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1. Introduction

1.1 About the MTA External Partner Program

The MTA External Partner Program (EPP) supports both public and private initiatives to
develop new development projects above and around train stations. These investments
are critical to the region’s economy and quality of life. We also review and approve all
public and private construction activities that occur near our infrastructure.

EPP provides a single system for applicants' submission and administrative needs. The
EPIC Platform is user-friendly and centralizes project information, as-built requests,
applications, insurance, safety forms, and payments.

1.2 Who needs to apply (Program areas and thresholds)

Any public- or private-sector entity engaging in construction within 200 feet of MTA
properties, structures, or assets must file plans with the MTA EPP. This ensures our unique
infrastructure is protected.

The MTA EPP guides these entities through the process of submitting construction plans
to the MTA and coordinating their implementation.

2. Getting Started

2.1 Creating a new account
To create a new account, go to the EPIC platform page and click the Sign In link (Figure
2.1)

m EPP - Applicant Registration

Sign In

Figure 2.1 Create a new account
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https://epp.mta.info/
https://authepp.mta.info/oauth2/aushf2181yJxRX1lQ4h7/v1/authorize?client_id=0oahex8udhhMHxEDj4h7&redirect_uri=https%3A%2F%2Fepp.mta.info%2Fsignin-openid_1&response_type=code&scope=openid%20email%20profile%20organization&state=OpenIdConnect.AuthenticationProperties%3D-MLad4eSCcgFRFigWmpw2AU5fXye02ZPaxiO44AHSK3-gWjFqZ04ERvRqc5bAnlgzSMOJe7QDGlLBeWH0vHsyZBqwmIyPC1BN70RRHGlDiA_Wy2HneGeVvmgXK2E5bGhAXaqU0jTZsXhpns6Zz6wRNCy_FTX22_ksR-HqrTWhA3LQ6ZgMoHJKHcNw4lBAtMk2qcJen9ivcZeXRYNT_BHeiJHJ1L4fDsHGMFVL5BoQfZi0EJNhXhYx5yBXMSNsA3ZkQded2U5h8zCkuw-R6pqsqxE2fp5dVZqwZ7QRNbl-LQPuoXIuD6pHVvVzV8qgkz5nWKo3WnJbvP9_FyaMBcf5dpsbCfyPMXmafULtgPv-iBGZj_IgkdfOAuY1035CXOsLw3o6Y1AMMQWn_1WbmwUQk6Q5iP-HQ9pH6amXmQWvAnfqP6W2BWP-94ocZBhJzf5srnwcZyVgRKJ9dPICR87OA_KiJBOKbviXUsLVzuLgVI&nonce=638968477002250906.ZTVhZjJkZTEtZjQ0ZC00Njg2LWJhMTItYjFlMmUyNmVmNDNiM2VjNmMzMmQtZGVlZC00OWM5LTk5NTUtYWU2YjgxMDdlNmIz&ui_locales=en-US&x-client-SKU=ID_NET472&x-client-ver=6.35.0.0

After completing sign-up, log in and fill out your Profile form by entering your first
and last name, then click “save” (Figure 2.1.a).

Sign up

Fields are required unless marked optional

First name

John

Last name

Doe

Email

johndoepe7@gmail.com

Organization

Doe PLC

Already have an account? Sign In

Figure 2.1a Sign up

Set up a password for your account. (Figure 2.1.b)

8 johndoepe7@gmail.com

Set up security methods

setup >

Password
setup - E
Phone

setup >

Figure 2.1b Set up a password

Once this step is completed, you will be able to log in to your account and begin
filling out the Profile form. User must enter their first and last hame and click
“save”. (Figure 2.1.c). Please note: After saving, changes to account details can
only be made by EPP administrators.

EPIC User Manual Rev. 0



External Partner Program

My Approved Documents  Myletters  Reference Documents  Guides

Profile
Please pl’ﬁ'.'lﬂE some Information about ]-'Oufﬁé‘
B The First Name and Last Name you provide will be displayed alongaide any
comments, Torum posts, of ideas you make on the site,
The Email Address and Phone nurmber will not be displayed on the site.
Your Organization and Title are optional, They will be displayed with yeour
comments and farum posts.
& secuny = :
Your infermation
First Name = Last Masne ~
|| =
E-rmuail
Organization Mame Title
Hickrame b Sive:

Figure 2.1c Fill out application form

2.2 Multi-Factor Authentication (MFA) Setup

Applicants are required to enable and use multi-factor authentication (MFA). (Figure 2.2)

External Partner Program

My Approved Documents My Letters Redurence Docurments

Profile
Please provide some information about yoursed
2] The First Name and Last Mame you provide will be displayed alongside any

comments, Torum posts, or ideas you make on the sie

The Email Address and Phone number will not be displayed on the site

‘fiowur Organization and Title are optional. They will be displayed with your

comments and farum posts.

& securiny E .

Your information
First Hame * Last Mame
] =
E-mail Business Phone
T Frinncié i 1eiigehong numbes
Organization Hama Tisle
Nickma e Wb Site

Figure 2.2 Set up security methods

e Set up security methods following the instructions on the screen. (Figure 2.2)
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A johndoepe7@gmail.com

Set up security methods

Security methods help protect your External
Partner Program - UAT account by ensuring
only you have access.

Required now

Setup >

Password

setup -

m Phone

Setup -

Figure 2.2 Set up security methods

Verify your email following the instructions provided. (Figure 2.2.a)

m S ——

©

& johndoepe7@gmail.com

Verify with your email

iIto
gmail.com. Click the
v fink in

enter the code below.

r email to continue o

Enter a verification code Instead

Figure 2.2.a Verify with your email.

If you choose to verify with your email, you will receive a Welcome Email from
EPP in your inbox.

Once your password and email are set up, the platform will prompt you to
configure additional security/verification methods using your phone. You will
receive either a text message or a call to verify your identity. This step is a
precaution in case you lose access to your account or if someone attempts
unauthorized access. (Figure 2.2.b)
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Set up phone authentication

Enter your phone number to receive a
verification code via SMS.

@ sMms

() voice call

Country/region

‘ United States hd |

Phone number

+1 3152002000 |

Recelve a code via SMS

Return to authenticator list

Figure 2.2b Set up phone authentication

e Complete the phone authentication form. Depending on your chosen method, you
will receive either a text message or a phone call to complete the verification
process.

e Optional: after completing the MFA set up, configure OKTA verify for additional
security.

2.3 To log in to your account

1. Navigate to the EPIC platform website
2. Sign in with your Username and Password or with an external account. (Figure 2.3.2)

m EPP - Applicant Registration

Signn

Username

)
= ]

Need help signing in? (7

Don't have an account? Sign up

Figure 2.3.2 Log In
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3. After you sign in, click the drop-down arrow next to your nhame to view your full
profile with all the necessary information. You can also adjust as needed. (Figure 2.3.3)

External Partner Program

My Approved Documents My Letters Reference Documernts Guides FAGs Q AlF -

tiome > Profile

Profile

Please provide some Information about yourself

The First Name and Last Name you provide will be displayed alongside any
comments, forum posts, or ideas you make on the site,

The Email Address and Phone number will not be displayed on the site.

