
 

 
  

Biddeford Saco Old Orchard Beach Transit Committee 
 

AGENDA 
Tuesday September 15, 2026 

11:00am-12:00pm 
 

Hybrid Meeting In-Person and Remote 
Saco Transportation Center 

Join now via Teams 
Meeting ID: 282 618 098 983 20| Pass: HU3L5bw6 

Access By Phone: 1-312-667-7158 
Phone ID: 365 994 740# 

Agenda Item Responsibility 
Action or 

Information 

1.) Call to Order Chair Action 

2.) Roll Call / Ascertain Quorum Chair Action 

3.) Public Comment Chair Information 

4.) Approval of Previous Minutes 
• July 21, 2026 

Chair Action 

5.) Financial Update for July and August Staff Information 

6.) Executive Director Report 
• System Performance 
• Service Updates 
• Project Updates 
• Personnel Updates 

 

John Savage Information 

7.) Required Policy Updates 

a. Finance Policies and Procedures Amendment 

b. ADA Policies and Procedures Amendment 

c. Procurement Policies Amendment 

d. TAM Plan Amendment 

e. PTASP 

f. Record Retention Policy  

John Savage Action 

8.) Other Business Chair Information 

9.) Adjournment Chair Action 
 

https://teams.microsoft.com/meet/28261809898320?p=GvB7VFbJDCjx1LAobO
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Biddeford Saco Old Orchard Beach Transit Committee  
MEETING MINUTES 

July 21, 2026 
11:00 AM 

Hybrid – Saco Transportation Center and Virtual/Remote 
 
1. Call to Order 
Chair Kenny Blow called the meeting to order at 11:02AM. 
 
2. Roll Call/Ascertain Quorum 
Members Present: Kenny Blow, Ryan Pelletier, Michael Foster, Brian Clark, Joshua Parks. 
Staff Present: John Savage, Rod Carpenter, Kim Kennedy, Nelson Perez, Larry Days.  
A quorum was present. 
 
3. Public Comment 
The floor was opened for public comment. No public comments currently. 
 
4. Approval of Previous Meeting Minutes, June 16, 2026 
 
Motion by Ryan Pelletier to accept the Transit Committee meeting minutes of June 16, 2026. Motion 
was seconded by Michael Foster. No further discussion. All voted in favor. Motion passed 
unanimously. Minutes approved. 
 
5. Financial Reports / June 2026 

• Revenue: June revenues included Urban routes at $10,696, Zoom at $3,482, Intercity at $8,468, 
Micro Transit at $328, and Trolley routes at $9,662. Year-to-date revenues totaled $108,204 for 
Urban, $26,773 for Zoom, $76,582 for Intercity, $3,687 for Micro Transit, and $126,398 for 
Trolley. 

• Shared Fare Revenue: Shared fare revenue with GP Metro totaled $41,532 for Urban, $6,974 for 
Zoom, and $30,433 for Intercity. The FY25–FY26 season totaled $114,303. For the FY26–FY27 
season, BSOOB has received $12,095 in passenger fares, $10,795 from contract stops, and $5,789 
from advertising. 

• Grants: In June, BSOOB invoiced MEDOT Intercity for $34,918 and received $22,050 in 
discretionary Micro Transit funding. Pending Zoom invoicing is estimated at $35,000. FY26 
invoices include $154,306 for Zoom Operations and $416,641 for Intercity. MDOT discretionary 
funding invoices total $332,587. 

• FTA Funding: June FTA funding invoiced and received totaled $222,278, including $187,093 for 
Urban and $35,185 for Mobility. FY26 FTA invoicing totals $1,664,558, with major amounts 
allocated to Urban Operations, Mobility, and Facilities. 

• Expenses: As of June 2026, expenses remain under budget by 4.94%. The current net income/loss 
is reported as a loss of $55,430; however, June 2026 FTA operations funding, averaging about 
$97,000, had not yet been invoiced and is expected to improve the position. 

• Other Updates: The FY25 audit remains on track for completion by July 31, 2026. FTA auditors 
are scheduled to be onsite August 11, 2026, for the triennial audit review. 
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6. Executive Director’s Report 
 

• Ridership: June ridership increased from May and was in line with the highest June ridership 
levels previously seen. Overall ridership ended the year slightly below FY25, but recent trends 
suggest recovery. 

• On-time performance: June on-time performance declined from 72.3% in May to 60.8%, largely 
due to construction and traf�ic delays. Early departures improved to approximately 2%, moving 
closer to the 0% target. 

• Personnel/Staffing: The agency had another month with no driver attrition, which was noted as 
a positive development.  Three drivers recruited prior to the last meeting entered service during 
June. The agency remains short two full-time demand response drivers and two fixed-route 
drivers. Current staffing shortages are creating overtime needs and requiring significant weekly 
effort to find coverage. Filling the remaining positions would reduce pressure on current staff and 
allow more focus on service and system development. 

• Labor Agreement / Wages: Following municipal budget approvals, negotiations were reopened 
with the ATU regarding driver wages. An agreement was reached to extend the current collective 
bargaining agreement for three years. The agreement includes a wage increase this year and cost-
of-living increases in the following two years. The annual wage increase will be 5%, which is 
higher than the more typical 3–4% range. The increase is intended to help keep wages 
competitive with Portland Metro and local school bus operators. The ATU approved the 
agreement and expressed appreciation for the municipalities’ support. The wage package is 
expected to support recruitment efforts and help fill remaining driver vacancies. Improved 
staffing would help restore full service, including Blue and White route frequency. 

• Gooch Street utility work: The team met to review the plan for bringing utilities over and under 
Gooch Street. Work is expected to begin soon, but the timeline remains uncertain until crews 
determine underground conditions. No change orders have been received to date. 

• Bus purchases and electri�ication: Construction related to upcoming electric buses remains 
targeted to begin the week of November 8, with buses expected in the middle of winter. 

• Operations and audits: The triennial review is scheduled for August 11–13. Staff will focus on 
preparation and facility housekeeping. The closeout meeting is scheduled for August 20, and 
board representation may be requested. 

• Fare changes and tap-to-pay: Fare changes take effect August 1st. Tap-to-pay has gone live on 
buses and is intended to make riding easier and more equitable. Some pass-back and multiple-
transaction issues have occurred due to credit card processing delays. 

7. Old Business 
No old business was presented.  
 
8. New Business 
No new business was presented. 
 
9. Adjournment 
Motion to adjourn by Mike Foster. Motion seconded by Ryan Pelletier. Meeting adjourned at 
11:37AM. 



BSOOB Transit Committee 
Meeting
September 15, 2026  |  11:00 AM |  Saco Transportation Center

BIDDEFORD · SACO · OLD ORCHARD BEACH



Monthly Ridership Comparison
Tracking ridership trends helps the committee assess service demand, evaluate route performance, and make informed decisions about scheduling and resource allocation across the BSOOB 
service area.

Detailed ridership data by route and time period is available upon request from operations staff.
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On-Time Performance
On-time performance remains a core operational metric for BSOOB Transit, 
directly reflecting service reliability from the rider's perspective. Staff reviews 
OTP data daily to identify patterns, address systemic delays, and ensure our 
schedules remain aligned with current operating conditions.

On-Time

We define On-Time Performance 
to be less than 1 minute early and 
no more than 7 Minutes late

Time Point based reporting
OTP can be measured at each stop, at 
timepoints (published stop times), or 
by Run Start time. By reporting by 
timepoints we maintain a high 
standard, while focusing on the 
passenger's experience.  

Performance Factors

Traffic, mechanical issues, route design, and staffing are the primary 
contributors to late performance. We are nearing completion of a complete 
retiming of the Fixed Route Transit services to facilitate improved OTP. 



