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TITLE VI PROGRAM CHECKLIST 
Pursuant to Title VI of Civil Rights Act of 1964 (42 USC 2000d); 49 USC Section 5332; 49 CFR Part 21; DOT Order 1000.12; DOT Order 1050.2; DOT Order 5610.2; FTA Circular 4702.1A; Executive Order 12898; Executive Order 13166; and DOT LEP Policy Guidance
---------------------------------------------------------------------------------------------------------------------------------------
Recipient Name:

Recipient’s Vendor/ TEAM ID Number:

Date Title VI Program report received:

Date report initially reviewed:

Date report final review:
Date Letter of Approval issued: 
Date TEAM data entered:  
TITLE VI PROGRAM:  All FTA recipients (grantees) except the Native American Tribes under the  Tribal Transit Program (TTP), FTA’s University Transportation Center Program, National Research and Technology Program, and Over-the-Road Bus Accessibility Program, must submit Title VI program every 3 years or whenever significant changes have occurred in the recipient’s organization.  Likewise, sub-recipients of state DOTs are required to submit their Title VI program update reports every three years. Exceptions to the 3-year reporting requirement are Metropolitan Planning Organizations (MPOs) that are direct FTA recipients. They are required to submit their update reports every 4 years or whenever significant changes have occurred in the MPO’s organization. 

PLEASE NOTE:

TITLE VI is different from ENVIRONMENTAL JUSTICE: One cannot be replaced for another. Title VI requires that grantees who receive federal assistance from FTA cannot create programs, policies, services, or activities that discriminate on the basis of race, color, or national origin.  On the other hand, Environmental Justice is an executive order that requires analysis be conducted during an environmental assessment to determine whether impacts are disproportionately and adversely suffered by minority and low income populations.
SERVICE EQUITY ANALYSIS is different from ENVIRONMENTAL JUSTICE: A SERVICE EQUITY ANALYSIS analyzes the service reductions and/or service improvements (such as New Starts and Small Starts projects) to determine who is benefitting and who is being burdened by the proposed changes. A policy for what constitutes a “major service change” must be in effect to trigger a service equity analysis. A FARE EQUITY ANALYSIS is an analysis of proposed fare increases to determine if the proportion of the impact is borne by minority populations. The fare analysis is triggered by ANY increase/decrease in fare media. During NEPA process, neither an environmental justice analysis nor an environmental analysis conducted during NEPA examines service changes a New Starts project might create. Rather, environmental justice analysis analyzes the environmental, social, and economic impacts on minority and low income populations. 
LIMITED ENGLISH PROFICIENCY (LEP): Considerations should be taken into account prior to NEPA. Limited English proficiency analysis will enable a recipient to determine the type of language assistance measures necessary for those who do not speak English well or not at all. 

NOTE: The general reporting requirements apply to all GRANTEES.  See other reporting requirements for transit agencies serving populations of 200,000 or greater; requirements for State Department of Transportation (State DOTs) or other administrative agencies; and requirements for Metropolitan Planning Organizations (MPOs) following the general reporting requirements section.  Additionally, refer FTA grantees to the Appendices (A through C) lists. They provide specific reporting requirements that apply to their respective program requirements. 
	GENERAL REPORTING REQUIREMENTS
	Addressed
	Not

Addressed
	Adequate
	Inadequate
	Comments

	1.  Is the recipient a new applicant or a regular direct FTA recipient updating the report?
	
	
	
	
	

	2. If update report, is the report submitted within the timeframe of expiration date?
	
	
	
	
	

	3.  Did the recipient include the “non-discrimination requirements clause in the report? The clause states, “Title VI of the Civil Rights Act of 1964, as amended, protects any person in the United States on the ground of race, color, or national origin from being excluded from participation, be denied the benefits of, or be otherwise subjected to discrimination under any program or activity receiving Federal financial assistance from the Department of Transportation.”
	
	
	
	
	

	4. Did the recipient submit its annual Title VI certification and assurance in TEAM? Likewise, State DOT’s report should indicate if the grantee has received its sub-recipients annual certifications and assurances. 
	
	
	
	
	

	5. Did the recipient conduct the four factor analysis:

a. The proportion of eligible limited English proficient populations. 

(The grantee should provide data on the percent of LEP’s within their service area, i.e. 25% of the service area are Spanish LEP’s, 5% IndoEuropean, etc). 
b. the frequency with which LEP individuals come in contact with the program (recipient analyzes their agency systems to determine frequency, i.e. bus operator surveys, website usage, phone call centers, etc).

c. the nature and importance of the program, activity, or service provided by the recipient to people’s lives (recipients identify what are the most important services they provide, i.e. scheduling information, complaint forms, legal documents, construction signage. Recipients take this information and do a survey of LEP communities identified in factor 1. They use this survey to obtain information from the LEP’s on whether the community thinks they are the most important information).

d. cost (recipients can consider cost, but it cannot allow the recipient to provide no language services.

DOJ’s safe harbor threshold requires that grantees provide language services for vital documents which are 5% or 1,000 whichever is less. 

A vital document is a document that if it was not translated would deny an LEP access to a service, i.e. translating ADA complementary paratransit eligibility forms, Title VI complaint forms, etc. 
	