Your Organization and Title are optional. They will be displayed with yoaar
comments and farum posts.

Your information

First Hame Last Masne

E-mail Businesa Phane
== [T —————
Organizatizn Hama Tithe

Hickramae Web Site.

Figure 2.3.3 Profile page
2.4 Resetting your password / Recovering your account

To reset your password, verify your account using one of the available security methods
(either by email or text message). (Figure 2.4.a)

Verify with your password

Password

............... ®

orgot password?

Figure 2.4 Forgot password

EPIC User Manual Rev. 0
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To reset your account password, you will need to verify your account using one of the
security methods (either by receiving an email or a text message on your phone). (Figure
2.4.a)

0
&2
< I
= I
Verify with your phone

Get a verification email
Send a code via SMS to +1 XXX XN
Send a verification email to Carrier messaging charges may apply

_ by clicking on "Send me
an email”. Recelve a code via SMS
Recelve a volce call Instead

Figure 2.4.a Verification methods

EPIC User Manual Rev. 0
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3. System Requirements

3.1 Supported Browsers and Devices

The EPP EPIC platform supports all browsers and is compatible with iPads and iPhones.

3.2 Recommended File Formats & Sizes

e The file formats supported are: .PDF, .doc, .docx, .jpeg, .png, .xlIsx.
e Upload size limits: 50MB.
e Only PDF documents are supported for annotation and engineering review.

3.3 Application nomenclature

The Naming Conventions used for EPIC are as follows (this does not apply to Drafts):
Archive Information Requests:
e Adjacency - ASB-#### .Block.Lot.BoroughAbbreviation.StreetAddress

o Public Ag ASB-## ## .Block.Lot.BoroughAbbreviation.AgencyAbbreviation

o (Block & lot is optional for public agency requests so it may not
apply to all application requests )

Applications

e Adjacency - EPPA-#### .Block.Lot.BoroughAbbreviation

e Public Agency - EPPA-BoroughAbbreviation.ContractNumber

o ALL ADDENDA WILL HAVE A TRAILING ".A" AT THE END.
o i.e EPPA-#### .Block.Lot.BoroughAbbreviation.A

Insurance

o INS-####
Safety

= SAF-####.Borough.StreetAddress

EPIC User Manual Rev. 0
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4. Submitting Requests

4.1 Archive Information Request Application

4.1.a Submitting & tracking archive requests
To submit an Archive Information Request form:

1. Select the Applications tab at the top of the page.
2. Select 'Submit Archive Information Request.'
(Figure 4.1.a)

(2 Archive Information Request

Submit Archive Information Request e

My Archive Information Requests

Figure 4.1.a Submit Archive Information Request

3. Complete all required fields marked with a red asterisk (*) on the “Archive
Information Request form”.
a. Sections include, but are not limited to:
i. Applicant Information (Figure 4.1.3.a)
ii. Applicant Company Info
iii. NYS Licensed Professional / Designer of Record
iv. Project Information. (Figure 4.1.3.b)
b. Note: All project addresses are validated by USPS. The MTA does not
accept applications for project addresses that cannot be verified by USPS.

EPIC User Manual Rev. 0
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Applicant Information

Applicant First Name *

Applicant Last Name *

Applicant Phone Number *

Applicant Email *

‘ Provide a telephone number

Applicant Company Info

Applicant Company Name *

Company Strect Address *

Company City *

Company State *

‘ Select S

Company ZIP Code *

NYS Licensed Professional / Designer of Record

NYS Licensed Professional First Name *

NYS Licensed Professional Last Name *

NYS Licensed Professional Phone Number *

NYS Licensed Professional Email *

‘ Provide a telephone number

NYS Licensed Professional Company Name *

NYS Licensed Professional Company Street Address *

Figure 4.1.3.a Section for Applicant Information, Applicant Company Info, NYS
Licensed Professional / Designer of Record

Project Information

Project Type *

Project Name

Cross Streets

Project Street Address

State

Select

Project ZIP Code

City

Borough *

Nearest Subway Station Name(s)

Block

Project Description

Route & Section *

Line Name *

Q
Figure 4.1.3.b Section for Project Information

4. Read the Acknowledgment, check the “"Acknowledgment checkbox”, then
sign at the bottom of the form. After signing, click the button located at the bottom

ol |

right corner of the signature box. (Figure 4.1.4)
5. Enter the code shown in the image above. (Figure 4.1.4)

EPIC User Manual Rev. 0
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6. When finished, click the “Submit” button. (Figure 4.1.4)

Acknowledgments

By checking this box, | acknowledge that although every effort will be made to provide complete and accurate information, MTA C&D makes no warranties, express or
implied, or representations as to the accuracy, completeness, or usefulness of the information or of the results obtained from the use of the information. It is the
requester’s/applicant’s responsibility to verify the accuracy of the information.

If no response has been received within 10 business days from the date of your submission please contact us by navigating to "My Archive Information Requests”, view your
your and submit a new " ion Comment”, *

Applicant Signature *

|Q
&

Enter the code from the image

Figure 4.1.4 Acknowledgement, Signature and Submission

7. To view the Archive Information Requests you have submitted, click on the
“Applications” tab on the header, then select "My Archive Information
Requests”. (Figure 4.1.7)

a. By default, your Archive Information Request will be marked as “Under
Review,"” and your documents will be sent to the appropriate reviewers.
b. You will receive an email notification if any action is required from you.

(2 Archive Information Request

Submit Archive Information Request

My Archive Information Requests <—

Figure 4.1.7 My Archive Information Requests

C. You can view the applications you have submitted including the Archive
Request ID, Project Name, Borough, Request Status, Created on
Date, and any file attachments. (Figure 4.1.7.a)

d. To review your application, click “View" by selecting the drop-down arrow
on the right-hand side. (Figure 4.1.7.a)

i. To submit a comment regarding your application after submission,
refer to Section 8.

EPIC User Manual Rev. 0
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My Archive Information Requests
Search : NHI'RBqueﬂ
Suchive Bequast I Progjac Name Buorough Baques! Stabus Crealed On 4 File Attach
ASE1D54 437 243 0 10112 afdadg Queens In Progess 5/12/2025 1:36 PM n
111THST 3

Figure 4.1.7.a View Archive Information Requests

4.1b NDA Requirement Process

If a Non-Disclosure Agreement (NDA) is required, your request status will be updated to
“In Progress — Awaiting NDA".

Go back to the EPP EPIC and click on “"My Archive Information Requests.” (Figure
4.1.b.1)

Locate the request with the status “In Progress — Awaiting NDA", click the
down arrow on the right-hand side, and select “Submit New NDA.” (Figure 4.1.5.1)

Once the NDA has been received, you will see the request status as “"NDA
Received.”

My Archive Information Requests

[ ]
NS -

Archive Request ID Project Hame Borough Request Status Created On 4 File Attachment
ASE-1054 432 243.0 10112 gldgdg Queens In Progress - Awaiting NDA  5/12/2025 1:36 PM “
111TH ST .

