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1.0 Introduction

1.0 Introduction

The Commonwealth of Virginia maintains one of the nation’s most comprehensive and
advanced statewide aviation systems. To support the continuing growth and operation of this
system, the Virginia Aviation Board has developed funding programs to assist sponsors of
public-use airports with a variety of improvement activities ranging from planning to construction
to promotions. The funding programs are:

« Airport Capital Program

« Facilities and Equipment Program

Voluntary Security Program

« Maintenance Program

« Aviation Promotion Program

« Air Service Development and Enhancement Program

For each of these programs, the Airport Program Manual provides information on eligible
projects, state participation, and processes from project request submission to reimbursement.

This manual also includes information on:

« the Virginia Airports Revolving Fund managed by Virginia Resources Authority
. the state’s General Aviation Airport Voluntary Security Certification Program
« procedures for licensing a public-use airport

In addition to program information, the Airport Program Manual contains policies of the Virginia
Aviation Board (VAB) and the administrative processes the Virginia Department of Aviation
(DOAV) uses to implement policy. The manual does not address every situation or concern
faced by airport sponsors. Sponsors should contact DOAV if they have questions on policies
and processes not found in the manual.

Airport sponsors are encouraged to use the Airport Program Manual to learn about the
programs and their responsibilities in regard to the programs. Sponsors are also encouraged to
contact the department when they have questions on the programs, policies, and processes
described in the manual.

All forms mentioned in the Airport Program Manual and the Airport IQ: Virginia Sponsors Guide,
the resource for processes that involve the use of the Airport IQ system, are available on
DOAV'’s website at www.doav.virginia.gov.

FAA advisory circulars citations in this manual are current at the time of adoption. The advisory

circular numbers may be changed by FAA and can be confirmed on FAA's website at
www.faa.gov.

1.1 Definitions

When used in this manual, the following words or terms have the meaning provided here,
unless otherwise specified:

Airport Layout Plan: A scaled drawing of the existing and planned land and facilities necessary
for the development and operation of an airport.
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1.0 Introduction

Airport Sponsor/ Sponsor: An entity that is legally, financially, and otherwise able to assume
and carry out the certifications, representations, warranties, assurances, covenants, and other
obligations required in this document and in the accepted master and grant agreements.

Allocation: The authorization to expend a specific amount of state funds for an eligible project
approved by DOAV. An allocation is awarded under a written notification from DOAV. The
Master Agreement on Terms and Conditions for Accepting State Aviation Funding Resources
provides the general terms and conditions under which a sponsor accepts an allocation.

Federally Funded Project: A project that is funded with monetary participation by one or more
federal agencies, the Commonwealth of Virginia, and the sponsor.

Grant Agreement: The contract created upon the sponsor's acceptance of the terms and
conditions set forth in the department's grant offer, as evidenced by the sponsor's execution of
the grant offer.

Grant Amendment: The modification of the terms and conditions of a grant agreement, the
acceptance of which is evidenced by the sponsor's execution of the grant amendment.

Grant Obligation Term: The time period specified in the grant agreement during which the
terms, conditions and assurances of the grant agreement, including the Master Agreement on
Terms and Conditions for Accepting State Aviation Funding Resources, remain in effect. The
grant obligation term shall begin upon the date the final payment under the grant agreement is
made by the state.

Grant Offer: The terms and conditions upon which DOAV is willing to provide funds to a
sponsor for a specified project, as listed in the first part of the grant agreement.

Grant Payment Term: The time period within which the state will make payments to the sponsor
pursuant to the grant agreement. The expiration date for such grant payment term will be
specified in the grant agreement.

Preliminary Design: The work to be done as part of a design project or design and construction
project to determine the final needs, tasks, and costs associated with the project, such as
surveys and geotechnical analysis.

Scope of Work: A document that describes the tasks, schedule, deliverables, man hours, costs,
and responsible parties for a project and is to be approved by DOAV, and/or the applicable state
or federal agency as appropriate.

State Funded Project: A project that is funded with monetary participation by the
Commonwealth of Virginia and the sponsor.

Tentative Allocation: The reservation of funds for a project by the VAB or DOAV that must be
followed by the agreement process for the appropriate funding program. A tentative allocation
does not guarantee funding of a project or a time frame for funding a project.
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2.0 Roles and Responsibilities

A key element to the strength and continued growth of Virginia's aviation system is the
partnering between the Virginia Aviation Board, Virginia Department of Aviation, Federal
Aviation Administration, and airport sponsors. Each has roles and responsibilities that support
individual airports and the statewide air transportation system.

2.1 Virginia Aviation Board

The Virginia Aviation Board (VAB) establishes financial assistance programs and allocates
funds for capital improvement projects. The VAB sets policies to guide the funding programs
and to promote and develop safe aviation practices and operations in Virginia. The VAB hears
airport sponsor and citizen concerns on matters pertaining to aviation and acts as a liaison to
the department in an effort to be responsive to local jurisdictions, users of the system, and
citizens. Airport sponsors are encouraged to maintain regular contact with their representative
VAB members, keeping them aware of issues affecting the planned development of their
airports. The duties and responsibilities of the VAB are set in Code of Virginia 85.1-2.1 et seq.

2.2 Virginia Department of Aviation

The Virginia Department of Aviation (DOAV) provides financial and technical assistance to
eligible airport sponsors for the planning, development, promotion, construction, and operation
of airports and aviation facilities. DOAV also administers applicable provisions of the Code of
Virginia, plans for the development of the state aviation system, licenses airports and aircraft,
and promotes aviation activities within the state. The duties and responsibilities of DOAV are
set in Code of Virginia 85.1-1.1 et seq.

2.3 Federal Aviation Administration

The Federal Aviation Administration (FAA) provides financial and technical assistance to eligible
airport sponsors for the planning, design, and construction of airports and aviation facilities.
FAA also sets design and operation standards for airports.

2.4 Virginia Airport Sponsors

An airport sponsor has many obligations for its airport, ranging from financial dealings and long-
term development planning to daily maintenance and operational activities. A sponsor is solely
responsible for insuring that the airport is compliant with federal and state grant assurances;
board policies; and FAR Part 77, Virginia Aviation Regulations 24VAC5-20-140 Minimum
requirements for licensing, and FAA Advisory Circular 150/5300-13 Airport Design criteria.
Other key responsibilities for sponsors include the completion and submission to DOAV of an
Annual Based Aircraft Survey, an Annual Certification of Financial Responsibility, and a six-year
Airport Capital Improvement Plan. In addition, sponsors should work with local planning offices
and jurisdictional decision makers to develop and enforce land use plans and airport overlay
zones that support compatible land use around airports.

2.4.1 Obstruction Clearance and Certification

Sponsors are responsible for keeping their airports clear of obstructions to the appropriate
standards. Airport sponsors must certify their obstruction status in order to be eligible for
funding from any state program. Additional information on the effect of obstructions on project
eligibility and obstruction certification is provided in 4.1 Obstructions.

DOAV Airport Program Manual 2-1 effective November 2013



2.0 Roles and Responsibilities

2.4.2 Annual Based Aircraft Survey

Public-use airport sponsors are required to submit an Annual Based Aircraft Survey to DOAV in
accordance with Virginia Aviation Regulations 24VAC5-20-350 Annual Aircraft survey and
report of financial responsibility. The survey is designed to record a physical count of based
aircraft on an annual basis and to assist DOAV with its process of properly planning for and
licensing all Virginia-based aircraft. The survey consists of a census of aircraft owners and
aircraft and an itemized summary of aircraft listed by class; both sections must be completed.
Surveys are due to DOAV no later than January 31 of each year.

2.4.3 Annual Certification of Financial Responsibility

Each year a sponsor must certify to DOAV that the sponsor has adequate liability insurance or
other means of financial responsibility to satisfy the minimum dollar amount required by Code of
Virginia 85.1-88.7 et seq. The Annual Certification of Financial Responsibility form is due to
DOAV no later than January 31 of each year.

2.4.4  Six-Year Airport Capital Improvement Plan

A six-year Airport Capital Improvement Plan (ACIP) identifies and prioritizes projects for an
airport. This plan is vital to securing project funding, whether it is federal, state, or local funding.
These plans are usually submitted to DOAV prior to the beginning of each fiscal year.
Additional information on six-year ACIPs is provided in Chapter 6 Airport Capital Program.

2.4.5 Entitlement Utilization Report

Sponsors eligible for state entittement funds must submit a Commonwealth Airport Fund
Entitlement Utilization Report for VAB approval each year. These reports provide an annual
accounting of the previous fiscal year's state entitlement fund expenditures. Ultilization reports
shall be filed within 30 calendar days after the close of the fiscal year. Additional information on
these reports is provided in 3.1.1.1 State Entitlement Funds.

2.4.6 Airport Minimum Standards and Rules and Regulations

Sponsors are strongly encouraged to develop, maintain, and enforce airport minimum standards
and rules and regulations. These documents set forth the acceptable minimum criteria that
must be met by those engaging in aeronautical activities or services at the airport or by those
using that airport and its facilities. Information on airport minimum standards can be found in
FAA Advisory Circular 150/5190-7 Minimum Standards for Commercial Aeronautical Activities.

2.4.7 Land Leases

When an sponsor leases airport land, the sponsor needs to certify in writing that the lease
meets the terms and provisions of any and all state and federal grants in accordance with Code
of Virginia 85.1-40. The certifications may be made using DOAV’s Certification of Land Leases.
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3.0 Funding for Airport Projects

The Virginia Aviation Board has determined that state funding should be expended on specified
elements of airport planning and development projects. State funding should be allocated to
sponsors who meet requirements established by the Virginia Aviation Regulations or board
policy. Itis VAB policy to allocate funding for airport improvements in order to:

« meet regulatory and policy obligations
« maximize benefits to the public
« improve access to airports

The VAB and DOAYV patrticipate in projects that are either federally funded or state funded. A
federally funded project involves federal, state, and local funding. A state funded project
involves state and local funding only.

3.1 State Aviation Funding Resources

The Commonwealth Airport Fund and the Aviation Special Fund provide the financial resources
for the programs established and administered by the VAB and the Virginia Department of
Aviation.

DOAV may conduct an audit on an airport sponsor’s use of state entittement and discretionary
funds to support accountability monitoring. Results will be reported to the VAB for appropriate
action.

3.1.1 Commonwealth Airport Fund

The Commonwealth Airport Fund (CAF) receives its revenue from an annual allocation made by
the Commonwealth Transportation Board to the Virginia Aviation Board. The Code of Virginia
specifies that CAF resources shall be allocated to airports on the basis of their service role as
identified in the Virginia Air Transportation System Plan (VATSP). Entitlement and discretionary
funds are made available from the CAF and are used under the Airport Capital Program.

3.1.1.1 State Entitlement Funds From the CAF, state entitlement funds are allocated
annually to sponsors of airports that have scheduled air carrier service in accordance with Code
of Virginia 858.1-638.A3. This allocation is based on each airport's enplanements as a
percentage of all air carrier airport enplanements within the state during the previous calendar
year. Initial calculations will be made using the draft annual enplanement data published in
FAA’s Passenger Boarding and Air Cargo Data, which is extracted from the Air Carrier Activity
Information System provided by the Research and Innovative Technology Administration of the
Bureau of Transportation Statistics. The percentages will be revised when the final annual
enplanement data is published. Code of Virginia 858.1-638.A3a specifies that no air carrier
airport shall receive less than $50,000 or more than $2 million per fiscal year in state entitlement
funds.

When an air carrier airport sponsor has unobligated state entitlement funds at the end of a fiscal
year, the unobligated funds are added to the balance of state entitlement funds awarded to the
sponsor for the following fiscal year.

Sponsors eligible for state entittement funds must submit a Commonwealth Airport Fund
Entitlement Utilization Report for VAB approval each year in order to qualify for state
discretionary funding. These reports provide an annual accounting of the previous fiscal year’'s
state entitlement fund expenditures. Utilization reports shall be filed within 30 calendar days
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after the close of the fiscal year. The DOAV form must be used for reporting by sponsors.
Reporting submitted on other forms will be returned to sponsors.

DOAV reviews the reports and makes recommendations to the VAB. Following VAB action on
the reports, DOAV will notify sponsors of the VAB’s decisions regarding the utilization reports. If
a sponsor does not submit an entitlement utilization report and subsequently requests state
discretionary funds, all prior unreported expenditures will be assumed to be outside of normal
project expenditures and treated as described in 3.1.1.3.2 Projects Outside of Normal
Expenditures.

3.1.1.2 State Discretionary Funds Code of Virginia 858.1-638.A3 directs the VAB to
allocate funds to air carrier, reliever, and general aviation airports on a discretionary basis.
These funds are known as discretionary funds.

3.1.1.3 Air Carrier Utilization of State Entitlement and Discretionary Funds It is the
expressed intent of the VAB that an air carrier airport sponsor totally obligates its state
entitlement funds prior to that sponsor receiving any state discretionary fund allocations. These
funds include unexpended state entitlement funds from previous fiscal years, interest earned on
state entitlement funds, and passenger facility charges used to reimburse state entitlement fund
accounts.

DOAV encourages sponsors to use other available federal, state, and local funding options,
such as passenger facility charges, before applying for state discretionary funds. If a sponsor
uses state entitlement funds for a project and later receives reimbursement for the project from
passenger facility charges, the sponsor must credit its state entittement balance with the
reimbursement amount. The passenger facility charge reimbursement must be recorded on the
annual Entitlement Utilization Report.

If a sponsor of an air carrier airport needs state discretionary funds to meet capital needs, the
sponsor must file a six-year Airport Capital Improvement Plan with DOAV, denoting how the
state entitlement and discretionary funds will be used.

The sponsor determines the expenditure of state entitlement funds; however, it is the VAB's
intent that these funds be used as the state’'s share of costs for eligible federally funded
projects. As the VAB approves state entitlement utilization reports each fiscal year, the VAB's
actions regarding the expenditure and commitment of an airport’s state entitlement funds will be
used by DOAYV as a basis for recommendations to approve or disapprove allocations of state
discretionary funds for eligible projects.

State entitlement funds can be used for any project eligible under the Airport Capital Program,
Facilities and Equipment Program, and Maintenance Program. Operational costs are not
eligible under any state funding program. If state entitlement funds are used for projects eligible
under the Facilities and Equipment Program or Maintenance Program, the sponsor shall not be
eligible to receive approval for any funding from the respective programs during the fiscal year
in which the state entitlement funds are spent, except as otherwise described in 6.7.5 Facilities
and Equipment, Security, and Maintenance Project Requests, from the chapter on the Airport
Capital Program; 7.2.4 Utilization of Airport Capital Program Funds, from the chapter on the
Facilities and Equipment Program; 9.2.1.1 Obstruction Removal and 9.2.4 Utilization of Airport
Capital Funds, from the chapter on the Maintenance Program; A.18 facility and equipment,
security, and maintenance projects and A.20 obstruction removal, from Appendix A. If it is
determined during the review of an entitlement utilization report that a sponsor used entitlement
funds for eligible facilities and equipment projects or maintenance projects, as described in this
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section or Appendix A, and also used Facilities and Equipment Program or Maintenance
Program funds for other projects eligible under the respective programs, the sponsor must
reimburse the state for the Facilities and Equipment Program or Maintenance Program grants or
allocations approved within that fiscal year.

