
NOTE: If you need an interpreter, translator, materials in alternate formats or other accommodations to access this service, activity or program, please call the 
phone number below at least three business days prior to the meeting. 
NOTA: Si necesita un intérprete, un traductor, materiales en formatos alternativos u otros arreglos para acceder a este servicio, actividad o programa, 
comuníquese al número de teléfono que figura a continuación tres días hábiles como mínimo antes de la reunión. 
LUS CIM: Yog hais tias koj xav tau ib tug neeg txhais lus, ib tug neeg txhais ntawv, cov ntawv ua lwm hom ntawv los sis lwm cov kev pab kom siv tau cov kev pab, 
cov kev ua ub no (activity) los sis qhov kev pab cuam, thov hu rau tus xov tooj hauv qab yam tsawg peb hnub ua hauj lwm ua ntej yuav tuaj sib tham. 
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AGENDA 
of the Executive Committee 

of the Capital Area Regional Planning Commission 
 

October 7, 2024                  Zoom Meeting                                         6:00 pm 
 
 
Meeting Accommodation: This meeting will take place via Zoom. You may participate in the meeting from 
your computer, tablet, smartphone, at this URL: 
https://us02web.zoom.us/j/83017658267?pwd=WjJqZXZXZWxuVDJGMVFYcmphWHhSdz09  
or by telephone at:  312-626-6799  (Webinar ID: 830 1765 8267, Passcode: 156398). If you need other 
accommodation to attend the meeting, please call Tanya Sime at 608-474-6017. 
 
Speaking at RPC Meetings: Oral comments from registered members of the public may be heard for individual 
agenda items when called upon by the Chair. The time limit for comments by each registrant will be three (3) 
minutes unless additional time is granted at the discretion of the Chair. The RPC may alter the order of the 
agenda items at the meeting. 
 
Written Communications:  Written communications intended to be provided to the Commission as part of the 
packet should be received in the RPC office no later than noon, seven (7) days prior to the meeting. Written 
communications, including emails sent to info@capitalarearpc.org, received after this deadline will be provided 
to Commissioners at the meeting. 
 
RPC Quorum may be Present:  RPC Commissioners who are not members of the Executive Committee may 
attend Executive Committee meetings which may constitute a quorum of the RPC. 
 
MISSION: Strengthen the region by engaging communities through planning, collaboration, and assistance. 
 
VISION: A region where communities create exceptional quality of life for all by working together to solve regional 
challenges. 
 
1. Establish Quorum 

2. Public Comment on Matters not on the agenda 

3. Minutes of the September 9, 2024, Executive Committee Meeting (actionable item) 

4. August 2024 Financial Statements and September 2024 Operating Account Reconciliation         
(actionable item) 

5. Performance Evaluation of the Agency Director – discussion about process 

6. Authorize Executive Director to Execute the 2025 FHWA Subrecipient Title VI Assurances and 
Implementation Plan Agreements Parts 1 and 2 (actionable item) 

7. Future Agenda Items (next meeting is Monday, November 11, 2024, via Zoom webinar at 6:00 pm) 

a. Resolutions in support of WEM Pre-Disaster Flood Resilience Grant applications due 11/30 (Nov) 
b. 2024 audit services agreement (Nov/Dec) 
c. Potential amendments to the 2025 CARPC budget (December) 
d. Renewed service contract with the opt-out towns (Nov/Dec) 

8. Adjournment 

https://us02web.zoom.us/j/83017658267?pwd=WjJqZXZXZWxuVDJGMVFYcmphWHhSdz09
mailto:info@capitalarearpc.org


 

  
 

Minutes 
of the Executive Committee 

of the Capital Area Regional Planning Commission 
 

September 9, 2024           Zoom Meeting                                 6:00 pm 
 
 
Commissioners Present: Maureen Crombie, Kris Hampton, Peter McKeever, Heidi Murphy, David Pfeiffer 

Commissioners Absent: Nick Zavos 
 
Staff Present: Tanya Sime, Jason Valerius 
 
Others Present: None 
 
1. Establish Quorum 

David Pfeiffer called the meeting to order at 6:00 pm. Quorum was established. 

2. Public Comment on Matters not on the agenda 

No Public Comment. 

3. Minutes of the August 5, 2024, Executive Committee Meeting (actionable item) 

Ms. Murphy moved for approval of the minutes of the August 5th, 2024, Executive Committee Meeting; Mr. Hampton 
seconded. The motion passed on a voice vote. 