View

Figure 4.1.b.1 My Archive Information Requests

EPIC User Manual Rev. 0
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My Archive Information Requests

R kY
Archive Request 1D Project Name Borough Request Status Crealed On ¥ File Attachment
ASB-1010.32543BKNYCDOT  Driling Brooklyn Received 1/27/2025 116 PM
ASE-1009.4.3.8K.2 Expanding park Brooklyn In Process 1/24/2025 3:26 PM
BROADWAY
ASB-1008.4.3.BX.ConEd Expanding park Bronx In Progress - Awaiting NDA ~ 1/23/2025 2:01 PM
—
ASB-1007.M.NYCEDC Sidewalk Bridge Manhattan Returned 1/21/2025 1:55 PM View
ASBE-1005 3 4.0 NatGrid expanding street Queens In Process. 1/9/2025 1:48 PM
——
ASB-1004 3 4 BK NatGrid expanding street Brooklyn NDA Received 1/9/2025 10:32 AM
e—
ASB 1002 3 4 512 BROADWAY  expanding street Staten Island NDA Received 12/3172024 4:42
PM
ASB- NYCDDC CRANE Bronx Received 12/18/2024 10:05
1001.763.873.6X.NYCDDC AM

Figure 4.1.b.2 Status and Submit New NDA

4.2 Submitting an application

Identify the appropriate Program Area before submitting your application:

1. Adjacency: Projects within 200 feet of MTA property that require review to assess
potential impacts on transit assets. (Figure 4.2)

2. Public Agency/Utility Project: when the project sponsor is a public agency or
utility company work, located within 200 feet of MTA property. (Figure 4.2)

Lookup records

Choose one record and click Select 1o continuz
«  PropamAea
[0 Adjscency

O Public Agency / Utility Project

Cancel

Figure 4.2 Program Area

EPIC User Manual Rev. 0
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4.3 Submitting Applications

1. Fill out the form for the applicable submission (Archive Information Request,
Application, Insurance Application, or Safety Application)
2. Enter the verification code.
3. Click the “Submit” button (Figure 4.3.a)
a. If submitting to the Adjacency Program, complete the required payment

after submission.

TXRZDmP
Ge-neraie anew imaﬁ;e
Play the audio code

‘Enter the code from the image

Save as Draft

Figure 4.3 Submitting applications

4.3.a Saving / Viewing the Application as a Draft.

Save a draft and finalize the submission at a later date for the following applications:

e Archive Information Request

Application
e Insurance Application
e Safety Application

4

a. To do so, scroll to the bottom of the form and click the “Save as Draft
button. (Figure 4.3.a)

Promocode

Do you have 3 promocode?

Generate a new image
Play the audio code

l:lEnter the code from the image
Save as Dr:

as Draft

Figure 4.3.a Saving as Draft

EPIC User Manual Rev. 0



b. After clicking on the “save as Draft” button, a pop-up message will appear.

Please allow up to 5 minutes for your changes to update in the draft. (Figure
4.3.a.1)

Confirm Save as Draft

Attention:

Please allow up to & minutes for updates to render on your draft

application.

Figure 4.3.a.1 Pop Up Message

c. Once saved, you will be taken to where the Drafts are located for the
specific application. The image below shows the "My Application Drafts”
page. Each application has a similar Drafts page and follows the same
process for saving and editing.

d. To continue editing your draft, click the down arrow on the right-hand side
of the application and select "Update Application” to return to the form.

e. To view drafts for other applications, navigate to My Archive
Information Request, My Application, My Insurance Application,

or My Safety Application, and click “View Draft” in the top right corner.
(Figure 4.3.a.2)

External Partner Program

Sgci‘,';ﬁ',‘,’é'ﬁ A ppicatir My Approwed Docaments My Letters Feelwrmircm Dpciim iy s Help Buides

My Applications

Total Approx. Distance  Applicafion

ID Project Sireet Address Borough Name Project Type o Slation/Transil Assel ~ Stalus Payment Status Created On %
EPPA-1254 65 BKA 2 BROADWAY Brooklyn Adjacency 4150 1t Pending Initial  Open 9/30/2025 EI
Review 421 PM
EPPA-1253.6 5,BKA 2 BROADWAY Brooklyn Adjacency 41501 Pending Initial  Open 9/25/2025 E
Review 11:26 AM

Figure 4.3.a.3 View Draft

EPIC User Manual Rev. 0



19

f.  You may submit an Addendum if your application has already received a
final disposition and you need to provide additional information or
modifications to the project. Once you begin the Addendum Application,
you also have the option to “Save it as a Draft” before submitting. To do
this, follow the steps outlined in Section 7b, and select “"Save as Draft”
instead of “Submit.” This process follows the same steps described in
items a—d. (Figure 4.3.a.3)

Additional Details

Notes/Comments
TEST

Add Additional Workers Contact Information

Addendum Reasons *

PAA filling NYCDOB >

Promocode

Do you have a promocode? @

Thi§EGxY
Generate a new image
Play the audio code

l:lEnter the code from the image

- [

Figure 4.3.a.3 Saving Addendum as a Draft

4.3.b Submitting and viewing an application

To submit an Application:

1. Click the “Applications” tab on the header.
2. Locate Application, then click on “Submit Application” (Figure 4.3.b).

Forms
[ Archive Information Request Application & Insurance Application
Submit Archive Information Request Submit Application Submit Insurance Application
My Archive Information Requests My Applications My Insurance Applications

[& safety Application

Submit Safety Application

My Safety Applications

Figure 4.3.b Submit Application

EPIC User Manual Rev. 0
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3. To submit an Application, complete all required fields marked with a red asterisk
(*). (Figure 4.3.b1, 4.3.b2)
a. Sections include but are not limited to:

i.
ii.
iii.
iv.
V.
Vi.

Project Description
Project Location
Applicant Information
NYS Licensed Professional
Developer Information
Additional Details

b. Note: All project addresses are validated by USPS. The MTA does not
accept Applications for project addresses that cannot be verified by USPS.

Application

Project Description

Archive Information Request ID

Please enter your ASE # exactly as provided to you, including all spaces and characters

ASE-

Program Area *

Submission Type *

Submission Subtype *

[a]

Submission Description *

Add Drawing Numbers

Project Location

Borough Name *

Project City * Project Street Address *
Current Transit Asset Type * Project State *
Select w Y

Block # *

Lot &*

Cross Street / Intersection *

2] [

Project ZIF Code *

Total Approx. Distance to Station/Transit Asset *

Select bl

Figure 4.3.b1 Project Description and Project Location

EPIC User Manual Rev. 0



Applicant Information

Applicant First Name *

Applicant Last Name *

Applicant Email *

Applicant Phone Number *

‘ Provide a telephone number

Applicant Company Name *

Applicant Company Street Address *

Applicant Company City

Applicant Company ZIP Code *

Applicant Company State *

Select

Applicant Relation To Project

NYS Licensed Professional

NYS Licensed Professional First Name *

NYS Licensed Professional Last Name *

NYS Licensed Professional Email *

NYS Licensed Professional Phone Number *

‘ Provide a telephone number

NYS Licensed Professional Company Name *

NYS Licensed Professional Company Street Address *

NYS Licensed Professional Company City *

NYS Licensed Professional Company ZIP Code *

NYS Licensed Professional Company State *

Select

NYS Licensed Professional License Number *

Figure 4.3.b2 Applicant Information and NYS Licensed Professional

Additional Details

Notes/Comments

test

Add Additional Workers Contact Information

Is this application a result of a stop work order? *

No

Promocode

Do you have a promocode? (D

m Application Cost: $500.00

Figure 4.3.b.3  Additional Details, Promo Code and Submission

EPIC User Manual Rev. 0
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4. Enter any Notes/Comments in the Additional Details section. (Figure 4.3.5.2)

a. Any Additional Workers Contact Information added will also receive
status updates regarding the Application you submit.