To insure that state discretionary funds are being used to the greatest benefit to the state air
transportation system, DOAV will track the allocation of state discretionary funds to the
sponsors of air carrier and reliever airports and the distribution between funded projects and
unfunded projects due to the lack of an available balance for the capital program. DOAV will
report its findings and recommendations regarding funding policy to the VAB each May.

3.1.1.31 Entitlement Only Projects  Certain projects have been determined to be eligible
only for the expenditure of state entitlement funds, referred to as entitlement only projects.
Sponsors cannot request state discretionary funds for these projects. Most of these projects
relate to expanded maintenance projects and purchases or are directly related to meeting safety
and performance standards established by FAR Part 139 and TSAR 1542. Projects that are
eligible only for state entitlement funds include, but are not limited to:

« debt service retirement

. aircraft removal systems

« construction of ARFF simulator facilities and the provision of their related equipment, such
as simulator pad, airfield access, and propane

« Mmaintenance contracts and repairs related to systems and equipment

. purchase of equipment for snow and ice removal and treatment that exceeds a snow
removal equipment plan for a FAR Part 139 airport

« purchase of firearms and body armor for law enforcement officers employed by the airport

« procurement of equipment, videos, and consultant services used to meet FAR Part 139 and
TSAR 1542 training requirements

« improvements and training needed for OSHA compliance

The project priority score for entitlement only projects is zero, with the exception of debt service
retirement. When the sponsor of an air carrier airport needs to request state discretionary
funding, the project request evaluation process would begin with the scoring of all of the projects
in the airport’s Airport Capital Improvement Plan for the appropriate fiscal year. The state
entitlement funds available to the airport would be allocated to the highest scoring projects. The
remaining projects would then compete for air carrier/reliever discretionary funds to be allocated
by the VAB. From those allocated state discretionary funds, deductions would be taken equal to
the state’s share of expenditures made for any entitlement only project already undertaken
within the fiscal year.

3.1.1.3.2  Projects Outside of Normal Expenditures  Certain projects not listed or generally
described in this manual have been determined to be outside of normal project expenditures. If
the sponsor of an air carrier airport uses state entitlement funds for such a project, the state’s
share of the project cost will be counted against new requests for state discretionary funding.
DOAV will maintain an accounting of project activity outside of normal project expenditures.
When a sponsor for an air carrier airport requests state discretionary spending, the balance in
the accounting will be deducted from the state’s share of the requested project. Projects will be
retained in the accounting until they are deducted from a state discretionary project request or
they have been on record for six fiscal years, at which time the projects will be removed from
the accounting.
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3.0 Funding for Airport Projects

Projects that are considered outside of normal project expenditures include, but are not limited
to:

« aviation promaotion projects

« air service development projects

. landside passenger shuttles

« recurring operational costs

« airport personnel salaries and benefits

3.1.2 Aviation Special Fund

The Aviation Special Fund (ASF) is used for facilities and equipment, general aviation security,
maintenance, aviation promotion, and air service development programs. Under Code of
Virginia 85.1-52, taxes on aviation fuel and fees for licensing airports and aircraft are revenue
sources for the ASF.

3.2 Federal Aviation Funding Resources

Federal funding allocations are based on an airport’s inclusion and service role in the National
Plan of Integrated Airport Systems (NPIAS) developed by the Federal Aviation Administration.
Like the state aviation funding resources, federal entitlement and discretionary funds are
available to eligible sponsors.

Code of Virginia 85.1-47 requires airport sponsors to submit a copy of their federal six-year
plans and project applications to DOAV for approval prior to submitting the plans and
applications to FAA.

3.3 Utilization of State and Federal Funding Resources

The VAB and DOAV strongly encourage eligible sponsors to maximize the availability and use
of federal funding by maintaining a current federal six-year capital improvement plan and
applying for federal funding for eligible projects. The General Assembly’s Appropriations Act
specifies that it is legislative intent for DOAV to match federal funds to the maximum extent
possible.

DOAV may participate in the funding of a project with an airport sponsor either as part of a
federally funded project or a state funded project. For most federally funded projects, DOAV
and the sponsor will each fund a share of eligible costs not covered by the federal participation.
DOAV’s funding portion is 80 percent of the non-federal share when state discretionary funds
are involved. For most state funded projects, DOAV and the sponsor will each fund a share of
eligible costs. State participation percentages are based on the type of project undertaken and
the state funding program used for the project. For example, DOAV may participate in a site
preparation construction project at a rate of 80 percent and a general aviation security sign
installation project at a rate of 90 percent. A summary of state participation rates by general
project categories is provided in Appendix F State Participation Rates.

Airport sponsors should carefully consider available state and federal funding programs and
identify the best funding resources that fit their VATSP service roles and individual airport
needs. Table 1 Funding Program Eligibility Based on Airport Role gives an overview of which
state and federal funding programs are available to sponsors, based on airport roles within the
state and federal airport systems. Airport roles are provided in Appendix G Airport Classification
Roles.
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Table 1
Funding Program Eligibility Based on Airport Role
Airport Role
Funding Programs Air Reliever General General General
Carrier Aviation Aviation Aviation
(NPIAS) (non-NPIAS) (non-NPIAS)
Local Service
Federal Primary Entitlement X
Federal Non-primary X X
Entitlement
Federal Discretionary X X X
(Apportionment/Discretionary)
State Entitlement X
State Discretionary X X X X limited*
Facilities and Equipment X X X X limited*
Voluntary Security X X X X
Maintenance X X X X X

*Local service general aviation airports are eligible only for safety and preservation projects under the State
Discretionary Program and the Facilities and Equipment Program.

3.4 Funding Instruments

The state utilizes the Master Agreement on Terms and Conditions for Accepting State Aviation
Funding Resources, a grant agreement, a grant amendment, and an allocation as the funding
instruments under which state funding is made available to airport sponsors.

For privately owned public-use airports, these funding instruments are supported by credit line
deeds of trust and credit line deed of trust notes, which are described in 4.2 Special Eligibility
Requirements.

3.4.1 Master Agreement on Terms and Conditions for Accepting State Aviation Funding Resources
The Master Agreement on Terms and Conditions for Accepting State Aviation Funding
Resources contains the terms and conditions for accepting state aviation funding from the
Commonwealth of Virginia for capital, facilities and equipment, security, maintenance, aviation
promotion, and air service development projects. These terms and conditions identify sponsor
responsibilities during and after the implementation of a project. The terms and conditions apply
to funding awarded under grants and allocations.

The master agreement contains general conditions, such as obtaining goods and services in
accordance with the Virginia Public Procurement Act. The master agreement also contains
special conditions for land acquisition, public-use spaces and areas, bridge loans, facilities and
equipment, and private ownership. If the specifics of a project generate the need for terms and
conditions not provided in the master agreement, those terms and conditions will be stated in
the grant agreement for the project. @ The VAB and DOAV reserve the right to establish
additional terms and conditions as needed in accordance with the preamble to the master
agreement.

An executed master agreement must be on file with DOAV in order for a sponsor to receive a
grant or an allocation.
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3.4.2 Grant Agreement
The purpose of a grant agreement, that when made effective becomes a contract between the
sponsor and the Commonwealth of Virginia, is:

. to meet the requirements of Virginia Aviation Regulations 24VAC5-20-330 Aviation facilities
constructed in whole or in part with state funds

. to ensure that all parties are aware of their respective responsibilities

« to ensure that grant funds are properly controlled and returned if not required to complete a
project

Each grant agreement contains an offer and acceptance. The offer identifies the sponsor,
airport, project, and project number. It also states the specific terms and conditions for a project
grant, including the amount of state participation, the amount of federal participation if
applicable, grant payment term, and grant obligation term. The Master Agreement on Terms
and Conditions for Accepting State Aviation Funding Resources is incorporated by reference in
each grant offer. Grant offers are valid for 60 calendar days; the expiration date is stated in the
offer.

Requirements for the issuance of a grant offer will be described in the appropriate funding
program chapter.

When a sponsor accepts the grant offer and agrees to the terms and conditions contained in the
grant offer, the sponsor must sign and date the acceptance portion of the grant agreement. The
sponsor's attorney must sign the certification within the acceptance. A grant agreement
becomes effective upon the completion of the acceptance portion of the grant agreement.

3.4.3 Grant Amendment

The purpose of the grant amendment is to modify the terms and conditions of a grant
agreement for an identified project. At any time during the course of a project, the grant
agreement between the sponsor and the Commonwealth of Virginia may be amended for
justifiable cause, such as a change in the grant amount, a change in the scope of work, or an
extension of the expiration date. The grant amendment becomes part of the contract between
the sponsor and the Commonwealth of Virginia.

Each grant amendment contains an offer and acceptance. The offer identifies the sponsor,
airport, project, project number, and modifications to the grant agreement.

When a sponsor becomes aware of conditions that will necessitate a change to a grant
agreement, the sponsor should immediately submit to DOAV a written request for a grant
amendment. The written request must include the following information:

« project number and project name

« current expiration date if time extension is part of the request

. reason for the request including an explanation of why the project will not be finished by the
expiration date for the grant payment term or with the allocated funds

« plan of action and revised project schedule for completion of the project

DOAV will review the amendment request. After acceptance of the request and confirmation of
funding availability, DOAV will prepare a grant amendment offer. Grant amendment offers are
valid for 60 calendar days; the expiration date is stated in the offer.
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When the VAB awards a tentative allocation increase to an existing grant, the sponsor does not
need to submit a written request for a grant amendment. DOAV will provide the grant
amendment offer to the sponsor. The grant amendment offer is valid for 60 calendar days.

When a sponsor accepts the grant amendment offer, the sponsor must sign and date the
acceptance portion of the grant amendment. A grant amendment becomes effective upon the
completion of the acceptance portion of the grant amendment.

3.4.4 Allocation

The purpose of an allocation is to award funding to a project request that by its nature does not
need to follow the grant process. Such projects need to be implemented quickly or are smaller
in nature, such as a project to repair NAVAID equipment or a project to purchase and install
security signs.

Upon approval of the project request in accordance with the requirements of the appropriate
funding program and confirmation of funding availability, DOAV will issue a written notification to
the sponsor. The notification confirms the scope of work for the project, project number, and the
amount of state participation for the project. This notification also provides the effective and
expiration dates for the allocation. The Master Agreement on Terms and Conditions for
Accepting State Aviation Funding Resources applies to allocations.

The issuance of the written notification constitutes a notice to proceed, and a sponsor may
begin work upon receipt of the notification.

3.5 Utilization of Insurance Resources

Sponsors must carry insurance on all airport facilities and equipment for which the state
provided funding assistance. The insurance coverage should provide for replacement value
where available. If a sponsor is applying for funding to rebuild or repair airport facilities or
equipment covered by insurance, insurance proceeds should be used against the costs first,
and the state’s participation would be 80 percent of the remaining eligible project costs. For
items not eligible for insurance, the state’s participation is 80 percent. For terminal buildings,
the state’s patrticipation is based on the public-use space ratio. If only a portion of the terminal
building is involved, the state’s participation is based on the percentage of public-use space in
that area. For whole building systems for terminal buildings, the state’s participation is based on
the public-use space ratio.

When requesting funding relating to an insured facility or piece of equipment, sponsors must
provide DOAV with supporting documentation that must include a written response from the
insurer detailing what work and equipment are covered, or, if the insurer declines a sponsor’s
request, why the insurance is not covering the needed work or equipment.

3.6 Disposal of Property Acquired with State Resources

Sponsors may no longer need property originally acquired with state funds to meet their
aeronautical and operating needs. Examples of this property are land, maintenance equipment,
and loading bridges. If a sponsor disposes of such property, except land, before the grant
obligation term expires and receives a payment from the sale of the property, the sponsor must
reimburse the state with a portion of the selling price within 90 calendar days. That portion will
be prorated based on the number of months remaining in the grant obligation term and based
on the state’s participation rate in the grant agreement for the property. For the disposal of land
at NPIAS airports, the sponsor must follow FAA policy on land release and revenue use. For
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the disposal of land at airports not in the NPIAS, the sponsor must request the release of
property from DOAV and use proceeds on the airport. Any time a sponsor alters an Airport
Layout Plan or property map, the sponsor must obtain approval from DOAV and FAA, if
appropriate.

When a sponsor transfers property that was acquired with state funds to another Virginia airport
that has a need and the sponsor receives compensation, the sponsor must provide DOAV with
50 percent of the value of the compensation within 30 calendar days of its receipt.

When a sponsor uses a piece of equipment as a trade-in towards the purchase of new
equipment, the credit given by the vendor must be applied to the state’s share of the purchase.
The percentage applied to the state’s share must match the state’s participation rate in the
purchase of the original equipment.
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4.0 Sponsor Eligibility

The threshold criterion for determining sponsor eligibility to receive state funding is inclusion in
the Virginia Air Transportation System Plan. In order for an airport sponsor to be eligible to
request and receive state discretionary, facilities and equipment, general aviation security,
maintenance, aviation promotion and air service development funding, the following criteria
must be met:

« An airport shall be licensed by the Commonwealth of Virginia and be open to the public in
accordance with Code of Virginia 85.1-7 and the Virginia Aviation Regulations.

« An airport shall be designated a “system airport” in the VATSP or the sponsor is deemed
eligible by the written opinion of the state Office of the Attorney General, made in
conjunction with the Virginia Department of Aviation’s recommendation.

« An airport sponsor shall have an airport layout plan approved by DOAV and the Federal
Aviation Administration as appropriate.

« An airport sponsor shall be in compliance with all minimum requirements for licensing as
defined in Virginia Aviation Regulations 24VAC5-20-140 Minimum requirements for
licensing.

« An airport sponsor shall have submitted an Annual Based Aircraft Survey to DOAV in
accordance with Virginia Aviation Regulations 24VAC5-20-350 Annual aircraft survey and
report of financial responsibility.

« An airport sponsor shall have submitted an Annual Certificate of Financial Responsibility to
DOAV in accordance with Code of Virginia 85.1-88.7.

« An airport sponsor shall own the real property or have an adequate interest in the property
on which a project will be undertaken, and the ownership or interest shall be clearly shown
on an airport property map approved by DOAV and FAA as appropriate.

« An airport sponsor shall have a current six-year Airport Capital Improvement Plan (ACIP) on
file with the department in order to receive any state discretionary funds.