On-Time Performance

Early departures from stops have a disproportionate impact on riders. We are 
making progress towards our goal of 0% Early Departures through a campaign 
of driver education, increased operational focus, and schedule improvements.

57.6%58.2%58.4%
62.3%

66.2%68.5%67.5%67.6%
71.5%72.3%

64.8%62.9%63.8%

0.0%
10.0%
20.0%
30.0%
40.0%
50.0%
60.0%
70.0%
80.0%
90.0%

100.0%

On Time
Late
Early
#50
#51
#52
#53
#54
#60
#70



QuickRide KPIs

QuickRide is BSOOB Transit's on-demand microtransit service, providing flexible, van-based transportation for riders throughout the three 
municipalities. Trips can be booked in advance or same day. Trips are generally on a first come first served basis with some priority for 
medical appointments and riders with impaired mobility. The QuickRide is funded through our Urban Transit allocation (5307). 

1
QR Van in Service

Currently operating one QuickRide van per day with 
a two vans available mid day for peak demand.

↑
Demand

Rider demand for QuickRide service continues to 
grow as awareness increases.

Started tracking overall call volume to see if there is 
a correlation to Microtransit Demand

KPI
Trip Efficiency

Tracking passengers per day and miles per trip are 
two key ways to gauge the service effectiveness. 

QuickRide is still in the Pilot phase having started just over one year ago. We continue to make changes to the structure of the 
service to find the most effective approach. 



QuickRide KPIs

We continue work to understand the downward trend in ridership. We suspect an increase in cancellations is creating unnecessary constraints on the system. 
In the next month we will create reports and analyze system data to see what the impact of cancellations are on the service. Larry worked with the Clerk to 
ensure he was working to stack trips which contributed to a recovery in the last week of May. 
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Personnel Updates

Driver Attrition

We lost no drivers in the month of July. 

Labor Agreement and Wages

Our Labor Agreement with the ATU was ratified and went into effect on July 1, 2026

Open Positions
Actively recruiting for:

• One (1) Full Time Driver- Good Candidate only
• Technician

Driver Recruiting

Driver Recruiting is steady we are seeing qualified applicants at an increased rate. 



Staffing Challenges & Service 
Recovery Plan

Current Staffing Status

BSOOB Transit is currently 
operating with 13 FT drivers (11-
CDL 2 non-CDL). We have one 
driver in CDL Training..

Last fall we reduced the frequency for 
three lowest performing routes (52,53 & 
the Downtown Circulator). Our Goal is to 
return to this service level and the 
budget request we sent to the three 
municipalities included the funds to 
support our previous full service. 

Return to Full Service

As of September 6th we resumed Full-Service with 
all previously scheduled runs and times once again 
being served.



Capital Projects Update

Overhead Charging Stations — STC

• Work started on June 9th, 2026
• Site work and installation is nearing completion.
• Electric and Equipment Installation began this week
• The two (2) Proterra Buses were found to have failed batteries 

estimated cost for repair ~$350,000.
• We were missing an Easement from the City of Saco to Central 

Maine Power

Upcoming Bus Purchases

Rod and John traveled to the Gillig factory in Livermore, CA to 
tour the facility and finalize bus specifications.

• 2 LoNo 3 Battery Electric Buses — Scheduled to enter 
service the week of November 8

• 3 Hybrid Diesel-Electric Buses — Delivery anticipated Spring 
and Summer 2027

The acquisition of four new vehicles represents a major step forward in BSOOB Transit's fleet modernization and sustainability 
goals.
When in place, the Overhead chargers will allow us to keep our electric buses on route for the entire service day while still 
avoiding peak rate charging costs, saving us more than $0.36/mile compared to diesel.



Operations Initiatives
01

FY 25 & 26 Financial Audit 

FY 2026 financial audit is in process.  
FY 2025 audit findings were all related 
to the actions of the fiscal agent and 
should not be repeated in FY ‘26

02

FTA Triennial Review (FY 23–25)

The in-person review was held on 
August 11–13. The closeout meeting was 
held on August 24. Final report is due in 
the next month, expecting findings in 
Procurement, Finance and Safety

03 04

Summer ’26 Trolley Season

Trolley season is finished. Ridership 
was strong despite some service 
reductions with $115K in Fare Revenue. 
We will begin collecting feedback from 
our partners in the coming weeks for 
next season!

Fare Changes

Fares changed on August 1. We found 
some opportunities to be better 
prepared for fare changes in the 
future. 



Planning Initiative: General Services Planning Contract

Using our annual planning set-aside, BSOOB Transit seeks to hire a Planner on a General Services Planning contract to assist with vision setting, 
service design, and key planning functions. This engagement will also establish an ongoing relationship and deep institutional knowledge of our 
system, enabling the planner/firm to be offered larger project work as future planning needs arise.

Scope of Work

Vision & Long-Range Planning

5, 10, and 25-year plans to guide the future 
of the system.

Service Design & Network Analysis

Evaluate and improve service structure 
and route performance.

Transit Asset Management (TAM)

Maintain compliance and strategic 
oversight of system assets.

Other Planning Functions

Additional planning support as needs arise 
over the contract term.

Foundation for Future Engagements

Build institutional knowledge to support 
larger project-based work over time.



Financial Policy: Year-1 Post–Go-Live (NetSuite) 
Policy Number: FIN‑NS‑Y1 
Effective Date:  July 1, 2025 
Owner: Accountant/Analyst / Finance Manager 
Approved By: Executive Director 
Applies To: Finance, AP/AR, Parts, Garage Operations, System Administration 

1) Purpose 
This policy establishes financial controls, workflows, and reporting standards following the organization’s 
go‑live on NetSuite. It ensures: 

• Accurate, timely, and complete financial records; 
• Proper approval routing and segregation of duties (SoD); 
• Daily cash verification through integrated bank reconciliation; 
• Compliance with the Federal Transit Administration (FTA) Uniform System of Accounts (USOA) for 

general ledger design and reporting; 
• Audit‑ready documentation and evidence retained in the system of record. 

2) Scope 
This policy applies to all personnel engaged in purchasing (parts), accounts payable (AP), accounts 
receivable (AR), journal entries (JE), garage operations entries, banking, month‑end close, and financial 
reporting in NetSuite and any integrated AP solution. 

3) Definitions 
• NetSuite: Organization’s ERP and system of record for financials. 
• USOA (FTA): Uniform System of Accounts framework used for GL structure and reporting. 
• Executive Director (ED): Final approver for specified transactions. 
• Finance Manager (FM): Process owner for financial operations; approver per workflow. 
• Accountant/Analysis: Technical accounting lead; initiates/approves per workflow. 
• Deputy Director: Operational leader approving parts POs and authorizing garage work. 
• Parts Manager: Initiates POs for parts and cannot approve own POs. 
• AP/AR Clerk: Enters scanned vendor invoices and applies cash; cannot approve transactions. 
• Segregation of Duties (SoD): Separation of conflicting responsibilities to reduce risk of error or fraud. 
• Threshold: Unless otherwise noted, “>$5,000” refers to USD $5,000. 

4) System & Data Standards 
• System of Record: NetSuite is the authoritative ledger; all financial transactions are recorded in NetSuite. 
• Bank Integration: NetSuite’s integrated bank feeds and automated matching are used for monthly 

reconciliation. 
• Chart of Accounts: The GL is designed and maintained in accordance with FTA USOA. 



• Documentation: All transactions must include sufficient supporting documentation (quotes, contracts, 
receipts, work orders, allocation schedules) attached in NetSuite (or synced from the AP system). 

• Retention: Financial records and supporting documentation shall be retained no less than 7 years or 
longer if required by grant, contract, or law. 