5. Fill out the “Is this application a result of a stop work order?” field.

a. If yes, complete the Stop Work Order Reasons (SWO) section. It's
recommended to upload an image of the SWO along with the proposed
engineering drawings.

6. If you already have a Promo Code please enter it. Promo Codes can only be
requested by a Public Agency when there’s an executed Legal Agreement between
the Public Agency and the MTA.

a. Refer to Section 7d for guidance on how to request a Promo Code.

7. Enter the code shown in the image above at the bottom of the form. (Figure 4.3.6.3)

8. After completing all required fields, click the “Submit” button. (Figure 4.3.5.3)

9. To view the Application you have submitted, click on the “Applications” tab on
the header, then click on "My Applications”. (Figure 4.3.0.4)

Forms

Archive Information Request Application Insurance Application

Submit Archive Information Request Submit Application Submit Insurance Application

My Archive Information Requests My Applications My Insurance Applications

Figure 4.3.b.4 My Applications

a. You can view details such as Application ID, Project Street Address,
Borough Name, Project Lot, Total Approximate Distance,
Application Status, Payment Status, and Created On date. (Figure
4.3.b.9a)

b. To review your application, click View Details by selecting the drop-down
arrow on the right-hand side. (Figure 4.3.b.5)

i. To submit a comment regarding your application after submission,
refer to Section 8.

c. If your application is paid, you can upload additional drawings by clicking
Upload drawing (Figure 4.3.b.5). Once a disposition is issued, the
applicant cannot upload more drawings.
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My Applications

Application 1D Project Street Address. Borough Name Program Area to StetionTransitAsset  Status Payment Status Created On 4

EFPA-1005.11.0 Cueens Adjacency 0-10 ft Pending Initial  Paid 0/8/2025 2:05 n
Review BM A

E 7 R ) ) ~ View & Upload Documents
EPPA-1078.1 1M A Manhattan Adjacency 51-60 ft Pending Initial  Paid /2072025 | o s
Review 3180M _
View details

EPPA-1075.1.2.5| Staten Island Adjacency 41-50ft Approved Paid 8/20/2025 -
228PM

Figure 4.3.b.5 Upload drawings

d. To create a new Addendum, refer to Section 4.3.c

4.3.c Addendum rules & submissions

An Addendum is a post-approval submission used to amend the original submittal
(engineering drawings, reports, and other documents) due to:

e Expansion or deletion of the original scope of work.
o Field conditions change.
e Or if required by another agency.

An Addendum allows applicants to update project documents while keeping the project’s
core registration details unchanged.

When an Addendum is filed with EPP, the following project information must match the
original application form and will remain non-editable:

e Applicant, Owner, and Designer of Record (DOR) information
e Project’s Contract or DOB Number

e Project Location (Block, Lot, Address)

e Project Bundled Addresses (if applicable)

e Project Submission Review Type (e.g., SOE, Demo)

4.3.c.1 Addendum Filing Rules

The Addendum Filing rules are as follows:

1. Only one Addendum can be in progress at a time per project.
2. A maximum of three Addenda is allowed per EPPA Number.

3. Addenda must be filed within 3 years of the original approval date.
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An Addendum can only be submitted by the Primary or Secondary Applicant of
Record.

The Addendum must be filed with the same Applicant of Record as the original
submission.

The description of changes must be clearly provided in the Addendum application
form.

A new application is required if any of the non-editable items listed above differ
from the original submission.

If changes made to the scope of work exceed a certain percentage (20% or
greater) of the total project square footage, a new application must be submitted
instead of an Addendum.

Addenda are subject to EPP review and may be rejected if the submission criteria are
not met. Rejected Addenda may require resubmission as a new application.

Important Notes:

Addenda help maintain data consistency and ensure that only scope-related
changes are filed, not project identity changes.

Submitting incorrect or incomplete Addenda may lead to processing delays or
application rejection.

Applicants should verify whether their changes qualify as an Addendum or require
a new application before filing.

4.3.c.2 Submitting a new Addendum

1. To Submit your Addendum:
a. Go to "My Applications” under the Applications tab.
b. Once the application is located, click the drop-down arrow in the right-
hand corner of the page.
c. Click the “Create New Addendum” button. The form will be auto-
filled based on the initial Application. Only the Addendum Reasons

My Adjacency Applications

Adiacency Application Total Appeox, Distance  Application

D Projoct Straot Address Borowgh Name Project Type to StionTransit Asset  Status Bayment Status Croated On 4
EPPA-1046 212 34 101-29 111th Street Queens Adjacency 161-170 ft Pending Initial  Open 3/24/2025 n
Renview 11:18 AM
Create New Addendum
EPPA-104512312Q 2 BROADWAY Queens Adjacency 151-160 ft Pending Initial  Open [24/2025 | —
Review A0 AM O Vigw dtaly

Figure 4.3.c.2 Create a New Addendum
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section needs to be completed. Fill out the Addendum Reasons section,
then click “Submit”. (Figure 4.3.c.2)

4.3.c.3 Paying for a new Addendum

Payment processing follows the same procedure outlined for application payments. For
detailed instructions, please refer to Section 6.

4.3.d Promo Code request & redemption

Promo Codes can only be requested by a Public Agency that has an Executed Agreement
with the MTA. To request a Promo Code, scroll to the bottom of the page, locate the
section labeled “"Promo Code” and "Do you have a Promo Code.” Hover over the “i”

information icon to see the message: “Click here to request a Promo Code.” (Figure
4.3d)

Promocode

Do you have a promocode? ()

Click here to request a promocode,

i

DrgmQHL

Genérat& a neu‘;' i-mag-e
Play the audio code

‘Enter the code from the image

Figure 4.3d Request Promo Code

To request a Promo Code, all the fields in the Application must be filled out. Once all fields
are completed, a pop-up message will appear stating that once a Promo Code is
requested, the application will be saved as a draft and locked from further modifications.
The Promo Code will be sent via email. (Figure 4.3.e and 4.3.H
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Aicroso € EE-DT-RAD
epp-project-uat.powerappsportals.us says

Once you reguest a promocode, the application will be saved as a
draft and locked from further modification. Canfirm that all the
required fields are filled and then click OK. You will receive your
promocode via email. To redeem, please access this draft record and
enter it in the promocode field upon submission,

Figure 4.3e Pop Up Promo Code requested

Hadia,
Promocode has been generated

Applicant Name [N
Applicant Email-

Application ID: EFFA-107E
Promocode: 19T12513050806R124
Expiration DBEE Sio .8

This i5 an automated message from the Exfernal Partnér Program

Figure 4.3.f Email confirmation

After receiving the Promo Code, return to ‘My Application Drafts’ and select ‘Update

Application’ for the corresponding application. . Enter the Promo Code to redeem it and
click “Submit.”