« Public entities interested in developing new airports must be designated as a sponsor in
writing by the state Office of the Attorney General before becoming eligible to receive state
funding.

In order to receive state entitlement funds, the sponsor of an air carrier airport must provide
DOAV with a one-time certification to ensure that the sponsor:

« is eligible for state entitlement funds
« will spend state entitlement funds in accordance with Code of Virginia §5.1-2.16

In order to receive state discretionary funds, the sponsor of an air carrier airport must provide
DOAV with an annual accounting of the expenditure of state entitlement funds, including
accrued interest, within 30 calendar days after the close of the fiscal year. This reporting is in
addition to the criteria listed above.

4.1 Obstructions

For airports that have FAR Part 77 and/or 24VAC5-20-140 Minimum requirements for licensing
and cannot meet the Runway End Siting Requirements under FAA Advisory Circular 150/5300-
13 Airport Design, the sponsor is not eligible to receive new funding from the Commonwealth
Airport Fund or Aviation Special Fund. The airport sponsor may request a funding increase to
an existing tentative allocation, grant, or allocation. Exceptions will be allowed for the following
types of projects:
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« oObstruction removal and/or mitigation projects

« planning projects to identify and/or mitigate obstructions

« security plan and audit projects

« projects deemed by the VAB and/or DOAYV as critical to the safety of the flying public or as
an emergency

If an airport has unmitigated obstructions, the sponsor may request an exception from the VAB;
however, the sponsor must submit a project request to compete for funding at the next VAB
meeting and demonstrate a mitigation plan.

Airport sponsors must certify their obstruction status every 24 months. They will be able to use
one of the following sources to support their certification:

« licensed surveyor’s report

« FAA 5010 survey

state airport license survey

« obstruction analysis element of an airport layout plan update
« FAR Part 139 inspection, for air carrier airports only

4.2 Special Eligibility Requirements

In addition to the criteria listed above, several special eligibility requirements apply to sponsors
of privately owned public-use airports. These include credit line deeds of trust, credit line deed
of trust notes, and assumption agreements.

4.2.1 Credit Line Deed of Trust

To protect the Commonwealth’s investment in privately owned public-use airports, the Virginia
Aviation Board has determined that a credit line deed of trust will be entered into between the
department and airport sponsor before the sponsor is eligible to receive a grant agreement.
Prior to requesting grant funding, the sponsor will submit a written request to DOAV for a credit
line deed of trust. The total value of the credit line deed of trust equals department-funded
improvements plus the current appraised value of the airport real property. The limit does not
necessarily have to be as high as the current appraisal value. The department will assess the
cumulative value of possible future grants from the sponsor’s six-year ACIP in consultation with
the sponsor to arrive at a value that will be used. Any costs associated with establishing the
value of the property will be borne by the sponsor.

The department will prepare a credit line deed of trust for the sponsor, who in turn will execute
the document and return it. The department will have the credit line deed of trust recorded in
the appropriate jurisdiction or jurisdictions. All fees related to the actual recordation plus the
department’s attorney fees related to the preparation of the credit line deed of trust, not to
exceed $500, will be borne by the sponsor.

Once the total value less amortization of all executed grant agreements equals the value of the
original credit line deed of trust, a new credit line deed of trust will be required.

4.2.2 Credit Line Deed of Trust Note

The credit line deed of trust note is the instrument that is used to draw funding from the original
credit line deed of trust. A trust note is required for each grant offer made to a privately owned
public-use airport. DOAV will provide a trust note with each grant offer.
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4.2.3 Assumption Agreements

When ownership of an airport changes, the new owner must assume responsibility for all
existing agreements or reimburse the Commonwealth the balance of the amortization.
Examples of such agreements are grant agreements and credit line deeds of trust.

The department will draft an assumption instrument that denotes the conditions of the
agreement. The new owner must complete the assumption agreement within 60 calendar days
of the purchase of the airport. Failure by the new owner to execute the assumption agreement
will jeopardize the transfer of the airport license and future funding eligibility.
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5.0 Project Eligibility Requirements

The types of projects eligible under the different funding programs are described in the following
chapters. Some elements of projects that are planned and designed to meet locality
requirements or sponsor preferences may not be eligible for state funding. Examples of these
elements include, but are not limited to, certain signage on access roads and signature
architecture for buildings. Sponsors must insure that a project is consistent with local zoning
ordinances and building codes.

Projects to bring an airport into compliance with the state’s minimum airport licensing standards
as stated in Virginia Aviation Regulations 24VAC5-20-140 Minimum requirements for licensing
are eligible.

5.1 Basic Eligibility Requirements
Each project must meet the following basic eligibility requirements:

« The proposed project must be shown on an airport layout plan approved by DOAV and FAA
as appropriate.

« A sponsor shall provide documentation of environmental coordination and the findings and
acceptance from the appropriate authorities on all environmental actions for a project as
required by federal or state law. This documentation could be a Categorical Exclusion (CAT
EX), a Finding of No Significant Impact (FONSI), a Record of Decision (ROD), or a Coastal
Zone Resource Management (CZRM) determination if applicable.

. If a sponsor is applying for state funds to match a federal project that requires a benefit cost
analysis, the analysis must be approved by FAA before DOAV will offer a favorable
recommendation on the project.

In addition to these basic eligibility requirements, prerequisites are required for many projects.
For example, a security improvement project for a general aviation airport must be identified on
an approved security plan in order to be eligible for state funding. Prerequisites will be
described in the appropriate funding program chapter.

5.2 Project Scoping

Every project needs some level of scoping in order for all parties involved in the project to have
a clear understanding of what is to be accomplished by the project and how the project is to be
undertaken. During the scoping process, many issues should be considered, including, but not
limited to:

« substance of a project, such as the number of parcels for land acquisition, amount of square
yardage for an apron, or audience for the distribution of a promotion brochure

« extent of state participation based on facility size, activity, and other considerations

« participants needed to implement the project and their roles

. coordination with federal, state, and local agencies for reviews and public meetings as
needed

« content and format of deliverables

« schedule of tasks, reviews, submission of deliverables, and reimbursements

. eligible costs, including sponsor administrative fees

« type of contract

- need for an independent fee review

« inclusion of a Disadvantaged Business Enterprise plan as part of a federally funded project

DOAV Airport Program Manual 5-1 effective November 2013



5.0 Project Eligibility Requirements

The consultants and contractors participating in projects must be appropriately licensed and/or
certified.

DOAV encourages sponsors to hold scoping meetings for all projects to identify precise work
tasks and estimated costs. Participants in the scoping meetings can include representatives
from FAA, DOAYV, the sponsor, a consultant team, and local government representatives.

A project scope package should be prepared for approval by DOAV and applicable federal
agencies as appropriate. A project scope package should include the following:

« a narrative description of the tasks to be accomplished, with reference to the parties who will
be handling the tasks

. a description of the deliverables that specifies the format, quantities, and recipients for each
deliverable

« aschedule for the project by tasks or milestones, either by the number of days or months for
the identified schedule components or by estimated dates

. a detailed man hour estimate by task and subtask as appropriate that is directly correlated
to the narrative

. a detailed estimate of costs, including reimbursable expenses such as travel, printing,
reproduction, and shipping, as well as a list of line items and costs for sponsor
administrative fees

. a copy of a proposal or quote from all subconsultants who will be involved in the project,
which contains the descriptions and estimates as noted above

For federally funded projects with a total estimated cost of at least $100,000, the independent
fee estimate and record of negotiation will become part of the scope package when they have
been completed. FAA Advisory Circular 150/5100-14D provides information on the independent
fee estimate process and examples of man hour estimate and negotiation record documents.

The timing for submitting a scope for approval and any additional scoping requirements will be
described in the appropriate funding program chapter.

5.3 Reimbursement of Eligible Costs

Requests for reimbursement should be made in a timely manner. DOAV will review each
request for eligible costs. It should be noted that reimbursement for Virginia sales tax is not
eligible for any sponsor that is considered a political subdivision of the Commonwealth of
Virginia.

DOAV reserves the right to require copies of invoices and expense details of any or all costs
prior to approving reimbursement

Any additional requirements for supporting documentation for reimbursement requests will be
described in the appropriate funding program chapter.

5.4 Design and Construction Standards

DOAV intends that FAA standards and specifications be used in the design of air facility
infrastructure, including facilities and equipment, where not specified in Virginia Aviation
Regulations 24VAC5-20-140 Minimum requirements for licensing. Airports not included in the
NPIAS should use design standards set in the Virginia Aviation Regulations and Virginia
Department of Transportation (VDOT) construction standards. The department may allow or,
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for federally funded projects, seek FAA approval to use VDOT construction standards and
specifications for general aviation airport infrastructure development on a case-by-case basis.

The state’s minimum airport licensing standards for airports are provided in Appendix E
Minimum Standards for Licensing, and the VDOT construction standards can be found online at
www.virginiadot.org.

5.5 Local Service Airports

Only safety and preservation projects are eligible for local service airports, with the exception of
terminal buildings, fuel systems, and promotion activities. Eligible safety and preservation
projects include, but are not limited to:

. pavement rehabilitation

« obstruction removal to meet visual approach standards as stated in Virginia Aviation
Regulations 24VAC5-20-140 Minimum requirements for licensing and Code of Virginia 85.1-
7 and non-precision approaches, and the acquisition of easements needed for such
obstruction removal

« lighting system rehabilitation

Examples of projects not eligible at local service airports are acquisition of land and hangar site
development.

The costs for improvements needed for a local service airport to transition to a general aviation
community airport must be borne by the sponsor. Prior to initiating improvements, the sponsor
should first receive DOAYV approval.
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6.0 Airport Capital Program

The Airport Capital Program provides funding for planning and engineering projects that focus
on airport facility development. In general, these projects include master plan and airport layout
plan studies, environmental studies, land acquisition, airside facility design and construction,
and terminal building design and construction.

It is the intent of the Virginia Aviation Board that sponsors properly plan for airport development.
Long-range planning, typically for a 20-year horizon, is conducted through the development of
airport master and layout plans. Planning for the near term is guided by the six-year Airport
Capital Improvement Plan (ACIP) that identifies and prioritizes projects for facility development.
This tool phases proposed projects over a six-year period and provides cost estimates,
anticipated sources of funding, and justifications for project implementation. The projects listed
in the six-year ACIP must be included on the airport layout plan and meet federal and state
regulatory requirements.

The VAB requires an airport sponsor to have a current six-year ACIP on file with DOAV in order
to be eligible to receive state discretionary funds. The information contained in these plans is
important to the development and maintenance of a strong statewide airport system as the
plans:

« establish an accurate assessment of Virginia’s airport needs

. provide DOAV with specific information to use in developing an accurate and
comprehensive six-year budgetary program

« assist DOAV in leveraging maximum federal funding for eligible sponsors and projects

« provide the VAB with specific requests for state funding

Normally, sponsors undertake six-year ACIP coordination during the third and fourth quarters of
each fiscal year. Prior to the preparation of an ACIP, sponsors should hold a capital
improvement planning meeting simultaneously with both DOAV and FAA, as appropriate.
Airport sponsors may update their ACIP at anytime through Airport 1Q. The VAB considers the
majority of the eligible project requests during its first meeting of the fiscal year. Project
requests may also be funded at subsequent VAB meetings during the fiscal year.

Air carrier airport sponsors who will not be requesting state discretionary funds do not need to
file a six-year ACIP. However, these sponsors must have a six-year ACIP on file with DOAYV in
order to be eligible to receive state discretionary funds.

6.1 Project Eligibility

A wide range of development projects is eligible for the Airport Capital Program. Table 2
Examples of Eligible Airport Capital Projects lists many of the eligible projects, divided into
general categories for reference. Details on specific projects are provided in Appendix A Airport
Capital Program Eligible Project Examples, information on terminal buildings is provided in
Appendix B Terminal Buildings, and information on access and perimeter roads is provided in
Appendix C Access Roads.
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Table 2

Examples of Eligible Airport Capital Projects

General Category

Specific Projects

planning studies

master plans
airport layout plans

environmental studies

environmental assessments
wetlands delineations
environmental due diligence audits

land acquisition

appraisals

negotiation services

fee simple purchase and easements
administrative and legal costs

design and construction of
airside facilities

grading, paving, and drainage for public-use, non-revenue producing
facilities

clearing and grubbing for construction, obstruction removal, and
equipment installation

airport rescue and fire fighting buildings

utilities for public-use facilities

maintenance equipment storage buildings

site preparation for hangar construction

construction, installation, and removal activities for fuel storage
systems

design and construction of
landside facilities

grading, paving, and drainage for public-use, non-revenue producing
facilities

access roads

relocation of non-airport related facilities

terminal buildings

conceptual studies
design
construction

Projects that are revenue producing or will develop facilities for exclusive use by airport
management or tenants are not eligible for the Airport Capital Program. Examples of ineligible
projects include, but are not limited to:

. exclusive use hangars

« restaurants and cocktail lounges

« concessionaire facilities

« airline ticketing areas

. baggage handling areas, except those that are not revenue producing such as areas used
by the Transportation Security Administration (TSA)

« airport management offices

. day facilities for sleeping accommodations

. office space and air traffic control facilities for lease to the Federal Aviation Administration,
TSA, or a fixed base operator (FBO)

In addition, projects related to facilities and equipment, general aviation security, maintenance,
promotion, and air service development are not considered to be Airport Capital Program
projects, as these programs are funded through the Aviation Special Fund. Sponsors should
not list these projects as part of a six-year ACIP.
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6.2 State Participation

Due to the limited availability of public funds and in an attempt to make funding available to as
many sponsors as possible, the VAB has placed a limit on the total dollar amount of allocations
an airport sponsor may receive in each fiscal year. No single airport sponsor may receive
allocations totaling more than 25 percent of a current fiscal year's adjusted resources as
determined by DOAV. After January 1, this funding limit is removed.

6.2.1 State Entitlement Funds

State entitlement funds can be used for any eligible project under the Airport Capital Program.
Air carrier airports may use their state entitlement funds to cover 100 percent of the non-federal
share of federal projects. This provision applies only to federally funded projects where state
entitlement funds will be used solely to fund the entire non-federal amount. If state discretionary
funds are combined with state entitlement funds for the non-federal share, the total amount of
state funds allocated to a project cannot exceed 60 percent of the non-federal share.

When an airport sponsor or project is not eligible for federal funds or federal funds are not
available, state entitlement funds may be used for state funded projects. For most state funded
projects, state entitlement funds may be used for a maximum of 80 percent of eligible project
costs. Local funds must be used for the remaining costs. A summary of state participation
rates by general project categories is provided in Appendix F State Participation Rates.

6.2.2  State Discretionary Funds

For a federally funded project where state discretionary funds will be used, the state participates
at the rate of 80 percent of the non-federal share of eligible project costs. The federal share of
these projects is 90 percent, so the state share is 8 percent and the local share is 2 percent.