• Allowable Costs Criteria (2 CFR § 200.403): All costs charged to federal awards must meet the following 
criteria:   
• Be necessary and reasonable for the performance of the federal award.   
• Be allocable under federal cost principles.   
• Conform to any limitations or exclusions set forth in federal laws or award terms.   
• Be accorded consistent treatment across both federal and non-federal activities.   
• Be net of all applicable credits (e.g., vendor discounts, rebates).   
• Be adequately documented with source records retained in NetSuite. 

• Prevention of Duplicate Billing: System controls and review workflows must ensure that no single 
expenditure is charged to multiple federal grants or claimed under more than one funding source as local 
match. 

5) Roles & Segregation of Duties (SoD) 
The following summarizes role capabilities and key SoD considerations. Users will be provisioned with 
least‑privilege access. Quarterly, the FM and ED will review and certify user roles and SoD; conflicts must be 
remediated within 10 business days. 

Role Summary of Responsibilities 
Executive Director (ED) Approves all customer invoices (AR), high‑value parts POs HR 

PO’s Driver PO’s, AP invoices over $5,000, and all journal 
entries over $5,000, as specified, as well as all journal entries 
created by the Finance Manager No posting or period‑unlock 
privileges. Serves as the official ECHO Approving Official 

Finance Manager (FM) Approves AP invoices (standard threshold),, manages close; 
reviews & post of garage entries. Monitors general ledger, 
review and post Monthly Allocation entry, conducts Bank 
Recons, Approves AP, prepares Grant drawdowns May not 
self‑approve JEs. 

Accountant/Analyst Initiates journal entries; approves AP invoices; maintains 
USOA mapping; reviews bank reconciliations weekly. 

Deputy Director Approves parts POs; authorizes garage work; no posting 
authority. 

Parts Manager Creates POs for parts; cannot approve own POs. 
AP/AR Clerk Scans/enters invoices; applies cash; cannot approve. 
System Administrator Manages roles/workflows; no transactional authority. 

 
  



6) Approval Workflows (System‑Enforced) 

6.1 Purchase Orders – Parts 
Transaction Preparer Level 1 Level 2 (if 

>$5,000) 
Notes 

PO – Parts Parts Manager Deputy 
Director 

Executive 
Director 

SuiteFlow 
amount‑based 
routing; 
mandatory 
vendor/item 
fields; 
preparers 
cannot 
approve. 

Control Intent: Budget adherence at Deputy approval; executive oversight for material spend. Evidence: 
Approval log, timestamps, attachments. 

6.2 Journal Entries 
Transaction Preparer Level 1 Level 2 Notes 
Journal Entry 
(Standard) 

Accountant/Analysis Finance 
Manager 

Executive 
Director 

All JEs over 
$5,000 require 
full chain 
approval; 
supporting 
documents 
required; 
period locks 
enforced. FM 
may not 
approve their 
own JEs 

6.3 Vendor Invoices (AP) 
Transaction Entry Approval 1 Approval 2 Approval 3 

(if >$5,000) 
Controls/Notes 

Vendor 
Invoice 
(Non‑PO or 
Exception) 

AP/AR Clerk 
(scanned 
entry) 

Accountant/Analyst Finance 
Manager 

Executive 
Director 

Duplicate 
detection; 
exception 
routing for PO 
mismatches; 
approval log & 
image 
retained. 

6.4 Accounts Receivable (Customer Invoicing) 
Transaction Preparer/Entry Level 1 Level 2 Notes 
Customer 
Invoice / Credit 
Memo 

AR / Billing 
(entered) 

Finance 
Manager 

Executive 
Director 

ED approves all 
AR; link to 
contract/price; 
approval 
reason field for 
exceptions. 



6.5 Federal Grant Drawdowns (ECHO Workflow) 
Transaction Preparer/Entry Internal 

Approval 
ECHO System 
Approval 

Notes 

Federal 
Drawdown 

Finance 
Manager 
prepares the 
internal 
drawdown 
package in 
NetSuite, and 
ECHO attaching 
all underlying 
documentation 

Executive 
Director 
reviews and 
grants written 
approval of the 
drawdown 
package in 
NetSuite prior 
to initiating the 
draw in ECHO. 

Executive 
Director (acting 
as the 
registered 
ECHO 
Approving 
Official) 
executes or 
approves the 
drawdown 
within the 
federal ECHO 
system. 

The individual 
preparing the 
drawdown 
package (FM) 
shall never 
execute the 
final 
approval/draw 
in ECHO. 

7) Special Processes 

7.1 Garage Work (Operations → Accounting) 
Authorization: Work is produced/authorized by the Deputy Director. Entry: Finance Manager enters the 
associated accounting (JE or vendor bill per setup) using standardized templates with supporting work 
orders, time sheets, and parts pulls attached. Approval: Executive Director approves the JE for garage work. 
SoD: FM may not approve their own garage JEs. 

7.2 Parts Purchasing Urgencies 
Urgent POs may be flagged “Urgent.” Standard approval still applies; if timing requires, post‑facto ED 
approval must be obtained within 1 business day for >$5,000. 

7.3 Journal Entry Types 
• Standard/Accrual/Allocation: Follow §6.2 standard JE flow. 
• Garage JEs: Follow §7.1 (ED final approval; FM is preparer). 
• Auto‑Reversing Accruals: Include standard support and follow standard JE flow. 

8) Cash & Banking (Daily Bank Reconciliation) 
• Daily Matching: Bank feed imported and auto‑matched daily using defined tolerances (e.g., date ±3 days, 

exact amount). 
• Exceptions: Unmatched items investigated daily and cleared within 2 business days (ACH returns, bank 

fees, unidentified deposits). 
• Posting: Bank fees and interest posted via templates or JEs promptly. 
• Verification: Daily reconciliation status logged (Pass / Exceptions). Accountant/Analyst reviews 

exceptions weekly; FM oversees month‑end tie‑out. 
• Month‑End: Reconciliation to the penny with reconciliation report, open exceptions list, and adjustment 

JEs attached in NetSuite. 
• Three-Day Rule for Federal Advances (2 CFR § 200.305): Grant drawdowns via ECHO are conducted 

primarily on a reimbursement basis. In any instance where federal cash is drawn in advance, funds must 
be fully disbursed (checks issued or ACH executed) within three (3) business days of receipt. 



• Large Draw Notifications: Prior to initiating any single ECHO drawdown exceeding $50 million, the FM 
shall notify the FTA Regional Office at least 2 business days in advance (or 5 business days for 
drawdowns over $500 million). 

9) USOA (FTA) Compliance 
• GL Structure: Accounts and segments (e.g., Department/Project/Grant/Fund) configured to meet FTA 

USOA reporting needs. 
• Mapping: Maintained mapping table linking NetSuite accounts/segments to USOA categories. 
• Governance: Accountant/Analyst proposes mapping changes; Finance Manager approves before use; 

changes documented with rationale and effective date. 
• Monthly Tie‑Out: Trial balance by USOA category produced monthly and cross‑footed to financial 

statements; evidence retained. 
• Indirect Cost Methodology: Indirect costs charged to FTA awards must adhere strictly to the 

organization's FTA-approved Indirect Cost Rate Proposal (ICRP) / Cost Allocation Plan (CAP). The 
current approved rate agreement must be uploaded to the organization's TrAMS Recipient Profile, and 
applied accurately to eligible direct cost bases without double-counting. 

10) Exceptions, Escalations & Issue Management 
• Approval SLAs: Deputy/Accountant/Analyst/FM within 1 business day; ED within 2 business days. 

Auto‑reminders at T+24h and T+48h; escalation at T+72h. 
• System Outages (Bank/AP): Use manual import or temporary JEs; reconcile upon restoration; log 

deviations and resolutions. 
• Policy Exceptions: Documented by Accountant/Analyst, approved by FM, and if material by ED. 
• Non‑Compliance: May result in retraining, access changes, and/or disciplinary action per HR policy. 

