form new vanpools leading to the increase in the total number of vanpools in 
Virginia

• Increase vanpool ridership
• Provide assistance to start new vanpool
• Provide assistance to help existing vanpool that need riders
• Vanpool data collection and NTD reporting



Eligible/Ineligible

Eligible
• Financial assistance to vanpools that suddenly lose multiple riders
• Monthly stipends in return for vanpool data that is entered in NTD
• Short-term incentives for new riders

Ineligible
• Vanpool operations costs (fuel, tires, maintenance, office supplied, rent, etc.)
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Transit Marketing 
Project
Supports marketing of bus service for 
the purpose of increasing ridership.



Transit Marketing Project Objectives

• Marketing may be used to increase ridership on a single route, multiple routes, 
specific service areas, or an entire bus system

• Ridership must be measured on the routes promoted and ridership must be 
reported monthly to DRPT

• The focus of the project must be increasing ridership



Expenses

• Eligible Expenses
• Staff or consultant work
• Advertisement placement
• Marketing through social media postings
• Incentives or rewards

• Ineligible Expenses
• Printing and posting of schedules
• Mandated or required public notices
• Advertising notices and advertising
• Fare buy-downs



Other Projects

Other TDM projects may qualify for CAP 
Project Assistance as long as they are 
designed to increase transit ridership, 
increase vanpool ridership, or increase 
carpooling, and the results can be 
measured.



Purpose of the Project

• What is the purpose and why?
• Explain the purpose of the project and what result(s) the project will have

• Qualitative/quantitative evidence needs to be used to help illustrate the problem
• Referencing local and/or regional plans, studies, or mandates calling for solution 

to the problem is ideal
• Unique Solutions to the problem

• Due diligence should be done to make sure no duplicative efforts are being done



CAP Project Application Scoring

Application Evaluation
• Is program an efficient, effective 

investment for the Commonwealth?
• Does the proposed project satisfy the 

goal of the grant
• Existing grants need to be up to date
• Reimbursement requests are up to 

date
• Low ranked applications may not be 

funded 
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Presenter Notes
Presentation Notes
Similar to the vanpool and employer outreach, we use the same criteria to score your project
Will stress that budget detail is a very important here and in case of new project, potential for SOV reduction. 
current grants need to be up-to-date on the reimbursement requests
Master Agreement will need to be signed in order to move forward with receiving the grant, if approved.
Part of an adopted plan 
Grantees need to add enough detail so that someone that has no idea about program can read and understand




WebGrants Application Demonstration
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Grant Program & WebGrants Information
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WebGrants Information and Grant 
Application Documents
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Presenter Notes
Presentation Notes
As you can see in the Application Schedule & Documentation section, you will find the links to download the appropriate Supplemental Application, Expense Item Help Document, and Employer Participation Levels for an Employer Trip Reduction project



Recap and Resources
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Recap of a Good Application

• Create a good and detailed Project Description detailing on 
what/how the grant funds will be spent.

• Include budget details.
• Low administration costs.
• Salaries/staff are focused on getting more ridemaching 

requests, and increase in use of transit, carpool and vanpool.
• Include a lot of Milestones.
• Efficiency of costs to results.
• High score!
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Resources and Guidance

• Transit and Commuter Assistance Grant Application 
Manual (Blue Book) – read this!

• Your DRPT Program Manager.
• WebGrants email help: webgrants@drpt.virginia.gov
• WebGrants help office hours: noon to 1pm
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Resources and Guidance
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Contact your DRPT program manager:

▪ Gabe Ortiz: Commuter Programs Manager – Northern Virginia, 703-995-0531, 
gabriel.ortiz@drpt.virginia.gov

▪ Kathy Molin: Commuter Programs Manager – Central, Hampton Roads, Middle 
Peninsula, Northern Neck, Southwest, 804-786-7780, 
katherine.molin@drpt.virginia.gov

▪ Christopher Arabia: Manager of Statewide Commuter Programs, 804-786-
1059, christopher.arabia@drpt.virginia.gov

mailto:gabriel.ortiz@drpt.virginia.gov
mailto:katherine.molin@drpt.virginia.gov
mailto:christopher.arabia@drpt.virginia.gov


Commuter Assistance Program 
(CAP) Grant Workshop
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