When an airport sponsor or project is not eligible for federal funds or federal funds are not
available, the VAB may allocate state discretionary funds to eligible projects. The participation
rate varies depending on the type of project. For most state funded projects, the state
participation is 80 percent of the eligible project costs. A summary of state participation rates by
general project categories is provided in Appendix F State Participation Rates.

6.2.3 Multiple Funding Sources

In the event available federal money is not sufficient to meet a sponsor's needs and other
sources are available, such as VDOT or the Department of Homeland Security, the sponsor
should seek the use of funds from those sources before applying for state aviation funding.

6.2.3.1 Insufficient FAA Funding When there are insufficient federal funds to complete
programming of a federally funded project and the airport sponsor desires to use additional
state discretionary or entitlement funds to finance the project, the project as a whole shall be
separated into two grants. One grant will use the federal funding ratio of 90 percent federal and
8 percent non-federal, and the other grant will use the state funding ratio based on the type of
project.

6.2.3.2  Application of Other Funding Sources  Sponsors should maximize all other funding
sources before applying for state funding. When there are multiple sources of funding available
to finance a project, they will be applied in the following order:
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 federal agencies, such as the Department of Homeland Security

. FAA

. state agencies and entities, such as VDOT and the Tobacco Commission
. DOAV

. airport sponsors

Sponsors seeking funding for access roads should maximize VDOT funds to the greatest extent
possible prior to applying for federal and state aviation funding. VDOT funds are considered a
state funding source and cannot be used as the local share of a project. The department will
work with the sponsor to determine the overall funding levels for these projects.

6.3 Application Process

Sponsors will file six-year Airport Capital Improvement Plans (ACIPs) and submit project
requests for funding through Airport 1Q. Updated reference information pertaining to the
preparation of ACIPs and project request submissions for an upcoming fiscal year will be
provided to airport sponsors in the third quarter of each fiscal year. The information will also be
posted on DOAV’s website.

6.3.1 Filing of Airport Capital Improvement Plans

Sponsors are responsible for filing and maintaining their ACIPs in Airport 1Q. Each project entry
in an ACIP must include the fiscal year in which the project is to be undertaken and the
estimated project costs. Projects that will not involve state funding, such as a revenue producing
building funded with federal and local money or only with local money, may be included to
provide a more complete description of capital improvement activity at an airport. Sponsors are
urged to run an Airport 1Q report of their ACIP entries for their records.

Sponsors will need to maintain their six-year ACIP by adding projects and estimated project
costs for a sixth fiscal year at the end of each current fiscal year. If a sponsor does not have
projects identified for outlying fiscal years, such as the fifth and sixth years of the six-year cycle,
the sponsor does not need to enter anything into Airport 1Q for those years. Revisions to ACIPs
can be made at any time. A copy of an airport’s ACIP and any revisions should be provided to
the FAA Washington Airports District Office.

6.3.2 Submission of Project Scopes
For state funded projects, sponsors must to insure that scopes of work and related documents
are approved by DOAYV prior to the project request submission deadline.

. For state funded planning studies, environmental studies, and engineering designs, a
sponsor must provide a scope of work, including fee estimates and man-hours by task.

. For state funded construction projects, a sponsor shall provide bids and construction
management fee estimates and man-hours by task.

. For state funded bridge loans as described in 6.7.4 Bridge Loans, scope packages must be
approved by DOAV and FAA prior to the submission of the request in Airport 1Q.

Actual proposals must be presented when the scopes are submitted to DOAV for review and
approval, including costs and man-hours for subconsultants. Should the prime consultant or
subconsultant costs and man-hours justifiably change after funding has been approved by the
VAB, sponsors can request an increase as described in 6.3.3.2 Submission of Requests for
Increases, 6.6.1 Grant Amendments, and 6.6.2 Change Orders.
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For federally funded projects, the sponsor must provide DOAV with a copy of the scope of work
as described above for planning studies, environmental studies, and engineering designs.

6.3.3 Submission of Project Requests

When a sponsor is ready for a project to be presented to the VAB for consideration, the project
needs to be submitted for evaluation through Airport 1Q. The submission process involves
revising the ACIP project entry as needed and providing the required supporting documentation.

Sponsors may submit project requests for consideration at regularly scheduled meetings of the
VAB at any time during the fiscal year, except for the 72-hour period after the due dates for
Airport Capital Program submissions. The submissions must be completed by midnight of the
due date. A schedule of submission due dates and the dates of the VAB meetings is provided
to sponsors as part of the resource information distributed in the third quarter of each fiscal year
and is posted on DOAV'’s website.

With the exception of emergency requests and missed opportunities as described in 6.7 Special
Requests for Airport Capital Program Funding, project requests received after a submission
deadline will not be considered for funding at the upcoming VAB meeting. The sponsor will
need to submit the project request for a subsequent meeting.

Each project request entry must include the fiscal year in which the project is to be undertaken
and the estimated project cost, listed by federal, state, and local funding sources as appropriate.
Cost estimates should be as accurate as possible so a sponsor does not have to seek
additional funding from the VAB at a later date or that the VAB does not obligate more funds
than those needed to complete a project. A sponsor's administrative costs are required to be
included in the cost estimate. Eligible sponsor administrative costs include, but are not limited
to, advertising for bids and project review by a locality. Sponsor staff time is not an eligible
sponsor administrative cost.

After a project request has been submitted, the only changes DOAV will accept are a project
cost change, either an increase or decrease, or a change to a scope for a project that has
previously received a tentative allocation. A sponsor needs to notify DOAV in writing of a
project cost decrease as soon as it is known so the cost difference can be available for other
projects. If a sponsor identifies an error after the project has been submitted, the sponsor
needs to provide DOAV with a written notification of the error. DOAV will make the appropriate
changes and corrections to the project request. If a sponsor wants or needs to withdraw a
project request after it has been submitted to DOAV for evaluation, the sponsor must provide
DOAV with a written withdrawal request, submitted by mail or email.

Projects included in ACIPs that will not involve state funding, such as a revenue producing
building funded with federal and local money or only with local money, should not be submitted
for consideration.

6.3.3.1 Supporting Documents for Project Requests The following supporting documentation
must be submitted with the project request:

. a project narrative that provides the justification for the project and information on the work
required to implement the project

« a sketch that graphically depicts the proposed project as it relates to the airport layout plan

. documentation of environmental coordination and findings

Information on the supporting documents is provided below.
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The narrative must provide the justification for the project and information on the work required
to implement the project. Sponsors are strongly urged to provide focused and factual
information in the narrative so the review process can proceed in a timely manner and priority
scoring can be as accurate as possible. A sponsor’s administrative costs should be noted in a
narrative.

The format of a sketch must:

« be sized to 8 ¥2 by 11 inches

. be at gray scale

« have a maximum file size of 100kb
« hot use aerial photography

When multiple projects are being requested for a VAB meeting, the sponsor may provide all
project narrative in one document and show all projects on one sketch.

Documentation of environmental findings is needed for design, construction, and
design/construction projects, including projects for terminal buildings, signage, landscaping.
This documentation is also needed for land acquisition. For environmental documents such as
a Form C or Environmental Assessment, the sponsor should submit the Finding of No
Significant Impact with the project request.

When a project is eligible for federal funding and the project request is being submitted to DOAV
as a state funded request, the sponsor must provide DOAV with documentation that federal
funding was requested and not included in FAA's AIP within one fiscal year.

A certification of an airport’s obstruction status is required for all project requests. The narrative
must identify the source of the certification, as discussed in 4.1 Obstructions. If this source is not
on file with DOAV, the source must be submitted with the supporting documentation.

Additional supporting documents may be needed for some project requests. They will be noted
in project descriptions in the appendices.

The supporting documents must be submitted through Airport 1Q. The documents may be in
Word, Excel, or PDF formats.

6.3.3.2 Submission of Requests for Increases  If the project request is for an increase to an
existing tentative allocation or an existing grant, the project request must include the amount of
the increase for federal, state, and local funding sources as appropriate, not just the increase in
the state funding.

When a sponsor has an existing tentative allocation or an existing grant and needs an increase
that exceeds 10 percent of the original grant amount, a project request must be submitted to the
Virginia Aviation Board for approval. This request needs to include the increase in all the
applicable funding sources. |If federal, state, and local funds are utilized, the projected cost of
the increase can be used in the request. If state and local funds are to be utilized, the amount
of the increase, along with supporting scope changes or bids, must be approved by DOAV and
used in the request.
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The supporting documentation noted in section 6.6.3.1 Supporting Documents for Project
Requests must be provided for this type of request.

6.3.3.3 Submission of Requests for Changes to Scope If a need is identified that requires a
change in scope for a state funded project for which a tentative allocation has been awarded or
a grant agreement is effective, a request for the change needs to be submitted so it can be
evaluated and presented to the VAB. Changes in footage or yardage on projects like apron
construction are considered as changes in scope that need to go before the VAB.

The supporting documentation noted in section 6.6.3.1 Supporting Documents for Project
Requests must be provided for this type of request. The narrative needs to describe the issue
that is generating the need for change and the actions to be taken to address the issue. If the
change in scope increases the cost of the project, the increased amount in state and local
funding sources must be provided with the project request.

Changes in scope to federally funded projects where the change is initiated or has been
approved by FAA do not need to be submitted through Airport 1Q for DOAV evaluation or
presented to the VAB. These changes must be coordinated with DOAV.

6.3.4 Air Carrier Application for State Discretionary Funds

If an air carrier airport sponsor believes it may need state discretionary funds during a fiscal
year, the sponsor should file an ACIP through Airport IQ. When it is determined that state
discretionary dollars are needed to fund projects for that fiscal year, the sponsor needs to
submit all project requests for the fiscal year. The appropriate supporting documentation for all
project requests must also be submitted. The submissions need to be made in accordance with
6.3.3 Submission of Project Requests. In addition, scopes need to be provided as described in
6.3.2 Submission of Project Scopes.

6.4 Evaluation and Selection Process

DOAV carefully reviews each project request and prioritizes project requests as part of the
evaluation process. Recommendations are made to the VAB for action.

6.4.1 DOAYV Review of Project Requests

DOAV will review each submitted project request upon receipt for initial eligibility and will
contact the sponsor if required supporting documentation is missing. A sponsor’s failure to
provide any of the required supporting documentation so requested by DOAV within five
business days of notification will result in a departmental recommendation to disapprove a
project request.

DOAV will then review the submitted project requests to ensure they meet the intent of the
Virginia Aviation Regulations and VAB policies. This review includes determining if sponsor and
project eligibility requirements are satisfied. DOAV uses the checklist in Table 3 DOAV Project
Review Checklist as a guide for its review. Sponsors should use the checklist as a review tool
when preparing project requests and supporting documentation.

Any additional supporting documentation requested by the department as part of this review
process shall be provided within five business days of the request. A sponsor’s failure to
provide the additional supporting documentation within five business days of the department’s
request will result in a departmental recommendation to disapprove a project request.
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Table 3
DOAV Project Review Checklist

« Is the project shown on the approved ALP, and does it conform to the approved ALP?

« Is environmental coordination required, and if so, has a finding been received?

« Is a determination of coastal zone consistency required, and if so, has the finding been
received?

Is the sponsor eligible for this project, based on the airport’s service role?

Has DOAV approved the scope of work or bids for a state funded project?

Has the cost estimate been verified?

Do approach surfaces meet applicable obstruction standards?

Does the airport meet minimum standards for licensing?

« What is the rating on pavement condition inde, if applicable?

6.4.2 Project Priority Scoring

The next evaluation step utilizes a project priority system that was developed by DOAV and
airport sponsors and adopted by the VAB. The intent of the system is to objectively prioritize
statewide needs so financial resources can be allocated to the highest priority projects. With
this system, each project request is scored on:

. aproject’s merit, such as safety and capacity
« an airport’s activity and role within the state system
« asponsor’s responsibility for maintenance and protection of the airport

The current scoring criteria and priority points are shown in Appendix D Project Priority System
Scoring Values. Discretionary points are awarded to projects for which the local funding
participation exceeding minimum requirement; one point is assigned for each percent that
exceeds the minimum requirement.

When a project is eligible for federal funds and the sponsor does not seek federal funds, the
project will lose 10 priority points. If the sponsor has requested federal funding and the federal
funding is not available, DOAV must be provided with documentation of the federal coordination
on the request and the sponsor will not lose priority points. Examples of documentation include,
but are not limited to, letters and emails between the sponsor and FAA.

When an air carrier airport sponsor wants to use state discretionary funds in addition to state
entitlement funds, the project priority system is applied to all the project requests submitted as
described in 6.3.4 Air Carrier Application for State Discretionary Funds, resulting in a prioritized
list of projects. All of the sponsor’'s state entitlement funds will be allocated to the highest
priority project requests on the list. State discretionary funds will then be allocated to the
remaining project requests. Funding amounts will be adjusted in accordance with 3.1.1.3.1
Entitlement Only Projects and 3.1.1.3.2 Projects Outside of Normal Expenditures. All of the
project requests will be presented to the VAB for consideration.

6.4.3 Recommendations and VAB Action

DOAV uses the scoring from the project priority system and its individual project request
evaluations to make recommendations to the VAB. DOAV is required to provide the
recommendations to members of the VAB at least 10 business days prior to regular VAB
meetings. These recommendations are posted on the department’s website for VAB member
and sponsor review.

DOAV recommendations are formally presented to the VAB at its regular meetings. VAB
approval of a project request constitutes the issuance of a tentative allocation of funds,
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contingent on the sponsor certifying that local funds are available to support the cost of the
proposed project. The VAB may disapprove project requests due to the lack of available state
funding, incomplete technical elements of the project request, or unmet eligibility criteria. Al
disapproved project requests will be returned to sponsors through Airport 1Q. For project
requests disapproved due to incomplete technical elements of the request or unmet eligibility
criteria, the sponsor should work with DOAV to resolve outstanding issues prior to submitting
the revised project requests and supporting documentation for a subsequent VAB meeting. For
disapprovals based on funding limitations, sponsors should resubmit the project requests and
supporting documentation for the next scheduled VAB meeting. The project request and
supporting documentation should be revised as needed.

6.5 Agreement Process

The agreement process begins with the award of tentative allocations. These in turn lead to a
sponsor’s submission of a grant application and DOAV'’s offer of a grant.

6.5.1 Tentative Allocations

After each VAB meeting, DOAV sends a notification memorandum to airport sponsors listing
which projects were approved and disapproved. The notification directs sponsors to submit
state grant applications for approved state funded projects to DOAV within 60 calendar days of
the notice of approval and reminds them that outstanding tentative allocations for state funded
projects may be withdrawn by the VAB. The notification also reminds sponsors that no state
reimbursements will be made until a state grant has been executed for a project.