4. July 2024 Financial Statements and August 2024 Operating Account Reconciliation         
(actionable item) 

Mr. McKeever moved for approval of the July 2024 Financial Statements and August 2024 Operating Account 
Reconciliation. Mr. Hampton Seconded. The motion passed on a voice vote. 
 

5. Recommending Approval of Resolution 2024-06 Adoption of the 2025 CARPC Budget (actionable item)  
 
Mr. Hampton moved to recommend approval of Resolution 2024-06 Adoption of the 2025 CARPC Budget. Ms. 
Crombie Seconded. The motion passed on a voice vote. 
 

6. Agreement to Provide Water Quality Management Planning Assistance to the Wisconsin Department of 
Natural Resources (actionable item) 
 
Mr. McKeever moved for approval of Agreement to Provide Water Quality Management Planning Assistance to the 
Wisconsin Department of Natural Resources.  Mr. Hampton Seconded. The motion passed on a voice vote. 
 

7. Future Agenda Items (next meeting is Monday, October 7, 2024, via Zoom webinar at 6:00 pm) 

The First Work Plan highlights in October and the Final in November.  

8. Adjournment 

Mr. Hampton moved for adjournment. Ms. Murphy seconded. The meeting was adjourned at 6:37 P.M. 

      Minutes taken by Tanya Sime and reviewed by Jason Valerius. 
 
       Respectfully Submitted 

 
  
____________________ 

       Kris Hampton, Secretary  
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET                October 7, 2024 
                      Item 4 
 
Re: Monthly Financial Reports (actionable item) 
 

Requested Action: 

Approval of the August 2024 Financial Statements and the September 2024 Operating Account 
 

Background: 

Continuous process improvement is the goal of the Agency regarding its financial systems, policies and 
procedures. This area continues to evolve as new technologies and standard practices are implemented, 
and new opportunities present themselves. 
 
Currently most of the accounting, finance and payroll processes are handled electronically except for 
some bank deposits since not all customers are able to make electronic payments. Each month the 
Administrative Services Manager prepares a full financial packet for review by the Executive Director and 
Commission Treasurer. Upon review and approval of the financial packet, the Executive Director and 
Commission Treasurer sign off on the packet cover sheet. In the absence of a treasurer, the Executive 
Director would sign off on them per the terms of the CARPC Bylaws. 
 
The Executive Committee then receives copies of the balance sheet, statement of operations and 
operating account reconciliation report(s) for review at their monthly meeting. 

 

Staff Comments: 

The Administrative Services Manager reviews the financials produced by the third-party accountants, 
creates the Operating Account Reconciliation report(s) and prepares a summary narrative and the monthly 
financial packet for review by the Executive Director and the Commission Treasurer each month. 
Requests for additional financial information or reports may be directed to the ASM. 
 

Attachments: 

1. August 2024 Agency Balance Sheet 
2. August 2024 Agency Budget vs. Actuals 
3. September 2024 Operating Account Reconciliation 

Staff Contact: 

Tanya Sime, Administrative Services Manager 
tanyas@capitalarerpc.org 
608 474 6017 

Next Steps: 

Ongoing discussions about improvements to the CARPC financial systems, policies, and procedures. 
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Capital Area Regional Planning Commission
Balance Sheet

As of August 31, 2024

  Wednesday, October 2, 2024 09:56 AM GMT-04:00   1/2

TOTAL

ASSETS

Current Assets

Bank Accounts

1000 OPERATING ACCOUNT 146,159.86

1001 MONEY MARKET ACCOUNT 100,081.04

1002 INVESTMENT ACCOUNT 1,053,679.37

1072 Bill.com Money Out Clearing 0.00

Total Bank Accounts $1,299,920.27

Accounts Receivable

1105 PROJECT AND GRANTS REC 36,100.51

Total Accounts Receivable $36,100.51

Other Current Assets

1110 UNBILLED ACCOUNTS REC 0.00

1150 PREPAID EXPENSES 2,941.53

1151 PREPAID INSURANCE 0.00

1152 PREPAID DENTAL INS 0.00

1153 PREPAID HEALTH INS 17,972.00

1154 PREPAID DISABILITY INS 2,175.13

1155 PREPAID RENT 0.00

1156 PREPAID LIFE INS 21.29

1157 PREPAID PARKING 383.94

1165 PREPAID LICENSES 1,065.09

1170 Undeposited Funds 0.00

Total Other Current Assets $24,558.98

Total Current Assets $1,360,579.76

Fixed Assets

1200 FURNITURE AND EQUIPMENT 7,171.66

1201 ACCUM DEP-FURNITURE/EQUIP -7,171.66

1210 RIGHT OF USE ASSET 6,076.50

1211 ACCUMULATED AMORTIZATION -2,751.44

Total Fixed Assets $3,325.06

TOTAL ASSETS $1,363,904.82
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Capital Area Regional Planning Commission
Balance Sheet

