LIMITED ENGLISH PROFICIENCY GUIDELINES
NOTICE

The Compliance Program Office has developed these Limited English Proficiency
Guidelines to ensure meaningful access to agency programs and services for persons
with Limited English Proficiency (LEP). The LEP Guidelines are a tool to assist the
Department in providing services to persons whose primary language is not English and
who may have difficuity with reading, speaking or understanding English. Instructions on
accessing translation services are included in the LEP Guidelines.

if you have questions about the guidelines, or if you would like to schedule training, please
contact our Title VI Program Manager, at 225, 379-1923.



LOUISIANA DEPARTMENT OF
TRANSPORTATION & DEVELOPMENT

LIMITED ENGLISH PROFICIENCY
GUIDELINES

2023



Table of Contents

Limited English Proficiency Statement of Commitment

Introduction

Guidance Statement for Interpreter Services
Legal Authority

Agency Guidelines for Full Participation of LEP Persons

Four Factor Analysis
fmplementation

Situational needs assessment
Headquarters

Agency Documents
Adjudication of Complaints

P oA wN

Appendices

Appendix A: Executive Order 13166

Appendix B: U.S. Department of LEP Guidance

Appendix C: LA DOTD Non-Discrimination Complaint Procedures
and Form ;

Appendix D: Language Flashcards

Appendix E: FHWA Memorandum Dated April 7, 2006

Appendix F: One Moment Please Tool



LIMITED ENGLISH PROFICIENCY

L Statement of Commitment

The State of Louisiana, Department of Transportation and Development, LA-DOTD)
will effectuate the provisions of Title VI of the Civil Rights Act of 1964, 49 Code of
Federal Regulations (CFR) part 21, 23 CFR section 200, Executive Orders (EO) and
other applicable directives. These authorities provide that no person in the United
States shall, on the grounds of race, color, national origin, sex age, or disability, be
excluded from participation in, be denied the benefits of or be otherwise subjected 1o
discrimination in LADOTD programs and activities.

As a recipient of federal-aid funding, LADOTD is committed to nondiscrimination in all
its programs and activities whether or not those programs and activities are federally
funded. This guidance clarifies LADOTD's fulfillment of responsibilities to limited
English proficient (LEP) persons, pursuant to Executive Order 13166, entitled LEP
‘improving Access to Services for Persons with Limited English Proficiency.”
LADOTD will take reasonable steps to ensure meaningful access to the agency'’s
programs, activities, services and information that are normally provided in English
are accessible to LEP persons. Failure to ensure that LEP persons can effectively
participate in federally assisted programs and activities may violate the prohibition
against national origin discrimination in the Title Vi of the Civil Rights Act.

The key to providing meaningful access to LEP persons is to ensure that LEP
beneficiaries can communicate effectively and act appropriately based on that
communication. The Department will ensure that every manager, supervisor,
employee, and subreipient of federal-aid funds administered by LADOTD takes
reasonable steps to ensure meaningful access to LADOTD recipients’ programs and
activities. Where possible, every district and division will collect and maintain
demographic statistics on persons who participate in their programs and services.

Allegations of discrimination will be brought to the immediate attention of the
Compliance Programs Office.



. Introduction |
LADOTD is a recipient of federal financial assistance. As a recipient, LADOTD is
required to comply with the Title VI of the Civil Rights Act of 1964, as amended (Title
V), and all nondiscrimination laws and authorities. Title VI prohibits agencies
receiving Federal funds from discriminating against anyone or any group in the
United States on the grounds of race, color, national origin sex/gender, age or
disability.

The Civil Rights Restoration Act of 1987 defined the word ‘program” to make clear
that discrimination is prohibited throughout an entire agency if any part of the agency
receives federal financial assistance, rather than just the particular programs or
activities that the receive the funds,

English is the predominate language of the United States. The United States is aiso,
however, home to millions of national origin minority individuals who are “Limited
English Proficient” (LEP). That is, they cannot peak, read, write or understand the
English language at a level that permits them to interact effectively. Because of
these language differences and their inability to speak or understand English, LEP
persons are often excluded programs, benefits and /or activities of agencies
receiving Federal financial assistance.

Presidential Executive Order (EQ) 13166 Entitled LEP “lmproving Access to
Services for Persons with Limited English Proficiency “was intended to improve
access to federally conducted and assisted programs for persons who are LEP. The
EO requires recipients of Federal Financial assistance to develop and implement
guidance on how the recipient will assess and address the needs of otherwise
eligible limited English proficient persons seeking access to the programs and
activities of recipients of federal financial assistance.

LADOTDs LEP guidance provides procedures that will assist LADOTD in complying
with Title VI responsibilities to ensure meaningful access to all programs, activities -
and/or benefits for LEP persons. '



[ll.  Guidance Statement for Interpreter Services _

The ability of individuals to communicate with and understand LEP persons is
essential to the ability to participate in LADOTD’s programs, services and activities.
To ensure that every individual in Louisiana, regardless of his or her native language,
has access to and may participate in agency programs, LADOTD is committed to
providing appropriate interpreter services to individuals with limited English proficiency
(LEP) to the extent possible.

The provision of appropriate interpreter services is central to the integrity of alf
programs, services and activities, ensuring that those with limited English proficiency
can understand and participate in a meaningful manner. A stakeholder's ability to
access LADOTD’s services and programs requires that the individual's language
needs be met to ensure clear communication, access and input.

LADOTD’s procedures for the provision of interpreter services and translated
documents are intended fo ensure meaningful access for LEP persons. The
procedures also promote the autonomy of district and residency offices to determine
the mix of resources available for their use such as local governments, non-profit
organizations, libraries; staff and other resources.



V. Legal Authority

Section 601 of Title VI of the Civil Rights Act of 1864, 42 U.$.C. 2000d, provides
that no person shall “on the ground of race, color, or natlonal origin, be excluded
from participation in, be denied the benefits of or be subjected to discrimination
under any program or activity receiving Federal financial assistance.” Section 802
authorizes and directs Federal agencies that are empowered to extend Federal fi-
nancial assistance to any program or activity “to effectuate the provisions of [sec-
tion 601] by issuing rules, regulations, or orders of general applicability.” 42 U.S.C.
2000d-1. '

Department of Justice regulations promulgated pursuant to section 602 forbid re-
cipients from utilizing criteria or methads of administration which have the effect of
subjecting individuals to discrimination because of their race, color, or national
origin, or have the effect of defeating or substantially impairing accomplishment of
the objectives of the program as respects individuals of a particular race, color, or
national origin.” 28 CFR 42,104(b)(2). DOT's Title VI regulations include almost
idertical language in this regard. See 49 CFR 21,5(b){(vii{2) (portions of these reg-
ufations are provided in Appendix A).

The Supreme Court, in Lau v. Nichols, 414 U.S. 563 (1974), interpreted regulations
promulgated by the former Depariment of Health, Education, and Welfare, includ-
ing & regulation similar to that of DOJ, 45 CFR 80.3(b)(2), to hold that Title Vi pro-
hibits conduct that has a disproportionate effact on LEP persons because such
conduct constitutes national origin discrimination. in Lau, @ San Franclsco school
district that had a significant number of non-English speaking students of Chinese
origin was required fo take reasonable steps to pravide them with a meaningful
opportunity to particlpate in federally funded educational programs.

On August 11, 2000, Executive Order 13166 was issued. “Improving Access to
Services for Persons with Limited English Proficiency,” 65 FR 50121 (August 18,
2000). Under that order, every Federal agency that provides financial assistance to
non-Federal entities must publish guidance on how its reciplents ¢an provide
meaningful access to LEP persons and thus comply with Title VI regulations for-
bidding recipients from “restricting an individual in any way in the enjoyment of any
advantage or privilege enjoyed by others recgiving any service, financial aid, or
other benefit under the program” or from utllizing criteria or methods of administra-
tion which have the effect of subjecting individuals to discrimination because of
their race, color, or national origin, or have the effect of defeating or substantially
impairing accomplishment of the objectives of the program as it respects individu.
als of a particular race, color, or national origin."

On that same day, DQ. issued a general guidance document addressed to “Exsc-
utive Agency Civil Rights Officers”™ setting forth general principles for agencies to
apply in developing guidance documents for recipients pursuant to the Executive
Order. “Enforcement of Title VI of the Clvil Rights Act of 1964—National Origin



Discrimination Against Persons with Limited English Proficiency,” 65 FR 50123
(August 16, 2000) (DOJ's General LEP Guidance),

Fursuant to Executive Order 13186, DOT developed its own guidance document
for recipients and initially issued it on January 22, 2001, “"DOT Guidance to Reuipi-
ents on Special Language Services to Limited English Proficient (LEP) Beneficiar-
ies.” However, in light of the public comments recelved and the Assistant Attorney
General's October 26, 2001, clarifying memorandum, DOT has revised its LEP
guidance to ensure greater consistency with DOJ's revised LEP guidance, pub-
lished June 18, 2002, and other agencies’ revised LEP guidance. 67 FR 117
(June18, 2002),



V. AGENCY GUIDELINES FOR FULL PARTICIPATION OF LEP
PERSONS

1. FOUR FACTOR ANALYSIS

In adherence with Federal regulations, the LADOTD will make reasonable efforts to ensure
its programs, services, and activities are meaningfully accessible to those who do not speak
Engiish proficiently. The Department will utilize its bilingual employees, State and Local
partners, organizations, community groups, and other language services to provide oral
interpretation and translation of program documents, as required. To determine if or when
alternate language usage is required for meaningful access, the Department will assess the
program, services, or activity using the foliowing four factor analysis:

Factor 1 — The number or proportion of LEP persons eligible to be served or likely to
be encountered by the Department’s programs, services or activities.

* The Census 2010 reports a population of 4,533,372 for Louisiana. The 2017 American
Community Survey (ACS) shows that the 3 most prevalent languages spoken by
individuals who are LEP in Louisiana (among the population 5 years and over who
speak a language other than English) are: Spanish or Spanish Creole (3.7%): Other
Indo-European (3.0%); Asian and Pacific islander (1.3%).

Factor 2 — The frequency with which LEP individuals come in contact with these
programs, services or activities.

» LADOTD's transit agencies provide approximately 2,096,625 passenger trips per year.
Qurtransit agencies have an open door policy and will provide rides to any person who
requests a ride. If an individual has speech limitations, the dispatcher or driver will
work with the Transit Manager and the LADOTD, if needed to ensure the individual
receives access to the transit services.

Factor 3 — The nature and importance of the programs, services, or activities to
people’s lives.

» All of LADOTD'’s programs are important; however, those related to safety, public
transit, ROW, environment, nondiscrimination and public involvement are among the
most important. As such, publications and other material disseminated regarding
these programs are routinely available in Spanish. Nevertheless, the LADOTD is
committed to providing meaningful access and will provide written translation for any
ofits documents, when reasonable, effective and with the available resources. In other
cases, the LADOTD continually evaluates its programs services and activities to
ensure that persons who may be LEP are always provided with meaningful access.
The Title VI brochure and LEP brochure are available in Spanish on the LADOTD
website.



Factor 4 — The resources available to the Department and costs.

e The LADOTD makes every effort to make its programs, services and activities
accessible to LEP individuals. In addition to documents that are routinely published in
the most frequently encountered languages, the LADOTD will use available resources,
both internal and external to accommodate reasonable requests for translation.

The LADOTD had identified, developed and uses the following:

a) List of Department staff who can fluently speak other languages volunteer to assist
as needed. Lists are verified and updated by the Title VI Coordinator as needed.

b) Individuals who have contact with the public are provided with “| Speak” language
cards to identify language needs in order to match them with available services.
Language cards are verified and distributed by the Title VI Coordinator as needed.

¢) The LADOTD and transit agencies have developed partnerships with local
agencies, organizations, law enforcement, college/universities, local school
districts and social service agencies that are available to assist with its LEP
responsibilities.

d) Alist of web based translation services can be provided by contacting the LADOTD

- Human Resources Section.

Persons requiring special language services should contact LADOTD’s Compliance
Programs Office at (225)379-1382.

2. IMPLEMENTATION

The Title VI Program Manager is responsible for monitoring agency programs and activities
to ensure meaningful access for LEP persons. The Compliance Programs Director and Title
VI Program Manager will identify language service needs and strategies for responding to
those needs. The Title VI Program Manager, can be reached at 225-379-1923, is responsible
for monitoring agency programs and activities to ensure meaningful access for LEP persons.
The Compliance Programs Director has designated the Title VI Program Manager as the
agency's Language Access Coordinator (LAC). The Coordinator's duties include:

» Ensure identification and securing of existing and needed resources (in-house, new
hires contract, resource sharing with other agencies, volunteers, or other) to provide
oral and written language services.

* Identify and develop or recommend guidelines to implement the Plan.

» Identify criteria for designation of languages for initial round of translation, based on
demographic data;

¢ Create systems to distribute translated documents, post electronically, and main
supply;

* ldentify training needs and provide for training to LEP Monitors, staff and managers
needing to use language services, as well as language service providers on staff.

* Establish protocols for ensuring quality, timeliness, cost-effectiveness, and appropriate
levels of confidentiality in translations, interpretation, and bilingual staff
communications. :

¢ Identify and implement a system for receiving and responding to complaints.



» Exchange promising practices information with divisions, districts, and residencies.
» Review the progress of LADOTD on an annual basis in providing meaningful access
to LEP persons, develop reports, and modify LEP Guidelines as appropriate.

LEP Monitors — in addition, the Compliance Programs Director, the Title VI Program Manager
and Title VI interdisciplinary Designees will serve as LEP Monitors for sections and districts.
LEP Monitor duties include:
» Work with the LEP Coordinator to identify needs and strategies for meeting those
needs so that staff will have access to appropriate language services.
e« Ensure the facility's compliance with the LEP Guidelines, including any
implementation,
» Provide training to facility staff on implementation of LEP Guidelines.
¢ Establish and maintain the facility's language assistance resources list, ensuring
competency; revise the list as needed.
 Maintain data on requests from LEP persons and provide reports to management and
the LEP Coordinator on an annual basis.

LADOTD will conduct a survey to determine the level of internal resources we have for
language services. This survey will seek to find out what languages are spoken by staff in
addition to English; whether the individual can read, write and/or speak the language; and the
level of fluency. The resuits of this assessment will be made available to all LADOTD sections
and district offices.

- Training

LADOTD staff members and sub recipients should know their obligations to provide
meaningful access to information and services for LEP persons, and all persons in public
contract positions should be properly trained. An effective training objective will include
training to ensure that;
¢ LADOTD staff and subrecipients know about L.LEP policies and procedures
+ LADOTD and subrecipients will include this training as part of the orientation provided
for new employees.

Management staff, even if they do not interact regularly with LEP persons, should be fully
aware of and understand the plan so they can reinforce its importance and ensure its
implementation by staff. As mentioned above, training will be provided by the Title V1 Program
Manager and Compliance Programs Director.

3. SITUATIONAL NEEDS ASSESSMENT

The agency will, on a continuing basis, assess the need for language services on a district
andfor statewide basis and make language assistance services available as deemed
appropriate. In making this assessment, the agency will examine the prevalence of LEP
stakeholders statewide, by district and/or by service area of program:



* The number of proportion of LEP persons served or encountered in the eligible service
population

» The frequency with which LEP individuals come in contact with the program

 The nature and importance of the program, activity, or service to people's lives

 The resources available to LADOTD and costs to provide LEP services

In making this assessment, the agency will consider the following among other data sources:

United States census results

Data maintained by the agency

The agency’s past experience in providing services to LEP stakeholders

Data maintained by other agencies including the Louisiana Department of Education

and the Louisiana Department of Health

* Information sources maintained by private and public local entities, including
community-based organizations and local social services departments need will be
identified based upon the type of contract.

Contact the Compliance Programs Director or the Title VI Program Manager. They will assist
in identifying the language need of the LEP person and provide them with assistance.