If a sponsor finds that the amount of the tentative allocation is not sufficient to produce a
useable deliverable from the project’s scope of work, the sponsor should contact the assigned
DOAV planner or engineer immediately. If a project’s cost increases after the VAB has awarded
a tentative allocation and before a grant agreement is executed, a sponsor may request an
increase in the allocation. DOAV will review the justification for the cost change and may
increase the tentative allocation by up to 10 percent, contingent on the availability of state funds.
Requests for tentative allocation increases exceeding 10 percent must be presented to the VAB
for action at a regularly scheduled meeting. The request must be submitted through Airport 1Q
as a project request for the amount of the increase only. The appropriate supporting
documentation must also be submitted. A sponsor may receive an increase on a state funded
project from either DOAV or the VAB; a sponsor may not receive an increase from both entities
for the same tentative allocation.

If an airport sponsor determines that it cannot act on an existing tentative allocation, the sponsor
must notify the department as soon as possible so the funds can be returned to the
Commonwealth Airport Fund for allocation to eligible projects.

6.5.1.1  Tentative Allocation Extensions If a state grant application has not been received
by DOAV within 60 calendar days of the tentative allocation award, DOAV will contact the
sponsor regarding its intention for the tentative allocation. If the sponsor plans to seek a 60-day
extension from the VAB, the sponsor must submit to DOAV a written extension request, by
letter, email, or fax. The written request must include an explanation as to why a grant
application has not been submitted. If DOAV does not receive an extension request by the due
date provided to the sponsor, it will recommend to the VAB that the tentative allocation be
withdrawn. Requests for extensions and recommendations for withdrawal will be presented to
the VAB at the next scheduled meeting.
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If a grant application has not been received by DOAV within the 60-day extension period, DOAV
will again contact the sponsor regarding its intention for the tentative allocation. If the sponsor
plans to seek another extension from the VAB, the sponsor must submit another written request
including the reason the grant application has not been submitted and a description of work
done during the extension period to resolve any issues preventing the sponsor from submitting
the grant allocation. If DOAV does not receive an extension request by the due date provided to
the sponsor, it will recommend to the VAB that the tentative allocation be withdrawn. Requests
for extensions and recommendations for withdrawal will be presented to the VAB at the next
scheduled meeting.

6.5.2 Grant Applications

For federally funded projects, a sponsor should submit a grant application to DOAV when
federal funds have been secured and a federal grant application has been submitted to FAA.
For state funded projects, a sponsor should submit a grant application to DOAV within 60
calendar days of the award of a tentative allocation. Sponsors must use the grant application
prescribed by DOAV to provide a description of the project, a summary of funding sources with
amounts, a summary of project costs, and a completion date for the project. The application
form must be signed and dated.

6.5.3 Grant Agreements

DOAV will prepare a grant offer for a project after a properly completed grant application and
supporting documentation has been received by DOAV. The supporting documentation
includes, but is not limited to:

Project Type Supporting Documents
planning and environmental projects « scope of work
A/E contract
scope of work
A/E contract
scope of work
A/E contract
bids

scope of work
A/E contract
floor plan

design projects

construction projects

terminal building design

Scopes of work must have been approved by DOAV and FAA as appropriate. If the specifics of
a project generate the need for additional supporting information, the sponsors will be notified
about the details of those supporting documents.

For a design and construction project, the sponsor may begin preliminary design work required
to develop a final scope after a tentative allocation is awarded. Final design may not begin until
DOAV has approved the preliminary design. Upon DOAV approval of the final design and
receipt of acceptable bids, a grant offer will be issued for the design and construction project.

The grant obligation term for projects under the Airport Capital Program is typically 20 years.
The grant obligation term for materials purchased under the program, such as fire extinguishers
and furniture, will be based on the life expectancy of the materials. For land and easement
acquisition projects, the grant obligation term is perpetuity.
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A grant agreement becomes effective upon completion of the acceptance portion of the grant
agreement.

Please refer to 3.4.2 Grant Agreements for details on grant agreements.
6.6 Project Implementation

Once a grant agreement becomes effective, work on a project may begin. All supplemental
agreements and change orders must be approved by the department prior to the subject
work being initiated.

6.6.1 Grant Amendments

A sponsor should submit to DOAV a written request as soon as the need for a grant amendment
has been identified. DOAV will prepare a grant amendment offer if the request for the
amendment is approved and funds are available for any requested change to the amount of
state participation. A grant amendment becomes effective upon completion of the acceptance
portion of the grant amendment.

DOAV can approve an administrative cost increase up to 10 percent of the total grant amount,
except in the case of multi-year funding. If a requested funding increase exceeds 10 percent or
modifications to the original scope of work for a state funded project are needed, the request
must be presented to the VAB for action at a regularly scheduled meeting as described in 6.5.1
Tentative Allocations. A sponsor may receive an increase from either DOAV or the VAB; a
sponsor may not receive an increase from both entities for the same grant. All increases are
contingent on the availability of funds.

The VAB has given DOAYV the authority to approve changes in the original scope of work for a
federally funded project as long as the grant amount does not change.

For details on grant amendments, please refer to section 3.4.3 Grant Amendments.

6.6.2 Change Orders

As soon as the need for a change order is identified, the sponsor should coordinate the
activities needed in order to address the issues with DOAV and FAA as appropriate. Examples
of these issues include the discovery of underground tanks, storage barrels, or utility lines not
marked on airport layout plans or other relevant documents; discovery of unsuitable material
beneath the surface; or drainage problems. Once DOAV and FAA as appropriate approve a
change order, work related to the change order may begin. The sponsor needs to make sure
the proper supporting documents are prepared and submitted to DOAV and FAA as
appropriate. Eligible costs related to the change order cannot be reimbursed unless this
paperwork is provided.

Increases or decreases to a grant due to change orders will not be addressed until project
completion, and increases are subject to the availability of funds.

6.6.3 Reimbursement

A sponsor may request reimbursement for partial payments based on the percentage of work
completed or actual costs incurred. The department requires that partial reimbursement
requests for less than $1,000 not be made for capital projects. Final or one time reimbursement
requests do not have a minimum dollar amount limit. The requests must be made using
DOAV’s Request for State Fund Reimbursement Form. The form must bear the sponsor’s
original signature and date to certify acceptance of the costs from consultants and contractors.
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The form must be submitted with the required supporting documentation, such as a consultant
or contractor invoice.

DOAV will review the reimbursement form and supporting documentation for cost eligibility and
completeness. If the submittal is acceptable, payment will be approved. If the submittal is not
acceptable or complete, DOAV will contact the sponsor to discuss errors or omissions. If the
sponsor does not respond within ten business days to requests for information or supporting
documents, DOAV wiill:

. consider the reimbursement request status as pending
« send the sponsor written notification of such
« take no action until in receipt of outstanding information or documents

If the submittal is not acceptable or complete and DOAYV is not able to contact the sponsor
within five business days, DOAV will consider the reimbursement request as pending and send
the sponsor a written notice that explains outstanding issues.

Work completed prior to the execution of a grant agreement will not be eligible for
reimbursement, with the following exceptions for which the department may provide
reimbursement:

« acquisition of land necessary for approved airport development where the land is acquired in
accordance with state and federal requirements and the services for such acquisition

« engineering design that had been approved for a project

. approved preliminary engineering work required to develop a final scope of work for a
planning or engineering project, such as surveys, wetlands delineation, geotechnical work,
solicitation of proposals, fee negotiation costs, and DBE related costs as part of federally
funded projects

DOAV will not reimburse a sponsor for more than 90 percent of a grant amount until it notifies
the sponsor of receipt of acceptable deliverables or final acceptance of construction. Requests
for reimbursements exceeding 90 percent of the grant should not be submitted to DOAYV if the
approval on project completion has not been given by DOAV. Such requests will be returned to
the sponsor for correction and resubmission, thereby delaying the sponsor’'s receipt of the
funds. After the receipt of acceptable deliverables or final acceptance of construction, DOAV
will accept a reimbursement request for the remainder of a project’s cost.

For federally funded capital projects, DOAV will reimburse a sponsor for more than 90 percent
of the grant amount, not to exceed 97.5 percent, when:

« The project is considered substantially complete by FAA and DOAV.

« The sponsor and project conditions required by FAA for reimbursement over 90 percent are
met.

« FAA is making a reimbursement for more than 90 percent of the grant amount.

Additional guidance on reimbursement payments includes:
« For federally funded construction projects, contractual work to be accomplished up to 30

days in advance may be included in a reimbursement request. This may include costs for
construction materials bonded and delivered to a job site.
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« For land acquisition, reimbursement for 90 percent of the grant amount will be made to the
sponsor prior to closing. The balance will be reimbursed, upon request, after deeds are
recorded and certificates of title have been provided to DOAV.

« For projects at air carrier airports for which both state entitlement and discretionary funding
have been approved, sponsors must spend all of their state entitlement funds before they
may submit a reimbursement request for the state discretionary funds.

. For federally funded projects, the final state request for reimbursement will be processed
upon verification of the final FAA approved project cost.

6.6.4 Project Close-out

A grant will be closed thirty days after the final reimbursement request has been processed. If a
grant has an outstanding balance, the balance will be returned to the program for redistribution
by the VAB under the competitive process. Underruns in one state funded project may not be
administratively applied to another project.

A written notification will be sent to the sponsor confirming that the project is complete and all
payments have been made, unless an audit will be performed as described below. Final
inspections will be required prior to project close-out for construction projects.

An audit may be conducted on a project. If an audit is conducted, the sponsor will receive
written notification of the outcome and any adjustments that need to be made. For federally
funded projects, DOAV accepts the audit conducted by the federal Office of the Inspector
General. After an audit, a closeout letter will be sent to the sponsor.

6.7 Special Requests for Airport Capital Program Funding

An airport sponsor can make a special request for state financial assistance after the
submission due date or for complex projects that will take several years to complete. The VAB
and DOAYV have adopted the following procedures to accommodate these special requests.

6.7.1 Emergency Request

An emergency is defined as an occurrence or event that threatens or may threaten life or
property. Upon receipt of an emergency request from a sponsor, DOAV’s director has the
authority to declare that an emergency exists and will notify the VAB chair and the member who
represents the sponsor. From this notification, the director shall initiate, per Code of Virginia
82.2-3708(F), an electronic meeting of the VAB, that should include the chair and the
representative VAB member, during which, if at all possible, a tentative allocation can be
awarded. In the event that the emergency is dire, and so documented in the meeting minutes,
and a quorum cannot be obtained, any two VAB members may authorize the director to issue a
tentative allocation with a requirement that the tentative allocation be placed on the agenda of
the next regularly scheduled VAB meeting so the tentative allocation can be noted formally as
awarded by the VAB. A sponsor may begin eligible work upon the award of the tentative
allocation.

A project request with appropriate supporting documentation will need to be submitted through
Airport 1Q for presentation at the following VAB meeting. Scopes and bids as appropriate must
also be submitted. After the VAB meeting, the sponsor must submit a grant application. DOAV
will issue a grant offer in accordance with 6.5.3 Grant Agreements. The grant offer will specify
that eligible costs incurred after the award of the tentative allocation and before the grant
agreement becomes effective will be reimbursed.
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6.7.2 Missed Opportunity

An airport sponsor may not be aware of a need to request financial assistance until after the
submittal due date. The situation generating the need may result in a missed opportunity, such
as attracting an industry or enhancing air service; the need is not an emergency as described in
6.7.1 Emergency Request. The sponsor must provide to DOAV a written explanation of the
cause of the missed opportunity and submit the appropriate supporting documentation through
Airport 1Q. In addition, for state funded projects, a scope of work or bids need to be submitted
for approval. Upon receipt of a missed opportunity request by a sponsor, DOAV will contact the
VAB chair and member who represents the sponsor. They will determine if the project request
justifies consideration by the VAB at its next regularly scheduled meeting. The sponsor will be
notified of this decision. If the decision is to let the project be considered by the VAB, DOAV will
evaluate the project in accordance with section 6.4 Evaluation and Selection Process and
present the request to the VAB.

It must be noted that the late submittal of a project request from a sponsor does not
constitute a missed opportunity. The VAB has directed DOAYV to return late project request
submittals to sponsors.

6.7.3 Multi-Year Funding

In order to provide financial assistance for projects that are of such a magnitude that they would
exceed maximum allowable annual funds, VAB policy allows for multi-year programming of
state entitlement and discretionary funds. Multi-year allocations are based on estimated
revenues and allocations to the Commonwealth Airport Fund. If revenues do not meet
estimates or if future year estimates are revised downward, a multi-year allocation may be
adjusted. The funding limit for a single airport sponsor as a percentage of a fiscal year as
described in 6.2 State Participation is still applicable when a multi-year project is involved.

When state discretionary funds are requested for multi-year funding, the project request will
need to be made through Airport 1Q, using the first year of funding as the estimated project cost.
The narrative for the project request needs to include the funding strategy for the life of the
project. Upon approval by the VAB, a tentative allocation will be issued that specifies the years
for which funding is approved and the amount approved for each year. The sponsor will need to
submit a grant application for the first year of the project that includes actual costs. DOAV will
issue a grant offer for only the first year of the project. A project evaluation will be conducted
each year of the multi-year time period. In the evaluations, the scope of work will be reviewed
and compared with actual work accomplishments, cost information will be updated, and
available funding will be determined. The grant agreement will be amended for subsequent
year allocations upon sponsor request, and the amendments will be based on the annual project
evaluations.

6.7.4 Bridge Loan

Because federal and state funding cycles do not coincide, sponsors may request the VAB to
fund a project in anticipation of federal reimbursement in a subsequent federal fiscal year. In
these cases, the VAB may fund the project at the appropriate ratio based on the scope of work.
The Master Agreement on Terms and Conditions for Accepting State Aviation Funding
Resources includes an assurance specifying reimbursement to the Commonwealth of Virginia.
Typically, these projects are for federally eligible projects that are reimbursable after the fact,
such as land acquisition. This type of project is referred to as a bridge loan.

Prior to requesting a bridge loan for a federally eligible project, a sponsor must insure that the
project is included in the federal Airport Improvement Program.
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To insure that federal funds are maximized, scopes for project requests being submitted as
bridge loans must be approved by DOAV and FAA prior to the submission of the request
through Airport 1Q. The scope package should include the A/E agreement, description of tasks
to be completed, schedule, cost estimates, and IFE if needed. Sponsors need to allow
adequate time for the review and approval of scopes before the submission deadline.