	
	
	
	

	6. The LEP plan should describe how the recipient addressed the four factors to consider in determining LEP services as outlined in DOT LEP Guidance; where data was obtained and As a result of the four factor analysis-

· Identified language assistance measures

· Determined vital documents for translation:

· Provide notice of right to language assistance;

· Translate Title VI complaint forms & other vital documents

· Prohibited behavior signage;

· Important public notifications (special meeting requests, acquisition of property letters, etc);

· Any document that could deny an LEP access to a service;
· Provide policy/criteria for evaluating language assistance (interpretive and translative service) providers;

· Training Staff on language assistance measures:

· Awareness and type of language services

· How staff and LEP customers can obtain these services

· How to respond to LEP correspondence, callers and in-person contact

· How to document LEP needs

· How to respond to civil rights complaints

	
	
	
	
	

	7. Did the recipient address the construction program requirement?  If so, was an Environmental Justice analysis into their NEPA documentation of construction projects included?
	
	
	
	
	

	8. Did the recipient provide information regarding its complaints procedures for Title VI complaints?
	
	
	
	
	

	9. Did the recipient include its complaints procedures; information in tracking and investigating Title VI complaints and ensures the complaints are processed as outlined under 49 CFR Part 21 and Title VI of 1964 regulations?
	
	
	
	
	

	10. Did the recipient provide a copy of its Title VI complaints form and is the form in conformance with Title VI of 1964 regulations? 
	
	
	
	
	

	11. Did the recipient notify beneficiaries of protection under Title VI by disseminating the agency’s non-discrimination policy based on race, color, or national origin, disseminating notices regarding the agency’s Title VI obligations?  Is the notice translated into languages other than English and available in alternative format, i.e. large print? Is the notice included in the report?
	
	
	
	
	

	12. Did the recipient have a policy/procedure in public outreach and involvement activities to ensure that minority and low- income populations have meaningful access to the agency’s activities and programs? 
	
	
	
	
	

	13. Did the recipient ensure the facility for public meeting or hearing is accessible to persons with disabilities; signers and translators are available at the recipient’s expense for persons with special needs; a point of contact is identified for special needs; and alternative formats are available upon request?  
	
	
	
	
	

	14. Was a copy of the public hearing/meeting notice included in the report?
	
	
	
	
	


	Recipient Serving a population of 200,000 or greater
	Addressed
	Not

Addressed
	Adequate
	Inadequate
	Comments

	1. In addition to the general reporting requirements, did the recipient provide a racial and ethnic data to ensure members of minority and low- income populations in the service area are beneficiaries of programs and services receiving Federal financial assistance as indicated on the recipient’s service profile maps, overlays and charts?
	
	
	
	
	

	2. Did the recipient established a system-wide service standards and system-wide policies relative to vehicle load, vehicle assignment, vehicle headway, distribution of transit amenities and transit access?
	
	
	
	
	

	3. Has the recipient developed procedures and guidelines for monitoring compliance with Title VI and has conducted an equity analysis of fare changes and major service changes?
	
	
	
	
	

	
	
	
	
	
	

	State Department of Transportation (DOT) Recipients
	Addressed
	Not

Addressed
	Adequate
	Inadequate
	Comments

	1. In addition to the general reporting requirements, did the recipient’s report include the procedures used for certifying that the statewide planning process complies with Title VI?
	
	
	
	
	

	2. Did the recipient provide a description of the procedures the agency uses to pass-through FTA financial assistance in a non-discriminatory manner?
	
	
	
	
	

	3. Did the recipient provide a description of procedures the agency uses to provide assistance to potential sub-recipients applying for funds in a non-discriminatory manner?
	
	
	
	
	

	4. Did the recipient provide a description of how the agency monitors its sub-recipients for compliance with Title VI and a summary of the results of this monitoring?
	
	
	
	
	

	Metropolitan Planning Organization (MPO) Recipients
	Addressed
	Not

Addressed
	Adequate
	Inadequate
	Comments

	1. Is the MPO a direct FTA recipient?
	
	
	
	
	

	2. In addition to the general reporting requirements, did the recipient’s report include analytic basis in place for certifying their compliance with Title VI, i.e. demographic profile of the metropolitan area that includes identification of socioeconomic groups, including low -income population and minority populations; planning process that identifies the needs of low- income and minority populations; and process that identifies the benefits and burdens of metropolitan system investments for different socioeconomic groups, identifying imbalances and responding to the analyses produced?
	
	
	
	
	

	3. Did the recipient include information on environmental analyses, including guidance on promoting inclusive public participation and effective practices for fulfilling the inclusive public participation requirement related to planning?
	
	
	
	
	

	4. Did the recipient include the “non-discrimination requirements clause in the report? 
	
	
	
	
	

	5. Did the recipient submit a Limited English Proficiency (LEP) plan regardless of its population area?
	
	
	
	
	

	6. Does the LEP plan describe how the recipient addressed the four factors to consider in determining LEP services?
	
	
	
	
	

	7. In carrying out metropolitan planning, did the MPO provide for consistency between preparation of the coordinated public transit-human services plan and the metropolitan planning process?
	
	
	
	
	

	8. Did the recipient seek out and consider the needs of those traditionally underserved by existing transportation systems, such as low-income and minority populations, who may face challenges accessing employment, medical ,or other service in their STIP, TIP or other metropolitan plans?
	
	
	
	
	

	9. Did the recipient include Title VI in its self-certify compliance with applicable laws? 
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