Written documents

Contact the Compliance Programs Director or the Title VI Program Manager. Electronic
capability will result in the efficient return of written translated documents. The district can scan
the document and email it to the Compliance Program Office, their Title VI Designee or the
Title VI Program Manager. If they do not have scanning capability and the document was not
received by them electronically, then they can use inter-office mail to send the document.

a)

b)

The Title VI Program Manager will create a mix of language assistance resources
appropriate to the demographics of each district. -

The Title VI Program Manager will evaluate language resources available in their
service area including community colleges, state and private universities, and
community-based organizations. Civil Rights Managers may, with the approval of
the Civil Rights Division Administrator, enter info agreements for the provision of
stch services with community resources.

Districts with a lower need for language services may coordinate with other districts
that maintain a larger resource pool to utilize their language resource services to
any extent practicable.

The Title VI Program Manager will maintain a database tracking LEP contacts.
Database formats will be provided by the Title VI Program Manager (See Section
C for the format). District offices shall make the data available to the Title VI
Program Manager as requested.

The Title VI Program Manager will communicate to staff that the use of a family
member or friend may only take place after informing an LEP person of hisher right
to free interpreter services and will only be used as a last result because family



members may not have the subject knowledge necessary to communicate the
information accurately and in the best manner possible.

4. HEADQUARTERS

a) The Title VI Program Manager will institute an LEP protocol appropriate to
Headquarters.

b) Headquarters protocol will be designed using the agency resources described in
section 2 of these guidelines.

Other Covered Entities:

Contractors, sub-contractors, MPOs, PDCs, and other entities that receive funds from
LADOTD for federal projects are covered under Title VI and Executive Order 13166. LADOTD
will include language in any contract or Memorandum of Understanding stating that the
recipient or subrecipient is responsible for monitoring access for limited English proficiency.

5. AGENCY DOCUMENTS

The Title VI Program Manager, Compliance Programs Director and management will, on a

continuing basis, identify vital documents that are routinely provided to stakeholders that will

be translated into languages other than English. The translation of vital documents into

languages other than English is particularly important where a significant number or

percentage of the customers served and/or eligible to be served have limited English

proficiency. Whether or not a document is vital depends on how significant the impact on the

health, safety, legal rights, or livelihood of an LEP person may be. Written documents

included electronic document and websites. Vital documents may include materials such as:
» Emergency transportation information;

Notices of public hearings and proposed transportation plans;

Community educational materials;

Notices notifying LEP persons of language assistance at no cost to the LEP

person;

Written tests in a classroom; and

Markings, signs, and packaging for hazardous materials and substances;

Signs in bus and train stations, and in airports;

Signs in waiting rooms, reception areas, and other initial points of entry;

Instructions on how to participate in recipient’s program.

The Title VI Program Manager will coordinate with a Language service provider to have
identified documents transfated accordingly.

Translated documents will be made available on the LADOTD portal for sections and districts’
access.



6. ADJUDICATON OF COMPLAINTS

Any LEP individual has a right to file a complaint against the agency where he or she believes
that the agency did not provide necessary LEP services as appropriate. These complaints
include those available under Title VI of the Civil Rights Act of 1964.

All complaints, alleging a violation under Title VI will be referred to the Title VI Program
Manager or Compliance Programs Director.

The Title VI Program Manager and Compliance Programs Director will take appropriate steps
to resolve all complaints in accordance with the agency’s discrimination complaint procedures.

The Title VI Program Manager will maintain a database tracking requests for language
services, all complaints and their resolution. The database will include the following items:
Source of complaint

LEP request including relevant contact information

Nature of complaint request

Date complaint / request received

Date complaint / request resolved

Finding

Manner of resolution

Commients

N wp

Fact-finding procedures by the Title VI Program Manager and Compliance Programs Office
will follow the investigation protocol in the Title VI Manual.



APPENDIX A

Executive Order on Limited English Proficiency Page 1 of 2
THE WHITE HOUSE
Office of the Press Secretary
{(Aboard Air Force One)
For Immediate Release August 11, 2000
EXECUTIVE ORDER
13166
IMPROVING ACCESS TO SERVICES FOR
PERSONS WITH LIMITED ENGLISH PROFICIENCY

By the authorlty vested in me as President by the Constitution and the laws
of the United States of America, and to improve access to federally conducted arid
federally assisted programs and activilies for persons who, as a result of national
origin, are limited in their English proficlency (LEP}), it is hereby ordered as follows: l

Section 1. Goals -

The Federal Government provides and funds an array of services that can
be made accessible to otherwise eligible persons who are not proficient in the Eng-
lish language. The Federal Government is committed to impraving the accessibility
of these services to eligible LEP persons, a goal that reinforces its equally im-
portant commitment to promoting programs and activities designed to help individ-
uals learn English to this end. Each Federal agency shali examine the services it
provides and develop and implement a system by which LEP persons can mean-
ingful access those services consistent with, and without unduly burdening the
fundamental mission of the agancy. Each Federal agency shall also work to ensure
chat recipients of Federal financlal assistance (recipients) provide meaningful ac-
cess to their LEP applicants and beneficiaries. To assiat the agencles with this en-
deavor, the Department of Justice has today issued a general guidance document
(LEP Guidance), which sets forth the compliance standards that recipienis must
follow to ensure that the programs and activities they normally provide in English
are accessible to LEF persons and thus do not discriminate on the basis of nation-
al origin on violation of title VI of the Clvil Rights Act of 1964, as amended, and its
implementing regulations. As described in the LEP Guidance, reciplents must take
reasonable steps to ensure meaningful access to their programs and activities by
LEP persons.

Section 2. Federally Conducted Programs and Activities

Each Federal agency shall prepare a plan to improve access to its federally
conducted programs and activities by eligible LEP persons. Each plan shall be
consistent with the standards set forth in the LEP Guidance, and shalf include the
steps the agency will take to ensure that eligibie LEP persons can meaningfully
access the agency's programs and activitiss, Agencies shall develop and begin to



implement these plans within 120 days of the date of this order, and shall send
copies of their plans to the Department of Justice, which shall serve as the central
repository of the agencies’ plans.

Section. 3. Federally Assisted Programs and Activities

Each agency providing Federal financial assistance shall draft Executive
Order on Limited English Proficiency Title VI guidance specifically tailored to its re-
cipients that is consistent with the LEP guidance issued by the Department of Jus-
tice. This agency-specific guidance shall detall how the general standards estab-
lished in the LEP guidance will be applied to the agency's recipients. The agency-
specific guidance shall take into account the types of services provided by the re-
cipients, the individuals served by the recipients, and other factors set out in the
LEP guidance. Agencies that alfeady have developed Title VI guidance that the
Department of Justice determines is consistent with the LEP guidance shall exam-
ine their existing guidance, as well as their programs and activities, to determine if
additional guidance is necessary to comply with this order. The Department of Jus-
tice shall consult with the agencies in creating their guidance and, within 120 days
of the date of this order, each agency shall submit its spacific guidance to the De-
partment of Justice for review and approval, Following appraval by the Depariment
of Justice, each agency shall publish its guidance document in the Fedsral Regis-
ter for public comment.

Section. 4. Consultations

In carrying out this order, agencies shail ensure that stakeholders, such as
LEP persons and their representative organizations, recipients, and other appro-
priate individuals or entities, have an adequate opportunity to provide input. Agen-
cies will evaluate the particular needs of the LEP persons they and their recipients
serve and the burdens of compliance on the agency and its recipients. This input
from stakeholders will assist the agencies in developing an approach to ensuring
meaningful access by LEP persons that is practical and effective, fiscally responsi-
ble, responaive to the particular circumstances of each agency, and can be readily
implemented.

Section. §. Judicial Review

This order is intended only to improve the internal management of the ex-
ecutive branch and does not create any right or benefit, substantive or proceduraily
enforceable at law or equity by party against the United States, its agencies, its of-
ficers or employses, or any person.

WILLIAM J. CLINTON
THE WHITE HOUSE,
August 11, 2000,
FR-DQC-05234972



Executive Order 13166

During the perfarmance of this 'contract, the contractor, for itself, its assignees, and successors in interest
(hereinafter referrad fo as the “coniractor”) agrees as follows:

1. Compliange with Regulations: The cantractor (hereinafter inciudes consultants) will comply with

US. Department of Transportation, Title 23, United States code, the reguiations for the
Administration of Federal Ald for Highways and the policies and pracedures prescribed by the
Federal Highway Administration as they may be amended from (ime to time, which are harain
incorporated by reference and made a part of this contract.

2. Nondiscrimination: The sontracior, with regard to the work performed by it during the contract,
will not diseriminate an the grounds of race, color, national origin, sex, age, disability, income-leval,
or LEP In the selection and retention of gubcontractors, including procurements of materials and
leases of squipment, The contractor will not participate directly or indirectly In the discrimination
prohibited by the Acls and the Regulations as set forth in Appendix E, including empioyment
practices when the contract covers any activity, project, or program set forth in Appendix B of 49
C.E.R, part 21,

3. Solicitations for Subcontracts, Inciuding Procurements of Materlals and Equipment: In all
solickations, elther by competitive bidding, or negotiation made by the contractor for wark fo be
performed under a subgoniract, including procurements of malerials, or leases of equipment, each
potentlal subsontractor or supplier will ba notified by the contractor of the contractor's obligations
under this contract and the Acts and the Regulations relative to Non-diserimination on the grounds
of race, color, national origin, sex, age, disabifity, income-level, or LEP,

4. Information and Reports: The cantractor will provide all information and reports required by the
Acts, the Regulations and directives I:ssued pursuant thereto and will permit access to its hooks,

5. Sanctions for Noncompliance: In the event of a contractor's noncompliance with the Non-
discrimination provisions of this contract, the Recipient will impuse such contract sanctions as it or
the FMCSA may determine to be appropriate, including, but not limited to:

a. withholding payments fo the contractor under the: contract unti} the contractor complies;
and/or
b. cancelling, terminating, or suspending a contraet, in whole or in part.

Incorporation of Provisions: The contractar will Include the provisions of paragraphs one through six in
svery subcontraqt, including prosurements of materials and leases of equlprpent, unless exempt by the

such pravisions including sanctions for nancompliance. Provided, that If the confractor becomes involved
in, or is threatened with [igation by a subcontracter, or supplier because of such diraction, the contractor
may request LADOTD to enter into any litigation 1o protect the interests of LADOTD. In addition, the
contractor may request the United States to enter into the fitigatlon to protect the interests of the United
States.



APPENDIX B
US DEFARTMENT OF TRANSPORTATION {USDOT) LER GUIDANCE

[Federal Register: December 14, 2005 (Volume 70, Number 239)]
(Notices] [Page 74087-74100] From the Faderal Register Online via GFO Access

[wais.access.gpo.gov]

DEPARTMENT OF TRANSPORTATION

Office of the Secretary

[Docket No. O8T-2001-8696]

Pelicy Guidance Concerning Recipients' Responsibilities to
Limited English Proficient (LEP) Persons

AGENCY: Office of the Secretary (OST), U.S. Department of
Transportation (DOT).

ACTION: Notice of guidance with request for comments.
www.lep.goviguidance

SUMMARY: The United States Department of Transportation (DOT) is publighing
guidance concerning services and policies by recipients of Federal financial assis-
tance from the Department of Transportation related to persons with limited Eng-
lish proficiency. The guidance is based on the prohibition against national origin
discrimination in Title VI of the Civil Rights Act of 1964, as it affects limited English
proficient persons.

DATES: This guidance is effective immediately. Comments must ba received on or
before January 13, 2006. Late-filed comments will be considerad to the extent
practicable. DOT will review ali comments and will determine what modifications to
the guidance, if any, are necessary. This guidance suppiants existing guidance on
the same subject originally published at 88 FR 6733 (January 22, 2001).

ADDRESSES: You may submit comments, identified by the docket number [O8T-
2001-8696], by any of the following methods: Web Site: http://dms.dot.gov. Follow
the Instructions for submitting comments on the DOT electronic docket site,

Fax: (202) 483-2251.
Mail: Docket Management System; U.S. Department of Transportation, 400 Sev-
enth Street, SW., Nassif Building, Room PL-401, Washington, DC 20590-0001.

Hand Delivery: To the Docket Management Systern; Room PL- 401 on the plaza
level of the Nassif Building, 400 Seventh Street, SW., Washington, DC, between 9
a.m. and & p.m., Monday through Friday, except Federal Halidays.



instructions: You must Include the agency name and docket number [OST-2001-
86886] or the Regulatory Identificationt Number (RIN) for this notice at the beginning
of your comment. Note that all comments received will be posted without change to
hitp://dms.dot.gov, Including any persenal information provided.

Privacy Act: Anyone is able to search the electronic form of ail comments received
into any of our dockets by the name of the individual submitting the comment (or
signing the comment, if submitted on behaif of an association, business, labor un-
ion, etc.). You may review the DOT's compiete Privacy Act Statement in the Fed-
eral Register published on April 11, 2000 (Volume 65, Number 70; Pages 19477-
78) or you may visit hitp://dms.dot.gov.

Docket: You may view the public docket through the Internet at http://drns.dot.gov
or in person at the Docket Management System office at the above address.

FOR FURTHER INFORMATION, CONTACT: Joseph Austin, Chief, External Policy
and Program Development Division, Departmental Office of Civil Rights, Tele-
phone: (202) 368-5882, TTY: (202) 366-9698, E-mail: joseph.austin@dot.gov: or
Bonnie Angermann, Attorney-Advisor, Office of General Law, Office of the General
Counsel, Telephone: (202) 366-8166, E-mail; bonnie.angermann@dot.gov. Ar-
rangements to receive the policy guidance in an alternative format may be made
by contacting the named individuals,

SUPPLEMENTARY INFORMATION; Title VI of the Civil Rights Act of 1964, 42
U.S.C. 20004, et seq., and its implementing regulations provide that no person
shall be subjected to discrimination on the basis of race, color, or national origin
under any pragram or activity that receives Federal financial assistance. The pur-
pose of this limited English proficiency policy guidance is to clarify the responsibili-
tles of recipients of Federal financial assistance from the U.S. Department of
Transportation (DOT) ('recipients"}, and assist them in fulfilling their responsibili-
ties to limited English proficient (LEP) persons, pursuant to Title Vi of the Civil
Rights Act of 1864 and implementing regulations.

Executive Order 13166, “Improving Access fo Services for Persons with Limited
English Proficiency,” reprinted at 65 FR 50121 (August 18, 2000), directs each
Federal agency that is subject to the requiremants of Title Vi to publish guidance
for its respective reciplents clarifying that obligation. [[Page 74088])

Executive Order 13166 further directs that ail such guidance documents be con-
sistent with tha compliance standards and framework detailed in the department of
Justice's {DOJ's) Policy Guidance entitied “*Enforcement of Title VI of the Civil
Rights Act of 1964--National Qrigin Discrimination Agalnst Persons with Limited
English Proficiency.” See 65 FR 50123 (August 16, 2000) (DOJ's General LEP
Guidance).



DOT published its initial guidance ragarding Its recipients' obligations to take rea-
sonable steps to ensure access by LEP persons on January 22, 2001, and re-
quested public comment on the guidance. See 68 FR 6733. DOT received 21
comments in response to its January 22, 2001, policy guidance, The comments
refiected the views of individuals, organizations serving LEP populations, organiza-
tions favaring the use of the English language, and recipient agencles. While many
comments identified areas for improvement and/or revision, the majority of the
comments on the DOT LEP Guldance expressed agresment with its overall goal of
ensuring aceess of LEP individuals to reciplents' services. DOT worked closely
with DOJ to ensure that recipients' comments were addressed in a consistent fagh-
ion,

In the order most often raised, the common areas of comment regarded: cost con-
siderations, especially for smaller recipients serving few LEP persons; increased
litigation risk and liability for recipients as a result of the guidance; and use of inter-
preters and the definition of *qualified interpreter.” '

A large number of comments focused on cost considerations and suggested that
the Department address them as part of its evaiuation of the language assistance
needs of LEP persons. Particularly, this concern was expressed by state agencies
that at the fime received Coast Guard grants to administer safe boating courses.
V1A But this policy guidance does not require DOT recipients to translate all courses
or materials in every circumstance or to take unreasonable or burdensoms steps in
providing LEP persons access. We have clarified the guidarice to better convey itg
flexibility, based on the four-factor analysis set forth in DOJ's General LEP Guid-
ance,

VA This guidance does not address the extent to which Executive Order 13166 re-
quires language access services in the provision of boating safety courses funded
by the Coast Guard, because that agency is no longer a component of the De-
partment of Transportation.