Within 60 calendar days of the receipt of reimbursement from FAA, the sponsor must reimburse
the department the difference between the state’s share of the eligible costs of the state funded
project and the state’s share of the eligible costs of the federally funded project. For example,
the state’s share of a state funded land acquisition bridge loan project with eligible costs of
$100,000 is 80 percent or $80,000. If the state’s share of the federally funded projects is 3
percent, then the state's share of the land acquisition project with eligible costs of $100,000 is
$3,000. The difference between 80 percent and 3 percent is 77 percent; therefore, within 60
calendar days of the receipt of the reimbursement from FAA, the sponsor would have to
reimburse the state for 77 percent of eligible project costs or $77,000. If the state’s share of the
federally funded projects is 8 percent, then the state's share of the land acquisition project with
eligible costs of $100,000 is $8,000. The difference between 80 percent and 8 percent is 72
percent; therefore, within 60 calendar days of the receipt of the reimbursement from FAA, the
sponsor would have to reimburse the state for 72 percent of eligible project costs or $72,000.

If FAA has not reimbursed the sponsor within 48 months from the effective date of the state
grant agreement, the sponsor must fully reimburse the state or request an extension of the
payment period from the VAB. Failure to do so will find the sponsor non-compliant with grant
assurances and may affect future funding.

6.7.5 Facilities and Equipment, Security, and Maintenance Project Requests

When funds are not available under the Facilities and Equipment Program, the Voluntary
Security Program, or the Maintenance Program or a sponsor has reached its $100,000 fiscal
year limit for maintenance allocations per airport, a sponsor may submit project requests under
the Airport Capital Program for consideration by the Virginia Aviation Board. The projects must
meet the eligibility requirements of the appropriate program, and the required supporting
documents for the Airport Capital Program must be provided as part of the project request
submission.

In such a case for a Part 139 airport, if the Virginia Aviation Board specifically approves the use
of state entitlement funds for proposed facilities and equipment or maintenance projects, a
sponsor will not be subject to the fiscal year approval restriction and reimbursement requirement
described in 3.1.1.3 Air Carrier Utilization of State Entitlement and Discretionary Funds.
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7.0 Facilities and Equipment Program

7.0 Facilities and Equipment Program

The Facilities and Equipment Program (F&E) provides funding for the installation of electronic
communication, navigation, and information systems that enhance the safety of flight and the
utilization of Virginia’s air transportation system. The Virginia Department of Aviation will own
and maintain some of these systems, and for others, a sponsor will have ownership and be
responsible for system maintenance.

The Virginia Aviation Board has delegated the authority to review and approve funding requests
for the F&E Program to DOAV.

7.1 Project Eligibility

In addition to meeting overall criteria provided in Chapter 5 Project Eligibility Requirements, a
project must be identified in DOAV’s current Virginia Facilities and Equipment Plan to be eligible
for this program. The types of systems and equipment eligible to be purchased and installed
using F&E funds include, but are not limited to, the following listing:

DOAYV Owned Sponsor Owned

« localizer « visual aids such as:
« glideslope to complete a Category | instrument « obstruction marking and lighting

landing system (ILS) « retro-reflective markers for taxiways and
« distance measuring equipment (DME) ramps
« non-directional beacon (NDB) « centerline retro-reflective markers
« medium intensity approach lighting system with « visual approach guidance aids

runway alignment indicator lights (MALSR) « rotating beacons
» automated weather observation system « wind cones

networking system « segmented circles
« UNICOM transceivers « precision approach path indicators (PAPISs)

« runway end identifier lights (REILS)
« omni direction approach light system
(ODALS)
« medium intensity runway lights (MIRLS)
« high intensity runway lights (HIRLS)
« medium intensity taxiway lights (MITLS)
« runway or taxiway closure lighted marking
(*X")
« weather observation system
« pilot weather briefing systems
« ground communication outlets (GCO)
« pilot-controlled lighting (PCL) systems

7.1.1 Virginia Facility and Equipment Plan

The Virginia Facility and Equipment Plan is a component of VATSP. The plan assists DOAYV,
FAA, and sponsors by identifying new navigational aid improvements, along with the
replacement and decommissioning of existing NAVAID equipment, over a 20-year period. The
plan also addresses instrument approach criteria by airport role and the development of
approach procedures for airports.

If an airport sponsor identifies an F&E need that is not addressed in the current plan, the
sponsor may submit a written request to DOAV asking that the project be added to the plan.
The request must provide justification and details for the project. DOAV will evaluate the
request and, as appropriate, include the project as an addendum to the current plan.
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7.2  State Participation

The state’s participation in an F&E project depends on whether the system/equipment will be
owned and maintained by DOAYV or the sponsor.

7.2.1 DOAV Owned and Maintained Systems

When DOAV will own and maintain the F&E system/equipment, the department will pay 100
percent of costs associated with DOAV responsibilities. The sponsor will pay 100 percent of
costs associated with sponsor responsibilities. DOAV and the sponsor have the following
responsibilities for each project:

DOAV Responsibilities Sponsor Responsibilities

« conduct the pre-design conference « attend the pre-design conference
« design the system equipment « provide an acceptable source of electrical
« procure the system equipment power and communications service to the site
« install the system as specified by DOAV
« conduct the final acceptance inspection « acquire all land necessary for the facility and its
« conduct periodic inspections operation, either by purchase or lease
« conduct ground inspections, flight inspections,

and commissioning
« Mmaintain the system equipment

7.2.2 Sponsor Owned and Maintained Systems/Equipment

When the sponsor will own and maintain the F&E system/equipment, the state’s funding share
of the costs associated with the sponsor’s responsibilities is 80 percent for state funded projects
and 8 percent for federally funded projects. The state’s funding share of an AWOS installation
or upgrade is 95 percent. DOAV and the sponsor have the following responsibilities for each
project:

DOAYV Responsibilities Sponsor Responsibilities

attend the pre-design conference conduct the pre-design conference

review and approve engineering agreements design the system equipment

review and approve design plans procure the system equipment

conduct inspections of the installation as install the system

required conduct the final acceptance inspection

« approve requests for reimbursement conduct periodic inspections

conduct ground inspections, flight inspections,

and commissioning

« Mmaintain the system equipment

« provide an acceptable source of electrical
power and communications service to the site
as specified by DOAV

7.2.3 Additional Sponsor Responsibilities
Regardless of the ownership of the system/equipment, the sponsor is responsible for:

« maintenance of the site, such as mowing, tree trimming and cutting, and removing snow
« recurring power and communications costs
« adequate insurance coverage of the system

7.2.4  Utilization of Airport Capital Program Funds

When funds are not available under the Facilities and Equipment Program, a sponsor may
submit project requests under the Airport Capital Program for consideration by the Virginia
Aviation Board. The projects must meet the eligibility requirements of the Facilities and
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Equipment Program, and the required supporting documents for the Airport Capital Program
must be provided as part of the project request submission. In such a case for a Part 139
airport, if the Virginia Aviation Board specifically approves the use of state entitlement funds for
proposed facilities and equipment projects, a sponsor will not be subject to the fiscal year
approval restriction and reimbursement requirement described in 3.1.1.3 Air Carrier Utilization of
State Entitlement and Discretionary Funds.

7.2.5 Utilization of State Entitlement Funds

Sponsors of FAR Part 139 airports may use state entitlement funds for all projects eligible under
the Facilities and Equipment Program. If sponsors use state entitlement funds for facilities and
equipment projects, the sponsor shall not be eligible to receive approval for any funding from
the Facilities and Equipment Program during the fiscal year in which the state entitlement funds
are spent, except as otherwise described in 6.7.5 Facilities and Equipment, Security, and
Maintenance Project Requests, from the chapter on the Airport Capital Program; 7.2.4
Utilization of Airport Capital Program Funds; and A.18 facility and equipment, security, and
maintenance projects, from Appendix A. If it is determined during the review of an entitlement
utilization report that a sponsor used state entitlement funds for facilities and equipment projects
and also used Facilities and Equipment Program funds for other eligible projects, the sponsor
must reimburse the state for the Facilities and Equipment Program grants or allocations
approved within that fiscal year.

7.3 Application Process

Sponsors will submit project requests for funding through Airport IQ. Each project request entry
must include a project description and estimated cost, listed by state and local funding sources
as appropriate. A sponsor's administrative costs are required to be included in the cost
estimate. Eligible sponsor administrative costs include, but are not limited to, advertising for
bids and project review by a locality. Sponsor staff time is not an eligible sponsor administrative
cost.

The following supporting documentation must be submitted with the project request:

. approved scope of work

« quote or bid

« project schedule

« sketch

« documentation of environmental finding as needed

Actual proposals must be presented when the scopes are submitted to DOAV for review and
approval, including costs and man-hours for subconsultants. Should the prime consultant or
subconsultant costs and man-hours justifiably change after funding has been approved,
sponsors can request an increase as described in 7.6.1 Amendments and 7.6.2 Change Orders.

It should be noted that for DOAV owned system/equipment, DOAV will obtain the cost estimate.

Project requests may be submitted at any time during the fiscal year, except for the 72-hour
period after the due dates for Airport Capital Program submissions.
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7.4 Evaluation and Selection Process

Upon receipt of a project request, DOAV will confirm that F&E funds are available for the
request and will review the project request for completeness. If funds are available, DOAV will
then review the project request to make sure all eligibility criteria are satisfied. If the criteria are
met, DOAV will approve the project request.

DOAV will notify sponsors of its decision. The notification will specify the amount of funding
allocated to the project and identify the scope of work in which DOAV will participate. For
projects where DOAV will own and maintain the system, the notification will also include a
schedule of work.

7.5 Agreement Process

For approved projects, a written notification will be sent to the sponsor. The notification will
include a description of the work to be undertaken, the amount of funding allocated to the
project, and funding termination date.

For projects for which the state's participation is less than $10,000, an allocation will be issued.
After an allocation is offered for a project, as described in the written notification, the sponsor
may begin work.

For projects for which the state's participation is equal to or greater than $10,000, either a
tentative allocation will be awarded or a grant offer will be issued, based on the scope of work.
The timing of the grant offer depends on the ownership of the system/equipment and type of
project:

« When the sponsor will own the system/equipment and the project is for design work only, a
design grant offer will be offered to the sponsor.

« When the sponsor will own the system/equipment and the project is for design and
construction, the sponsor may begin preliminary design work required to develop a final
scope. Final design may not begin until DOAV has approved the preliminary design. Upon
DOAV approval of the final design and receipt of acceptable bids, a grant offer will be issued
for the design and construction project.

« When DOAV will own the system/equipment, a letter regarding grant intent will be sent to
the sponsor. After the design work has been completed, equipment has been purchased,
and bids are received, DOAV will send the sponsor a design, construction, and equipment
grant offer.

The sponsor's responsibilities as they relate to the operation and maintenance of the equipment
and site are provided in the Master Agreement on Terms and Conditions for Accepting State
Aviation Funding Resources. If the specifics of a project generate the need for additional terms
and conditions, those terms and conditions will be stated in the grant agreement for the project.
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The grant obligation term for projects under the Facilities and Equipment Program varies, based
on the type of project. Examples of grant obligation terms include:

Grant Obligation Term Project Type

20 years « new lighting system

- new Navaids

« new REILs

« new AWOS

« new beacon

10 years » wind cone

« supplemental wind cone

« ground communication outlets

- partial weather observation systems
such as Super AWOS and DigiWx

5 years « computer for weather observation

system

Please refer to 3.4.2 Grant Agreements for details on grant agreements and 3.4.4 Allocation for
details on allocations.

7.6 Project Implementation

The timing of work elements and reimbursement also depends on the ownership of the
system/equipment and type of project:

« When the sponsor will own the system/equipment and the project is only for design, design
work and bidding will begin after the grant agreement becomes effective. Reimbursements
may be requested throughout the design and bidding process.

« When the sponsor will own the system/equipment and the project is for design and
construction, preliminary design work and bidding may begin after the sponsor has received
the tentative allocation notification. Construction may begin after the grant agreement
becomes effective. Reimbursement for work beginning in the design phase may be
requested after the grant agreement becomes effective.

« When DOAV will own the system/equipment, DOAV will handle the design, equipment
purchase, and bid advertisement for the project. The sponsor needs to coordinate its
construction responsibilities for electricity and communications service with the department’s
construction work so conflicts and delays are avoided.

7.6.1 Amendments

A sponsor should submit to DOAV a written request as soon as the need for an amendment to a
grant or allocation has been identified, following the submission process described in 3.4.3
Grant Amendment.

For a project for which a grant was issued, DOAV will prepare a grant amendment offer when
the request for the amendment is approved and funds are available for any requested change to
the amount of state participation. A grant amendment becomes effective upon full execution of
the acceptance portion of the grant amendment.

For a project for which an allocation was awarded, DOAV will issue a written notification of
change when the request for the amendment is approved and funds are available for any
requested change to the amount of state participation. If the increase to an allocation brings the
total state participation to $10,000 or more and DOAYV approves the increase, DOAV will issue a
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grant offer for the project. The grant offer will include language regarding the existing allocation
and the eligibility for reimbursement of work done since the allocation was approved.

All grant and allocation amendments must be coordinated with DOAYV prior to the subject
work being initiated. All increases are contingent on the availability of funds.

Please refer to 3.4.3 Grant Amendment for details on grant amendments.

7.6.2 Change Orders

As soon as the need for a change order is identified, the sponsor should coordinate the
activities needed in order to address the issues with DOAV and FAA as appropriate. Examples
of these issues include the discovery of underground tanks, storage barrels, or utility lines not
marked on airport layout plans or other relevant documents; discovery of unsuitable material
beneath the surface; or drainage problems. Once DOAV and FAA as appropriate approve a
change order, work related to the change order may begin. The sponsor needs to make sure
the proper supporting documents are prepared and submitted to DOAV and FAA as
appropriate. Eligible costs related to the change order cannot be reimbursed unless this
paperwork is provided.

Increases or decreases to a grant due to change orders will not be addressed until project
completion, and increases are subject to the availability of funds.

7.6.3 Reimbursement

A sponsor may request reimbursement for partial payments based on the percentage of work
completed or actual costs incurred. The department requires that reimbursements for less than
$1,000 be made for the full amount at the completion of the project. Final or one time
reimbursement requests do not have a minimum dollar amount limit. The requests must be
made using DOAV’s Request for State Fund Reimbursement Form. The form must bear the
sponsor’s original signature and date to certify acceptance of the costs from consultants and
contractors. The form must be submitted with the required supporting documentation, such as a
consultant or contractor invoice.

DOAV will review the reimbursement form and supporting documentation for cost eligibility and
completeness. If the submittal is acceptable, payment will be approved. If the submittal is not
acceptable or complete, DOAV will contact the sponsor to discuss errors or omissions. If the
sponsor does not respond within ten business days to requests for information or supporting
documents, DOAV will:

« consider the reimbursement request status as pending
. send the sponsor written notification of such
. take no action until in receipt of outstanding information or documents

If the submittal is not acceptable or complete and DOAYV is not able to contact the sponsor
within five business days, DOAV will consider the reimbursement request as pending and send
the sponsor a written notice that explains outstanding issues.