11) Recordkeeping & Audit Readiness 
• All approvals, attachments, logs, and reconciliation reports must reside in NetSuite or be linked to 

transactions. 
• Audit requests should be fulfilled with system evidence: workflow histories, role permissions, and period 

close certifications. 
• Single Audit Resolution: NetSuite reconciliation tools, approval logs, and transaction records will be 

actively maintained to provide evidence resolving prior Single Audit findings (specifically 
FY2023/FY2024 reconciliation findings). 

12) Review & Revision 
• Annual Review: Accountant/Analyst and FM review this policy at least annually (or upon regulatory 

change) and propose revisions for ED approval. 
• Interim Updates: Allowed for urgent control enhancements; track in the revision history. 

 



13) Responsibilities (Summary RACI) 
Process Responsible (R) Accountable (A) Consulted (C) Informed (I) 
GL/USOA 
Mapping 

Accountant/Analyst Finance Manager ED Finance Team 

PO Approvals 
(Parts) 

Parts Manager, 
Deputy 

ED (>$5k) Accountant/Analyst Finance Team 

AP Invoice 
Entry 

AP/AR Clerk Finance Manager Accountant/Analyst ED 

AP Approvals Accountant/Analyst, 
FM, ED (>$5k) 

Finance Manager ED Finance Team 

JE Preparation Accountant/Analyst 
/ FM (Garage) 

Finance Manager ED Finance Team 

JE Approvals FM, ED ED Accountant/Analyst Finance Team 
AR Invoicing AR / FM ED Accountant/Analyst Finance Team 
Bank 
Reconciliation 

AP/Bank Lead Accountant/Analyst FM ED 

Grant 
Drawdown 
Package 

Finance Manager Executive Director Deputy Director Finance Team 

ECHO Approval 
& Execution 

Executive Director Executive Director Finance Manager Finance Team 

Month‑End 
Close 

Accountant/Analyst Finance Manager ED Leadership 

14) Enforcement 
All personnel must adhere to this policy. Failure to comply may result in loss of system access, corrective 
action, and/or disciplinary measures in accordance with HR and governance policies. 

15) Signatures 
Executive Director __________________________   Date: __________ 
Finance Manager __________________________   Date: __________ 
Accountant/Analyst __________________________   Date: __________ 

16) Revision History 
Version Date Description of 

Change 
Author Approved By 

1.0 ____________ Initial issuance 
(Year‑1 Post–
Go‑Live) 

[Name] [Executive 
Director] 

Appendix A — Approval Matrix (Quick Reference) 
Transaction Preparer / Entry Level 1 Level 2 Level 3 Notes 
PO – Parts Parts Manager Deputy Director ED if 

>$5,000 
— Amount‑based 

routing; 
documentation 
required. 



AP Invoice 
(Non‑PO/Exception) 

AP/AR Clerk Accountant/Analyst Finance 
Manager 

ED if 
>$5,000 

Invoice image 
and approval 
log retained. 

Journal Entry 
(Standard) 

Accountant/Analyst Finance Manager Executive 
Director 

— All JEs require 
support; 
period locks 
enforced. 

Garage JE Finance Manager — Executive 
Director 

— Deputy 
Director 
authorizes 
work; FM 
cannot 
self‑approve. 

AR Invoice / Credit 
Memo 

AR / Billing Finance Manager Executive 
Director 

— ED approves 
all AR. 

ECHO Grant 
Drawdown 

Finance Manager Executive Director 
(NetSuite Package 
Approval) 

Executive 
Director 
ECHO 
System 
Execution 

 FM prepares 
internal 
package; ED 
approves 
internally and 
executes in 
ECHO. 

Appendix B — Month‑End Close (Abbreviated Checklist) 
Task Notes / Evidence 
Subledgers posted (AP/AR/Payroll/FA) Subsystem close reports attached 
Daily bank recs complete; exceptions 
cleared 

Reconciliation report + exception list 

Accruals/allocations posted with support JE attachments (schedules, allocations) 
Flux analysis completed and reviewed Variance workbook and review sign‑off 
USOA mapping tie‑out retained Mapping table and TB by USOA 
Financial package issued; ED sign‑off Package PDF and approval evidence 
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CHAPTER 1 - INTRODUCTION 
The Americans with Disabilities Act (ADA) of 1990 prohibits discrimination against individuals with 
disabilities in employment, public access to services, transportation, public accommodations, and 
telecommunications services.  

It is the policy of Biddeford Saco Old Orchard Beach Transit (BSOOB Transit) to comply with all 
provisions of the ADA, Section 504 of the Rehabilitation Act of 1973, and U.S. Department of 
Transportation (USDOT) regulations under 49 CFR Parts 27, 37, and 38 in all delivered public 
transportation services. 

CHAPTER 2 – DESCRIPTION OF SERVICE(S) 
BSOOB Transit operates a Demand Responsive / Route Deviation System. In accordance with 49 CFR 
§ 37.3 and FTA Circular 4710.1:  

• Public Availability: Route deviation and demand-response services are promoted and fully open 
to the general public, not restricted to any specific population or group.  

• Route Deviation Alignment: Fixed-route alignments will deviate up to ¾ mile on either side of 
the route to pick up or drop off passengers. Route deviation service within the ¾ mile radius is 
prominently advertised on the BSOOB Transit website and all public schedules.  

• Equivalent Service: Service for individuals with disabilities is delivered in the most integrated 
setting appropriate and maintains equivalent standards for response times, fares, geographic 
service area, hours/days of operation, and capacity.  

CHAPTER 3 - ADA COMPLAINT PROCEDURES  
BSOOB Transit is committed to ensuring prompt, equitable, and accessible resolution of all disability-
related complaints in accordance with 49 CFR § 27.13 and § 37.17.  

1. Assistance in Filing Complaints  

Riders who require assistance in filing an ADA complaint due to a disability (such as visual impairment, 
literacy challenges, or mobility constraints) may request accommodation by contacting our Community 
Engagement / Mobility Manager: 

• Contact: Larry Days, Community Engagement / Mobility Manager 

• Address: 13 Pomerleau Street, Biddeford, Maine 04005 

• Phone: 207-282-5408 

• Email: ldays@bsoobtransit.org 

Staff will assist the rider verbally, provide alternative accessible formats (large print, audio, electronic), or 
record the details on the rider’s behalf. This assistance notice and contact information are published on 
the BSOOB Transit website and in rider guides.  

2. Prompt and Equitable Complaint Resolution Standards  

BSOOB Transit enforces the following timeline and tracking standard for resolving ADA complaints:  
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• Receipt & Acknowledgment: Complaints received verbally, in writing, or electronically are 
logged immediately and acknowledged in writing or preferred contact mode within five (5) 
business days.  

• Investigation: The Driver Supervisor / ADA Coordinator conducts an investigation, interviewing 
involved personnel, reviewing vehicle video logs, and examining operational data.  

• Written Finding & Resolution: A formal written response detailing findings, administrative 
conclusions, and any corrective actions taken is provided to the complainant within fifteen (15) 
business days of receipt.  

• Tracking System: All complaints are assigned a unique tracking number and logged with the 
date, allegation summary, investigation notes, resolution date, and disposition.  

3. Record Retention Policy 

In compliance with 49 CFR § 37.17(3)(i), BSOOB Transit maintains ADA complaint records as follows:  

• Detailed Records: Full records of individual ADA-related complaints, investigation files, and 
response letters are retained for a minimum of one (1) year from the resolution date.  

• Summary Log: A summary log of all ADA-related complaints, including categorization and 
disposition, is retained for a minimum of five (5) years.  

Retention records are stored securely in physical and electronic filing systems maintained by the ADA 
Coordinator.  