Additional Details

Notes/Comments
-
Add Additional Workers Contact information

Promocode
*"Do you have a promocode? (&)

| J8T12513050606R1Z4 ‘
— :
mYT¥zGE

Generate a new image=
Play the audio code

Enter the code from the image

= —

Figure 4.3.g Redeem Promo Code
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Once the Promo Code is submitted, the application will be sent to EPP for distribution.
(Figure 4.3.g and 4.3.h)

My Application Drafts

Search | Q |
Total Appro.
Distance to
Station/Transit Application Created On
Application 1D Project Street Address Borough Name  Program Area Aszet Status Payment Staws 4
EPRA-1074 &7 PIKE SLIP Manhattan Public Agency /  0-10f Open 8/20/2025 lZI

Utility Project 2:13 PM

Figure 4.3.h Update Application

4.4 Insurance Applications
To submit an Insurance Application:

1. Click the “Insurance Applications” tab on the header.
2. Locate Insurance Application, then click on “Submit Insurance Application”
(Figure 8.1)

Lr 1 - .
IZl Insurance Application

Submit Insurance Application E—
My Insurance Applications

Figure 4.4 Submit Insurance Application

3. Before filling out the Insurance Application, refer to the Insurance Reference
links section for more information about the fields required on the form. (Figure
4.4.a)

Insurance Application

Insurance Reference Links

Insurance Requirements

Figure 4.4.a Insurance Reference Links

4. To submit an “Insurance Application”, all required fields, marked with a red
asterisk (*), must be completed. (Figure 4.4.1, 4.4.2, 4.4.3, 4.4.5, 4.4.6)
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Sections include but are not limited to: Application
Signed NYCT Letter Agreement
Permittee — Party Entering Agreement

Authorized Signatory / Representative

v. Project Insurance Contact Person Details

vi. ACORD 25 / Certificate of Insurance

vii. Commercial General Liability (CGL) Insurance
viii. Umbrella / Excess Liability Insurance

ix. RRPL Insurance Policy

X. Environmental Work/Exposure

xi. Contact Information

b. Note: USPS validates all project addresses. The MTA does not accept

applications for project addresses that USPS cannot verify.
C. Most of these sections will require uploading documents such as:

Approved Drawings
Signed NYCT Letter Agreement

iii. ACORD 25
iv. CG2026
v. CG2001
vi. CG2503
vii. ACORD 855
viii. Policy/Binder Upload

Adjacency Application

Do you have an approved MTA drawing? *
YesO No

EPPA #
Please enter your EPPA # exactly as provided to you, including all spaces and characters

EPPA-

Borough *

Type of Project *

\l bl

Upload Approved Drawings *

Browse | Nofile chosen

Signed NYCT Letter Agreement

Project Street Address *
Project City *
Project State *
Ny v
Project ZIP *

Block

Lot

Figure 4.4.1 Application and Signed NYCT Letter Agreement Section
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Permittee - Party Entering Agreement

Company Name *

Company Street Address

Company City *

Company State *
%

Company Zip/Postal Code *

Authorized Signatory / Representative

Authorized Representative First Name *

Authorized Representative Last Name *

Authorized Representative Title *

Authorized Representative Phone Number *

Authorized Representative Email *

Figure 4.4.2 Permittee and Authorized Signatory/Representative Section

ACORD 25/ Certificate of Insurance

Are the required coverages (General Liability, Auto Liability. Workers' Compensation, and Umbrella/Excess Liability) included? *

O Yes© No

Have the policy coverage limits been met? *
O YesO No

Are insurance carriers listed with their corresponding NAIC#? *

O Yes©O No

Are the required i i parties as iti insureds? *
O Yes©O No

Are the primary & non-contributory coverage and the waiver of subrogation coverage referenced in favar of the additional insureds? *

O YesC Ne

Are the project address/location and description of work referenced? *
O %sC No

Is NYCT/MTA listed as the certificate holder? *

O Yes© No

ACORD 25 Notes/Comments

Upload ACORD 25 *

No file chosen

Commercial General Liability (CGL) Insurance

Are the required additional insureds listed in the schedule of the endorsement? *

O Yes© No

s the policy number listed on the endorsement? *
© YesC Mo

Upload CG 20 26 ©

No file chosen

Primary and Non-Contributory Endorsement
Is the policy number listed on the endorsement? *

Figure 4.4.3 ACORD 25 and CGL Section
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Umbrella / Excess Liability Insurance

Additional Insured Endorsement CG 20 26

Is follow form coverage confirmed or referenced in the ACORD 252 *
YesC No

If no, a copy of the additional insured endorsement is required

Umbrella liability Insurance Notes/Comments

RRPL Insurance Policy

Are the required indemnified parties listed as Named Insureds? *
YesT No

Are the project address/location and description of work referenced? *
Yes* No

Are you requesting a waiver for this coverage? *
YesO No

Policy/Binder Upload *

Browse | No file chosen

RRPL notes/Comments

Environmental Work/Exposure

Will any envi; work iation, disposal, Y. ing. or air monitoring) be performed? *
YesO No

Environmental Work Notes/Comments

Figure 4.4.4 Umbrella/ Express and RRPL Section

Contact Information

Estimated Start Date *

MDY [ ]
Estimated End Date *
MDY [

Estimated Cost *

Contractor Company Name *
Project Manager First Name *
Project Manager Last Name *
Project Manager Phone Number *

Provide a telephone number

Project Manager Email *

Figure 4.4.5 Contact Information Section

5. Enter the code shown in the image above at the bottom of the form. (Figure 4.4.6)
6. After everything is completed, click the “Submit” button.
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gdprayP
Generﬁle a nev.; image
Play the audic code

Enter the code from the image

o [

Figure 4.4.6 Submission

7. To view the submitted “Insurance Application”, click on the “Applications”
tab on the header, then click on "My Insurance Applications”. (Figure 4.4.7)

:[=]: Insurance Application

Submit Insurance Application
My Insurance Applications&—

Figure 4.4.7 My Insurance Applications

a. Details such as the Insurance Submission ID, Borough, Project
Street Address, Block, Lot, Insurance Status, and Created on Date.

b. To review the application, click “View Details” by selecting the drop-down
arrow on the right-hand side. (Figure 4.4.7.b)

My Insurance Submissions

Search E New Insurance Submission

Block Lot Status Created On ¥

Insurance Submission 1D Borough Project Address

INS-1083 Queens 10129 T11TH ST 1 1 Approved 5/12/2025 10:56 AM @

Q View details

Figure 4.4.7.b My Insurance Submissions

i. To ask a question regarding your application after submission, refer
to Section 8.
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4.5 Safety Applications

To submit a Safety Application:

1. Click the “"Applications” tab on the header.
2. Look for Safety Application, then click on “Submit Safety Application”. (Figure
4.5)

[¢] safety Application

Submit Safety Application E-

My Safety Applications

Figure 4.5 Submit Safety Application

3. To submit a “Safety Application”, all required fields, marked with a red asterisk
(*), must be completed. (Figure 4.5.3 and 4.5.3.a)
a. This includes sections such as:
i. Project Information
ii. Safety Requirements
iii. Safety Information
iv. Safety Oversight Contact Information
v. Company Contact Information
b. Note: USPS validates all project addresses. The MTA does not accept
applications for project addresses that USPS cannot verify.

