
How a great city moves.™How a great city moves.™

5310 Subrecipient 
Reporting Workshop
January 2022



• Monthly Beneficiary Data Report
• Invoice Budget Reporting Workbook
• Quarterly Progress Report
• Supplemental Quarterly Progress Report
• Section 5310 Annual Report
• Questions

Agenda
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• Purpose
• STA is now requiring that a Monthly Beneficiary Data Report be submitted 

along with invoices for reimbursement
• These reports are due on or before the 20th day of each month
• This report helps STA to support the monthly invoice, evaluate the project’s 

performance, and identify the project activities
• This report should also help the subrecipient to complete Quarterly Progress 

Reports

Monthly Beneficiary Data Report
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Monthly Beneficiary Data Report
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• Please be sure to fill out the top portion of the Monthly Beneficiary 
Data Report with your organization’s 5310 project information. 



• Monthly Project Activity 
Narrative

• This narrative will help to support 
the invoice and justifies the 
expenses being reimbursed for 
that month

• Salaries
• Volunteer Drivers
• Project activities
• Marketing and outreach

Monthly Beneficiary Data Report
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• Please enter information regarding the total number served 
(unduplicated), total number of rides, the total number of seniors 
served, and the total number of individuals with disabilities served. 

Monthly Beneficiary Data Report

1/26/20225310 Subrecipient Reporting Workshop 6



• Total number of rides
• This data is regarding the number 

of one-way trips
• If you are transporting 5 

passengers from Point A to Point 
B, you would count 5 rides

• If you are transporting all 5 
passengers from Point B back to 
Point A, you would count another 
5 rides. 

• This will give you a total of 10 
rides

Monthly Beneficiary Data Report
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• Point B• Point A

• Point B• Point A

5 rides

5 rides

10 Total Rides



• Project Manager Certification

Monthly Beneficiary Data Report
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• Newer document used for monthly invoices that STA uses to monitor  
subrecipients’

• Agreement
• Scope of Work
• Budget

• This workbook includes spending percentages and is used along with 
Monthly Beneficiary Data Reports and Quarterly Progress Reports to 
monitor project performance

• Project performance is reported to STA’s Board Committee and FTA 
(Federal Transit Administration)

Invoice Budget Reporting Workbook
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Invoice Budget Reporting Workbook
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• Purpose
• Section 5310 Agreement and FTA requirement

• STA follows a Fiscal Year (October 1st – September 30th)
• Quarter 1 (October – December)

• Reports due January 20th

• Quarter 2 (January – March)
• Reports due April 20th

• Quarter 3 (April – June)
• Reports due July 20th

• Quarter 4 (July – September)
• Reports due early October (sooner due to Annual Reporting requirements)

Quarterly Progress Report
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• Include agency name and project name. 
• Your Grant ID number can be found on the first page of your 

agreement and should look like WA-XXXX-XXX. 
• Your Agreement Number should include the grant year followed by 

five digits (e.g., 2023-09876)

Quarterly Progress Report
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• The progress narrative should 
include project activities for the 
past three months

• The narrative should also 
describe the unmet 
transportation needs for seniors 
and individuals with disabilities

Quarterly Progress Report
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• Be sure to complete the data section with all items listed below

Quarterly Progress Report
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• In your Progress Narrative, you described the unmet transportation 
needs for seniors and individuals with disabilities. 

• In this section, you will describe your projects’ efforts in addressing 
these unmet needs

Quarterly Progress Report
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• In this section, you will describe how your 5310 project has worked to 
coordinate with other agencies or groups to identify other 
transportation resources, and any activities to support this effort. 

Quarterly Progress Report
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• In this section, please describe any service improvements and impacts to 
the community, seniors, and/or individuals with disabilities

• An example of a service improvement could be that your 5310 project has 
expanded service areas or times which has increased or enhanced 
transportation services 

Quarterly Progress Report
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• Please be sure to describe any challenges your 5310 project has 
encountered if this would cause any significant changes to the project

• STA would also like to know about any COVID-19 related challenges 
that your project encounters

Quarterly Progress Report
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• If your project has included any physical improvements (including 
vehicles, facilities, and technology) please use this section to describe 
them

Quarterly Progress Report
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• All 5310 projects will have a requirement in their Title VI Plan that 
states that they must provide outreach efforts to Limited English 
Proficiency (LEP) populations

• Please describe outreach efforts to LEP, minority, and low-income 
populations that your 5310 project supports

Quarterly Progress Report
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• In this section, you will report any EEO, Title VI, and/or ADA 
complaints that you receive.

• This includes a description of the complaint, investigation activities, 
and the resolution

Quarterly Progress Report
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• This same section will also those 5310 project that are awarded over 
$100,000 to reporting any lobbying activities during the past three months

• If you have submitted an SF-LLL form for these activities, please be sure to 
attach the form to this report. 

• This requirement applies to all 5310 projects (capital and operating)

Quarterly Progress Report
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• For capital vehicle projects only, please indicate if you have conducted 
vehicle maintenance or have any warranty claims

• Due to recommended maintenance of vehicles, all capital vehicle projects 
will have conducted maintenance of their vehicles in the past three months

• If not, please be sure to explain why in the Progress Narrative

• Please attached maintenance records to this report

Quarterly Progress Report
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• Project Manager Certification

Quarterly Progress Report
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• All new subrecipients have approved a Scope of Work (SOW) for your 
project. 

• Specific project metrics used to monitor your project’s performance. 
• SOW included in your executed Section 5310 agreement. 

• The metrics in this SOW will be used to create a custom Supplemental 
Quarterly Progress Report for your project. 

• New subrecipients will receive the Supplemental Quarterly Progress Report 
prior to the first reporting period.  

• Submit Quarterly Progress Reports and the Supplemental Quarterly Progress 
Report (if applicable)

Supplemental Quarterly Progress Reports
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• FTA requires an annual report on all active Section 5310 projects that 
STA provides funding for

• STA has submitted this report to FTA in October 2021

• The report has been revised to be easier to read for anyone 
interested in learning about the types of projects funded and their 
progress. 

• This report can be found on STA’s Section 5310 Website
• FY21 Section 5310 Annual Report

Section 5310 Annual Report
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https://www.spokanetransit.com/about-sta/section-5310-program
https://www.spokanetransit.com/files/content/FTA_Section_5310_FY21_Annual_Report_.pdf


Questions?
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Thank you
Madeline Arredondo
Assistant Transit Planner
Office: (509) 325 – 6059
marredondo@spokanetransit.com
Section5310@spokanetransit.com
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