As of August 31, 2024

  Wednesday, October 2, 2024 09:56 AM GMT-04:00   2/2

TOTAL

LIABILITIES AND EQUITY

Liabilities

Current Liabilities

Accounts Payable

3000 ACCOUNTS PAYABLE 38,673.39

Total Accounts Payable $38,673.39

Credit Cards

3002 Park Bank CC 1,155.31

Total Credit Cards $1,155.31

Other Current Liabilities

3005 ACCRUED PAYROLL 40,437.18

3202 WRS PENSION PLAN 0.01

3206 WI DEF COMP PROGEAM 0.00

3300 UNUSED VACATION, WELLNESS 42,150.22

3500 SICK LEAVE ACCRUAL PAY 96,148.27

3600 DEFERRED/UNEARNED REVENUE 378,507.66

3650 INVEST IN CAPITAL ASSETS 0.00

3655 INVEST IN RIGHT OF USE 0.00

Total Other Current Liabilities $557,243.34

Total Current Liabilities $597,072.04

Total Liabilities $597,072.04

Equity

3700 PRIOR YEAR BALANCE 0.00

3701 PRIOR YEAR FUND BALANCE 801,957.11

3702 CURRENT FUND BALANCE 0.00

Net Income -35,124.33

Total Equity $766,832.78

TOTAL LIABILITIES AND EQUITY $1,363,904.82
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Capital Area Regional Planning Commission
Budget vs. Actuals: 8 Month Ended