Safety Application Portal Form

Example Health and Safety Plan (HASP)

Example Safe Work Plan (SWP)

Project Information

EPPA #
Please enter your EPPA # exactly as provided te you, including all spaces and characters
| EPPA- ‘

Project Street Address *

Project City * Project State *

‘ Select ~

Project ZIP *

Block * Lot=

Borough *

| [ ]

Safety Requirements

F/ﬁure 4.5.3 Project Information and Séfei‘y Requirement

Any construction work on MTA property or involving modifications to an MTA structure must comply with all MTA Construction and
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Safety Information

A Safe Work Plan (SWP), also known as a Job Safety Analysis (JSA), is a systematic process used to identify and address potential
hazards associated with specific tasks or activities on a construction site. It involves breaking down each job or task into its
component steps, identifying potential hazards at each step, and impl: ing controls to mitig or eliminate those h ds.

Some of the vital components of a Safe Work Plan include:

- Task Description
* Hazard Identification

« Risk Assessment

= Controls and Mitigation Measures
* Training and Education

* Emergency Procedures

Will the project require access to MTA property to perform a pre-construction survey? *

O YesC No

Does the project require the installation of monitoring devices on MTA property? *
O YesO No

Will the project access/eggress to MTA property? E.g. Closing/blocking stairwell *
O vesC Ne

Safety Oversight Contact Information

First Name * Last Name *

Safety Oversight Contact Email = Safety Oversight Contact Phone Number *

| ‘ | Provide & telephone number |

Safety Oversight Contact Title *

Company Contact Information

Safety Company Name * Safety Company Street Address *
Safety Company City * Safety Company State *
| ‘ Select v

Figure 4.5.3.a Project Information and Safety Requirement

4. Enter the code shown in the image above at the bottom of the form. (Figure 4.5.5)
5. After all required fields are completed, click the “Submit” button.

EexIdX6
Geﬁerale ;a new imaﬁ& .
Play the audio code
| |Enter the code from the image

Figure 4.5.5 Submitting Application
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6. To view the submitted “Safety Application”, click on the “"Applications” tab on
the header, then click on "My Safety Submissions”. (Figure 4.5.6)

a. Select the entry to view details such as the Safety Submission ID,
Borough, Project Street Address, Block, Lot, Safety Status, and
Created On date. (Figure 4.5.6.a)

b. To review the application, click “View Details” by selecting the drop-down
arrow on the right-hand side. (Figure 4.5.6.b)
i. To submit a comment regarding the application after submission,
refer to Section 8.

[2" safety Application

Submit Safety Application

My Safety Applications k

Figure 4.5.6.a My Safety Applications

My Safety Submissions

e [
Safety Submission ID Borough Project Strect Address Block Lot Safety Status Created On 4+
SAF-1077.0.101-29 111th Queens 101-29 111th Street 2 1 Received 5/21/2025 5:34 PM n
Street L 3

8 View details

Figure 4.5.6.b My Safety Submissions
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5. Application Management

This section consolidates draft saving, inviting third parties, payment delegation, status
tracking, and notifications.

5.1 Saving & viewing Drafts

Applicants can save any in-progress Application form (Archive, Adjacency, Insurance, or
Safety Application) as a draft. Drafts can be resumed at any time by navigating to the
Drafts section under each application type.

5.2 Uploading additional documents after submission

00 T

If additional documents are required after submission:
Navigate to "My applications”

Select the relevant application.

Click “Upload documents” and attach the required files.

5.3 Status tracking definitions

Statuses include:

“Under Review"” — Application submitted and pending review.

“In Progress” — Additional information or NDA required.

“Awaiting Payment” — Application pending payment.

“Revise and Resubmit" — Application conflicts with MTA Guidelines, Standards,
Specifications or Agreements.

“Rejected” — Application did not meet requirements.

“Approved” — Application addresses or satisfies all MTA EPP requirements. The
applicant may proceed with the next steps, as directed by the EPP.

“No Impact” — Application addresses or satisfies all MTA EPP requirements and
does not impact any of the MTA structures and its operations.

5.4 Receiving notifications (email alerts & preferences)

Applicants will receive automated email alerts for:

Status updates (e.g., submission received, payment required, approved).
Reviewer comments or requests for additional information.
Application approvals and document availability.
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6. Payment Process

Applicants must pay for the Application form and No Impact or Impact Letters. The
Addendum has a one-time fee.

The system is designed to calculate costs based on your application criteria.

The calculated payment will be displayed. (Figure 6)

Additional Details

Notes/Comments

Add Additional Workers Contact Information

Is this application a result of a stop work order? *

Select

Submit
(=] —

$500.00

Figure 6 — Cost calculated

The system initializes payment and displays the popup form. Stay on the application until
payment confirmation appears. (A payment success message will appear.)

1. After payment, complete the Application form. Confirm payment is final
and non-refundable by clicking “I acknowledge the above statement,” then
submit. (Figure 6.1)

Confirm Submission

By submitting this form, | acknowledge that my submission Is
final and my payment is non-refundable_ If applicable, the DOB
number provided cannot be amended

ge the above

Figure 6.1 Acknowledge the statement
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A new tab or window will open for payment. Remain on this tab until payment is complete.

A pop-up window will notify you that secure payment is initializing. (Figure 6.1.a)

External Partner Program

Construction8 —
Development —

Initializing Your Secure Payment

Jlease wait, you will be redirected shortly._.

Figure 6.1.a Initializing your secure payment

4

Enter your name and payment card details into the new window. Finish by clicking “Pay.
(Figure 6.1.b)

Name
Card Number
CwV/ovC

Exp Month

September v
Exp Vear

2025 -
Order ID

[
Amount

500.00
Figure 6.1.b Payment window
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The system will verify the payment method. (Figure 6.1.c)

Hosted Payment Success - Work - Microsoft Edge

i () htips://epp-project-uat.powerappsportals.us/payment-success/

External Partner Program

Construction & —
Development —

;Payment Status r

Verifying payment status, please wait...

Figure 6.1.c Payment status

If the payment method is invalid, the transaction fails. Return to your application and retry
with a different payment method. (Figure 6.1.d)

i [©) https://epp-project-uat.powerappsportals.us/payment-success/

External Partner Program

Construction& —
Development —

"Payment Status 7
Transaction declined, please try again.

Payment Failed. Please return to the original application tab and try again. This window can be closed.

