


Contact Us Public Tool Quick Reference Guide
[bookmark: _GoBack]Users can:
· Search for FAQs
· Rate FAQs
· Ask a New Question
· Ask up to two follow up questions
Splash Screen
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Navigation
Navigation options include:
· Enter a keyword or topic and search the information under Search our FAQs.
· Browse the FAQ Categories and Subcategories.
· Submit a New Question.
· Disclaimer link.
· Still can’t find what you are looking for? Ask a question through Contact Us.

*Note: These options are only available once a question is asked.
[bookmark: SearchFAQs]Search for FAQs
There are two ways to search for Frequently Asked Question (FAQs) in the Contact Us Tool. Search by Category or Ask a Question. Users must first search for an FAQ in order to ask a new question since the Question Not Answered? Ask FTA link is located on the search results screens.
Search by Category
To view all FAQs for a specific Category, click on a link below “Browse our FAQ Categories” navigation menu. Some categories have sub-categories. 
 [image: ]       
To view the FAQ for particular categories, click on name of the desired category. Click the plus sign ([image: ] ) icon to expand the menu and then select the desired sub-category.
    [image: ]
The Search Results will filter based on the method of Search you performed. In this case a user selected the Category: Other and its Sub-Category: Comments. The Search Results screen will resemble the screen shot below.
[image: ]
Frequently Asked Questions
Users can also search for FAQs by typing a question into the text field on the splash screen and clicking the Search button.
[image: ]
The search results screen will display any possible FAQ’s and highlights keywords from your search.  If no FAQ’s are found based on your search a message will display informing the user to try a different search.
[image: ]
If you are looking for a question that has not been answered, you can click the Question Not Answered? Ask FTA link to submit a new question directly to FTA. See the Ask a New Question section for more details.
[image: ]

[bookmark: RateFAQs]Rate FAQs
After searching for an FAQ users have the ability to rate the helpfulness of an FAQ. This feedback will assist FTA in providing more helpful FAQs to future users of the Contact Us Tool. Beneath each FAQ is the Rate this FAQ section.  Any user can click the appropriate number of stars to provide the desired rating. Note: To give a low rating select one star, the highest rating is five stars.  Higher rated FAQs will display first in your search results.   The Overall Value label represents the current rating for the FAQ.
[image: ]
[bookmark: AskANewQuestion]Ask a New Question
If a user was unable to find an answer in the FAQ database they have the ability to ask a new question by clicking the “Contact Us” link next to “Still can’t find what you are looking for? Ask a question through”. 
[image: ]
The Submit a Question or Comment screen is displayed.
[image: ]
The Business Email, Category and Question fields are required in order to submit a new question. For the Categories that have Sub-Categories you will also be required to select that field in order to submit a question. For a full list of descriptions on each Category and Sub-Category click the Description of Categories link underneath the Category label field.
[image: ]
[bookmark: ConfirmCAPTCHA]Once you submit your question the Confirm New Question or Comment screen is displayed. Review the information that you entered, type the two words that are displayed in the CAPTCHA field and click Confirm to continue. If the information is incorrect, click Cancel to return to the previous screen and re-enter the correct information.
[image: ]
Once you confirm your information the next screen notifies you that someone from FTA will be contacting you shortly with an answer along with a summary of the information you submitted to FTA.  You will receive an email notification with confirmation that your question was successfully submitted, and you will receive another email notification from the application as soon as an answer has been provided to your question. 



[bookmark: FollowUpQuestion][image: ]
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Ask a Follow-up Question
Once you review a response to your question in the form of an email, you will have the ability to ask a follow-up question.
You can do so by clicking the link located at the bottom of the email to ask a follow-up question.
[image: ]
The Contact Us Verify Email screen is displayed. You will need to enter the business email that you provided when you asked your original question in order to continue.
[image: ]
Once you click Continue, the Contact Us Request Follow-Up screen is displayed. Enter your new question into the Follow-Up Question field and click Submit when ready.
[image: ]
The Confirm Contact Us Follow-Up Request screen is displayed. This screen is similar to the Confirm New Question or Comment except you do not need to enter CAPTCHA words in order to confirm your information. Once you review your information, click the Confirm button and your question will be submitted as before. You will receive an automated email notifying you that someone from FTA will provide you an answer within 5 business days.
Once you receive the FTA Contact Us Tool Submission Response email with a response to your follow-up question you have the option to ask an additional follow-up question. Note: You may only ask two follow-up questions. If you wish to ask more questions you will need to submit a new one in the Contact Us Tool. 
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Category: Buy America

Question: What cost is used in the Buy America calculation for domestic components?

Answer:  The entire cost of domestic components may be used in the content calculation. A
‘componentis considered domestic if it contains at least 60 percent domestic
‘subcomponents, by cost, and is manufactured in the United States. The cost of a
‘domestic component includes direct labor costs, direct material costs, sales costs,
‘general and administrative costs, and overhead costs associated with manufacturing that
‘component, plus freight-in costs. The total cost should be the actual cost of the
‘component, not the bid price.

Rate this ThkRK
FAQ

Overall Value: 5

Question Not Answered? Ask FTA

New Search
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Three easy ways to find the information you seek:

1. Search our FAQs:

[Enter a keyword or topic

2. Browse our FAQ Categories:

Asset Management E Buy America Civil Rights & Accessibility
Legisiation and Regulation National Transit Database. E Other

Planning & Environment Reauthorization & Policy Initiatives Recovery ACUARRA
‘Safety/Security. Bl Technical Assistance. ‘Third Party Procurement
WMATA Safety Oversight

3. still can't find what you are looking for? Ask a question through Contact Us.

|4 Report Problems.
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65 possible answers located in 7 Categories. Click a Category to narrow your list.
We used these words you provided-America® =

1. Category:  Buy America

Question:  What cost is used in the Buy America calculation for domestic components?