CHAPTER 4 – VEHICLE & SERVICE OPERATIONAL 
PROVISIONS 
 

1. Stop Announcements & Exterior Route Identification  

a. Inoperative Interior Annunciators: Operators are required to manually announce major 
stops, intersections, transfer points, and requested stops whenever automated voice 
annunciation systems are inoperative or malfunctioning.  

b. Exterior Route Identification: At stops served by more than one route, operators must 
use exterior public address systems or manually announce the route number and 
destination to wait for passengers when automated exterior annunciators fail.  

2. Priority Seating & Movable Seating in Securement Areas  

a. Priority Seating Signage: Priority seating for elderly individuals and people with 
disabilities is designated on all revenue vehicles with required regulatory signage.  

b. Vacating Movable Seating: When a wheelchair user boards, vehicle operators must 
request that all individuals occupying movable or fold-down seats in designated 
securement locations, including ambulatory persons with disabilities—vacate the area to 
accommodate the wheelchair.  
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c. No Waiver Requirement: BSOOB Transit strictly prohibits requiring wheelchair users 
or standees to sign liability waivers as a condition of service or lift/ramp utilization.  

3. Lift/Ramp Operations & In-Service Swapping  

a. Ramp Manual Operation Procedure: For vehicles equipped with ramps, if automated 
deployment fails, vehicle operators are trained and required to manually deploy and 
operate the ramp. Manual operation of a functional ramp satisfies accessibility 
requirements and allows the vehicle to safely remain in revenue service. 

b. Immediate Failure Reporting: Operators must report power or manual lift/ramp failures 
to dispatch immediately.  

c. 30-Minute Alternative Service Mandate: If a vehicle lift or ramp cannot be deployed 
either automatically or manually at a stop, BSOOB Transit will immediately dispatch a 
backup accessible vehicle or transit van. Alternative accessible transportation will arrive 
to transport the passenger within 30 minutes whenever the scheduled headway to the 
next accessible bus exceeds 30 minutes.  

d. Out-of-Service Limits: Vehicles with completely inoperative lifts or ramps will not be 
dispatched into service unless no alternative accessible vehicle is available, and under no 
circumstances will remain in revenue service longer than three (3) days. 

CHAPTER 5 - EMPLOYEE TRAINING PROGRAM & 
COMPLIANCE MONITORING 

1. Mandatory ADA Employee Training (ADA-GEN8J) 

All operators, dispatchers, and supervisory staff must complete initial and refresher training modules 
that address:  

a. Safe operation of vehicles, lifts, ramps (including manual ramp override procedures), and 
tie-down securement equipment.  

b. Proper customer service techniques to treat individuals with disabilities with respect, 
courtesy, and sensitivity.  

c. Operational procedures for manual stop announcements, route identification, and 
passenger assistance.  

2. Operational Compliance Monitoring (ADA-GEN8K) 

BSOOB Transit actively monitors employee compliance with ADA service provisions through:  

a. Monthly random video/audio audits of revenue vehicle trips.  

b. Unannounced supervisory spot checks at high-density stops and transit centers.  

c. Documented supervisor evaluation check-rides. Records of compliance monitoring are 
retained in safety and training department files.  
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CHAPTER 6 - DOCUMENT CONTROL & ADMINISTRATION 
 

Approved and adopted by the Biddeford Saco Old Orchard Beach Transit Committee on this 18th day of 
August 2026. 

 

Executive Director Signature: ___________________________ 

John Savage, Executive Director 

 

Board Chair Signature: ___________________________ 

Chair, BSOOB Transit Committee 
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APPENDIX 1 – ADA COMPLAINT FORM 
Section I: Contact Information                                                                                  
Date:  

Name: 

Address: 

Telephone # where you wish to be contacted:  

E-mail address: 

Please check if you need this 
document in an accessible Format 
Requirement: 

Large Print Audio Other 

   

Section II: Type of Complaint 
Type of Complaint (check mark or x): 

1. General Complaint or Concern: Bus service, schedule or specific incident.  (     ) 
   

2. Civil Rights: Title VI Complaint: Discrimination based on race, color or national origin: (     )    
 

3. Civil Rights: ADA Discrimination: Discrimination based on a disability.   (    )                                                           
 

Are you filing this complaint on your own behalf? Yes No 
If not, please supply the name and relationship of the person for whom you 
are complaining: 

 

Please explain why you have filed for a third party? 
 

 

Please confirm that you have obtained the permission of the aggrieved 
party if you are filing on behalf of a third party: Yes No 

Section III: Details of Complaint or Incident 
 
1.  General Complaint, Concern or Incident: 
Date of incident:  (Month, Day, Year):________________________________Time __________  AM     PM 
 
Bus #________         Route # _________ Inbound / Outbound           Driver # or information _____________ 
Additional information (location, details, witnesses, illustrations, etc.): 
 
Please use space on opposite side of page to describe the incident. 
 
If this is a Civil Rights / Title VI Complaint, meaning you believe you were discriminated against based on your 
race, color or national origin, please explain below as clearly as possible what happened and why you believe you 
were discriminated against. Describe all persons involved. Include name and contact information of person (s) 
who discriminated against you (if known) as well as names and contact information of witnesses. 

 
If this is a Civil Rights/ADA Complaint, meaning you believe you were discriminated against based on your 
disability, please explain below as clearly as possible what happened and why you believe you were 
discriminated against. Describe all persons involved. Include name and contact information of person (s) who 
discriminated against you (if known) as well as names and contact information of witnesses.                                              
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• If this complaint is related to equipment or structures (for example: buses or bus stops), please try to be as 
specific as possible in identifying which vehicle or locations may be creating the situation.  

 
If more space is needed, please attach an additional sheet to this form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section IV: 

Have you previously filed this complaint with this agency? Yes No 

Section V: 
Have you filed this complaint with any other Federal, State or local agency, or any Federal or State court? 
(    ) Yes  (    ) No 

If yes, check all that apply and provide agency or court name: 

(    ) Federal Agency: _________________________ (    ) Federal Court:  _________________________ 

(    ) State Agency:     _________________________ (    ) State Court:      _________________________ 

(    ) Local Agency:     ________________________ 
 
Please provide information about a contact person at the agency/court where the complaint was filed: 
Name: 
 

Title: Agency: 

Address: 
 

Telephone: E-mail: 

 



BIDDEFORD SACO OLD ORCHARD BEACH TRANSIT COMMITTEE 

BOARD AMENDMENT / POLICY UPDATE: PROCUREMENT POLICY AND GUIDELINES 

AMENDMENT NUMBER: 2026-01 

EFFECTIVE DATE: August 19, 2026 

SUBJECT: Comprehensive Compliance Updates to Procurement Policy and Guidelines (2 
CFR Part 200, FTA C 4220.1F, and 49 U.S.C. Chapter 53) 

SECTION I: REVISION OF MICRO-PURCHASE AND SMALL PURCHASE 
THRESHOLDS 

1. Micro-Purchases (Page 7 & Appendix A): 

Section Methods of Procurement – Micro Purchases (Page 7) and Appendix A 
are hereby amended to correct threshold inconsistencies and align narrative text 
with 2 CFR § 200.320(a)(1) and FTA guidelines:  

Revised Text (Page 7): "This method of procurement may be used for all 
purchases where the agency's price estimate for the goods or services to be 
procured is under $15,000 (or the current federal micro-purchase threshold under 
2 CFR § 200.320). Micro-purchases may be made without obtaining competitive 
quotations so long as the price is fair and reasonable as evidenced by minimal 
supporting documentation."  