January - August, 2024

Accrual Basis  Wednesday, October 2, 2024 10:01 AM GMT-04:00   1/3

TOTAL

ACTUAL BUDGET

Income

5100 PROPERTY TAX REVENUE

5101 DANE COUNTY PROP TAX-OTH 838,571.38 757,015.36

Total 5100 PROPERTY TAX REVENUE 838,571.38 757,015.36

5199 PASS THROUGH REVENUE

5220 COOP WATER RESOURCE MON 26,000.00 86,706.00

Total 5199 PASS THROUGH REVENUE 26,000.00 86,706.00

5200 STATE/FEDERAL GRANTS REV.

5202 EPA/DNR WATER PLANNING 142,992.67 63,333.36

5403 WisDOT PLAN INTEGRATION 4,728.64

Total 5200 STATE/FEDERAL GRANTS REV. 142,992.67 68,062.00

5300 FEES REVENUE 0.00

5301 FEES - SEWER EXTENSIONS 32,200.00 28,000.00

5302 FEES-USA/LSA APP REVIEW 66,083.83 50,000.00

Total 5300 FEES REVENUE 98,283.83 78,000.00

5303 SERVICES REVENUE

5304 LOCAL & REG PLAN ASSIST 22,484.77 33,333.36

Total 5303 SERVICES REVENUE 22,484.77 33,333.36

5500 OTHER REVENUE

5207 WI SALT WISE 63,378.31 73,333.36

5208 LAND USE CODE ASSESSMENT 0.00

5501 INTEREST INCOME 27,923.81 6,666.64

5502 MISCELLANEOUS REVENUES 8,339.62 52.00

Total 5500 OTHER REVENUE 99,641.74 80,052.00

Total Income $1,227,974.39 $1,103,168.72

GROSS PROFIT $1,227,974.39 $1,103,168.72

Expenses

6100 SALARIES AND LEAVE TIME

6101 DIRECT SALARIES & WAGES 594,445.01 529,020.64

6102 COMPENSATED LEAVE TIME 99,614.06 124,214.00

Total 6100 SALARIES AND LEAVE TIME 694,059.07 653,234.64

6104 FRINGE BENEFITS

6105 FICA BENEFITS 53,053.30 46,270.00

6116 LIFE INSURANCE 62.96 186.64

6117 DENTAL INSURANCE 7,219.74 9,427.36

6118 HEALTH INSURANCE 123,628.07 133,201.36

6119 DISABILITY INSURANCE 458.27 344.00

6120 COMMUTE CARDS 29.40 66.64

6121 WRS-ER CONTRIBUTION 27,837.16 41,350.00

6122 UNEMPLOYMENT 531.66 1,333.36

6124 WORKER'S COMPENSATION IN 2,301.00 2,266.64

006 10/3/24



Capital Area Regional Planning Commission
Budget vs. Actuals: 8 Month Ended

January - August, 2024

Accrual Basis  Wednesday, October 2, 2024 10:01 AM GMT-04:00   2/3

TOTAL

ACTUAL BUDGET

Total 6104 FRINGE BENEFITS 215,121.56 234,446.00

6200.1 OFFICE EXPENSES

6200 Contributions & Donations 666.64

6250 SUPPLIES 4,239.24 2,133.36

6251 PRINTING 1,440.49 533.36

6252 POSTAGE 3.21 66.64

6265 EQUIPMENT 5,372.74 3,666.64

6330 TELEPHONE 1,069.75 1,333.36

6341 ADMINISTRATIVE FEES 1,450.00 700.00

Total 6200.1 OFFICE EXPENSES 13,575.43 9,100.00

6280 INFORMATION TECHNOLOGY

6253 WEBHOSTING 96.00 144.00

6270 SOFTWARE 2,904.85 4,266.64

6275 IT SERVICES 1,953.52 8,000.00

Total 6280 INFORMATION TECHNOLOGY 4,954.37 12,410.64

6300 OCCUPANCY

6310 RENT 33,410.77 33,324.64

Total 6300 OCCUPANCY 33,410.77 33,324.64

6400 CONTRACTED SERVICES

6125 CONTRACTED SERVICE 53,020.84 20,000.00

6425 LEGAL SERVICES 2,033.50 2,666.64

6431 CONSULTING SERVICES 38,511.91 10,000.00

Total 6400 CONTRACTED SERVICES 93,566.25 32,666.64

6410 PASS THROUGH EXPENSES

6414 COOP WATER RESOURCE MON 144,198.25 83,068.00

6415 WisDOT PLANNING SERVICES 3,638.00

Total 6410 PASS THROUGH EXPENSES 144,198.25 86,706.00

6426 COMMISSION

6422 COMMISSION PER DIEMS 3,148.00 2,666.64

6423 COMMISSION TRAVEL 488.24 533.36

Total 6426 COMMISSION 3,636.24 3,200.00

6435 FINANCIAL SERVICES

6420 AUDIT 6,850.00 7,000.00

6430 PAYROLL FEES 2,624.97 2,000.00

6432 FINANCIAL SERVICES 20,529.29 25,800.00

Total 6435 FINANCIAL SERVICES 30,004.26 34,800.00

6500 TRAVEL AND TRAINING

6130 MEALS 3,452.67 2,560.00

6150 EMPLOYEE TRAVEL 6,687.64 4,666.64

6170 CONFERENCES & MEETINGS 6,056.41 4,306.64

6171 TRAINING 202.50 333.36

Total 6500 TRAVEL AND TRAINING 16,399.22 11,866.64
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Capital Area Regional Planning Commission
Budget vs. Actuals: 8 Month Ended

January - August, 2024

Accrual Basis  Wednesday, October 2, 2024 10:01 AM GMT-04:00   3/3

TOTAL

ACTUAL BUDGET

6600 OTHER

6172 DUES/MEMBERSHIP/SUBSCRIPTION 7,843.72 5,064.00

6411 EDUC/INFO/OUTREACH 730.00 666.64

6440 RECRUITMENT 666.64

6501 INSURANCE 5,329.50 4,524.64

6560 DEPRECIATION 0.00

6565 AMORITIZATION EXPENSE 270.08 405.36

Total 6600 OTHER 14,173.30 11,327.28

Total Expenses $1,263,098.72 $1,123,082.48

NET OPERATING INCOME $ -35,124.33 $ -19,913.76

NET INCOME $ -35,124.33 $ -19,913.76
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Date Check # Description X Withdrawals Deposits Balance
08/29/24 Beginning Balance (Reconciled)  $      146,159.86 
09/04/24 DP Void Berndt CPA For Fiscal Services             3,180.00  $      149,339.86 
09/04/24 EFT Berndt CPA/ WI SCTF Bi-Weekly Remittance Payment               (115.38)  $      149,224.48 
09/04/24 EFT Berndt CPA/ WI SCTF Bi-Weekly Remittance Payment          (35,733.97)  $      113,490.51 
09/06/24 XTF Scheduled online transfer to replenish Operating funds           40,000.00  $      153,490.51 
09/06/24 EFT Payroll B/ETF-WRS remittance            (1,976.00)  $      151,514.51 