Answer: “The entire cost of domestic components may be used in the content calculation. A
component s considered domestic if it contains at least 60 percent domestic Narrowby Oversight of Transit
‘subcomponents, by cost, and is manufactured in the United States. The cost of a FmTETs
domestic component includes direct labor costs, direct material costs, sales costs,  Narrow by Safey/Security
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gy Question Not Answered? Ask FTA

1. Category: National Transit Database
New Search

Question: 1live in San Diego, CA and I'm interested in the feasibilty of a public transit route in our
cities central business distrct. | was wondering ifthere is information available on
calculating the operating costs of a transit system. Any information you can provide is
extremelv heloful
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Category: Buy America

Question: What level of cost data does the FTA require fo meet the requirements of 48 CFR part 6837

Answer.

“The FTA will accept a level of documentation in which costs presented on the document
comply with the defiition presented in § 661.11(0)(1) of the Buy America requiation (49 CFR
part 661): The cost of a component or a subcomponent is the price that  bidder or offeror
must pay to a subcontractor or supplier for the component or subcomponent. * * * The cost
used in the computation of domestic content may include appropriate fully allocated costs of
the component or subcomponent, which would include overhead and proft aliocations.

Rate this FAQ Sk
Overall Valve: 5
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| Disclaimer
Three easy ways to find the information you seek:
1. Search our FAQs:

[Enter a keyword or topic

2. Browse our FAQ Categories:

Asset Management E Buy America Civil Rights & Accessibility reedom of Information Act (FOIA)
Legisiation and Regulation National Transit Database. Other. ‘Oversight of Transit Programs
Planning & Environment Reauthorization & Policy Initiatives Recovery ACUARRA Research

‘Safety/Security. Bl Technical Assistance. ‘Third Party Procurement ‘Transit Grant Programs.

WMATA Safety Oversight

3. still can't find what you are looking for? Ask a question through Contact Us. <=

 Report Problems
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Submit a Question or Comment

Please check our Erequently Asked Questions before subitting a question here. If your question is of a local nature,
we ask that you contact the FTA Regional Office nearest you. Please be as concise as possible. Note that there is a 2,000 character imit.

* =Required
Business Email: * [asingh@actionet.com
(Privacy Policy)
N Category: * [Freedom of Information Act (FOIA) v Have a Recovery ACARRA Question?
(Description of Categories) Click here to view Recovery AC/ARRA information.

Question or Comment: * [Tost
1996 characters remaining.

4 Report Problems
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Confirm New Question or Comment
Please review your question o comment and use the buttons below to Confirm the request and submit tto FTA orto Cancel it
Business Email; kristell fonseca.cr@dotgov.

Category: Freedom of Information Act (FOIA)
Question: Whatis FOIA?

RSN

880

o (reCieroms

ithdv. 880 |

Return to FTA's Public Website or Close the Browser Window.
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Confirm New Question or Comment

Your question or comment has been submitted to FTA. You willreceive an email from FTA's Automated Email Notification account (FTA. SQLEXec Serv@dot.gov)
‘confirming the receipt of your submission. If you do not receive a confirmation email within 24 hours please submit your request again. It is our goal to address your
request within five business days.

Business Email: lesfaje@actionet com
Category: Doing Business with FTA
Question: Test

Retum to FTA's Public Website or Close the Browser Window.
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Subject: _(TEST Output Ignore] FTA Contact Us Tool Submission Response.

DO NOT REPLY TO THIS MESSAGE. This is an automatically generated email from FTA's Contact Us Tool. Contact information is located at the
end of this message.

Thank you for your Contact Us Submission on the FTA website. The following is FTA's response to your question.

Answer: The Freedom of Information Act (FOIA) is a Federal statute that affords any person the right to obtain access to Federal agency records,
unless the records (or a part of the records) are protected from disclosure by one of the nine exemptions or by one of the three special law enforcement
record exclusions contained in the law. FOIA provides for access to agency records, it is not an appropriate vehicle for posing questions of the agency.

Question: What is FOIA?

Unless otherwise specified, this message is being sent by an individual employee in an effort to provide a rapid response to an email inquiry and may
not represent official FTA or DOT policy. Individuals secking formal determinations or opinions are invited to submit their requests in writing to the
agency.

Federal Transit Administration

Office of Communications & Congressional Affairs
East Building, STH Floor

1200 New Jersey Ave SE

Washington, DC 20590

to ask a follow up question within two weeks.

1 i.m Feel that this in does not completely answer your question, please use this lnk httpi/ftawebtest/ContactUsTool/Publie/V erifyErmail 8spx?

If you have any difficulty accessing the Contact Us Tool, please contact DOT IT Services at 1-866-466-5221
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Contact Us Verify Email

Please verfy the Business Email address you supplied with your original comment or question.

Business Email: * [iistell fonseca.ctr@dot goyf
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Contact Us Request Follow-Up
*=Required
Business Email:  kistelfonseca cr@dot gov
Category:  Freedom of Information Act (FOIA) - TAD

Question:  Whatis FOIA?

Answer:  The Freedom of Information Act (FOIA) is a Federal statute that affords any person the rightto obtain access to Federal agency records,
unless the records (or a part f the records) are protected from disclosure by one of the nine exemptions or by one of the three Special
Iaw enforcement record exclusions contained in the law. FOIA provides for access to agency records, itis not an appropriate vehicle for
posing questions of the agency

Follow-Up Question: * 1o,y o | make a FOIA request for FTA records?
(Please be as detailed as possible. 1455

characters remaining.)

==
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