DOAV will not reimburse a sponsor for more than 90 percent of a grant or allocation amount
until it notifies the sponsor of receipt of acceptable deliverables or final acceptance of
construction. Requests for reimbursements exceeding 90 percent of the grant or allocation
amount should not be submitted to DOAYV if the approval on project completion has not been
given by DOAV. Such requests will be returned to the sponsor for correction and resubmission,
thereby delaying the sponsor’s receipt of the funds. After the receipt of acceptable deliverables
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or final acceptance of construction, DOAV will accept a reimbursement request for the
remainder of a project’s cost.

7.6.4 Project Close-out
A grant will be closed thirty days after the final reimbursement request has been processed. If a
grant or allocation has an outstanding balance, the balance will be returned to the program for
redistribution by DOAV. Underruns in one state funded project may not be administratively
applied to another project.

A written notification will be sent to the sponsor confirming that the project is complete and all
payments have been made, unless an audit will be performed as described below. Final
inspections will be required prior to project close-out.

An audit may be conducted on a project. If an audit is conducted, the sponsor will receive
written notification of the outcome and any adjustments that need to be made. For federally
funded projects, DOAV accepts the audit conducted by the federal Office of the Inspector
General. After an audit, a closeout letter will be sent to the sponsor.

7.7 Process for Federally Funded F&E Projects

When an F&E project will involve federal funding participation, the project is considered an
Airport Capital Program project. The scope needs to be submitted to the Airport Services
Division's Engineering Section and must be approved before the project request is submitted
through Airport 1Q. The following supporting documentation is required with the project request:

« project narrative
« sketch
« documentation of environmental coordination and findings

Details on these supporting documents are provided in 6.3.3.1 Supporting Documents for
Project Requests.

The project request will follow the processed described in 6.4 Evaluation and Selection Process,
6.5 Agreement Process, and 6.6 Project Implementation. The Engineering Section will
coordinate with the Security and Facilities Section in these processes as needed based on the
scope of project.
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8.0 Voluntary Security Program

8.0 Voluntary Security Program

The Voluntary Security Program (VSP) provides funding for projects to enhance the security of
public-use general aviation airports in Virginia.

The Virginia Aviation Board has delegated the authority to review and approve funding requests
for the VSP to the Virginia Department of Aviation.

8.1 Project Eligibility

Before a general aviation airport sponsor can receive funding for a security improvement
project, the airport must first be declared a “Secure Virginia Airport” as described in Chapter 13
General Aviation Airport Voluntary Security Certification Program. In addition, a security
improvement project must be identified on the sponsor’s approved airport security plan in order
to be eligible for state funding. VSP does not require prerequisites for projects to conduct
security audits and develop security plans. The following are examples of eligible for VSP
funding:

« airport security audit

« airport security plan

. terminal area fencing, including 500 feet of vinyl coated fence
. perimeter fencing

« electronically controlled entry gates

. external and internal surveillance systems

« Security signage

« security lighting

« security barriers

A fence clearing project is eligible one time only. The continuing maintenance of the terminal
area and perimeter fence lines is a sponsor’s responsibility. Operational costs, such as the
hiring of security guards, are not eligible.

Sponsors should contact DOAV to discuss the eligibility of other security improvements under
this program.

8.2  State Participation

VSP funds 100 percent of projects to conduct security audits and develop security plans. The
program funds 90 percent of the design and installation of security improvements that address
deficiencies identified in plans and audits.

DOAV will review security audits and plans, and it will review and approve engineering
agreements, plans, and specifications for security improvements.

8.2.1  Utilization of Airport Capital Program Funds

When funds are not available under the Voluntary Security Program, a sponsor may submit
project requests under the Airport Capital Program for consideration by the Virginia Aviation
Board. The projects must meet the eligibility requirements of the Voluntary Security Program,
and the required supporting documents for the Airport Capital Program must be provided as part
of the project request submission.
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8.3 Application Process

Sponsors will submit project requests for funding through Airport IQ. Each project request entry
must include a project description and estimated cost, listed by state and local funding source.
A sponsor's administrative costs are required to be included in the cost estimate. Eligible
sponsor administrative costs include, but are not limited to, advertising for bids and project
review by a locality. Sponsor staff time is not an eligible sponsor administrative cost.

The following supporting documentation must be submitted with the project request:

« scope of work

« quote or bid

« project schedule

« sketch

« documentation of environmental coordination and finding as needed

Actual proposals must be presented when the scopes are submitted to DOAV for review and
approval, including costs and man-hours for subconsultants. Should the prime consultant or
subconsultant costs and man-hours justifiably change after funding has been approved,
sponsors can request an increase as described 8.6.1 Grant Amendments and 8.6.2 Change
Orders.

Project requests may be submitted at any time during the fiscal year, except for the 72-hour
period after the due dates for Airport Capital Program submissions. Requests should only be
made for projects that are eligible and meet prerequisites.

8.4 Evaluation and Selection Process

Upon receipt of a project request, DOAYV will confirm the availability of funds within the program.
DOAV will then review the project request for completeness and project eligibility. DOAV will
prioritize the project(s) in consideration with existing VSP requests and make a determination
regarding funding.

8.5 Agreement Process

For approved projects, a written notification will be sent to the sponsor. The notification will
include a description of the work to be undertaken, the amount of funding allocated to the
project, and funding termination date.

For projects for which the state's participation is less than $10,000, an allocation will be issued.
After an allocation is offered for a project, as described in the written notification, the sponsor
may begin work.

For projects for which the state's participation is equal to or greater than $10,000, either a
tentative allocation will be awarded or a grant offer will be issued, based on the scope of work.
The timing of the grant offer depends on the type of project:
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« For a design only or construction only project, DOAV will issue a grant offer after a tentative
allocation is awarded.

. For a design and construction project, the sponsor may begin preliminary design work to
develop a final scope after a tentative allocation is awarded. Final design may not begin
until DOAV has approved the preliminary design. Upon DOAYV approval of the final design
and receipt of acceptable bids, a grant offer will be issued for the design and construction
project.

The grant obligation term for projects under the Voluntary Security Program varies, based on
the type of project. Examples of grant obligation terms include:

Grant Obligation Term Project Type
20 years . fencing
. gates
10 years « security plan

« internal surveillance system
. external surveillance system
« security lighting

« security barriers

5 years « security audit

« security sighage

The grant agreement must be effective prior to initiating any design work for a design
only project, construction work, or purchases.

Please refer to 3.4.2 Grant Agreements for details on grant agreements and 3.4.4 Allocations
for details on allocations.

8.6 Project Implementation

Once a grant agreement becomes effective or an allocation has been awarded, work may
begin. Based on the type of project, DOAV may inspect a security improvement project as it
progresses or when it is complete.

8.6.1 Amendments

A sponsor should submit to DOAV a written request as soon as the need for an amendment to a
grant or allocation has been identified, following the submission process described in 3.4.3
Grant Amendment.

For a project for which a grant was issued, DOAV will prepare a grant amendment offer when
the request for the amendment is approved and funds are available for any requested change to
the amount of state participation. A grant amendment becomes effective upon full execution of
the acceptance portion of the grant amendment.

For a project for which an allocation was awarded, DOAV will issue a written notification of
change when the request for the amendment is approved and funds are available for any
requested change to the amount of state participation. If the increase to an allocation brings the
total state participation to $10,000 or more and DOAYV approves the increase, DOAV will issue a
grant offer for the project. The grant offer will include language regarding the existing allocation
and the eligibility for reimbursement of work done since the allocation was approved.
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All grant and allocation amendments must be coordinated with DOAYV prior to the subject
work being initiated. All increases are contingent on the availability of funds.

Please refer to 3.4.3 Grant Amendment for details on grant amendments.

8.6.2 Change Orders

As soon as the need for a change order is identified, the sponsor should coordinate the
activities needed in order to address the issues with DOAV and FAA as appropriate. Examples
of these issues include the discovery of underground tanks, storage barrels, or utility lines not
marked on airport layout plans or other relevant documents; discovery of unsuitable material
beneath the surface; or drainage problems. Once DOAV and FAA as appropriate approve a
change order, work related to the change order may begin. The sponsor needs to make sure
the proper supporting documents are prepared and submitted to DOAV and FAA as
appropriate. Eligible costs related to the change order cannot be reimbursed unless this
paperwork is provided.

Increases or decreases to a grant due to change orders will not be addressed until project
completion, and increases are subject to the availability of funds.

8.6.3 Reimbursement

Requests for reimbursement can be made for partial amounts or the full amount. The
department requires that reimbursements for less than $1,000 be made for the full amount at
the completion of the project. The requests must be made using DOAV’s Request for State
Fund Reimbursement Form. The form must bear the sponsor’s original signature and date to
certify acceptance of the costs from contractors and others. The form must be submitted with
the required supporting documentation, such as a consultant or contractor invoice.

DOAV will review the reimbursement form and supporting documentation for cost eligibility and
completeness. If the submittal is acceptable, payment will be approved. If the submittal is not
acceptable or complete, DOAV will contact the sponsor to discuss errors or omissions. If the
sponsor does not respond within ten business days to requests for information or supporting
documents, DOAV will:

. consider the reimbursement request status as pending
« send the sponsor written notification of such
« take no action until in receipt of outstanding information or documents

If the submittal is not acceptable or complete and DOAYV is not able to contact the sponsor
within five business days, DOAV will consider the reimbursement request as pending and send
the sponsor a written notice that explains outstanding issues.

It must be noted that goods ordered and services contracted prior to DOAV approval will
not be eligible for reimbursement.

DOAV will not reimburse a sponsor for more than 90 percent of a grant amount or allocation
until it notifies the sponsor of receipt of acceptable deliverables or final acceptance of
construction. Requests for reimbursements exceeding 90 percent of the grant amount or
allocation should not be submitted to DOAV if the approval on project completion has not been
given by DOAV. Such requests will be returned to the sponsor for correction and resubmission,
thereby delaying the sponsor’s receipt of the funds. After the receipt of acceptable deliverables
or final acceptance of construction, DOAV will accept a reimbursement request for the
remainder of a project’s cost.
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8.6.4 Project Close-out
A grant will be closed thirty days after the final reimbursement request has been processed. If a
grant or allocation has an outstanding balance, the balance will be returned to the program for
redistribution by DOAV. Underruns in one state funded project may not be administratively
applied to another project.

A written notification will be sent to the sponsor confirming that the project is complete and all
payments have been made, unless an audit will be performed as described below. Final
inspections will be required prior to project close-out for construction projects.

An audit may be conducted on a project. If an audit is conducted, the sponsor will receive
written notification of the outcome and any adjustments that need to be made. After an audit, a
closeout letter will be sent to the sponsor.

8.7 Process for Federally Funded Security Projects

When a project will involve federal funding participation, the project is considered an Airport
Capital Program project. The scope needs to be submitted to the Airport Services Division's
Engineering Section and must be approved before the project request is submitted through
Airport IQ. The following supporting documentation is required with the project request:

 project narrative
« sketch
. documentation of environmental coordination and findings

Details on these supporting documents are provided in 6.3.3.1 Supporting Documents for
Project Requests.

The project request will follow the process described in 6.4 Evaluation and Selection Process,
6.5 Agreement Process, and 6.6 Project Implementation. The Engineering Section will
coordinate with the Security and Facilities Section in these processes as needed based on the
scope of project.
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9.0 Maintenance Program

9.0 Maintenance Program

The Maintenance Program provides funding for non-recurring maintenance to existing airport
facilities in order to keep the facilities in a safe and economical operating condition. The
program is also designed to encourage and assist airport sponsors with the implementation of
preventative maintenance programs that will extend the useful life of the facilities and reduce
the frequency of their replacement or reconstruction.

The Virginia Aviation Board has delegated the authority to review and approve funding requests
for the Maintenance Program to the Virginia Department of Aviation.

9.1 Project Eligibility

Eligible maintenance is identified as scheduled inspections, scheduled and unscheduled
maintenance, and unscheduled repairs that are necessary to preserve existing airport facilities
and operations. Scheduled inspections should be conducted on a quarterly basis.

Maintenance funds cannot be used to upgrade, enhance, or expand facilities. In addition, Code
of Virginia §5.1-55 does not allow Aviation Special Funds to be spent on recurring maintenance,
which has been identified as work that must be performed daily, weekly, or monthly to maintain
a facility’s appearance or operational use. Recurring maintenance involves activities such as
grass cutting, pavement sweeping, and snow removal. The replacement or repair of items
damaged or lost due to negligence, accident, theft, or vandalism is not eligible for
reimbursement.

9.1.1 Facility Maintenance Projects

Eligible maintenance projects may be performed on airport facilities and infrastructure that were
properly designed and constructed. Maintenance of certain airport facilities is not eligible where
the original design and construction were not approved by DOAV. If a sponsor wishes to apply
for maintenance funding for such a facility, a DOAV engineer must assess the original design,
structural integrity, and maintenance history of the facility and determine its eligibility for the
program.

Eligible projects include:

« obstruction removal on airport property or on property where the sponsor has the rights to
top or completely remove the obstruction

. pavement maintenance and repairs, including pothole repair, grass removal, crack seal, and
pavement surface treatments such as slurry seals

. removal of vegetation that causes pavement deterioration, impedes drainage, causes
deterioration of facilities, and obstructs the visibility of fenced areas

. replacement of pavement markings

. repairs of airport lighting systems, visual aids, automated weather observation systems,
ground communication outlets, and pilot briefing systems

. emergency repairs of a facility that will prevent its destruction or deterioration if not
performed immediately

. replacement of lamps, gaskets, transformers, cables, wind cones, and such used in eligible
lighting and visual aid devices

. repairs to fueling systems including repairs to electrical systems, pumping systems and
lines, containment systems, rust removal, and painting
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. repairs to terminal buildings and maintenance equipment storage buildings, as well as
associated systems and equipment that are eligible for funding under the Airport Capital
Program

. quarterly or annual inspections of airport lighting systems, visual aids, automated weather
observation systems, and emergency generators

« obstruction removal and replacement of cones due to normal wear for grass runways

It is the intent of the VAB that the state should provide financial assistance for the clearing of
obstructions once and a sponsor should have the capability to maintain such areas without
seeking further funding under the Maintenance Program. In areas where a sponsor has
acquired adequate property interest, either through ownership or easement, and clear cutting or
clearing-and-grubbing activities have been done using state funding, the sponsor is responsible
for maintaining these areas free and clear of obstructions without any additional state financial
support. Maintenance of areas where the sponsor has acquired only the right to top trees is
eligible for state funding. Cost-effective methods of limiting tree growth, such as controlled
spraying, are eligible under this program. Obstruction removal projects must meet the
environmental requirements noted in Chapter 5 Project Eligibility Requirements.