Several recipients commented that they serve few if any LEP persons and that the
cost of interpreting all of their courses and materials wauld be excessive and un-
necassary. While none urged that costs bs excluded from consideration altogether,
at least one comment expressed concern that a recipient could use cost as a basis
for avoiding otherwise reasonable and necessary language assistance to LEP per-
sons. In contrast, a few comrments suggested that the flexible fact-dependent com-
pliance standard set forth in the guidance, when combined with the desire of most
recipients to avoid the risk of nancompliance, could lead some large recipients to
incur unnecessary or inappropriate fiscal burdens in the face of already strained
program budgets. The Department is mindful that cost considerations could be -
appropriately used to avoid providing otherwise reasonable and necassary lan-
guage assistance. Similarly, cost considerations could be ignored or minimized to
justify the provision of a particular level or type of language service even though
effective alternatives exist at a minimal cost. The Department also is aware of the



possibility that satisfying the need for language services might be quite costly for
certain types of recipients, particularly if they have not updated their programs and
activittes to the changing needs of the populations they serve. The potential for
some recipients to assert adverse cost impacts in order to avoid Title Vi obligations
does not, in the Department's view, justify eliminating cost as a factor in all cases
when determining the necessary scope of reasonable language assistance ser-
vices under DOT's guidance. The Depariment continues to believe that costs are a
legitimate consideration in identifying the reascnableness of particular language
assistance measures, and the DOJ Recipient LEP Guidance identifies the appro-
priate framework through which costs are to be considered. See Department of
Justice Final Guidance to Federal Financial Assistance Recipients Regarding Title
VI Prohibition Against National Qrigin Discrimination Affecting Limited English Pro-
flclent Persons, 67 FR 41455 (June 18, 2002).

The second most common category of comments DOT received expressed con-
cern over increased litigation risk and liability for reciplents as a result of the LEP
Guidance. As is addressed below In the Introduction, Alexander v. Sandaoval, 532
LL8, 275 (2001), holds principally that there is no private right of action to enforce
Title VI disparate impact ragulations. The LEP Guidance is based on Title VI and
DOT's Title VI regulations at 49 CFR part 21 and does not provide any private right
of action beyond that which exists in those laws. Thus, the LEP Guidance does not
Increase the risk of recipients' legal liability to private plaintiffs. However, the De-
partment does not dismiss the possibility that individuals may continue to initiate
such legal actions. _

The third mast numerous category of comments DOT received regarded the defini-
tion of “qualified interpreter” and expressed commentators' concern with recipi-
ents’ responsibility to make interpreters available, especially for recipients who
serve papulations with extremely diverse language needs, Set forth below in sec-
tion VI are practices to help recipients ascertaln that their inferpreters are both
competent and effective. This section should enable recipients to assess the quali-
fications of the interpreters they use and identify any improvements that need to be
addressed,

Three of the comments urged withdrawal of the guidance, arguing it is unsupporied
by law. (n response, the Depariment notes that its commitment to implementing
Title V! and its regulations to address language barriers is longstanding and is un-
affected by recent judicial action precluding individuals from successfully maintain-
ing suits to enforce agencies' Title VI disparate impact regulations. This guidance
clarifies existing statutory and reguiatory provisions by describing the factors recip-
ients should consider in fulfilling their responsibilities to LEP persons,



The remaining 18 comments were generally supportive of the guidance and DOT's
leadership in this area. One recipient commented that constraining LEP persons'
accass to services may actually hinder their ability to become more proficient In the
English language, therefore justifying increased programs for LEP persons. Sever-
al comments received addressed areas unique to the provision of transportation
services to LEP persons. One recipient discussed the inconsistency betwean the
Federal Motor Carrier Safety Administration's (FMCSA's) regulations requiring ail
drivers to speak and understand a certain amount of English, and the guidance's
requirement that the FMCSA division offices provide information and services in
other languages to accommedate LEP persons. Pursuant to 48 CFR 381.11(b)(2),
a persan is qualified to drive 8 motor vehicle if he or she can read and speak the
Engiish language sufficiently to converse with the general public, to understand
highway traffic sighs and signals In the English language, to respond to official in-
quirles, and to make entries on reports and records.” In 1997, following an [[Page
74089]] American Civil Libertles Union (ACLU) legal challenge to this requirement,
PDOT Issuad an advance notice of Propased rulemaking (ANPRM) to address this
issue. On July 24, 2003, FMCSA withdrew this ANPRM, conciuding that the infor-
maticn introduced in response to the notice “does not establish that the current
regulation requires an unnecessarily high leve) of English fluency that has resulted
in & diseriminatory impact or effect based Upon nationa origin, color, or ethnicity."
FMCSA determined the regulation “‘as written and properly enforced effectively
balances issues of civil rights and highway safety." 68 FR 43890,

Another reciplent, who works with community-based organizations concerned with

transportation practices and policies, suggested mandatory LEP Access Assess-

While providing LEP persons with meaningful access is the law and should be giv-
en high priority, DOT advocates g flexible approach in ensuring such access, as
outlined below in section V, in order to suit the varying needs of its recipients, and
therefore has not adopted this suggestion, As discussed in section V| I, DOT seeks
to promote voluntary compliance to mest Title VI's goal of ensuring that Federa)
funds are not used in a manner that discriminates on the basis of race, color, or
national origin. DOT will work with fecipients to meet this goal, and will resort to
more infrusive administrative remedies only if voluntary compliance cannot be se-
cured and stronger measures become necessary to ensure LEP persons have
meaningful access to services from recipients of DOT financial assistance.

This document has been modified based on careful consideration of public com-
ments received by DOT, and the approach DQJ adopted after analyzing the public
comments it received following its initial guidance published at 66 FR 3834 (Janu-
ary 16, 2001). This guidance is consistent with: Title V1, implementing regutations,
Executive Order 13166, the DOJ General LEP Guidance, and the model DOJ Re.
clpient Guidance issued on June 18, 2002, With particular emphasis on the con-
cerns mentioned ahove, the Department proposes this “Limited English Proficien-



cy Guidance for Department of Transportation Recipients." The text of this guid-
ance document appears below. Because this guidance must adhere to the Feder-
al-wide compliance standards and framework detailed In the model DOJ Recipient
Guidance issued on June 18, 2002, DOT specifically solicits comments on the na-
ture, scope, and appropriateness of the DOT-specific examples set out in this
guidance explaining and/or highlighting how those consistent Federal-wide compli-
ance standards are applicable to recipients of Federal financial assistance from
DOT, This guidance supplants the existing guidance on the same subject pub-
lished at 66 FR 6733 (January 22, 2001). This guidance does not constitute a
regulation subject to the rulemaking requiraments of the Administrative Procedure
Act, § 1J.8.C. 553. Dated: December 7, 2005, J. Michasl Trujillo, Director, Depart-
mental Office of Civil Rights.



Guidance to Federa) Financial Assistance Recipients Regarding Title VI
Prohibition Against National Origin Discrimination Affecting Limited
English Proficient Persons

I. Introduction

Most individuals living in the United States read, write, speak, and understand Eng-
lish. There are many individuals, however, for whom English is not their primary
language. For instance, based on the 2000 census, regarding individuals older
than age 5, over 26 million individuals speak Spanish and almost 7 million indivig-
uals speak an Aslan or Pacific Island language at home. I these individuals have a
limited ability to read, write, speak, or understand English, they are

limited English proficient, or "'LEP.” In a 2001 Supplementary Survey by the U.S,
Census Bureau, \2\ 33% of Spanish speakers and 22.4% of all Asian and Pacific
Island language speakers aged 18-64 reported that they spoke English either " not
well” or **not at all.”

12\ PO35. Age by Language Spoken at Home by Ability to Speak English for the
Population 5 Years and Qver. Cens. Summ, File 3, 2001 Supp. Survey Summ, Ta-
bles (SF 3) {based on 12 monthly samples during 2001) Washington: U.S. Dep't of
Comm., Bur. of the Census. Viewed 14 September 2004, available at:
http:ﬂfactﬁnder.census.gov/servletlDTTabIe?,_bm=y&-gec_id=D&-s__name=D&_—
Jang=en&-radoLog=false&-mt_name=DSS_~2001_EST_G2000_P035

Language for LEP individuals can be a barrier to accessing Important benefits or
services, understanding and exerclsing important rights, complying with applicable
responsibilities, or understanding other information provided by federally funded
programs and activities. The Federal Government funds an array of services that
can be made meaningfully accessible to otherwise eligible LEP persons. The Fed-
eral Government is committed to impraving the accessibility of these programs and
activities 1o eligible LEP persons, a goal that reinforces its equally important com-
mitment to promoting programs and activities deslgned to help individuals learn
English. Recipients of Federal financial assistance have an obligation to reduce
language barriers that can preclude meaningful access by LEP persons ta Im-
portant government services. 13\

\3\ DOT recognizes that many reciplents had language assistance programs in
place prior to the issuance of Executive Order 13166. This policy guidance pro-
vides a uniform framework for a recipient to integrate, formalize, and assess the
continued vitality of these existing and possibly additional reasonable efforts baged
on the nature of its programs and activities, the current needs of the LEP
populations it encounters, and Its prior experience in providing language services
in the community it serves.

In certain circumstances, failure to ensurs that LEP persons can effectively partici-
pate in or benefit from federally assisted programs and activities may violate the
prohibition under Title VI of the Civil Rights Act of 1064, 42 U.8.C. 2000d, and Title




VI regulations against national origin discrimination. The puipose of this policy
guidance is fo assist recipients in fulfilling their responsibilities to provide meaning-
ful access to LEP persons under existing law. This guldance clarifies existing legal
requirements for LEP persons by describing the factors recipients should consider
in fuifiling their responsibilities to LEP persons. \4\ These are the same criteria
DOT will use in evaluating whether recipients are complying with Title VI and Title
Vi regulations.

4\ This policy guidance is not a regulation but rather a guide. Title VI and its im-
plementing regulations require that recipients take responsible steps to ensure
meaningful access by LEP persons. Recipients should use the guidance to deter-
mine how best to comply with statutory and regulatory obligations to provide mean-
ingful access to the benefits, services, information, and other important portions of
their programs and activities for individuals who are LEP.

Executive Order 13166 charges DOJ with the responsibility for providing LEP
Guidance to other Federal agencies, such as DOT, and for ensuring consistency
among each agency-specific guidance. Consistency among Federal Government
agencies is particularly important. Inconsistent or contradictary guidance could
canfuse recipients of Federal funds and needlessly increase costs without facilitat-
ing the meaningful access for LEP persons that this policy guidance is designed to
address. As with most government initiatives, this requires balancing several prin-
ciples. [[Page 74090)]

While this guidance discusses that balance In some detail, It is important to note
the basic principles behind that balance. First, we must ensure that federally as-
sisted programs and activities aimed at the American public do not leave individu-
als behind simply because they face chalienges communicating in English. This is
of particular importance because, in many cases, LEP individuals form a substan-
tial portion of those who particularly benefit from federally assisted programs and
activities. Second, we must achieve this goal while finding conatructive methads to
reduce the costs of LEP requirements on small businesses, small local govern-
ments, or small nonprofit organizations that receive Federal financial assistance,
There are many productive steps that the Federal Government, either collectively
or as individual agencigs, can take to help recipients reduce the costs of language
setvices without sacrificing meaningful access for LEP parsons. Without these
steps, certain smaller recipients may choose not to participate in federally assisted
programs or activities, threatening the critical functions that the programs or activi-
ties strive to assist. To that end, DOT plans to continue to work with DO.J and other
Federal agencles {0 provide ongoing assistance and guidance in this important ar-
ea. In addition, DOT plans to work with recipients of Federal financial assistance—
for example, with motar vehicle departments, transit authorities, state departments
of transportation, and other transportation service providers--and LEP persons, to
identify and share mode! plans, examples of best practices, and cost- saving ap-
proaches, Moreover, DOT intends to explore how language assistance measures
and cost-containment approaches developed with respect to its own federaily con-



ducted programs and activitias can be effectively shared or otherwise made avail-
able to recipients, particularly small businesses, small local governments, and
small nonprofit organizations. An interagency working group on LEP has devel-
oped a Web site, hitp://www.lep.gov, to assist in disseminating this information to
recipients, Faderal agencies, and the communities being served.

Many commentators have noted that some have interpreted the case of Alexander
v. Sandoval, 532 U.8. 275 (2001), as impliedly striking down the reguiations prom-
ulgated under Title VI that form the basis for the part of Executive Order 13188 that
applies 1o federaily assisted programs and activities, We have taken tha position
that this is not the case, and will continue to do sa. Accordingly, we will strive to
ensure that federally assisted programs and activities work in a way that is effec-
tive for all eligible beneficiaries, including those with limited English proficiency.

ll. Legal Authority

Section 801 of Title V| of the Civil Rights Act of 1964, 42 U.S.C. 20004, provides
that no person shall ""on the ground of race, color, or national origin, be excluded
from participation in, be denied the benefits of, or be subjected to discrimination
under any program or activity receiving Federal financial assistance. Section 02
authorizes and directs Federal agencles that are empowered to extend Federal fi-
nanoial assistance to any program or activity *'to effectuate the provisions of sec-
tion 601} * * * by issuing rules, regulations, or orders of general applicability." 42
U.8.C. 2000d-1,

Department of Justice reguiations promulgated pursuant to section 802 forbid re-
cipients fram ufilizing criteria or methods of administration which have the effect of
subjecting individuais to discrimination because of their race, color, or national
origin, or have the effect of defeating or substantially impairing accomplishment of
the objectives of the program as respects individuals of a patticular race, color, or
national origin." 28 CFR 42.104(b)(2). DOT's Tille VI regulations Include almost
identical language in this regard. See 49 CFR 21 B(b)(vi)(2) (partions of these reg-
ulations are provided in Appendix A),

The Supreme Court, in Lau v. Nichols, 414 U.S. 563 (1974), interpreted regulations
promulgated by the former Department of Health, Education, and Welfare, includ-
ing a regulation similar to that of DQJ, 45 CFR 80.3(b)}(2), to hold that Title Vi pro-
hibits conduct that has a disproportionate effect on LEP persons because such
conduct constitutes national origin discrimination. In Lau, a San Francisco school
district that had a significant number of non-English-speaking students of Chinese
origin was required fo take reasonable staps to provide them with a meaningful
opportunity to participate In federally funded educational programs.

On August 11, 2000, Executive Order 13186 was Issued. VImproving Access to
Services for Persons with Limited English Proficiency," 65 FR 50121 {August 18,
2000). Under that order, every Federal agency that provides financial assistance to
non-Federal entities must publish guidance on how its recipients can provide



meaningful access to LEP persons and thus comply with Title VI regulations for-
bidding recipients from restricting an individual in any way in the enjoyment of any
advantage or privilege enjoyed by others receiving any service, financial aid, or
other beneflt under the program” or from utilizing criteria or methads of administra-
tion which have the effect of subjecting individuais to discrimination because of
their race, color, or national origin, or have the effect of defeating or substantially
Impairing accomplishment of the objectives of the pragram as respects individuals
of & particular racs, color, or national origin."

On that same day, DO issued a general guidance document addressed to “Ex-
ecutive Agency Civil Rights Officers” sefting forth general princlples for agencies to
apply in developing guidance documents for recipients pursuant to the Executive
Order, ““Enforcement of Title V| of the Civil Rights Act of 19684--National Qrigin
Discrimination Against Persons with Limited English Proficiency,” 656 FR 50123
{August 16, 2000) (DOJ's General LEP Guidance).