2. Small Purchases / Simplified Acquisition Threshold (Page 7): 

Section Methods of Procurement – Small Purchases (Page 7) is hereby 
amended:  

Revised Text (Page 7): "Small purchases are relatively simple and informal 
purchases involving the acquisition of services, supplies, or other property that 
cost between $15,000 and $250,000 (Simplified Acquisition Threshold). For Buy 
America purposes, the small purchase threshold remains established at 
$150,000 in accordance with 49 U.S.C. § 5323(j)(13)."  

SECTION II: INDEPENDENT COST ESTIMATE (ICE) PRE-BID TIMING 
MANDATE 

Section Contract Cost and Price Analysis – Independent Cost Estimate (ICE) 
Procedures (Page 20) is hereby amended to clarify strict pre-bid execution 
requirements in accordance with FTA Circular 4220.1F and 2 CFR § 200.324(a):  



Revised Text (Page 20): "Prior to soliciting bids or proposals for any procurement 
exceeding the micro-purchase threshold ($15,000), BSOOB Transit staff shall develop 
and document an Independent Cost Estimate (ICE) using Appendix C.  

Timing Requirement: The ICE must be fully completed, signed, and dated PRIOR to 
receiving bids, proposals, or quotes. The dated ICE shall be retained in the procurement 
file to serve as time-stamped evidence of compliance before opening price offers or 
beginning cost/price analysis."  

SECTION III: FULL COMPETITION & DRAFTING RESTRICTIONS (2 CFR § 
200.319) 

1. Contractor Exclusion from Competition (2 CFR § 200.319(d)(1)): 

Section Statement of Purpose – Restrictive Situations (Page 2) is hereby 
amended to incorporate explicit language:  

Added Provision (Page 2): "In accordance with 2 CFR § 200.319(b) and (d)(1), 
to ensure objective contractor performance and eliminate unfair competitive 
advantage, contractors that develop or draft specifications, requirements, 
statements of work, or invitations for bids or requests for proposals must be 
excluded from competing on those procurements."  

2. Clear Technical Descriptions Across All Solicitations (2 CFR § 
200.319(d)(2)): 

Section Methods of Procurement – General Requirements (Page 7) is hereby 
amended:  

Added Provision (Page 7): "All solicitations, regardless of procurement method 
(including IFBs, RFPs, and small purchase quote requests), shall incorporate a 
clear and accurate description of the technical requirements for the property, 
equipment, or service to be procured."  

3. Inclusion of Evaluation Factors and Offeror Requirements (2 CFR § 
200.319(d)(3)): 

Section Methods of Procurement – Competitive Procurement Methods (Page 9) 
is hereby amended:  

Added Provision (Page 9): "All solicitations shall explicitly identify all additional 
requirements which offerors must fulfill and all other factors to be used in 
evaluating bids, proposals, or quotes."  

  



SECTION IV: COOPERATIVE & JOINT PROCUREMENTS (FAST Act § 
3019) 

Section Joint Procurement and Piggybacking (Pages 18–19) is hereby amended to 
incorporate FAST Act Section 3019 cooperative procurement standards:  

Added Provision (Pages 18–19): "BSOOB Transit may participate in cooperative 
procurement contracts for rolling stock and related equipment pursuant to FAST Act § 
3019. Cooperative procurements are not limited to intrastate governmental entities. 
Contracts entered into under this authority shall be limited to a total term of up to five (5) 
years (e.g., a 2-year base contract with up to 3 one-year option terms). BSOOB Transit 
may also utilize capital leasing arrangements and procure zero-emission vehicles and 
related charging/fueling infrastructure under cooperative purchasing frameworks."  

SECTION V: CONTRACTING WITH SMALL, MINORITY, WOMEN'S 
BUSINESS ENTERPRISES, AND VETERAN-OWNED FIRMS (2 CFR § 
200.321) 

Section Code of Conduct / Procurement Methods (Page 7) is hereby amended to 
expand beyond DBE to cover all required business classifications under 2 CFR § 
200.321:  

Revised Text (Page 7): 

"BSOOB Transit will take all necessary affirmative steps to assure that small 
businesses, minority businesses, women's business enterprises, veteran-owned firms, 
and labor surplus area firms are utilized when possible. Affirmative steps include:  

1. Placing qualified small and minority businesses, women's business enterprises, 
and veteran-owned firms on solicitation lists;  

2. Assuring that such businesses are solicited whenever they are potential sources;  
3. Dividing total requirements, when economically feasible, into smaller tasks or 

quantities to permit maximum participation;  
4. Establishing delivery schedules that encourage participation by these business 

types;  
5. Utilizing the services and assistance of the Small Business Administration (SBA) 

and the Minority Business Development Agency (MBDA) of the Department of 
Commerce; and  

6. Requiring prime contractors to apply these affirmative steps to subcontracts."  

SECTION VI: PREQUALIFICATION LISTS & EXCLUSIONARY 
SPECIFICATIONS 

1. Prequalification Lists (2 CFR § 200.319(e)): 



Section Methods of Procurement (Page 7) are hereby amended:  

Added Provision (Page 7): "BSOOB Transit currently does not maintain or use 
prequalification lists. If pre-qualification lists are implemented in the future, 
BSOOB Transit shall ensure that all lists are kept current and include enough 
qualified sources to ensure maximum full and open competition and shall not 
preclude potential bidders from qualifying during the solicitation period."  

  



2. Prohibition of Exclusionary or Discriminatory Specifications (49 U.S.C. § 
5325(h)): 

Section Statement of Purpose (Page 2) is hereby amended:  

Added Provision (Page 2): "In accordance with 49 U.S.C. § 5325(h), FTA 
financial assistance shall not be used to support any procurement that utilizes 
exclusionary or discriminatory specifications, geographic preferences (except for 
A&E services), or brand-name-only requirements without allowing 'an equal' 
product." 

SECTION III: BOARD AUTHORIZATION 

Approved and adopted by the Biddeford Saco Old Orchard Beach Transit Committee on 
this 18th day of August 2026. 

Executive Director Signature: ___________________________ 

John Savage, Executive Director 

Board Chair Signature: ___________________________ 

Chair, BSOOB Transit Committee 

 



BIDDEFORD SACO OLD ORCHARD BEACH TRANSIT COMMITTEE 

BOARD AMENDMENT / PLAN UPDATE: TRANSIT ASSET MANAGEMENT (TAM) PLAN 

AMENDMENT NUMBER: 2026-03 

BOARD MEETING DATE: August 18, 2026 

EFFECTIVE DATE: August 18, 2026 

SUBJECT: Update of Accountable Executive Designation and Approval of Corrected TAM 
Performance Targets (49 CFR Part 625) 

SECTION I: PURPOSE AND SUMMARY OF CHANGES 

This Board Amendment updates the BSOOB Transit Transit Asset Management (TAM) Plan 
pursuant to 49 CFR Part 625 and resolves findings from the FY2026 FTA Triennial Review.  

Specifically, this amendment formally adopts the following plan updates:  

1. Accountable Executive (AE) Designation: Formally updates the TAM Accountable 
Executive designation to John Savage, Executive Director.  

2. TAM Performance Targets Approval: Formally adopts and approves the corrected 
annual TAM performance targets across all asset categories (Rolling Stock, 
Equipment, and Facilities).  

3. MPO & State Coordination: Authorizes the Executive Director to transmit the 
updated TAM Plan and targets to the Portland Area Comprehensive Transportation 
System (PACTS) and MaineDOT.  

SECTION II: APPROVED TAM PERFORMANCE TARGETS 

In accordance with 49 CFR § 625.45, the Accountable Executive has reviewed and 
approved the following TAM State of Good Repair (SGR) performance targets:  

• Rolling Stock (Revenue Vehicles): Percentage of revenue vehicles that have met or 
exceeded their Useful Life Benchmark (ULB).  

• Equipment (Non-Revenue Service Vehicles): Percentage of service vehicles that 
have met or exceeded their ULB.  