Close This Window

Figure 6.1.d Payment status failed

Once your payment is validated, the system processes your transaction and provides
confirmation. (Figure 6.1.€)
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Payment Status

Payment Confirmed

four payment has been successfully processed.

orcter 10:
Transaction D[

Transaction Amount: $500.00

Status: Approved

’ayment successful! Please return to the original application tab. It should submit automatically. This window can now be closed.

rF/gure6 lePa yment confirmed

Once payment succeeds, the application is submitted automatically. To retrieve approval
and final drawings, payment must be completed. If unable to pay, save as a draft and
return later.

6.1 How to Pay (Accepted Methods)

To pay for an application, click "Pay." You will then see four payment options. Start by
selecting your preferred method:

1. Pay by Credit Card

a. To complete the payment, provide your credit card details.
b. Payment will be completed immediately.
c. Upload documents for review.

2. Pay by Promo Code

Please note that only Public Agencies with a Force Account Agreement with the MTA can
request a Promo Code using the EPIC application. Promo Codes can only be requested by
a Public Agency when there’s an executed Legal Agreement between the Public Agency
and the MTA. For more information, please refer to Section 4.3.d.

3. Accepted payment methods:

e Credit & Debit Cards (All major credit cards, i.e., Discover, Visa, Mastercard, Amex) &
Promo Code.
e We do not accept ACH payments at this time.

6.2 Refunds, Cancellations & Failed Payments

e Refund requests must be submitted using the Refund Request Form.
e Refund eligibility is based on application status and review stage.
e Failed payments will automatically trigger a notification with instructions to retry.

EPIC User Manual Rev. 0
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7. Approval & Letters

7.1 Accessing Your Impact/No Impact Letter

To access letters that have been generated, click on "My Letter” in the main navigation
of the EPP website. All letters issued for submitted applications will appear. Each entry
will display the application name, letter type, payment status, issued to, and generated
by. On the right side of each application, click the down arrow button to view two options:
“Pay Now" and “"Apply Promo Code.”

If your Application is rejected, you will not receive a letter, only an email notification.
Refer to Section 4.3.d for instructions on how to redeem a Promo Code.

To make a payment, click "Pay Now" A pop-up will appear stating: "Please confirm that
you want to make this payment." Click "Confirm Payment" (Figure 7.1) After entering
the payment details, the system will redirect you to the My Letter page, where the
"Payment Status" will update to "Paid"

Payment Confirmation

Please confirm that you want to make this payment.

=

Figure 7.1 Payment Confirmation Message

To view the letter after making a payment or redeeming a Promo Code, click the down
arrow on the right-hand side of the paid/redeemed application. Then, click “View Letter”
The document name (the PDF that was submitted) and the Promo Code, if one was
applied, will be displayed. (Figure 7.1.a)
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Hame Lesteer Thpsst Pyt St Iagaed Ty

EPPA-01Z425438K in Beview Paid i E _ =]
EPPA- Rejected Piot Paid i F _ Wiew | e Documen

10351 PANYHI 3242

Figure 7.1.a View Letter Document

7.2 Accessing your Notice to Proceed (NTP)

Once the application is approved, the reviewer will generate a Notice to Proceed (NTP)
approval letter. An email notification will be sent when the application is approved and
the NTP letter is available. (Figure 7.2)

DRAFT Your Motice to Proceed has been Approved CRM:0193089

Hello,

Notice to Proceed EPPA-1.24.2025-213-12 has been approved. It is now ready to be viewed.

Details

NTP Record: EPPA-1.24.2025-213-12
Related Application: EPPA-1002.213.12.BK
Applicant Name: Tom Raobin

Applicant Email tmctommy@gmail.com
Applicant Company: Dewatering by Jim
Project Type: Adjacency

This is an automated message from the External Partner Program.

Figure 7.2 Approval Email

To view the approved Notice to Proceed , click on "My Notice to Proceed Approval
Documents” on the header of the website.

a. You will see details such as the Created-On date, Project ID, Approval Status,
and NTP Document. (Figure 7.2.a)

My Notice To Proceed Approval Documents

Ry

Created On ¥ Project ID Approval Status NTP Document
—

1/23/2025 4:30 PM EPPA-1.23.2025-213-12 Approved EPPA-1.23.2025-213-12_NTP.pdf Q—

Figure 7.2.a My Notice to Proceed Approval Documents
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b. To access the executed Notice to Proceed Approval Document, click the file

link displayed in the NTP Document column of the application to view. (Figure
7.13)

i.  After clicking the file link, the file will be downloaded. (Figure 7.2.b)
ii.  Open the downloaded file.

iii. The executed Notice to Proceed approval document will be visible in the
file.

4 9 &

gm EPPA-1.23.2025-213-12_NTP (8).pdf

$6.5 KB « Cone

Figure 7.2.b Download File

7.3 Redeeming Promo Code for Letters

e To apply a Promo Code, go to the "My Letter” tab in the header and click the down
arrow on the application you want to select. In the dropdown, you will see two
options: “Apply Promo Code” and “Pay Now.”

e A Promo Code that has already been used for an application cannot be reused.

Using the requested Promo Code in the Application, enter one of the promo codes sent
via email and click on “Apply Promo Code.” Then, enter the Promo Code in the field
provided and click "Submit.”
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8. Document Review & Comments

8.1 Adding comments

1. By default, the submitted documents will be sent to the appropriate reviewers.

2. An email notification will be sent each time there is a change in document status,
such as when a document is received, reviewed, approved, rejected, or requires
revision.

3. To manually check the status of the documents:

a. Click on the "My Applications” tab on the header of the website.

b. Review all your forms available for submission and review in the section
under “Forms”

c. Click on either “My Archive Information Requests,” "“My
Application,” “My Insurance Application,” or “My Safety
Applications” to view the applications you have submitted. (Figure 8.1.3)

Forms
™ Archive Information Request Application 15 Insurance Application
Submit Archive Information Reguest Submit Application Submit Insurance Application
My Archive Information Requests My Applications My Insurance Applications

[& safety Application
Submit Safety Application

My Safety Applications

Figure 8.1.3 My Application Page

4. To add comments and review the entire submission, follow these steps: (Figure
8.1.9)
a. Click the drop-down arrow next to the relevant application. Then click
“View.”

My Archive Information Requests
(o]
Archive Request ID Project Name Borough Request Status. Created On 4 File Attachment
ASB-1054.432.243.0.10112 gfdgdg Queens In Process 5/12/2025 1:36 PM

IMTHST

=
]

I

Figure 8.1.4 Viewing Submissions
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b. To submit a comment regarding an application after submission, click
“Create” to add a comment. (Figure 8.1.4c)

c. Fill out the Subject and Comment fields. Attach any supplemental
documents, if necessary, then click Submit. (Figure 8.1.4a)

Submitted comments will appear with the application for reviewer access.

Archive Info Request

Comments Regarding Submission

Subtest TR TR

Figure 8.1.4c Comments Regarding Submission

@ Create x
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Comment

Enter text..
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@ we &l ] ¢ D

&
B
ael
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Attach supplemental documents

You can upload a maximum of 5 files, each up to 90MB.