Subsequently, Federal agencies raised questions regarding the requirements of
the Executive Qrder, especially in light of the Supreme Court's decision in Alexan-
der v. S8andoval, 532 U.8. 275 (2001). On October 26, 2001, the Assistant Attorney
General for Civil Rights jssued a memarandum for “Heads of Departments and
Agencles, General Counsels and Civij Rights Directors.” This memorandum clari-
fied and reaffirmed the DOJ LEP Guidance in light of Sandoval, The Assistant At-

tions that proscribe conduct that has a disparate impact on covered groups--the
types of regulations that form the legal basis for the part af Executive Order 13168
that applies to federally assisted programs and activities--the Executive Order re-
mains In force. \5\

\5\ The memarandum noted that some commentators have interpreted Sandoval
as impliedly striking down the disparate impact regulations promulgated under Title
Vi that form the basis far the part of Executive Order 13166 that applies to federally
assisted programs and activitias. See, e.g., Sandoval, 532 U.S. at 286, 286 n.6

We assume for purposes of this decision that section 602 confers the authority to
promulgate disparate-impact regulations; ** * We cannot help observing, however,
how strange it is to say that disparate-impact regulations are ‘Inspired by, at the
sarvice of, and inseparably Intertwined with' Sec. 601 * * * when Sec. 601 permits
the very behavior that the regulations forbid"). The memorandum, however, made
clear that DOJ disagreed with the commentators’ interpretation. Sandoval holds
principally that there is no private right of action to enforce Title Vi disparate impact
regulations. It did not addrass the validity of those regulations or Executive Order
13166 or otherwise limit the authority and responsibility of Federal agencies to en-
force their own Title V) regulations.

[N




[[Page 74091]} Pursuant to Executive Order 13166, DOT developed its own guid-
ance document for reciplents and initially issued it on January 22, 2001. "DOT
Guidance to Recipients on Special Language Services to Limited English Proficient
(LEP) Beneficiariss." However, in light of the public comments received and the
Assistant Attorney General's October 26, 2001, clarifying memorandum, DOT has
revised its LEP guidance to ensure greater consistancy with DQJ's revised LEPR
guidance, published June 18, 2002, and other agencies' revised LEP guidance. 67
FR 117 (June 18, 2002).

li. Who ls Covered?

Pursuant to Executive Order 13166, the meaningful access requirement of Title \A,
the Title Vi regulations, and the four-factor analysis set forth in the DOJ's revised
LEP Guidance, 67 FR 117 (June 18, 2002), apply to the programs and activities of
Federal agencies, including DOT. Federal financlal assistance includes grants, co-
operative agreements, fraining, use of equipment, donations of surplus property,
and other assistance,

Recipients of DOT assistance include, for example:

State departments of transportation.
State motor vehicle administrations.

Airport operators,

State highway safety programs.
Metropolitan planning organizations.
Regicnal transportation agencles.
Regional, state, and local transit operators.
Public safety agencies. \6\

* & » & % &5 & 8

\6\ Recipients should review DOJ's LEP Guidance for specific examples of how the
four-factor analysis applies to interactions between funded taw enforcement ay-
thorities and first responders.

Hazardous materials transporters and other first responders. State and local agen-
cies with emergency transportation responsibilities, for example, the transportation
of supplies for natural disasters, planning for evacuations, quarantines, and other
similar action.

Subrecipients likewise are covered when Federal funds are passed through from
one recipient to-a subreclpient. Coverage extends to a recipient's entire program or
activity, i.e., to all parts of a recipient's operations. This is true even if only one part
of the recipient receives the Federal assistance. Example; DOT provides assis-
tance to a state department of transportation to rehabilitate a particutar highway on
the National Highway System. All of the operations of the entire state department
of transportation--not just the particular highway program--are covered by the DOT
guidance.,



Finally, some recipients operate in jurisdictions in which English has been declared
the official language. Nonetheless, these reciplents continue to be subject to Fed-
eral nondiscrimination requirements, including thoss applicable to the provision of
federally assisted services 1o persons with limited English proficiency. V. Who s a

primary language and who have a limited ability to read, write, speak, or under-
stand English ¢an be limited English proficient, or “LEP," and, therefore, are enti-
spect to a parficular type of service, benefit, or encounter. However, if a Federal
agency were to decide to terminate Federal funds based on noncompliance with
Title V1 or its regulations, only funds direcied to the particular program or activity
that is out of compliance would be terminated. 42 U.S.C, 2000d-1,

Examples of populations likely to include LEP persens who are served or encoun-
tered by DOT recipients and should be considered when planning language ser-
vices Include, but are not limited to: Public transportation passengers. Persons

gency transportation response programs. Persons living in areas affected or poten-
tially affected by transportation projects. Business owners who apply to participate
in DOT's Disadvantaged Business Enterprise program,

V. How Does a Recipient Determine the Extent of lts Obligation to

Pravide LEP Services?

Revipients are required to take reasonable steps to ensure meaningful access to
their programs and activities by LEP persons. While designed to be a flexible and
fact-depandent standard, the starting point is an individualized assessment that
balances the following four factors: (1) The number or proportion of LEP persons
eligitie to be served or likely to be encountered by a program, activity, or service of
the recipient or grantees: (2) the frequency with which LEP individuals come in con-
tact with the program; (3} the nature and impartance of the program, activity, or
service provided by the recipient to people's lives: and (4) the resources available
to the racipient and costs. As indicated above, the intent of this policy guidance s
to suggest a balance that ensures meaningful access by LEP persons to critical

engages. For instance, some of a recipient's activities will have a greater impact an
or contact with LEP persons than others; and thus may require more in the way of
language assistance, The flexibility that reciplents have in addressing the needs of
the LEP populations they serve does not diminish, and should not be used to min-
imize, the obligation that thosa needs be addressed. DOT recipients should apply



(1)

{2)

the following four factors to the various kinds of contacts that they have with the
public to assess language needs and decide what reascnable steps they shaould
take to ensure meaningful access for LEP persons,

The Number or Proportion of LEP Persons Served or Encountered in the
Eligible Service Population

The greater the number or proportion of LEP persons from a particular language
group servad or encountered in the sligible service population, the more likely lar-
guage services are needed. Ordinaiily, persons “eligible to be served, or likely to
be directly affected, by" a recipient's programs or activities are those who are in
fact, served or encountered in the eligible service population. This population will
be program-specific, and includes persons who are In the geographic area that is
part of the recipient's service area, Howaver, where, for instance, a motor vehicle
office serves a large LEP population, the appropriate service area Is that served by
the office, and not the entire population served by the department. Where no ser-
vice area has previously bean approved, the relevant service area may be that
which is approved by state or local authorities or designated by the recipient itself,
(fPage 74092]] provided that these dasignations do not themselves discriminatorily
exclude certain populations. When considering the number or proportion of LEP
individuals in & service area, recipients should consider LEP pareni(s) whose Eng-
lish proficient or LEP minor children and dependents encounter the services of
DOT recipients. Reciplents should first examine their prior experiences with LEP
individuals and determine the breadth and scope of language services that are
heeded. in conducting this analysis, it is important to:

Include language minority popuiations that are eliglble beneficiaries but may he
underserved of recipients' pragrams, activities, or services because of existing lan-
guage barriers; and consult additional data, far example, from the census, school
systems and community organizations, and data from state and local governments,
community agencies, school sysieims, religious organizations, and legal aid enti-
ties.

\7\ The focus of the analysis is on lack of English proficiency, not the abliity to
speak more than one language. Note that temographic data may indicate the most
frequently spoken languages other than English and the percentage of people who
speak that language but speak or understand English less than well, People who
are also proficient in English may speak some of the most commonly spoken lan-
guages other than Engiish.

The Frequency with Which LEP Individuals Come in Contact with the Pro-
gram, Activity, or Service

Recipients should assess, as accurately as possible, the frequency with which they
have or should have contact with LER individuals from different language groups
seeking assistance, as the more fraquent the contact, the more likely enhanced
language services will be needed. The steps that are reasonable for a recipient
that serves an LEP person on a one-time basis will be very different than those ex-
pected from a recipient that serves LEP persons daily. Recipients should also cop-
sider the frequency of different types of language contacts, as frequent contacts



with Spanish-speaking people who are LEP may require certain assistance in
Spanish, while less frequent contact with different language groups may suggest a
different and/for less intensified solution. If an LEP individual accesses a program
or service on a dally basis, a recipient has greater duties than if the same individu-
al's program or activity contact is unpredictable or infrequent. However, even recip-
ients that serve LEP persons on an unpredictable or infrequent basis should use
this balancing analysis to determine what to do if an LEP individual seeks services
under the program in question. This plan need not be intricate, It may be as simple
a$ being prepared to use a commercial telephonic interpretation sarvice to obtain
Immediate interpreter services, Additionally, In applying this standard, recipients
shauld consider whether appropriate outreach to LEP persons could increase the
frequency of contact with LEP language groups.

(3} The Nature and Importance of the Program, Activity, or Service Provided by
the Program
The more important the activity, information, service, or program, or the greater the
possible conssquences of the contact to the LEP individuals, the more likaly lan-
guage services are needed. The obligations to communicate rights to an LEP per-
gon who needs public transportation differ, for example, from those to provide rec-
reational programming. A recipient needs to determine whether denlal or delay of
access fo services or information could have serious or even life- threatening impli-
catlons for the LEP individual, Declsions by a Federal, state, or local entity to make
an activity compulsory, such as requiring a driver to have a license, can serve as
strong evidence of the importance of the program or activity.

(4} The Resources Available to the Recipient and Costs

A recipient’s level of resources and the costs imposed may have an impact on the
nature of the steps it should take in providing meaningful access for LEP persons.
Smaller raciplents with more limited budgets are not expected to provide the same
level of language services as Jarger recipients with larger budgets. In addition,
“reasonable steps” may cease to be reascnable where the costs imposed sub-
stantially exceed the benefits. Recipients should carefully explore the most cost-
effective means of delivering competent and accurate language services before
limiting services due to resource concerns. Resource and cost issues, however,
can often be reduced by technological advances, reasonabie business practices,
and the sharing of language assistance materials and services among and be-
tween recipients, advocacy groups, affected popuiations, and Federal. For exam-
ple, the following practices may reduce resource and agencies. Cost issues where
approptiate:

Training bilingual staff to act as interpreters and translators.
Information sharing through industry groups.

Telephonic and video conferencing interpretation services.
Translating vital documents posted on Web sites.

Pooling resources and standardizing documents to reduce
franslation neads.



* Using qualified translators and interpreters to ensure that documents need
not be “fixed" later and that inaccurate interpretations do not cause delay or
other costs,

« Centralizing interpreter angd translator sarvices to achieve economies of
scale,

Lo tab

8\ Small recipients with limited resources may find that entering Into a bulk tele-
phonic interpretation service contract will prove cpst effective,

sl

Formalized use of qualified Sommunity volunteers. Large entities and those entities
serving a significant number or proportion of LEP persons should ensure that their
rasource limitations are wel| substantiated before using this factor as a reason tg

mix” of LEP services required,
Recipients have two main ways 1o provide language services: Oral interpretation
either In person or via telephone interpretation service (hereinafter “interpretation”
and written translation (hersinafter “translation"). Orat interpretation can range
from on-site interpreters for eritical services provided to g high volume of LEP per-

The correct mix should be based on what is both necessary and reasonable in light
of the four-factor analysis. For ingtance, a motor vehicle department or an emer-
gency hazardous material clean-up team in a largely Hispanic neighborhood may

guage services provided, quality and accuracy of those services can be critical,
Recipients have substarntial flexibility in defermining the appropriate mix.

VI. Sefecting Language Assistance Services
Recipients may provide language services in aither oral or written form. Quality
and accuracy of the language service is critical in order to avold potential serious
consequences to the LEP person and to the recipient,



A. Oral Language Services (Interpretation)

Interpretation is the act of listening to something in one language {source lan-
guage) and orally translating it Into another language (target language). Where in-
terpretation is needed and is reasonable, recipients should consider some or all of
the aptions below for providing competent interpreters in a timely manner. Compe-
tence of Interpreters. When providing oral assistance, recipients should ensure
competency of the language setvice provider, no matter which of the strategies
outlined below are used. Competency requires more than self-identification as bi-
lingual. Some bilingual staff and community volunteers, for instance, may be able
o communicate effectively in a different language when communicating infor-
mation directly in that language, but not be competent to interpret into and out of
English. Likewise, they may not be able to do wriiten translations. Competency to
interpret, however, does not necessarily mean formal certification as an interpreter,
although certification is helpful. When using interpreters, recipients should ensure
that they. Demonstrate proficiency in and ability to communicate information accu-
rately in both English and in the other language and identify and employ the ap-
propriate mode of interpreting {(e.g., consecutive, simultaneous, summatrization, or
sight translation). Have knowledge in both languages of any apecialized terms or
concepts peculiar to the recipient's program or activity and of any particularized
vocabulary and phraseclogy used by the LEP person: \9\ and understand and fol-
low confidentiality and impartiality rules to the same extent as the recipient em-
ployee for whom they are interpreting and/or to the extent their position requires.

\9\ Many languages have “regionalisms,” or differences in usage. For instance, a
ward that may be understood to mean something in Spanish for someone from
Cuba may not be so understood by someone from Maxico. in addition, because
there may be languages that do not have an appropriate direct interpretation of
certain legal terms, the interpreter should be able 1o provide the most appropriate
interpretation. The interpreter should make the recipient aware of the issue and the
interpreter and recipient can then work to develop a consistent and appropriate set
of descriptions of these terms in that language that can be used again, when ap-
propriate.,

Understand and adhere to their role as interpreters without deviating into a role as
counselor, legal advisor, or other roles, Addilionally, some recipients may have
thelr own requirements for inferpreters, as individuat rights may depend on precise,
complete, and accurate interpretations or translations. In some cases, interpreters
may be required to demonstrate that their involvement in a matter would nat create
a canflict of Interest.