Maintenance and repairs may be performed on eligible buildings and associated systems and
equipment that are eligible for funding under the Airport Capital Program, such as plumbing and
electrical systems, roofs, and structural elements. Eligible activities include exterior and interior
painting. Items and activities that are not eligible include, but are not limited to, janitorial
services, wallpapering, window treatments, lamp replacement, and exterior power washing.
When a project request is for the replacement of whole systems such as carpeting, heating,
ceiling tiles, roof bladders, and air conditioning, DOAV may request a detailed professional
analysis of the current system or will physically inspect the site and use that review to determine
need and eligibility.

Sponsors should contact DOAV with questions on whether maintenance projects not
listed here may be eligible under this program. In general, if a facility is eligible for state
funding under the Airport Capital Program, the Facilities and Equipment Program, and the
Voluntary Security Program, maintenance of the facility is most likely eligible under the
Maintenance Program. The maintenance and replacement of landscaping provided through a
project funded by the state are considered operational costs and are not eligible under the
Maintenance Program.

9.1.2 Purchase of Maintenance Equipment

So that sponsors have the necessary equipment to handle recurring maintenance, the VAB has
identified the purchase of certain pieces of maintenance equipment and their upkeep as eligible
for funding assistance. Listed below are examples of maintenance equipment eligible and
ineligible for purchase under the Maintenance Program.
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Eligible Equipment Ineligible Equipment
self-propelled mowers chain saws, weed trimmers, etc.
tractors hand tools
mower attachments fuel trucks

spray attachments for vegetation control
sweeper attachments aircraft tugs

snow blades snowblowers not included in a snow removal
front end loader vehicles equipment plan for a FAR Part 139 airport
trucks, new or used, with gross vehicle weight
of 15,000 to 30,000 pounds, single axle, dual
rear tires, dump body, and cab to seat a
maximum of three people

« small utility vehicles and attachments
specifically made for those vehicles where the
vehicle may be two or four wheel drive and
shall not exceed gross vehicle weight of 2,600
nor 133 inches in length and 65 inches in width

courtesy vehicles

Equipment acquired under this program shall be exclusively operated and properly stored on
airport property, except for instances where off-site repairs to the equipment are required. In
addition, such equipment must not be sold, used for trade-in value, traded, or donated without
prior DOAV approval.

Sponsors of publicly owned airports may purchase maintenance equipment through contracts
established for the Commonwealth of Virginia. For information about this service, sponsors
should contact the Virginia Department of General Services, www.dgs.virginia.gov.

Many pieces of equipment may be available for purchase through the state and federal surplus
property systems. While care must be used in acquiring such items, some surplus items have a
substantial operating life remaining, and the cost is significantly lower than that of new
equipment. To access the state system, sponsors should contact the Virginia Department of
General Services, www.dgs.virginia.gov. For eligibility and access information for the federal
system, sponsors should contact the Federal Aviation Administration Washington Airports
District Office at 703-661-1354.

Surplus equipment is also available from airport sponsors around the state. Airport sponsors
and managers post information on this surplus equipment through DOAV’s website at
www.doav.virginia.gov.

9.1.3 Maintenance of Equipment

Repairs to eligible equipment and replacement of worn equipment components are eligible for
state funding. Periodic preventative maintenance for eligible maintenance equipment, such as
fluid changes and tune-ups, is not eligible for state funding.

9.2 State Participation

The state’s participation rate for projects under the Maintenance Program is 80 percent, except
for AWOS equipment, fueling systems, terminal buildings, the purchase of maintenance
equipment, and the maintenance of equipment. The state’s participation in the maintenance of
sponsor-owned AWOS equipment will be 95 percent. Maintenance for fueling systems will be
funded at the ratio the state originally used to install the system as described in Appendix A,
item A.12 fueling systems. Maintenance for terminal buildings will be based on the amount of
public-use space as described in Appendix B, B.6.1 Terminal Building Maintenance. The
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funding rates for the purchase of maintenance equipment and the maintenance of equipment
are described in 9.2.2 Purchase of Maintenance Equipment and 9.2.3 Maintenance of
Equipment.

Each airport sponsor may receive up to $100,000 per fiscal year for eligible maintenance
projects, contingent on the availability of state funds.

9.2.1 Facility Maintenance Projects

As airport sponsors have varying financial resources for maintenance activities, DOAV offers
three approaches for funding eligible maintenance projects, based on who performs the work
and what expenses will be submitted for reimbursement:

« When a private contractor is used to perform the work and reimbursement will be based on
labor, equipment, and materials, DOAV will fund up to 80 percent of the eligible project cost
for work performed by a private contractor.

« When a sponsor performs the work using its own employees and reimbursement will be
based on the cost of materials and the use of the sponsor's employees and equipment at a
predetermined rate approved by the department, DOAV will fund up to 80 percent of the
eligible project cost for work performed by a sponsor.

« When a sponsor performs the work using its own labor and equipment and seeks
reimbursement for materials only, DOAV will fund 100 percent of the cost of eligible
materials. Sponsors should contact DOAV regarding the eligibility of materials.

The supporting documentation needed for reimbursement is described in 9.6.3 Reimbursement.

When a private contractor will be hired or where the cost of sponsor-installed materials or
equipment will meet or exceed $5,000, the sponsor shall solicit a minimum of three bids for a
project or a combination of projects. Similar projects should be combined whenever possible.
Copies of all the bids shall be submitted to DOAV for review and concurrence. When
warranted, DOAV may waive the requirement for three bids. When the total cost of a project is
less than $5,000, only one telephone bid is required. If a private contractor is already under
contract with a sponsor in accordance with the Virginia Public Procurement Act, a sponsor may
use that contractor instead of soliciting bids for contractor services.

9.2.1.1 Obstruction Removal When federal funding will be used for an obstruction removal
project, the state will participate at the prevailing rate for federally funded projects. When
federal funding will not be used for an obstruction removal project, an airport sponsor needs to
use the balance of the sponsor’s fiscal year maintenance allocation up to $100,000 for the
obstruction removal. If the cost of the project exceeds that balance, the sponsor will need to
apply to the VAB for Airport Capital Program funds for the state’s participation in the remainder
of the project. Obstruction removal projects will be considered as regular maintenance projects,
and the state’s participation rate will be 80 percent. These state rates apply regardless of the
funding program utilized.

DOAV’s participation in the removal of trees that have been determined to be obstructions is
dependent on whether the sponsor owns the property or has an avigation easement for the

property.

« When the sponsor owns the property, DOAV will reimburse the sponsor one time to remove
the trees. DOAV encourages the sponsor to clear and grub the area to a condition suitable
for mowing. The state’s participation rate will be 80 percent.
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« When the sponsor’'s avigation easement or agreement only permits the topping of trees,
DOAV will reimburse the sponsor to top the trees on an as needed basis in accordance with
easements and agreements. The easements and agreements must specify that the trees
will be topped at least 10 feet below the applicable surface. The state’s participation rate
will be 80 percent.

« When the sponsor’s avigation easement permits the sponsor to clear cut the trees to ground
level, DOAV will reimburse the sponsor one time to cut the trees. DOAV encourages the
sponsor to clear and grub the area to a condition suitable for mowing if the avigation
easement so permits. The state’s participation rate will be 80 percent.

Sponsors of FAR Part 139 airports may use state entittement funds for obstruction removal
projects. If a sponsor uses state entitlement funds for an obstruction removal project, the
sponsor will not be subject to the fiscal year approval restriction and reimbursement requirement
described in 3.1.1.3 Air Carrier Utilization of State Entitlement and Discretionary Funds.
Sponsors of FAR Part 139 airports can request state discretionary funding for obstruction
removal when the sponsor has exceeded the sponsor’s fiscal year maintenance allocation of
$100,000 or maintenance funds are not available for such projects.

9.2.2 Purchase of Maintenance Equipment

A sponsor may receive up to $50,000 over a five-year period to purchase eligible maintenance
equipment. The dollar limit and time period begin with the execution of the first grant for
procurement and end five years from that date. After a five-year period ends, the next period
begins with the execution of the next equipment procurement grant.

The department will fund 50 percent of the acquisition of eligible maintenance equipment. The
funds that can be used to purchase maintenance equipment are part of the $100,000 fiscal year
limit for maintenance allocation.

If a sponsor uses state entitlement funds to purchase maintenance equipment as noted in 9.2.5
Utilization of State Entitlement Funds, the state’s participation rate is 80 percent. The dollar
limits and time period do not apply to such purchases.

In bid solicitations, sponsors may use minimum specifications for equipment or list a specific
manufacturer and product; however, if a specific piece of equipment is listed, the solicitation
must also include a condition allowing for bids on equivalent equipment. When the total cost of
a project is less than $5,000, only one telephone bid is required. When the cost of equipment
will meet or exceed $5,000, the sponsor shall solicit a minimum of three bids for the equipment.
When warranted, DOAV may waive the requirement for three bids. Copies of all the bids shall
be submitted to DOAV for review and concurrence.

9.2.3 Maintenance of Equipment

Repairs to eligible equipment and the replacement of worn equipment components are eligible
for state funding at a 50 percent participation rate. The costs of repairs accumulate toward the
$100,000 fiscal year limit for maintenance allocations. Equipment eligible for repair using
Maintenance Program funds includes, but is not limited to:

« maintenance equipment purchased under the Maintenance Program
- air rescue and fire fighting equipment (ARFF) for air carrier airports
« snow and ice removal equipment for air carrier airports

- snow removal attachments for general aviation airports
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The cost to make surplus or used equipment operational at the time of purchase is eligible for
state funding at a 50 percent participation rate and accumulates toward the total state share of
$50,000 for equipment purchases.

9.2.4  Utilization of Airport Capital Program Funds

When a sponsor has reached the $100,000 fiscal year limit for maintenance allocations per
airport or when funds are not available under the Maintenance Program, a sponsor may submit
project requests under the Airport Capital Program for consideration by the Virginia Aviation
Board. The projects must meet the eligibility requirements of the Maintenance Program, and
the required supporting documents for the Airport Capital Program must be provided as part of
the project request submission. In such a case for a Part 139 airport, if the Virginia Aviation
Board specifically approves the use of state entittement funds for proposed maintenance
projects, a sponsor will not be subject to the fiscal year approval restriction and reimbursement
requirement described in 3.1.1.3 Air Carrier Utilization of State Entitlement and Discretionary
Funds.

9.2.5 Utilization of State Entitlement Funds
Sponsors of FAR Part 139 airports may use state entitlement funds for all projects eligible under
the Maintenance Program. In addition, these sponsors may use state entitlement funds to
secure maintenance contracts and repairs related to systems and equipment. Eligible systems
and equipment include, but are not limited to:

. elevators

 escalators

« Security access systems

« CCTV systems

« terminal HVAC systems

« systems not generally maintained by airport personnel

Multi-year maintenance contracts would need to be programmed for each year of the contract.
Maintenance contracts would receive no project priority scoring as noted in 3.1.1.3.1 Entitlement
Only Projects.

Sponsors of FAR Part 139 airports may use state entitlement funds to purchase maintenance
equipment related to compliance with FAR Part 139 or to the safety and security of the airport.
FAR Part 139 projects eligible for state participation are those directly related to meeting safety
and performance standards established by FAR Part 139. All of the equipment eligible under
the Maintenance Program may be purchased with state entitlement funds. The dollar limits and
associated time period, described in 9.2 State Participation and 9.2.2 Purchase of Maintenance
Equipment, do not apply to this type of purchase. In addition, the state’s participation rate is 80
percent for this type of purchase.

Other types of eligible maintenance equipment include, but are not limited to:
« crack sealing equipment
. large embankment mowers
. lifts
« bucket trucks
« FOD collectors
« runway sweepers
« friction testers
. airfield rubber and paint removal equipment
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If sponsors use state entitlement funds for maintenance projects, maintenance contracts, or the
purchase of maintenance equipment, the sponsor shall not be eligible to receive approval for
any funding from the Maintenance Program during the fiscal year in which the state entitlement
funds are spent, except as otherwise described in 6.7.5 Facilities and Equipment, Security, and
Maintenance Project Requests from the chapter on the Airport Capital Program; 9.2.1.1
Obstruction Removal and 9.2.4 Utilization of Airport Capital Program Funds; and A.11 facility
and equipment, security, and maintenance projects and A.13 obstruction removal, from
Appendix A. If it is determined during the review of an entitlement utilization report that a
sponsor used entitlement funds for eligible maintenance projects and also used Maintenance
Program funds for other eligible projects, the sponsor must reimburse the state for the
Maintenance Program grants or allocations approved within that fiscal year.

9.3 Application Process

Sponsors will submit project requests for funding through Airport IQ. Each project request entry
must include a project description and estimated cost, listed by state and local funding sources.
A sponsor's administrative costs are required to be included in the cost estimate. Eligible
sponsor administrative costs include, but are not limited to, advertising for bids and project
review by a locality. Sponsor staff time for administrative activities is not an eligible sponsor
administrative cost.

The following supporting documentation must be submitted with the project request:

« scope of work

« quote or bid

« project schedule

« sketch

« documentation of environmental coordination and finding as needed

Actual proposals must be presented when the scopes are submitted to DOAV for review and
approval, including costs and man-hours for subconsultants. Should the prime consultant or
subconsultant costs and man-hours justifiably change after funding has been approved,
sponsors can request an increase as described 9.6.1 Amendments and 9.6.2 Change Orders.

When submitting the request, sponsors should provide as much justification and supporting
information about their project as possible. Failure to provide adequate information will result in
disapproval of a project request.

Project requests may be submitted at any time during the fiscal year, except for the 72-hour
period after the due dates for Airport Capital Program submissions. Sponsors are encouraged
to call DOAYV prior to submitting a request to discuss eligibility and ask questions on treatment
methods, materials, procurement, and related concerns.

9.4 Evaluation and Selection Process

Upon receipt of a project request either for facility maintenance or maintenance equipment,
DOAV will confirm the availability of funds within the program and the sponsor’s fiscal year
balance to date. The project request will then be reviewed for completeness and conformity
with project eligibility, and a determination will be made on the reasonableness of the cost.
DOAV will approve a project request when it meets these criteria and funds are available. It
must be noted that goods ordered and services contracted for facility maintenance
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projects and maintenance equipment purchased prior to DOAV approval will not be
eligible for reimbursement.

9.5 Agreement Process

The agreement process for the Maintenance Program depends on whether the project is for
facility maintenance, the purchase of equipment, or the maintenance of equipment.

9.5.1 Facility Maintenance Projects

After a facility maintenance project is approved, DOAV will issue an allocation and send the
sponsor a written notification as described in 3.4.4 Allocations. This notification will constitute a
notice to proceed, and a sponsor may begin work upon receipt of the notification. Grant
agreements are not utilized for facility maintenance projects.

Please refer to 3.4.4 Allocations for details on allocations.

9.5.2 Purchase of Maintenance Equipment

After the procu