Figure 8.1.4.d Creating a Comment

8.2 Responding to reviewer feedback
To respond to comments or mark-ups from reviewers:

1. Go to My Applications.

2. Select “View Details” of the application under review.
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Find the "Comments Regarding Application” section at the top of the view-
only application form.

. Select “Create”.

Enter a “Subject”, your “Comment” body contents, and any needed
supplemental documents. A maximum of 5 documents, each up to 90MB, can be
uploaded per comment.

. Select “Submit” to submit comments.
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9. Compliance & Legal

This section includes NDA, confidentiality, Terms & Conditions of Use, Data Privacy,
Applicant Responsibilities, and Accessibility/ADA compliance.

9.1 NDA & Confidentiality Requirements

Applicants may be required to sign a Non-Disclosure Agreement (NDA) before receiving
sensitive project information, at MTA's discretion. All confidential data shared by MTA
remains protected under applicable laws.

9.2 Data Privacy & Applicant Responsibilities

e Applicant data is stored securely in compliance with New York State and federal
data protection laws.

e Applicants are responsible for ensuring the accuracy and completeness of
submitted information.

e Misrepresentation or falsification may result in application rejection and further
action at the discretion of the MTA.

9.3 Terms & Conditions of Use

By using the EPP platform, applicants agree to:
e Use the platform only for authorized submissions.
e Avoid sharing login credentials with unauthorized parties.

o Comply with all MTA policies and applicable laws.
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10. Support & Resources

Information on contacting technical support, troubleshooting common issues, and
accessing additional resources and training.

10.1 Contacting Technical Support

For assistance, applicants can reach EPP Technical Support:

« Email: EPP@mtacd.org

General inquiries and technical support inquiries may be sent to the above email.

10.2 Troubleshooting Common Issues

e Cannot log in — Reset password using “Forgot Password.”

¢ Did not receive email verification — Check spam/junk folders, then request a
resend.

¢ File upload errors — Ensure files meet nhaming conventions and size requirements
(see Section 3.2 - 3.3)

e Payment issues — Confirm payment method is accepted (see Section 7.1).

e Supported file types for annotation — Only PDFs are supported for
annotation.

EPIC User Manual Rev. 0


mailto:EPP@mtacd.org

48

11. Reference Materials

11.1 Reference Documents

The Reference Documents can be found on the External Partner Program here: EPP
Process Documents

The Reference Documents are comprised of:

EPP General Notes

NYCT route and section map

MTA fees

Insurance requirements — NYCT not for benefit
Development Improvements Project Life Cycle Framework
NYCT Route & Section Map

Public Agency & Utility Force Account Estimate Request Form
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11.2 Appendix A: Glossary of Terms

1. ACORD 25: Certificate of Insurance form used to provide evidence of insurance

coverage.

2. ACORD 855: Insurance form supplement used for specific liability coverage
information.

3. Application: An application is required for construction projects within 200 feet
of MTA property.

4. Addendum: A post-approval submission used to amend the original submittal due
to scope changes or DOB requirements.

5. C&D: MTA Construction & Development, responsible for managing project reviews
and approvals.

6. CG 20 26: ISO endorsement form providing Additional Insured status for

scheduled persons or organizations.

CG 20 01: ISO endorsement providing Primary and Noncontributory coverage.

CG 25 03: ISO endorsement covering the Designated Construction Projects’

general aggregate limit.

9. DOB: New York City Department of Buildings.

10. Draft: An application that has been saved but not yet been submitted.

11. DOR (Designer of Record): Licensed professional engineer, architect or
landscape architect responsible for design and compliance of submitted
documents.

12. EPPA Number: Unique identifier assigned to an External Partner Program
application.

13. EPP Final Dispositions
The EPP final disposition categories are as follows:

1. Rejected.
Applications will be automatically rejected when:

i. Application is missing DOB number (when applicable).

ii. MTA as-built drawings. are not overlaid on the proposed engineer
drawing submitted for review.

iii. Engineering drawings without sufficient information (Sketches are
not accepted in lieu of engineering drawings).

iv. Missing ZFA disposition when the project is within 50 ft of MTA
structures.

v. If an application is rejected, an email will be sent via EPIC
notifications. Follow the instructions in the email to resubmit the
files.

vi. The Addendum scope is different from the original approved scope.

®© N

2. Revise and resubmit.
Applications will be deemed as Revise and Resubmit when:
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i. When comments are issued to the application (layout or
engineering comments) and require the applicant to address these
comments.

ii. Correct layout of MTA structure.

iii. The Impact on the MTA structure is to be engineered.

iv. Missing key information such as: General Notes, Insurance, and
NYS Professional seal.

v. It needs additional information, such as details and calculations.

vi. If an application is deemed Revise and Resubmit, an email will be
sent via EPIC notifications. Follow the instructions in the email to
resubmit the files.

3. Approved.
Applications will be deemed as Approved when:

i. The application addresses or satisfies all MTA EPP requirements.
The drawings will be stamped/approved, and an Approval Letter
listing all approved drawings will be issued by EPP.

i. An email notification will be sent to the applicant via EPIC
notifications.

iii. The next step is to proceed to pay for the Letter of Approval. After
the Letter is paid, the applicant can download the documents.
iv. The Letter of Approval will be available to download only when the
EPP team uploads the document to the online platform.
v. Upon approval, the applicant shall follow the next steps as directed
by EPP.
4, No Impact
Applications will be deemed as “"No Impact” when it addresses or satisfies
all MTA EPP requirements and does not impact any of the MTA structures and its
operations. A No Impact Letter listing all No Impact drawings will be issued by
EPP.
5. Acknowledged
An application file will be deemed as “Acknowledged” when:
i. When the Project Reviewer has accepted the document as valid.
ii. No other action is required by the applicant.
6. Accepted for Information Only
An application file will be deemed “Accepted for Information only” when:
i. The files have been accepted by the Project Reviewer, but no other
process is necessary at this point.
ii. No other action is required by the applicant.
7. No Objections taken
An application file is deemed as “No Objections Taken” when:
i. The Project Reviewer has no further comments regarding this
document.
ii. No other action is required by the applicant.
8. Impact/No Impact Letter: Official document issued by MTA indicating
whether a project impacts transit infrastructure.
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9. Insurance Application: Form submitted to provide required insurance
documentation for construction near MTA property.

10.MFA (Multi-Factor Authentication): A Security feature requiring more than
one method of authentication to verify user identity.

11.MTA: Metropolitan Transportation Authority.

12.NDA (Non-Disclosure Agreement): Legal contract requiring confidentiality
before sharing sensitive project data.

13.NTP (Notice to Proceed): Approval letter issued by MTA granting authorization
to begin work.

14.Promo Code: Unique code issued by MTA for payment adjustments or waivers in
the EPP system.

15.RRPL Insurance: Railroad Protective Liability insurance is required for
construction near the railroad infrastructure.

16.Safety Application: Form submitted to provide project safety plans and
oversight contact information.

17.USPS Address Validation: A system checks to confirm addresses entered match
United States Postal Service records.
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