While quality and accuracy of language services are critical, they are nonetheless
part of the appropriate mix of LEP services required. The quality and accuracy of
language services as part of disaster relief programs, or in the pravision of emer-
gency supplies and services, for example, must be extraordinarily high, while the
quality and accuracy of language services in a bicycle safety course nead not meet
the same exacting standards. Finally, when interpretation is needed and is rea-



sonable, It should be provided in a timely manner in order to be effective. General-
ly, to be “timely," the recipient should provide language asslistance at a tims and
place that avoids the effective denjal of the service, benefit, or right at issue or the
imposition of an undye burden on or delay In important rights, benefits, or servicas
to the LEP person, For example, when the timeliness of services is Important, such
as when an LEP person needs access to public transportation, a DOT reciplent
does not provide meaningfui LEP access when it has only one bilingual staff mem-
ber available one day a week to provide the service. Hiring Bilingual Staff, When
particular languages are Bncounterad often, hiring bilingual staff offers one of the
best, and often most aconomical, options. Recipients can, for example, fill public
contact positions, such as trangit station managers, department of motor vehigls
service representatives, security guards, or Program directors, with staff that are
bilingual and compatent to communicate directly with LEP parsons in thelr lan-
guage. If bilingual staff members are also used to interpret hetween English
speakers and LEP persons, or to orally interpret written documents from English

lahguages, Depending on the facts, somatimes it may be necessary and reasong-
hie to provide on-site interpreters to faclitate accurate and meaningful communics-
tion with an LEP parson. Contracting for Interpreters, Contract interpreters may be
a cost- effective option when there s ng regular need for a particular language
skill. in addition to commercial and other private providers, many community-based
organizations and mutual assistance associations provide interpretation senvices
for particular languages, Contracting with interpreters and providing training re-
garding the recipient's programs and processes to these organizations can be a

[[Page 74084]] interpreter and cannot be recognized aver the phone. The issuag
discussed above regarding interpreter competency are also relevant to telephonic
interpreters. Videq teleconferencing and allowing interpreters to review relevant
documents in advance may also be helpful,



Using Community Volunteers

In addition to consideration of bilingual staff, staff interpreters, or contract interpret-
ers (either in-person or by telephone) as aptions to ensure meaningful access by
LEP persons, use of recipient-coordinated community volunteers may provide g
cost-gffective supplemental language assistance strategy under appropriate cir-

sons in their language. Just as with aij interpreters, community volunteers used to
interpret between English Speakers and |.EP persons, or to orally translate docu-
ments, should be competent in the skill of interpreting and knowledgeable about
applicable confidentiality and impartiality rules, Recipients should consider forma)
arrangements with community-based organizations that provide volunteers to ad-
dress these concerns and halp ensure that services are available more regularly.
Use of Family Members, Friends, Other Customers/Passengers as Interpreters.
Although reciplents should not plan to rely on an LEP person's family members,
friands, or other informal interpreters to provide meaningful access to important
programs and activities, where LEP persons so desire, they should he permitted to
use an interpreter of their choice at their own expense (whether a professional in-
terpreter, family member, or friend) in place of or as a supplement to the free Jan-
guage seivices expressly offered by the recipient. LEP persons may fee! more
comfortable when a trusted family member or friend acts as an interpreter. in addi-

situations. Recipients, however, should take special care to ensure that family
members, legal guardians, Caretakers, and other informal interpreters are appro-
priate in light of the circumstances angd subject matter of the program, service or
activity, including protection of the recipient's own administrative, mission-related,
or enforcement interest in accurate interpratation. In many circumetances, family
members (especialiy children) or friends are not competent to provide quality and
accurate interpretations. |ssues of confidentiality, privacy, or conflict of interest may
also arise. LEP individuals may feel uncomfortable revealing or describing sensi-
tive or confidential information to a family member, friend, or member of the local
community, In addition, such informal interpreters may have a personal connection
to the LEP person or an undisclosed conflict of interest, such as the desire to ob-
tain an LEP person's personal Identification Infarmation, for example, in the case of
an LEP person attempting to apply for a driver's license, Thus, DOT recipients
should generally offer free interpreter services to the LEP person. This is particu-
larly true In shuations in which health, safety, or access to important benefits and
services are at stake, or when credibility and accuracy are important to protect an
individual's rights and access to important services,

An example of such a case is when no Interpreters, or bilinguat or symbolic signs
are available in a state department of motor vehicles. In an effort to apply for a
driver's ficense, vehicle registration, or parking permit, an LEP person may be



forced to enlist the help of a stranger for translation. This practice may ralse seri-
ous Issues of competency or confidentiality and may compromise the personal se-
curity of the LEP person, as the stranger could have access to the LEP person's
personal identification information, such as his or her name, phone number, ad-
dress, social security number, driver's license number (if different from the social
security number), and medical Information, However, there are situations whera
proper application of the four factors would lead to a canclusion that recipient-
provided services are not necessary. An example of this is a voluntary educational
tour of an airport, or a train or bus station, There, the importance and nature of the
activity may be relatively low and unlikely to implicate Issues of confidentiality, con-
fllet of interest, or the need for accuracy. In addition, the resources needed and
sosts of providing language services may be high. In such a saefting, an LEP per-
son's use of family, friends, or others to interpret may be appropriate,

If the LEP pergon voluntarily chooses to provide his or her own Interpreter, a recip-
ient should consider whethar a record of that choice and of the recipient's offer of
assistance is appropriate. Where precise, complete, and accurate interpretations
of translations of information and/or testimony are critical, or where the competen.
¢y of the LEP person's interpreter is not established, a reciplent might declde to
provide its own, independent interpreter, even if an LEP person wants to use his or
her own interpreter as well. Extra caution should be exercised when the LEP per-
son chooses to use a minor as the interpreter, While the LEP person's decision
should be respected, there may be additional jssues of competency, confidentiality,
or conflict of interest when the choice involves using children as interpreters. The
recipient should take care to ensure that the LEP person's choice is voluntary, that
the LEP person is aware of the possible problems if the preferred interpreter is a
minor child, and that the LEP person knows that a competent interpreter could be
provided by the recipient at no cost.

B. Wiritten Language Services (Translation)

Translation is the replacement of a written text from one language (source lan-
guage) into an equivalent written text in another language (target language). What
documents should be translated? After applying the four-factor analysis, a recipient
may determine that an effective LEP pian for Its particular program or activity in-
cludes the translation of vital written materials into the language of each frequently
encountered LEP group eligible to be served and/or likely to be affected by the re-
cipient's program. Such written materials could include, for example: Driver's [i-
cense, automobile registration, and parking permit forms. Parking tickets, citation
forms, and violation or defliciency notices, or pertinent portions thersof, Emeargency
transportation information, Markings, signs, and packaging for hazardous materials
and substances. Signs in bus and train stations, and in airports. Notices of public
hearings regarding recipients' proposed transportation plans, projects, or changes,
and reduction, denial, or termination of services or benefits. Signs in walting
rooms, reception areas, and ather initial points of entry. Notices advising LEP per--
sons of free language assistance and language identification cards for staff (le., ™l
speak” cards). [[Page 74005]] Statements about the services available and the
right to free language assistance servicas in appropriate non-English languages, in



brochures, booklets, outreach and recruitment information, and other materials
routinely disseminated to the public. Writien tests that do not assess English-
language competency, but test competency for a particular license, job, or skill for
which knowing English is not required. Applications, or instructions on how to par-
ticipate in a recipient's program or activity or to receive recipient benefits or ser-
vices,

Consant Forms

Whether or not a document (or the information it solicits) is “'vital" may depend up-
on the importance of the program, information, encounter, or service involved, and
the consequence to the LEP person if the information in question is not accurate or
timely. For instance, applications for bicycle safety courses should not generally be
considered vital, whereas access to safe driving handbooks could be considered
vital. Where appropriate, recipients are encouraged to create a plan for conslstent-
ly determining, over time and across their varlous activitles, what documents are
“vital' to the meaningful access of the LEP populations they serve, Classifying a
document as vital or non-vital is sometimes difficuit, especially in the case of out-
reach materials iike brochures or ather information on rights and services. Aware-
ness of rights or services is an important part of “'meaningful access," as lack of
awaraness may effectively deny LEP individuals meaningful access. Thus, where a
recipient is engaged in community outreach efforts i furtherance of its programs
and activities, it should regularly assess the needs of the populations frequently
encountered or affacted by the program or aclivity o determine whether certain
critical outreach materiale should be translated. Community organizations may be
helpful in determining what outreach materials may be most helpful to translate,
and some such translations may be made mors effective when done in tandem
with other ocutreach methods, including utilizing the ethnic media, schools, and reli-
gious and community arganizations to spread a message,

Sometimes a very large document may include both vital and non- vital infor-
mation. This may also be the case when the title and = phone number for obtaining
more information on the contents of the document in frequently encountered lan-
guages other than English is critical, but the document is sent out to the general
public and cannot reasonably be translated into many languages. Thus, vital infor-
mation may include, for instance, providing Information in appropriate languages
regarding where an LEP person might obtain an interpretation or franslation of the
document. Into what languages should documents be translated? The extent of the
recipient's obligation to provide written translations of documents should be deter-~
mined by the recipient on a case-by-case basis, iooking at the totality of the cir-
cumsiances in light of the four-factar analysis. Because translation is a one-time
expense, consideration should be given to whether the upfront cost of translating a
document (as opposed to oral intarpretation) shouid be amortized over the likely
lifespan of the document when applying this four-factor analysis. The languages
spoken by the LEP individuals with whom the recipient has frequent contact de-
termine the languages into which vital documents should be transtated. However,
bacause many DOT recipients serve communities in large cilies or across an entire
state and regularly serve areas with LEP populations that speak dozens and some-



times more than 100 languages, it would be unrealistic to translate all written mate-
fals into each language. Although recent technological advances have made it
easler for reciplents to store and share transiated documents, such an undertaking
would Incur substantial costs and require substantial resources, However, well-
substantiated claims of lack of resources to translate all such documents into doz-
ens or more than 100 languages do not necessarily relieve the recipient of the ob-
ligation to translate vital documents into at least several of the more frequently en-
countered languages. The recipient should then set benchmarks for continued
translations inta the remaining languages over time.

$afe Harbor

Many recipients would like to ensure with greater cerfainty that they comply with
thelr obligations to provide written translations in languages other than English.
Paragraphs (a) and (b) below outiine the circumstances that can provide a "safe
harbor” for recipients regarding the requirements for translation of written materi.
als. A “safe harbor" means that if a recipient provides written translations under
these circumstances, such action will be considered strong evidence of compliance
with the recipient's written-translation obligations under Title VI. The failure to pro-
vide written translations under the circumstances outlined in paragraphs (a) and (b)
does not mean there is nongompliance. Rather thess paragraphs merely provide a
guide for recipients that would like greater certainty of compliance than can be pro-
vided by a fact-intensive, four-factor analysis, For example, even If a safe harbor Is
not used, If written translation of a certain document(s) would be so burdensome
as to defeat the legitimate objectives of its program, it is not necessary, Other ways
of providing meaningful access, such as effective oral Interpretation of certain vital
dacuments, might be acceptable under such circumstances. Safe Harbor, The fol-
lowing actions will be considered strong evidence of compliance with the recipi-
ent's written-translation obligationa:

(a) The DOT recipient provides written translations of vital documents for each eli-
gible LEF language group that constitutes 5% or 1,000, whichever is less, of
the population of persons eligible i be served or likely to be affected or en-
countered. Translation of other documents, if needed, can be provided orally; or

(b) If there are: fewer than 50 persons in a language group that reaches the 5%
trigger in (a), the recipient does not translate vital written materials but pro-
vides written notice in the primary language of the LEP language group of.
the right to recelve competent oral interpretation of thoss written materials,
free of cost.

These safe harbor provisions apply to the translation of written documents only.
They do not affect the requirement to provide meaningful access to LEP individuals
through competent oral interpreters where oral language services are needed and
are reasonable.



Competence of Translators

As with oral interpreters, translators of written documents should be competent.
Many of the same considerations apply. However, the skill of translating Is very dif-
ferent from the skill of interpreting, and a person who is a competent Interpreter
may or may not be competent to translate, and vice versa, Particularly where vita)
documents are being translated, compstence can often be achieved by use of cer-
tified translators. Certification or accreditation may not always be possible or nec-
essary. \10\ Competerice can often be ensurad by having a second, independent
translator check the work of the primary translator. Alternatively, one translator can
transtate the document, and a second, independent [[Page 74096]] translator could
translate it back into English to check that the appropriate meaning has been con-
veyed. This is called LEP "*back translation,"

\IO\ For those languages in which no formal accreditation exists, a particular level
of membership in a professional translation assoclation can provide some indicator
of professional competence.

Translators should understand the expected reading level of the audience and,
where appropriate, have fundamenta) knowledge about the target language
group's vocabulary and phraseolegy. Sometimes direct translation of materials re-
sults in a translation that is written at a much more difficult level than the English-
language version or has no relevant equivalent meaning. 11\ Community organi-
zations may be able to help consider whether a document s written at an appro-
priate level for the audienca, Likewise, consistency in the words and phrases used
to translate terms of art, legal, or other technical or programmatic terms helps
avoid confusion by LEP individuals and may reduce costs, Creating or using al-
ready created glossaries of commonly used terms may be useful for LEP persons
and translators and cost effective for the recipient. Providing translators with ex-
amples of previous accurate translations of similar material by other recipients or
Federal agencles may algo be helpful,

V1A For instance, although there may be languages that do not have a direct trans-
lation of some legal, technical, or program- related terms, the translator should be
able to provide an appropriate translation. The translator shouid likely also make
the recipient aware of this. Recipients can then work with transiators to develop a
consistent and appropriate set of descriptions of those terms in that language that
can be used again, when appropriate.

While quality and aceuracy of translation services are critical, they are nonetheless
part of the appropriate mix of LEP services required. For instance, documents that
are simple and have no Important consequences for LEP persons who rely on
them may be translated by translators who are less skilled than important docu-
ments with legal or other information upon which reliance has important conse-
quences (including, e.g., driver's license written exams and decuments regarding
important benefits or services, or health, safety, or legal information). The perma-
nent hature of written translations, however, imposes additional responsibility on



the recipient to ensure that the quality and accuracy permit meaningful access by
LEP persons. Vil. Elements of an Effective Implementation Plan on Language As-
sistance for LEP Persons After completing the four-factor analysis and deciding
what language assistance services are appropriate, a recipient should develop an
implementation plan to address the identified needs of the LEP populations it
serves, Although recipients have considerable flexibility in developing such a plan,
maintaining a periodically updated written plan on language assistance for LEP
‘parsons (“LEP plan®) for use by recipient employees serving the public would be
an appropriate and cost-effective means of documenting compliance and providing
a framewark for the provision of timely and reasonable language assistance. Such
written plans may aiso provide additional benefits to a recipient's managers in the
areas of fraining, administration, planning, and budgeting, Thus, recipients may
choose to document the language assistance services in their pian, and how staff
and LEP persons can access those services. Certaln DOT recipients, such as
those serving very few LEP persons or those with very limited resources, may
choose not to develop a written LEP plan. However, the absence of a written LEP
plan does not obviate the underlying obligation to ensure meaningful access by
LEP persons to a racipient's program ar activities, In that event, a recipient should
consider alternative ways fo reasonably articulate a plan for providing meaningful
access, Early input from entities such as schools, religlous organizations, commu-
nity groups, and groups working with new immigrants can be halpful in forming this
planning process. The following five steps may be helpful in designing an LEP plan
and are typically part of effective implementation plans.

{1) ldentifying LEP individuals Who Need Language Assistance

There should be an assessment of the number or proportion of LEP individuals
eligible fo be served or encountered and the frequency of encounters pursuant to
the first two factors In the four-factor analysis. One way to determine the language
of communication is to use language identification cards (or ™'l speak cards"), whigh
invite LEF persons to identify their language needs to staff. Such cards, for in-
stance, might say, **| speak Spanish" in both Spanish and English, or "'l speak VI-
etnamese” In both English and Vietnamese. To reduce costs of compllance, the
- Federal Govemment has made a sat of these cards available on the Internet, The
Census Bureau's | speak card” can he found and downloaded at
ttp:ffwww.usdoj.govicrt/cor/13166.htm. When records ars normally kept of past in-
teractions with members of the public, the language of the LEP person can be in-
cluded as part of the record. In addition to helping employees identify the language
of LEP persons they encounter, this process will help in future applications of the
first two factors of the four-factor analysis. In addition, posting notices in commonly
encountered languages notifying LEP persons of language assistance will encour-
age them to self- identify.

(2) Language Assistance Measures

An effective LEP plan would likely include information about the ways in which tan-
guage assistance will be provided. For instance, recipients may want to include in-
formation on at least the foliowing:



Types of language services available.

How recipient staff can obtain those services.

How to respond to LEF callers.

How to respond to written communications from LEP persons.
How to respond to LEP individuals who have in-person
contact with recipient staff.

How to ensure competency of interpreters and translation?
services,
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(3) Training Staff

Staff members should know their obligations to provide meaningful access tg
informaticn and services for LEP persons, and all emplayees in public contact po-
sitions should be properly trained. An effective | EP plan would likely include train-
ing to ensure that: Staff knows about LEP policies and procedures. Staff having
contact with the public (or those in a recipient's custody) is trained to work effec-
tively with in-person and telephone interpreters. Recipients may want to include
this training as part of the orientation for new employees. Recipients have flexibility
in deciding the manner in which the training is provided, and the more frequent the
contact with LEP persons, the greater the need will be for in-depth training, How-
ever, management staff, even if they do not interact regularly with LEP persons,
should be fully aware of and understand the plan so they can reinforce its im-
portance and ensure its implementation by staff.

(4) Providing Notice to LEP Persons

Once an agency has decided, based on the four factors, that it will provide lan-
guage services, it is important that the recipient notify LEP persons of services
available free of charge. Recipients should provide this notice in languages LEP
persons would understand. Examples of notification that recipients should consider
include: [[Page 74097]] Posting signs in intake areas and other entry points. This is
important so that LEP PErsons can learn how to access those language services at
initial points of contact, This is particularly true in areas with high volumes of LEP
persons seeking access to certain transportation safety information, or other ser-
vices and activities run by DOT recipients. 112\

12\ For instance, signs in intake offices could state that free language assistance
is available. The signs should he translated into the most common languages en-
countered and should explain how to get the necessary language assistance. The
Social  Security  Administration has made such signs  available gt
http:/iwww.ssa.govimuliilangua eflanglisti.him.DOT recipients could, for example,
modify these signs for use in programs, activities, and services.