• Facilities: Percentage of facilities rated below 3.0 on the FTA Transit Asset 
Performance (TAP) 1–5 scale.  

  



SECTION III: BOARD APPROVAL & PRESIDENT SIGN-OFF 

The Biddeford Saco Old Orchard Beach Transit Committee Board of Directors hereby 
approves and adopts Amendment 2026-03 to the Transit Asset Management (TAM) Plan on 
this 18th day of August, 2026.  

 

Executive Director Signature: ___________________________ 

John Savage, Executive Director 

 

Board Chair Signature: ___________________________ 

Chair, BSOOB Transit Committee 

 



BIDDEFORD SACO OLD ORCHARD BEACH TRANSIT COMMITTEE 

BOARD AMENDMENT / POLICY UPDATE: PUBLIC TRANSPORTATION AGENCY SAFETY 
PLAN (PTASP) 

AMENDMENT NUMBER: 2026-02 

BOARD MEETING DATE: August 18, 2026 

EFFECTIVE DATE: August 18, 2026 

SUBJECT: Updates to Accountable Executive Designation, Chief Safety Officer Reporting 
Lines, and PTASP Record Retention Procedures (49 CFR Part 673) 

SECTION I: PURPOSE AND SUMMARY OF CHANGES 

This Board Amendment updates the BSOOB Transit Public Transportation Agency Safety 
Plan (PTASP) to ensure full compliance with the Federal Transit Administration (FTA) PTASP 
Final Rule (49 CFR Part 673) and address findings from the FY2026 FTA Triennial Review.  

Specifically, this amendment formally adopts the following administrative and structural 
updates:  

1. Expansion of Safety Performance Targets (14 FTA Required Goals): Expands 
Section 3 to explicitly incorporate all 14 FTA-mandated safety performance targets 
across all operated modes.  

2. Establishment of Continuous Improvement Policy (Section 6a): Formally inserts 
a structured continuous improvement framework to systematically review, audit, 
and improve SMS mitigations and safety performance.  

3. Onboarding Hazard Reporting Integration (Section 7): Mandates that all newly 
hired employees receive formal instruction on hazard identification and the 
Employee Safety Reporting Program (ESRP) during initial onboarding. 

4. Accountable Executive (AE) Designation: Formally updates the Accountable 
Executive designation to John Savage, Executive Director.  

5. Chief Safety Officer (CSO) Designation & Direct Reporting Line: Formally updates 
the Chief Safety Officer / SMS Executive designation to H. Rodney Carpenter, 
Deputy Director, and establishes an explicit direct line of reporting from the CSO to 
the Accountable Executive.  

6. PTASP Record Retention Policy (PTASP4A): Establishes explicit 3-year record 
retention procedures for all PTASP, Safety Management System (SMS), and Safety 
Risk Management documentation in accordance with 49 CFR § 673.31.  



SECTION II: SPECIFIC AMENDMENTS TO THE PTASP DOCUMENT 

1. Section 3 – Safety Performance Targets (Expanded 14 Required Goals Update) 

Section 3 is hereby amended to replace the existing 7-target table with the full 14 FTA-
required Safety Performance Measures under the National Public Transportation Safety 
Plan:  

"BSOOB Transit establishes safety performance targets for each mode of service (Fixed 
Route / MB and Microtransit / DR) across all 14 FTA safety performance measures:  

# 
FTA Safety 
Performance 
Measure 

Target Metric / Unit 
Fixed 
Route 
(MB) 
Target 

Microtransit 
(DR) Target 

1 Fatalities Total number per NTD 
reporting year 0.00  0.00 

2 Fatality Rate 
Rate per 100,000 
Vehicle Revenue Miles 
(VRM) 

0.00  0.00 

3 Injuries Total number per NTD 
reporting year 0.40  0.00 

4 Injury Rate Rate per 100,000 
VRM 0.10  0.00 

5 Safety Events Total number per NTD 
reporting year 0.40  0.00 

6 Safety Event 
Rate 

Rate per 100,000 
VRM 0.80  0.00 

7 Collisions Total number of 
vehicular collisions 

Maintain 
baseline 0.00 

8 Collision Rate Rate of collisions per 
100,000 VRM 

Maintain 
baseline 0.00 

9 Pedestrian 
Collisions 

Total 
pedestrian/bicyclist 
collisions 

0.00 0.00 



# 
FTA Safety 
Performance 
Measure 

Target Metric / Unit 
Fixed 
Route 
(MB) 
Target 

Microtransit 
(DR) Target 

10 Pedestrian 
Collision Rate 

Rate per 100,000 
VRM 0.00 0.00 

11 Transit Worker 
Fatalities Total worker fatalities 0.00 0.00 

12 Transit Worker 
Injuries 

Total worker 
injuries/incidents 0.00 0.00 

13 
Assaults on 
Transit 
Workers 

Total physical & non-
physical assaults 0.00 0.00 

14 System 
Reliability 

Mean VRM between 
major mechanical 
failures 

Exceed 
20,000 
VRM  

Exceed 
20,000 VRM 

Targets are evaluated annually using five-year NTD baseline data."  

2. Section 6a – Continuous Improvement Process (New Section Addition) 

Section 6 is hereby amended to include a dedicated subsection for Continuous 
Improvement:  

*"Section 6a – Continuous Improvement Process 

BSOOB Transit maintains continuous improvement processes to monitor and assess 
the effectiveness of its Safety Management System (SMS) and safety risk mitigations. 
The Chief Safety Officer (CSO) and the Labor-Management Safety Committee shall:  

• Conduct formal annual assessments of agency safety performance against all 14 
established performance targets.  

• Analyze hazard tracking logs, Employee Safety Reporting Program (ESRP) 
entries, near-misses, and internal audits to identify systemic safety risks.  

• Issue Corrective Action Plans (CAPs) whenever safety performance targets are 
missed or risk mitigations prove ineffective.  

• Continuously update Standard Operating Procedures (SOPs), safety equipment, 
and training materials based on safety assurance monitoring and post-incident 
evaluations." 

 



3. Section 7 – Safety Promotion & Employee Onboarding Integration 

Section 7 is hereby amended to explicitly require safety hazard reporting instruction 
during employee onboarding:  

*"New Employee Onboarding Integration: 

All newly hired employees—including transit operators, dispatchers, maintenance 
technicians, and supervisory staff—must receive mandatory training on the Employee 
Safety Reporting Program (ESRP) as part of their initial onboarding prior to performing 
safety-sensitive duties or entering revenue service.  

Onboarding instruction shall cover hazard identification, non-retaliation protections, and 
practical methods for submitting safety concerns via paper forms, the See Say Now 
app, direct supervisor reports, or dedicated safety email." 

4. Section 1 – Transit Agency Information (Page 3 Update) 

The leadership designations in Section 1 are hereby amended as follows:  

• Name and Title of Accountable Executive (AE): 

John Savage, Executive Director — Biddeford Saco Old Orchard Beach Transit Committee 

• Name and Title of Chief Safety Officer (CSO): 

H. Rodney Carpenter, Deputy Director — Biddeford Saco Old Orchard Beach Transit 
Committee 

5. Section 4c – SMS Authorities, Accountabilities, and Responsibilities (Page 8 Update) 

Section 4c is hereby amended to clarify roles and establish the direct reporting structure:  

• Accountable Executive (John Savage, Executive Director): Possesses ultimate 
responsibility and authority for decision-making, human and capital resource 
allocation, PTASP approval, and oversight of agency-wide Safety Management 
System (SMS) implementation.  

• Chief Safety Officer (H. Rodney Carpenter, Deputy Director): Serves as the 
primary SMS Executive with operational responsibility for managing day-to-day 
safety programs, hazard tracking, risk mitigation, and safety assurance.  