Stating in outreach documents that language services are available from the agen-
Ccy. Announcements could be in, for instance, brachures, booklets, and in cutreach
and recruitment information These statements should be transiated into the most



common languages and could be “tagged” onto the front of common documents.
Working with community-based organizations and other stakeholders to inform

dating the LEP Plan Recipients should, where appropriate, have a process for de-
teymining, on an ongoing basis, whether new documents, programs, services, and
acfivities need to be made accessible for LEP individuals, and they may want to
provide notice of any changes in services to the LEP public and to employees, |n
addition, recipients should consider whether changes in demographics, types of
services, or other needs require annual reevaluation of their |_EP plan. Less fre.
quent reevaluation may be more appropriate wherg demagraphics, services, and
needs are more static. Ona good way to evaluate the LEP plan is to seek feadbhack
from the community. In their reviews, recipients may want to consider assessing
changes in:

» Current LEP populations in the service area or population
affacted or encountered,

* Frequency of encounters with LEF language groups,

» Nature and importance of activities to LEP persons.

¢ Availability of resources, including technological
advances and sources of additional resources, and the cosis imposed.

* Whether existing assistance is meeting the needs of LEP
persons.

»  Whether staff knows and understands the LEP plan and how
to Implemant it,

*  Whether identified sources for assistance are stil
avallable and viable.

In addltion to these five elements, effective plans get clear goals, management ac-
countability, and opportunites for community input and planning throughout the
process.

VIii. Voluntary Compliance Effort

The goat for Title VI and Title VI regulatory enforcement is to achieve voluntary
compliance. DOT enforces Title Vi as it applies {o recipients’ responsibilities to
LEP persons through the procedures provided for in DOT's Title Vi regulations (40
CFR part 21, portions of which are provided in Appendix A). The Title VI regula-

ather information that alleges or indicates possibie noncompliance with Title VI or
its regulations. If the investigation results in a finding of compliance, DOT will in-



form the recipient in writing of this datermination, including the basis for the deter-
mination. DOT uses voluntary mediation to resoive most complaints. However, if a
case is fully investigated and results In a finding of noncompliance, DOT must in-
form the recipient of the noncompliance through a Letter of Findings that sets out
the areas of noncompliance and the steps that must be taken to correct the non-
compliance. It must attempt to secure voluntary compliance through informal
rmeans. if the matter cannot be resolved informally, DOT must secure compliance
through the termination of Federal assistance after the DOT recipient has been
given an opportunity for an administrative hearing and/or by referring the matter to
DOJ with a recommendation that appropriate proceedings be brought to enforce
the laws of the United States. In engaging in voluntary compliance efforts, DOT
proposes reasonable timetables for achleving compliance and consuits with and
assists recipients in exploring cost-effective ways of coming into compliance. In de-
termining a recipient's compliance with the Title VI regulations, DOT's primary con-
cern Is to ensure that the recipient's policies and procedures provide meaningful
access for LEP persons to the recipient's programs, activities, and services. While
all recipients must work toward building systems that will ensure access for LEP
individuals, DOT acknowledges that the implementation of a comprehensive sys-
tem to serve LEP individuals is a process and that a system will evolve over time
as it is implemented and periodically reevaluated. As recipients take reasonable
steps to provide meaningful access to federally assisted programs and activities for
LEP persons, DOT will look favorably on intermediate steps reciplents take that are
consistent with this guidance, and that, as part of a broader implementation plan or
schedule, move their service delivery system toward providing full access to LEP
persons. This does not excuse noncompliance but instead recognizes that full
compliance in all areas of a recipient's activities and for all potential language mi-
nority groups may reasonably require & series of implementing actions over a peri-
od of time. However, in developing any phased implementation scheduia, DOT re-
cipients should ensure that the provision of appropriate assistance for significant
LEP papulations or with respect to activities having a significant impact on the
health, safety, legal rights, or livelihood of beneficiaries Is addressed first. Recipi-
ents are encouraged to document their efforis to provide LEP persons with mean-
Ingful access to federally assisted programs and activities.

IX. Promising Practices

The following examples are provided as ilustrations of the responses of some re-
ciplents to the need to provide services to LEP persons, and are meant to be inter-
esting and useful exampies of ways in which LEP reciplents can provide language
services. Reciplents are responsible for ensuring meaningful access to all portions
of their program or activity, not just the portions to which DOT assistance is target-
ed. So long as the language services are accurate, timely, and appropriate in the
manner outlined in this guidance, the types of pramising practices summarized bhe-
low can assist recipients in moving toward ([Page 74098]) meeting the meaningful
access requirements of Title VI and the Title VI regulations. Thase examples do
not, however, constitute an endorsement by DOT, which will evaluate recipients'
situations on a case-by-case basis using the factors described elsewhers in this



guidance. Language Banks. In several parts of the country, both urban and rural,
community organizations and providers have created language banks that dispatch
competent interpreters, at regsonable rates, to participating organizations, reduc-
ing the need to have on-staff interpreters for low-demand languages. This ap-
proach is particularly appropriate where there is a scarcity of language services or
whers there is a large variety of language needs but limited demand for any pattic-
ular language. Language Support Offices, A state social services agency has es-
tablished an **Office for Language Interpreter Services and Translation.” This of-
fice tests and certifies all in-house and contract interpreters, provides agency-wide
support for translation of forms, client mailings, publications, and other written ma-
terials into non-English languages, and monitors the policies of the agency and its
vendors that affect LEP persons, '

Some recipients have established working fiaisons with togal community colieges
to educate the LEP community in transportation matiers, One city formed a multi-
lingual/multi-agency task force to address language barriers and the concerns of
the affected communities. The task force completed a survey of city staff with mui-
tilingual skills in order to identify employeas willing to serve as interpreters and is
preparing lists of community and cultural organizations. Use of Technology. Some
recipients use their Internet andfor intranet capabilities to store translated docuy-
ments online, which can be retrieved as nesded and easily shared with other offic-
es. For exampie, a multi-language gateway on a Web page could be developed for
LEP parsons and the public to access documents translated into other languages.
Telephone Information Lines and Hotlines. Recipients have subscribed to tele.
phone-based interpretation services and established telephone information lines in
common [anguages o instruct callers on how to leave a recorded message that
will be answered by someone who speaks the caller's language. For example, a
recipient may chaose fo adopt a program similar to the National Highway Traffic
Safety Administration’s (NHTSA's) Auto Safety Hotline, which has four representa-
tives who speak Spanish and are available during normal hotline business hours
(Mon.-Fri,, 8 a.m.-10 p.m, eastern time). 113\

13\ The evening hours permit people from the West Coast (where a significant
humber of LEP persons reslde) to call after work, providing an option for instrue-
tions in Spanish, a separate queue, and Spanish-speaking operators,

Signage and Other Qutreach. Recipients have provided information about ser-
vices, benefits, eligibility requirements, and the availabllity of free language assis-
tance, in appropriate languages by:
a) posting signs and place cards with this information in public placas such as
grocery stores, bus shelters, and subway stations:
b} putting notices in print media and on radio and television stations that serve
LEP groups or broadcasting in languages other than English; 114\
¢} airing videos and public service announcements for non-English-speaking
residents;
d) placing flyers and signs in the offices of community- based organizations
that serve large populations of LEP persons:



e) distributing information at places of worship, ethnic shopping areas,
and other gathering places for LEP groups;

f) using posters with appropriate languages designed to reach potential benefi-
ciaries: and ‘

g) developing pictures, images, figures, or icons that could be understandable
alternatives to written words.

\1.4\ Notiﬂcations should be delivered in advance of scheduled LEP meetings or
events to allow time for persons to request accommodation and participate,

DOT agencies and recipients have implemented numerous language access
services:

DOT's Pipeline and Hazardous Materials Safety Administration (formerly known
as the Research and Special Programs Administration), at 49 CFR Sec. Sec,
1982.616 and 195.440, requires pipaline officers to establish a program for effac-
tive reporting by the public of gas pipeline emergencies to the operator or public
officials, also providing that the program must be conducted in English and other
common languages.

V15\ We recommend that recipients consider the appropriateness of such an ap-
proach to meet their individual service pravigion needs.

\i5\ “"Each [pipeline] aperator shall astablish a continuing educational program
to enable customers, the public, appropriate government organizations, and
pergons engaged In excavation related activities to recognhize a gas pipeline
emergency for the purpose of reporting it to the aperator or the appropriate pub-
lic officials. The program and the media used should be as comprehensive as
necessary to reach all areas in which the operator transports gas. The program
must be conducted in English and in other languages commonly understood by
a significant number and concentration of the non-English speaking papulation
in the operator's area.” 49 CFR

Sec. 192.616. Section 195.440 of title 49, Code of Federal Regulations, imposes
similar requirements in the case of hazardous liquid or carbon dioxide pipsline
emergencios,

DOT's National Highway Traffic Safety Administration (NHTBA) has translated
the National Standardized Child Passenger Safety Training Program curriculum
into Spanish. The course, designed to help communities work with parents and
caregivers on the proper installation of child safety seats, has been pilot tested
and is scheduled to be available to the public by early 2006 through many na-
tional Latino organizations and State Highway Safety Offices.

DOT's Federal Motor Carrier Safety Administration (FMCSA) division offices in
California, Arizona, New Mexico, Texas, and Puerto Rico employ personnel
conversant in Spanish to communicate the agency's critical safety regulations.
The Del Rio, Texas, Palice Department Impiemented the El Protector program in
Del Rio and developed public service broadeasts in Spanish about fraffic safety
issues such as loading and unloading school buses, drinking and driving, and



pedestrian safety. Emergency Medical Services (EMS) staff in Los Angeles re-
ported that their system is equipped to recelve calls in more than 150 lan-
guages, although Spanish is the most frequent language used by 911 caliers
who do not speak English. District of Columbia DMV information, forms, and
support material are available in German, Spanish, French, Russian, Dutch, and
Portuguese and can be downloaded from the division's Web site. The DC DMV
also provides a "City Services Guide" in Chinese, Korean, Spanish, and Viet-
namese. DC's “Click It or Ticket" program material and information on child
safefy seat loaner programs and fitting station locations are available in Span-
Ish. The New Jersey Depariment of Motor Vehicles administers driver's license
tests in mare than 15 languages, including Arabic, French, Greek, Korean, Por-
tuguese, and Turkish, \16\

-

\16\ DOT recommends that state agencies share such information, to avoid the
hecessity of each agency performing every translation.

In North Dakota, while the Traffic Safety Office acknowledges a limited minority
population requiring assistance with translation, the Driver Licensing Unit offers
the option of an oral test in Spanish.

The lowa Department of Transportation (IDOT) provides a Spanish version of
the Commercial [[Page 74099]]

Driver's License knowladge test using a touch screen computer, and study
guides of the lowa Driver's Manual in Albanian, Bosnian, Russian, Vietnamese,
and Korean. IDOT established a Haison with a local community college to pro-
vide education for Bosnian refugees cencerning the Commercial Motor Vehicle
driving course. \17\

\_177\ DOT especially recommends the idea of working with local community col-
leges to educate the LEP community in transportation matters.

The Wisconsin DOT created a 3rd grade level study guide, the Motorist Study
Manual Easy Reader, which was translated by the Janasville Literacy Council
into Spanish. Wisconsin DOT also provides the regular 8th grade level version
of the Reader in English, Spanish, and Hmong; a Motorcycle Study Manual in
English and Spanish; and @ CDL (Commercial Driver's License) Study Manual in
English and Spanish. In addition, Knowledge and Highway Sign Tests are writ-
ten in 13 languages other than English, recorded on audiocassette tapes in Eng-
lish and Spanish, or orally interpreted by bilingual staffers obtained from a roster
of Wiseonsin DOT employees who speak, read, or write foreign languages. The
ldaho Office of Traffic and Highway Safety implemented a Spanish-language
safety belt media campaign to educate its Hispanic community on the statewide
“Click It, Don't Risk It1" program to boost seat belt use. Information appears in
Unido, Idaho's largest Spanish-language newspaper, and warns all motorists to
buckle up or risk recelving a safety belt citation. The New Mexico State Highway
and Transportation Department, with Federal Highway Administration (FHWA)
support, provides Spanish-language translations of its Right-of-Way Acguisition



and Relocation brochures and also employs bilingual right-of-way agents to dis-
cuss project impacts in Spanish. The State of Oregon developed a report on
multilingual services provided by state agencies. State agencies will use the fi-
nal document to enhance their existing programs, including expanding commu-
nication efforts to serve and protect all Oregonians.

The Texas DOT utilizes bilingual employses in its permit office to provide in-
- struction and assistance to LEP Spanish-speaking truck drivers when providing
permits to route ovenweight trucks through Texas. In its “On the Job Training
Supportive Services Program” Texas DOT has used Spanish-language teievi-
slon to inform people who have difficulty reading English of opportunities in the
construction industry.

When the Virginia Department of Transportation (VDOT) became aware that
several Disadvantaged Business Enterprise (DBE) firms were about to be re-
moved from construction projects in Northern Virginia because they required
cettified concrete inspectors, and that they could not comply because the con-
crete inspection test was only offered in English, it used supportive services
funding from the Federal Highway Administration to translate the training manu-
al and test material into Spanish. VDOTD aiso provides tutoring for the DBE
firms. The Virginla State Police maintains a written list of interpreters available
statewide to troopers through the Red Cross l.anguage Bank, as well as univer-
sities and local police departments,

The Colorado State Patrol produced safety brochures in Spanish for farmers
and ranchers. It has also printed brochures in Spanish pertaining to regulatory
requirements for trucking firms. In preparation of its 20-year planning document,
the Transportation Concept Report, the California DOT (Caltrans) held a public
meeting titled " Planning the Future of Highway 1" in the largely Hispanic city of
Guadalupe, through which Highway 1 runs. The meeting was broadcast on the
local public access channel since many of the Spanish-speaking residents po-
tentially affected by Highway 1 projects rely on the channel to recelve public af-
fairs informatlon. Caltrans provided a Spanish-language interpreter during the
meeting and also made its Spanish-speaking public affairs officer available to
meet with participants individually. During project planning for interstate im-
provements along Interstate 710 in California, engineers presented ""goad” al-
lernatives to the affected communities; however, the proposed highway expan-
sion would have removed low-income hames in communities that are 98%
Spanish speaking. To ensure that their concerns were heard, California identi-
fled the affected communities and facilitated the establishment of Community
Advisory Commitees that held bilingual workshops between engineers and the
public. The Minnesota DOT authored a manual detailing its requirements to pro-
vide access to all residents of Minnesota under environmental Justice standards,
which included Ideas such as publishing notices in non-English newspapers,
printing notices In appropriate languages, and providing interpreters at public
meetings. In New Mexico, the Zuni Entrepreneurial Enterprises, Inc. (ZEE) Pub-
lic Transportation Program designed the Zuni JOBLINKS program fo develop,
implement, and maintain a transportation system to [ink Native Americans and
other traditionally unserved/underserved persons in the service area to needed



vocational training and employment opportunities, Outreach for the program in-
cluded radio announB+cements and posting of signs in English and Zuni that
described ZEE's services and provided ZEE's phone number, Washington, DC's
Metropolitan Area Transit Authority (WMATA) publishes pocket guides regarding
its system in French, Spanish, Gemnan, and Japanese, and has a multi-
language website link. In North Dakota, Souris Basin Transportation (SBT)
started using visual logos on the sides of the vehicles to help illiterate passen-
gers identify the bus on which they wers riding. Although the illiteracy rate has
dropped among seniors, SBT kept the logos on its vehicles for use by the Qgrow-
Ing LEP population and also added volunteers who speak languages other than
English {such as Spanigh, German, Norwegian, Swedish, and French) available
by phone to drivers and staff,

New York City Transit MetroCard vending machines are located in every station
and contain software that allows them to be programmed in three languages in
addition to English, based upon area demographics. Currently, these machines
are capable of providing information in Spanish, French, French Creole, Rus-
sian, Chinese, Japanese, ltalian, Korean, Greek, and Polish, The Metropolitan
Atlanta Rapid Transit Authority (MARTA) advertises upcoming service and fare
changes in Spanish, Korean, Vietnamese, and Chinese language newspapers.
MARTA also produces a bilingual (Spanish/English) service modifications book-
let. The Fort-Worth Transportation Authority communicates information about
sefvice and fare changes in Spanish and English, It recruits 8panish-speaking
customer service representatives and bus operators and has a community out-
reach lialson who is bilingual. The transit provider also provides a Spanish-
language interpreter at all public meetings.

The Sait Lake City Intemational Airpart maintains a list of 35 bilingual and multj-
lingual employees who speak one of 19 languages (including three dialects of
Chinese) and their contact information. The list is published in the [[Page
74100]] Airport Information Handbook and pravided to all airport employess.
The airport also contracts with a telephonic Interpretation service to provide on-
demand telephane interpretation services to beneficiaries. The Port of Seatile
has 16 “Pathfinders” on staff who act as guides and information sources
throughout the Seattle Tacoma International Airport. A key selection criterian for
Pathfinders Is multiingual ability, The Pathfinders collectively speak 15 lan-
guages and are often called on to act as interpreters for travelers who do not
speak English. Pathfinders greet all international flights and are assigned to do
80 based on language skills. Seattle Tacoma International Airport's trains carry
announcements In Engiish, Japanese, and Korean. The Port of Seattle contrib-
uted $5,000 to the creation of the City of Tukwiia's “Newcomars Guide,” which
is published in six languages and includes information about the airport and Air-
port Jobs, a referral service for employment at the airport. The following is a
sample notice that would be useful for recipients to add to the publications or
signs for their programs, services, or activities, in order to notify LEP individuals
of the availability of materials and services in other languages. Sample Notice of
Availability of Materials and Services FOR FURTHER INFORMATION, CON-
TACT: For hearing-impaired individuals or non-English-speaking attendees



wishing to arrange for a sign language or foreign ianguage interpreter, please
call or fax [name] of [organization] at Phone: XXX-Yyy-2zzz, TTY. Xxx-yyy-zz2zz, or
Fax; xxx- yyy-zzzz," \18)

\18\ i theré is a known and substantial LEP population that may be served by
the program discussed in the notice, the notice shouid be in the appropriate
non-English language.

. Appendix A toa DOT Guidance DOT's Title VI regulation (49 CFR part 21) states
the following, in relevant part: Sec. 21.5 Discrimination prohibited.

(a) General, No person In the United States shall, on the grounds of race,
color, or national origin be exciuded from participation in, be denied the
benefits of, or be otherwise subjected to discrimination under, any pro-
gram to which this part applies.

(b} Specific discriminatory actions prohibited:

(1) A recipient under any program to which this part applies may not, direcily or
through contractual or other arrangements, on the grounds of race, color, or fa-
tional origin,

L. Deny a person any service, financial aid, or other benefit provided under
the program;

li.  Provide any service, financial aid, or other benefit to a person which is dif-
ferent, or is provided in a different manner, from that provided to others
under the program;

iii. Subject a person to segragation or separate treatment in any matter relat-
ed to his receipt of any service, financial aid, or other benefit under the
program,;

Iv.  Restrici a person in any way in the enjoyment of any advantage or privi-
lege enjoyed by others receiving any service, financial ajd, or other benefit
under the program;

v. Deny a person an opportunity to parficipate in the program through the
provision of services or otherwise afford him an apportunity to do so which
is different from that afforded by others under the program, or

vl.  Deny a person the opportunity to participate as a.member of & planning,
advisory, or similar body which is an integral part of the program.

(2) A recipient, in determining the types of services, financial aid, or other bene-
fits, or facilities which wilt be provided under any such pragram, or the class of
person to whom, or the sltuations in which, such services, financial aid, other
benefits, or facilities will be provided under any such program, or the class of
persons to be afforded an opportunity to participate in any such program; may
not, directly or through contractual or other arrangements, utilize criteria or
methods of administration which have the effect of subjecting persons to dis-



crimination because of their race, color, or national origin, or have the sffect of
defeating or substantially impairing accomplishment of the objectives of the pro-
gram with respect to individuals of a particular race, color, or national origin.

(3) The enumeration of specific forms of prohibited discrimination in this para-
graph does not limit the generality of the prohibition in paragraph (a) of this sec-

tion,

* ok H kK

(4) This part does not prohibit the consideration of race, color, or national origin
if the purpese and effect are to remove or overcome the consequences of prac-
tices or impediments which have restricted the availability of, or participation in,
the pragram or activity receiving Federal financial assistance, on the grounds of
race, color, or national origin.

(FR Doc. 05-23972 LEP 12-13-05; 8:45 am] BILLING CODE 4910-62-P



Appendix C

Non-Discrimination Complaint Procedure

The Louisiana Department of Transportation and Davelopment’s Non-Discrimination Complaint Procedure is
made avallable in the following locations:

O Agency website

O Hard copy in the central office

' Agency Titla VI Plan

Any individual, group of individuals or entity that believes they have been discriminated against on the
basis of race, color, national origin, disability, sex, age low-income or LEP (Limited English Proficiency)
by the Louisiana Department of Transportation and Development (LADOTD) may file a Non-
Discrimination complaint by completing and submitting the agency’s Non-Discrimination Complaint

Form.

A complaint must be filed with the Loulsiana Department of Transportation and Development no
later than 180 days after the following:
1. The date of the alleged act of discrimination: or
2. The date when the person(s} became aware of the alleged discrimination; or
3. Where there has bsen a continuing course of conduct, the date on which that conduct was
discontinued of the latest instance of the conduct.

Once the complaint is received, the Louisiana Department of Transportation and Development
will review it to determine if our office has jurisdiction. The complainant will receive an
acknowledgement [etter informing her/him whether the complaint will be investigated by our office.

The Louisiana Department of Transportation and Development has 45 days to investigate the
complaint,

After the investigator reviews the complaint, she/he will issue ons of two (2) letters to the complainant:
a closure lefter or a letter of finding (LOF).
v' A closure lefter summarizes the allegations and states that there was not a
v"discrimination violation and that the case will be closed.
v A letter of finding (LOF) summarizes the aflegations and the interviews regarding the alleged
incident, and explains whether any disciplinary action, additional training of the staff member,
or other action wilt oceur. :

If the complainant wishes to appeal the decision, she/he has 180 days after the date of the letter or
the LOF to do so. LADOTD will analyze the facts of the case and will issue its conclusion fo the
appellant within 60 days of the receipt of the appeal.

LADOTD maintains a Non-Discrimination Complaint Log for internal tracking purposes. All information
contained within the complaint log is kept confidential.



Non-Discrimination Complaint Form

The Louisiana Department of Transportation and Development Non-Discrimination Complalnt Procedure is
made avallable In the following locations:

0 Agency website
O Hard copy in the central office
O Agency Title VI Plan

TSection i

Name:

Address:

Telephone (Home): Telephone (Work):

Electronic Mail Address:

Accessible Format | Largs Print Audio Tape

Requirements? TDD Other
'-Sec_tiPnll-: B e T T Lo

Are you ﬂlirig tH.i's complaint on your 6wn behalf? . - : Yés* . No

*If you answered "yes" to this question, go to Section 1.

If not, please supply the name and relationship of the person for whom you
are complaining:

Please explain why you have filed for a third party:

Please confirm that you have obtained the permission of the aggrieved party | Yes No
if you are filing on behalf of a third party.

Section lll: ~ '

. I .berieﬁe.the discrimination | experiehcéd was bkés-éd on {check all that apply}
[JRace []Color []National Origin  [] Disability []Sex [JAge []income Status [ILEP
Date of Alleged Discrimination (Month, Day, Year):

Explain as clearly as possible what happened and why you believe yau were discriminated against. Describe all persons
who were involved. Include the name and contact information of the person{s) who discriminated against you (if known)
as well as names and contact information of any witnesses, If more space is needed, please use the back of this form
or a separate sheet of paper,

SectionlV ™

Have you préviously filed a 't.:omplaint with this age.nc.y? Y‘es ' No

Secfion V-




Have you filed this complaint with any other Federal, State, or [ocal agency, or with any Federal or State court?
[1Yes []1No

If yes, check all that apply:

[ ] Federal Agency:
[ ] Federal Court [] State Agency
[ ] State Court [1 Local Agency

Please provide information about a contact person at the agency/court where the complaint was filed.

Name:
Title:
Agency:
Address:

Telephone:
’Seéﬂgn vl

Narﬁe éf agéncy complaint is against;

Contact person:
Title:

Telephone number:

You may attach any written materials or other information that you think is relevant to your complaint,

Signature and date required below

Signature Date

Please submit this form In person at the address below, or mail this form to:

Louisiana Department of Transportation and Development
Cynthia Harvey Douglas

Compliance Programs-Title VI/ADA

PO Box 94245

1201 Capitol Access Road

Baton Rouge, LA 70804-9245

Phone: 225.-379-1923

cynthia.douglas@la.gov



Appendix I

EPARTMENT OF COMMERCE
Ecenomics and Statistics Administration
CENSUS BUREAU

Hello, I'm from the U.S. Census Bureau. Is someone here now who speaks English and can help us?
If not, please write your phone number and someone will contact you in English.

Buenos dias (Buenas tardes), soy de la Oficina del Censo de los Estados Unidos. ;Se encuentra
alguien que hable inglés y pueda ayudarnos? Si no, por favor, anote su ntimero de teléfono
y alguien se comunicara con usted en espafiol.

Pérshéndetje, ung vij nga Zyra e Regjistrimit t& Popullsisé s& Sh.B.A-s8. A ndodhet dikush tani kétu
qé flet anglisht dhe mund t& na ndihmojé? Nése jo, ju lutemi shkruani numrin e telefonit tuaj dhe
dikush do t'ju kontaktojé né gjuhén shqipe.

WILFFEF 1 hh e St Bmde LG ¥ ¢ AT AFIHE RIR PILYIC AT ALY
PULTN O A2 hh,d M7 COAR ETCT L9490 NATICT POLESICT PR FATARE

a g i laiY) iaaty Gadd (¥ U 23 g0 b SpeY) sliaat) L e U (s e
Al B Gl ol oSy Jepuny oSale o) 00 ola Wi edm g0 Y T 13 $ne Ui

Punl tiq, Bu WWL-h Uwpnwhwiwph Rinipnghg bu: Lhplwe E wpyng dtbn, npp fununcd
£ Wlibpll L Quipnn £ Jbkq odult): breb ng, duptp Qbin hiznwhunuh hwdwpp W Qg hbwn
GUuwbdBl 3wjbpklng:,

T, Wi 28,1, T RS (A G | QT G G S e R R B 99 Sl
R ST FNQY FICS AT Y (S (8 A AT, WieAmta (P T e ey «re Sefta S s

IR ST 0w |

Paspetuerte fa BM Ce MPeACTaBs, a3 CbM CIyKUTEN Ha BropoTo no npebposisaHe Ha Hacenedvero
Ha CAlL, Mma nn Tyx HaKoif, KolATo roBopr aHrnuiicky u 6u Morsn Aa HA NOMOrHe? AKO HsMa,
MCnst, HanMIIETe CBos TenetoHeH HOMep, 33 [a MOXe HAXOH oT HaWuTe CNYKUTENW A3 BU ce

o6apu Ha Gbrrapoku,

USCENSUSBUREAU

01. English

02. Espafiol/
Spanish

03. Shqip/
Albanian

04, ~&{aTin/
Ambharic

05. 4y yll/
Arabic

06. 3wkpkEl/
Armenian

07. <t/
Bengali

08. 6vnrapckn/
Bulgarian

D-3309 19-24-2008)
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e Gurfinfiindurdifarpmmgemein g 41t pmy 1 lnssmns Gedooeimumanatgodnmegmodn
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aig 2 pmd8emae yunmws wegrdgudgren ihosnmniBandoagmbmantas 4

B, RENREAAEERTHEN., RXBEEYERUETN A TEBRA 2 R%
7 BETHNREEH , AENEARPUERRE,

. RENRBAOEERETHEY. FREEEERFEREEHATURIBRM ? W0

REE  BETENEFRE , <8068 AR P SURRBTIE.

Dobar dan, ja sam iz AmeriSkog biroa za cenzus. Ima Ii ovdje nekoga tko govori engleski i moze
nam pomodi? Ako nema, molim Vas da napiSete svoj broj telefona, pa éemo stupiti s Vama u
kontakt na hrvatskom jeziku.

Dobry den, jsem z Amerického Gfadu pro séitani lidu (U.S. Census Bureau), Je zde nékdo, kdo
hovolf anglicky a mize nam pomoci? Pokud ne, napidte prosim své telefonni &islo a nékdo Vas
bude kontaktovat v &esting,

Lok ol o Ul odvabia 45k s (sl 8 sl ponnte VL 30 csjbad usdl Y 53 (e Dl
R0 San 5 03 S K8 Ty La g adily Ay ST alB oo U A8 il o Adiad (s
s e Lad by (ol (laal 4y ety | ey gl poat Gl ety

Kudual, yen ye raan de maktam de kuén de koc de Amerika. Non raan ye jam & thon de Linglith 16y
b& wok kony & k& looiku? Na liu, ke yi gb%r telepundu ku anor raan bé yiin col & thuonjan.

Hallo, ik ben van het Amerikaanse Census Bureau. Is er iemand hier die Engels spreekt en ons kan
helpen? Als dat niet zo is, wilt u dan uw telefoonnummer opschrijven? Dan zal lemand telefonisch
contact mei u opnemen in het Nederlands,

D-3308 (09-24-2008)

09.

10.

11.

12,

13.

14,

15.

16.

17.

Bdes/

Burmese

manigy/
Cambodian

3/

Chinese
(Simplified)

X/

Chinese
{Traditional)

hrvatski/
Croatian

Cestina/
Czech

s/
Dari

Thuonjén/
Dinka

Nederlands/
Dutch

Page 2
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Bonjour, je travaille pour le Bureau de Recensement des Etats-Unis. Y a-t-il quelqu’un ici qui patle
anglais et puisse nous aider ? Sinon, notez votre numéro de téléphone pour que quelqu’un puisse
vous contacter en Francais,

Guten Tag, ich komme im Auftrag des Bundesbiiro zu Durchfuhrung von Volkszihlungen.
Kann ich mit jemandem sprechen, der Englisch spricht und der uns helfen kann? Wenn nicht,
schreiben Sie bitte lhre Telefonnummer auf und es wird sich jemand in deutschet Sprache mit
Ihnen in Verbindung setzen,

I'sié oag,

Eiuaote and tny Yimpeoia Anoypagpiis tov HITA. Eiver xavelc e5d owe ™ oTyui} mov mAdel Ayyakd ve pog
egunmpetiosy; Av Oy, napakerd onuewhoTs To MALpOVH o0 Ko Bo Erkovaviesl kirowg podi cag

oro EAAHNIKA.

Bonjou, mwen se anpwlaye biwo resansman ameriken, Eske m ka pale ak yon moun nan kay la ki
konn pale angté ? Si pa gen moun nan kay fa ki pale angle, tanpr elari nimewo telefdn ou pou yon
moun kki pale kreyol ayisyen rele w.

2197 YRR 12T 1T VA2 OB TR W ORI MR Y 09K P22 TIWRR "IN, 0V
P72V 1O BINR WP MEY AW 035w PHIL 1002 AR 12N RIN KDY 7702 2%

ooll, U, SO el % € T ol wet Yur B @t ¥ S R derer o7 ok B Haw 9 wedr 27
e &, o T ST B e o sl i wfie smud e ¥ et ade)

Nyob zoo. Kuv tuaj hauv Teb Chaws Asmeskas Chaw Suav Pej Xeem tuaj. Puas muaj lee] twg nyob
hauv tsev uas txaw] lus Askiv thiab pab tau peb? Yog tsis muaj, thov sau koj tus xov tooj tseg, mam li
muaj ib tug neeg hais lus Hmoob hu tuaj rau koj.