• Direct Line of Reporting Provision: 

"The Chief Safety Officer reports directly to the Accountable Executive (Executive Director) 
on all matters relating to transit safety performance, risk evaluation, hazard mitigation, and 
SMS implementation." 



6. Section 2a & Section 8 – PTASP Record Retention Policy (PTASP4A Mandate) 

Section 2a and Section 8 are hereby amended to incorporate explicit record retention 
standards under 49 CFR § 673.31:  

Record Retention Policy: 

*"BSOOB Transit shall maintain all records related to the development, implementation, 
annual review, and execution of its Public Transportation Agency Safety Plan for a minimum 
of three (3) years. Records shall be made available to the FTA, MaineDOT, and authorized 
reviewers upon request.  

Retained documentation includes, but is not limited to: 

1. Current approved ASP and all historical annual updates/revisions;  

2. Safety Risk Management (SRM) evaluations, Risk Assessment Matrices (RAM), and 
Hazard Tracking Logs;  

3. Safety Committee meeting minutes, safety communication bulletins, and safety 
performance monitoring reports;  

4. Employee Safety Reporting Program (ESRP) filings, hazard investigations, and 
corrective action logs; and  

5. Employee safety training curricula, attendance logs, and certification records."*  

7. Attachment G – Agency Organizational Chart 

Attachment G (BSOOB Transit Organization Chart) is hereby updated to reflect John 
Savage as Executive Director (AE) and H. Rodney Carpenter as Deputy Director (CSO), 
depicting the direct reporting line between the CSO and AE.  

  



SECTION III: Accountable Executive Action and Directive 

In my capacity as the designated Accountable Executive for Biddeford Saco Old Orchard 
Beach Transit (BSOOB Transit) under 49 CFR Part 673, I hereby approve and adopt PTASP 
Amendment 2026-02 effective immediately.  

Due to a lack of a quorum at the August 2026 Board of Directors meeting, formal Board 
ratification of this policy update was delayed. However, to maintain continuous full 
regulatory compliance with Federal Transit Administration (FTA) regulations and address 
findings from the FY2026 FTA Triennial Review without administrative interruption, this 
directive puts all provisions of Amendment 2026-02 into full force and effect immediately 
as an interim administrative policy.  

 

 

John Savage 

Executive Director, BSOOB Transit  

Date: August 18, 2026 

 

SECTION IV: BOARD APPROVAL & SIGN-OFF 

The Biddeford Saco Old Orchard Beach Transit Committee Board of Directors hereby 
approves and adopts Amendment 2026-02 to the Public Transportation Agency Safety Plan 
on this _____ day of September, 2026.  

 

 

Kenny Blow- 

Board Chair / President 

BSOOB Transit Committee Board of Directors  

Date: _____________________ 

 



BIDDEFORD SACO OLD ORCHARD BEACH TRANSIT COMMITTEE 

SUMMARY RECORD RETENTION PLAN & SCHEDULE 

SECTION I: OVERARCHING RETENTION RULE 

• Standard Federal & State Baseline: Pursuant to 2 CFR § 200.333 and FTA Circular 
4220.1F, the standard baseline retention period for all financial, grant, 
procurement, and administrative records is three (3) years following the 
submission of the final expenditure report or grant closeout with the 
FTA/MaineDOT.  

• Pending Litigation / Audits: If any litigation, claim, or audit is started before the 
expiration of the retention period, records must be retained until all outcomes, 
appeals, or audit findings are fully resolved.  

• Maine Public Records (FOAA): As a quasi-governmental entity under Maine's 
Freedom of Access Act (1 M.R.S. § 401 et seq.), all records are public unless 
explicitly exempted (e.g., confidential personnel files or medical records).  

SECTION II: PROGRAM-SPECIFIC RETENTION SCHEDULE 

1. Public Transportation Agency Safety Plan (PTASP) & Safety Management System 
(SMS) 

• Retention Standard: Retain for 3 years minimum (49 CFR § 673.31).  
• Applicable Records: Current and historical ASP documents, Safety Risk 

Management (SRM) evaluations, Risk Assessment Matrices (RAM), Hazard Tracking 
Logs, Safety Committee meeting minutes, Employee Safety Reporting Program 
(ESRP) filings, hazard investigation reports, and safety training logs.  

2. Americans with Disabilities Act (ADA) 

• Retention Standard: 
o Individual ADA Complaints & Investigations: Retain for 1 year from 

resolution (49 CFR § 37.17).  
o ADA Complaint Summary Log: Retain for 5 years minimum.  
o ADA Maintenance & Equipment Logs: Retain lift/ramp maintenance, 

inspection, and vehicle swap records for 3 years.  
o ADA Employee Training Records: Retain for duration of employment plus 3 

years. 

3. Title VI & Civil Rights 

• Retention Standard: Retain for 3 years (or through the 3-year Title VI Program 
Update cycle under FTA C 4702.1B). 



• Applicable Records: Public participation activity logs, Title VI notices, service/fare 
change equity analyses, Title VI complaint logs, and Limited English Proficiency 
(LEP) outreach tracking.  

4. Transit Asset Management (TAM) 

• Retention Standard: Retain for 4 years minimum (matching the 4-year TAM Plan 
update cycle under 49 CFR Part 625). 

• Applicable Records: Approved TAM Plans, A-90 reports, Accountable Executive 
performance target approvals, asset inventory logs, condition assessments, and 
annual SGR target submission cover sheets to PACTS/MaineDOT.  

5. Procurement & Contracting 

• Retention Standard: Retain for 3 years following final contract closeout and final 
payment.  

• Applicable Records: Procurement history files, Independent Cost Estimates (ICE), 
market research, pre-bid time-stamped ICEs, price/cost analyses, RFPs/IFBs, 
winning and losing bids, single-bid analyses, responsibility determinations 
(SAM.gov checks), Buy America certifications, change orders, piggybacking 
worksheets, and ProcurementPro output packages.  

6. Employment & Personnel Records 

• Retention Standard: 
o General Personnel Files: Retain for 6 years after separation/termination 

(Maine State Archives / 26 M.R.S. § 631). 
o Drug & Alcohol Testing Records (49 CFR Part 655 / Part 40): 

 5 Years: Verified positive drug/alcohol test results, SAP referrals, 
refusal documentation, and annual MIS reports. 

 3 Years: Information from previous employers regarding drug/alcohol 
results. 

 2 Years: Records of inspection, supervisor reasonable suspicion 
training, and testing logs. 

 1 Year: Negative and canceled test results. 
o EEO & Affirmative Action: Retain logs and applicant data for 3 years. 

7. Payroll & Financial Management 

• Retention Standard: 
o Payroll Records & Timecards: Retain for 3 years under Fair Labor 

Standards Act (FLSA) and Maine law (26 M.R.S. § 665); recommended 6 
years for Maine tax audit compliance. 



o Accounting Records, Invoices, Grants & ECHO Drawdowns: Retain for 3 
years post-grant closeout.  

o Single Audit Packages & Annual Financial Statements: Retain 
permanently or 6 years post-audit resolution.  

8. Real Property & Asset Capital Files 

• Retention Standard: Retain for 3 years after final disposition, sale, or retirement of 
the real property or rolling stock asset (2 CFR § 200.333).  

• Applicable Records: Property titles, facility deeds, FTA real property status reports, 
environmental checks/flood maps, equipment disposition logs, and insurance 
settlement records.  

SECTION III: BOARD APPROVAL & PRESIDENT SIGN-OFF 

Approved and adopted by the Biddeford Saco Old Orchard Beach Transit Committee on 
this 18th day of August, 2026. 

 

Executive Director Signature: ___________________________ 

John Savage, Executive Director 

 

Board Chair Signature: ___________________________ 

Chair, BSOOB Transit Committee 
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