J6 napot kivanok, az Egyestilt Allamok Néepszamlalasi Hivatalste] vagyok. Van a kézelben valaki, aki
beszé] angolul, és segfteni tud nekiink? Ha nem, kérem, frja le a telefonszamat, &s kapesolatba fogunk
lépni Onnel magyarul,

D-3309 (0s-24-2000)

18.

19,

20.

21

22.

23.

24.

25,

26.

cs”Ju/
Farsi

Francais/
French

Deutsch/
German

EAnviké/
Greek

kreyol ayisyen/
Haitian Creole

vy
Hebrew

Hindi

Hmoob/
Hmong

Magyar/
Hungarian
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Hello, taga Census Bureau ako ng U.S. Adda kadi kadakayo nga makapagsarita ti English ken mabalin
nga tumulong kaniami? Nu awan paki surat yo iti numero iti telepono yo ta adda iti tumawag kaniayo
nga ag llocano,

Salve, chiamo da parte del Census Bureau degli Stati Unitl. C'2 qualcuno che parla inglese ed
& In grado di alutarci? In caso negativo, scriva il numero di telefono e sara contattato da qualcuno
che parla Italiano.

chALEE, REKESRERORETT, CESICHERZERCE LoBECIB AV
BPHHAVNES>LYLRTF?ELVEVEGE, SHLOHEEESEHHEVLETRE,
AAEERTRANIEBEEVLLET,

pHEStMQ. M Ol QIR BAIZoM (ST U&LICH Wo{E MRSt AI= B Sol X588 =9
Fal = e 20| o7 AL glod]l B, MEHEE Ho{FAH FHR o8 & 4 = Bl
o] od8rg =8l ZdgfLig,

o a5 Y ™ ! o ' el ot
FuUfLl), 29UWBIT mmnmumwaﬁmmmymcﬁag KNy FEMER ORI, ﬁ“ﬁcﬂgmu

) (] (==} Ea) L] <2 af
s}ﬂmmmwﬁmegﬁq wae g0 diewon@atad? wiub, NEQUIZJURN Tnaedugegnay
oy wonida sxfoomway dunagana.

Sveiki, a8 esu i3 JAV Gyventoju suradymo biuro. Ar &ia dabar yra kas nors, kas kalba anglikai
ir galéty mums padéti? Jei ne, praSome uZradyti savo telefono numerf ir su jumis susisieks
lietuviy kalba,

angald, smomd @) ey eavadcumd enyicoowilod aflamos, 80a[]71: avecuodisaym @yac@lal, magjoud
waflosacano anasas Macowlennad? megwlol, dlamaes aseleancad maud af®)ol modanss
BRI EERIG TU.aLIdleman el MOEeS MIMDLAgS)s.

Ya’at’ééh, Neeznaa nindhahadgo Bila’ashdla’ii nAéltah bil haz’4 bd naashnish. Haidaaish kd¢ Bilagdanaa big
zaad vee yatti’igi h61¢? *Adingo *éi nibéésh bee hane’é nih4 *4diilif d66 44 haida t°44 Diné Bizaad
yee yaki’igii nich’i’ ndhodceolnih.

TR, 7 FANEER ST ARRaeEe U | a5 @0 ded se e griiars e e #ife
IRy 7 e, wordedy el e dfafey bt wde aurdfad Srelt wmerar st e |

[3-3309 (0s-24-2009)

27. llocano/
llocano

28. ltaliano/
ltalian

29, HZRE/
Japanese

30, gH=04/
Korean

31, wagaRn/
Laotian

32. Lietuviu/
Lithuanian

33. DeiYost./
Malayalam

34. Diné Bizaad/
Navajo

35. st/
Nepali
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ﬁﬁ,?gﬁn.mf&@%eﬁ‘w&wﬁmﬁwlﬁfeﬁﬁﬁvﬁmﬁﬁﬁwmﬁm@m
Wwwﬁ?ﬁaﬁ,?mmmmmfmk@m@éﬁmw
f&% fuge agur |

Dzieni dobry. Jestem z Amerykafskicgo Biura Spisu Ludnodci. Czy ktog tutaj méwi po angielsku i mégiby
nam pomée? Jezeli nie, proszg napisaé swéj numer telefonu, & kto$ skontaktuje sig z Pafistwem po polsku,

Ola, sou do Servigo de censo dos Estados Unidos. Alguém aqui fala ingles e pode nos ajudar? Caso
contrario, escreva seu telefone e alguém vai enirar em contato com vocé em portugués.

Bund ziua, sunt de la Biroul de Recensimant al §.U.A. Este cineva aici, in acest moment, care vorbeste
englezi si ne poate ajuta? Daci nu, vi rog scriefi-vi numarul de telefon i cineva vi va contacta telefonic
in roména.

3ppascrsyitre! S npencraznsio Bropo RepenwcH HaceeHHs Coeaunennwx ITTaros, IIpreyrerByer saeck
KIO-HHGY(b, KTO TOBOPHT HO-AHITHACKH H MOT Gl 110MOUL Ham? Ecin mer, To, MOKAIYHCTA, MANMOTHTS CBOit
1eeYOHHEL HOMED, ATO6b! HAITH COTPYXHAKH MOINH no6ecenoraTh ¢ BAMM TI0-PYCCKH.

Hobap nam, ja cam n3 AMcpuaror 6upoa 3a HOLHE CTAHOBHHIITHEA, Ha 1 oBze uMa Hekora ko
TOBOPH CHIICCKT H MOXC 12 HaM Homorae? Ako HeMa, MomiM Bac za HamHmere croj 6poj
Tere(ona, ma hemo koHTaKTHpaTH ¢ BaMa Ha CPIICKOM jE3HKY.

Hallo, Waxaan anigu ka tirsanahay Xafiiska Tirakoobia Mareykanka. Halkan ciddi ma Joogta hadda
00 ku hadasha Ingitiisiga 0o na caawin karta? Haddi kalese, fadlan qor lambarka talafoonkaaga
markaasna qof ayaa kugulasoo xidhiidhi doona adiga Soomaalliga.

Halo, nimetoka Shirika la Sensa [a Merika Je, kuna mtu hapa sasa anayezungumeza Kiingereza
na anaweza kutusaidia? Ikiwa hakuna, tafadhali andika nambari yako ya simu na mtu atawasiiana
na wewe kwa Kiswahili,

Hello, Ako'y galing sa U.S, Census Bureau. Mayroon ba ditong marunong magsalita ng Ingles
at makakatulong sa amin ngayon? Kung wala, pakisulat ang telepono ninyo at may tatawag
sa inyo sa Tagalog,

D-3309 (0s-24-2008)

36,

37.

38.

39.

40,

41.

42,

43.

44,

et/
Panjabi

Polski/
Polish

Portugugs/
Portuguese

Roméni/
Romanian

pycekmit/
Russian

cpuckn/
Serbian

Soomaall/
Somali

Kiswahili/
Swahili

Tagalog/
Tagalog
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dvafnsu/ae my@ﬁmﬂumgumﬁmngﬁﬁmjué‘uyuTuQﬁs‘mnsgn%’ﬁéﬁ‘lmwaawgmmmﬁmq
miagjuulalaumdawlal afuay arlifiTioudesTnadwnRofisssiuisndnnanduy
1 laflunming

Jaem: el O Kehdel PHEMNC KHDL K920 AP &' WS ATI0HE HNE-LANF BhIny
HhehN? AN AL Ade 27 RPRHADT AMANLTIT® R4 BAETHI® Khdq° HEAN AT
Ménh-g hf:

Merhaba, A.B.D. Istatistik Birosu'ndanim. Orada Ingilizce konusan ve bize yardim edebilecek birisi
var mi7 Yoksa, llffen telefon numaranizi yazin, sizinle Tlirkge dilinde temasa gecilecek.

IIpueit, M 3 CHIA. Cercec Bropo. TyT € XT0Ch, XTO BOJIOIIE AHMHCHKOK MOBOK 1 MOKE
JomoMorTH HaM? Ao mi, Gyas Nacka, 3aUmIiTE BamI TeA¢ORIMHA HOMEp 13 BAMHE
3B’ SKYTHCS Ha YEpaiHchKil MoBi.

J—Jtﬂ}.‘{ﬁ;&)g‘-“ﬁg‘uﬁm‘-‘-‘%éius)su%QS-UHC“JJJHLEJM?"‘JAQ;‘:UA'u:w‘)]:’-J
C"‘”‘T’T u_a.‘uiauijsleuﬁ]@wgﬁt&!ﬁﬁalﬁj‘wg)Sj?)fLﬁmJS¢mL5Ju{_Ul
B o Skl e i) 53

Xin chao, t6i [4 nhén vién ciia Cyc Thng K& Dén S8 Hoa KY. ( day hién co ai bit néi tiéng Anh va c6 thé
gitip chiing t6i khong? Néu khong, xin vui léng ghi lai s dién thoai ciia quy vi. Chiting 51 58 lién lac lai v6i
quy¥ vi bing tigng Vit :

WP TIR WA BIDT ORI WIUR KT IRTRD PR LKTED 0IVE DUV TIRIIN YT NS 1P TR IR
TITITURIRD T BEN TWIOR TIX W0 TROYITE PR DRI D2 YU 01 aMR PEhYE 1IN
TR AR TR B

-3309 (0s-24-2008)

45. \wy/
Thai

46. +ICH/
Tigrinya

47. TURKCE/
Turkish

48, yxpainceka
MoBa,/
Ukrainian

19. 33 )l
Urdu

50. Ting Viét/
Vietnamese

51. W TR/
Yiddish
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Appendix E
Memorandum

U.8. Department of Transportation Federa! Highway Administration

Date:; April 7, 2006

Subject: ACTION: Implsmentation of Executive Order
13186-Improving Access to Services for People with Limited

English Proficiency

From; Frederick D. Isler, Associate Administrator for Civil Rights

To: Divislon Administrators, Directors of Resaurcs Centers,
Diractors of Field Services

Reply to: Attention of: HCR -10

On August 11, 2000, President Clinton issued Executive Order (EO) 131686 directing Federal
agencies to ensure that their program and activities are agcessible to personswith Limited English
Proficiency (LEP). The EO requires sach Federal agency to examine the services it provides and
develop and implement a system by which LEP persons can meaningfully access those services
conslstent with, and without unduly burdening, the fundamental mission of the agency. Fach
agency must prepara a plan to Improve access fo its Federally conducted programs and activities
(l.e., theservices it provides directiy to the pubiic) by sligible LEP persons.

In accordance with the £O, the U.S. Departmeant of Tranepertation (DOT) published revised
LEP guidelines concerning service and policies by recipients of Federaifinancial assistance Inthe
Federal Register (70 FR 74087) on December 14, 2005 (see attached). This guidance
supersedes existing guidance on the same subject originally published in the 66 ER 6733
(January 22, 2001). The purpose of this LEP policy guidance is to clarify the responsibilities
of recipients of Federal financial assistance from the USDOT recipients and assist them in
fuffiing thelr responsibilities to LEP persons, pursuant to Title VI of the Civil Rights Act of
19684 and implementing regulations. The guldance applies to all DOT funding recipients,
which include State departments of transportation, State matar vehicle administrations,
airport operators, metropolitan planning organizations (MPQ), and regional, State, and locai
transit operators, among many others. Additional information regarding DOT's LEP
guidance can also be found at hitp:/iwww.dotor.ost.dot gov/asp/len. as . The DOT guidance
. outlines four factors recipients should apply to the various Kinds of contacis they have with

the public to assess language needs and decide what reasonable steps they should take to
ensure meaningful access for LEP persons: '

1. The number or proportion of LEP persons eligible to be served or likely to
be encountered by a program, activity, or service of the recipient or grantee.

2. Thafrequency with which LEP individuals come in contact with the program.

3. The nature and importance of the pregram, activity, or service provided by the
reciplent to people's lives.
4. The resources avallable to the recipient and costs,



In accordance with the requirements, the FHWA's Office of Civil Rights is avallable to assist
with the implementation of the EO 13166, Please distribute this information to your State
partners, local government, MPOs, etc. and work with them in the implementation of the
LEP requirements.

Should you have any questions, please contact either Ms. Rosemarie Morales at (410)779-
7150, Ms. Linda J. Williams at (202)366-1604, or Ms. Ann Wicks at (202) 366-2213,

Thank you for your assistance In this important matter,

Attachment: .
LEP Guidelines, Federal Register (70FR 74087)

TEXT PDF (111 KB)

cc: Josaph Austin



“One Moment Please”

Language:
Albanian:
Arabic:
Chinesa:
French:
German:
Gujarath:
Hzitian Creole:
Hindi;
ltalian:
Japanese:
Korean:
Polish:
Portuguese:
Russian:
Spanish:
Swahili:
Tamil:

Vietnamese:

Appendix F

Written in Language
Nje minuié ju lutem.

Hliad o 433,

e

Un moment s'il vous plalt,
Einen Moment bifle,
Wazeldl &8 als Yoo gieail
Tanpri tann yon i momann.
AT O 9

Un momenlo per favora.
L EE L ETRA b N

A vlek A s
pMoment, prosze.

Um momento, por favor,

MOAOKAMTE, NOXUAYACTO.

Un momenio por faver.
Subir kidogo
Bla| Cleig g Hhbh

Xin el mdr chit

TOOL

Phonetic Pronunciation

~ nee-yeh mee-noo-teh you loo-tem

dakika meen fahdlock {(masculine)
dakika meen fahdlick (feminine)

ching show hoe

uhn mae-mon seal-voo-play
aye-nen maoment bee-teh
meherbani kariné ek pul thobsa
tan-pree fan yaw tee moe-maw
kreepya ek pal pratesksha karen
oon moe-mento pair fah-vore-ay
shosho omachi kudasal
jam-kan ki-da-ri-se-yo

moment proshah

um mea-mento, poor fah-ver
padazhdite, pazhalusta

oon moe-mento poor fah-var
s00-bee-re key-dough-go
dye-ya-vu seydu oru nimi-dom

sin char moe-chew

R T

SINTE2ERETALK

ﬂ@@f‘



Appendix G

LANGUAGE SURVEY FORM
Pursuant to Title VI of the Civil Rights Act of 1984 and Executive Order 13166,
“Improving Access to Services for Persons with Limited English Proficiency,” The
Louisiana Department of Trangportation and Development (LADOTD) is
conducting a survey in the Central Office to determine the level of potential
resources avallable within LADOTD for possible language translation and
interpretation. The Civil Rights Division has a language service contract that wili
be the primary source for interpretations. We anticipate using employees as a
back up resource from time to time, Disclosure of this information is strictly

voluntary,

[ Name: T Divisian: ]

Please indicate languages you speak In addition to English:
[ Spanish [ Polish |

| Chinese (Mandarin) | Portuguese |

[ Chinese (Cantonese) | Thai |

[ Japanese | Arapic |

{ Korean | Hebre?l

[ Russian | Hindi |

| Vietnamase [ Bosnian |

| Armenian | Punjabi |

| Cambadian (Khmer) | Urdu |

| German | Tagalog |

[ Haitian Creole | African Dialects |

( Hallan | Other]

[ Language #1: [

| Read | Fluent [ Passabla | Limited |

| Write | Fluent | Passable [ Limited |




| Speak | Fluent | Passable | Limited |

[Language #2:]

| Read | Fiuent [ Passable | Limited |

| Write | Fluent | Passable [ Limited )

[ Speak | Fluent | Passable [ Cimited |

[ Language #3:

| Read | Fluent | Passable | Limited |

| Write | Fluent | Passable | Limited |

| Speak [ Fluent | Passable | Limited |

Flease indicate whether you would be willing to provide language assistance.,

if you have any questions or need assistance, please contact LADOTD's Clvi
Rights Divislon at 225-379-1382.