9/9/2024 DP City of Middleton/ Inv. 2083/ USA Amendment #2405 Bala Properties             1,581.60  $      153,096.11 
09/09/24 DP Vierbicher/Inv. 2082/ Sew Ext. #175.24.09 Kwik Trip                800.00  $      153,896.11 
09/12/24 ACH Standard Insurance/ Employee premiums for Disability Ins               (160.91)  $      153,735.20 
09/13/24 EFT Delta Dental/ Monthly Employee Premium for September            (1,187.78)  $      152,547.42 
09/13/24 EFT Dean Health Plan/ EmployeeMonthly Health Insurance Premium for September          (14,169.40)  $      138,378.02 
09/17/24 EFT Village of Brooklyn Treasurer/Inv. 2089/ USA Amendment #2203 3340.35  $      141,718.37 
09/17/24 EFT D'Onofrio Kottke and Assoc./ Inv. 2085/ Sew Ext 06.24.38 400  $      142,118.37 
09/17/24 EFT Bullish Investments, LLC(Adam Ryan)/Inv. 2072/ 175.24.08                400.00  $      142,518.37 
09/18/24 EFT Berndt CPA/ WI SCTF Bi-Weekly Remittance Payment               (115.38)  $      142,402.99 
09/18/24 EFT Berndt CPA/ WI SCTF Bi-Weekly Remittance Payment          (36,532.08)  $      105,870.91 
09/20/24 XTF Scheduled online transfer to replenish Operating funds           40,000.00  $      145,870.91 
9/20/2024 XTF Berndt CPA LLC/ Fiscal Services for August            (1,930.00)  $      143,940.91 
09/20/24 EFT Payroll B/ETF-WRS remittance            (1,976.00)  $      141,964.91 
09/23/24 EFT Securian Financial Group/ Employee Premiums                  (47.82)  $      141,917.09 
09/24/24 EFT Payroll B/ETF-WRS remittance            (9,100.84)  $      132,816.25 
09/26/24 EFT Staff Reimbursement/ August expense for Sean Higgins                  (67.54)  $      132,748.71 
09/26/24 EFT Kleenmark/ Janitorial Supplies/Toiletpaper, Papertowel               (151.18)  $      132,597.53 
09/26/24 EFT US Geological Society/ Black Earth Creek Water Monitoring          (17,050.00)  $      115,547.53 
09/26/24 EFT Source One/ Monthly Servicing Invoice               (300.00)  $      115,247.53 
09/26/24 EFT Staff Reimbursement/ September expense for Sean Higgins                  (77.85)  $      115,169.68 
09/26/24 EFT Commissioner per diems/August               (180.82)  $      114,988.86 
09/26/24 EFT Commissioner per diems/August                  (50.00)  $      114,938.86 
09/26/24 EFT City of Madison Treasurer/ WisDOT - MPO 1 st Quarter            (6,736.18)  $      108,202.68 
09/27/24 EFT Econoprint/ Jason and Tanya business cards                  (88.00)  $      108,114.68 

9/30/2024 EFT ATT/ Monthly Internet Services - October               (196.20)  $      107,918.48 
09/30/24 EFT Park Bank Visa Pmt/ September Credit Card Pmt            (1,155.31)  $      106,763.17 

DP  $      106,763.17 
DP  $      106,763.17 

Total (Debits) and Credits (129,098.64)$    89,701.95$        $    106,763.17 Bank
Difference (39,396.69)$     

Accounts Payable Expenditures (129,098.64)$    
Accounts Receivable Deposits 89,701.95$       

Non-AR Items  $    106,763.17 Adjusted
Payroll-related Expenses  $      (85,549.65)

Transfers between Accounts 80,000.00$       

Comments

Capital Area Regional Planning Commission
Account Reconciliation for GL Account #1000 - Operating Account

For the Period Ending September 30, 2024

Operating Account

Reconciliation
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET       October 7, 2024 
                       Item 5 
 
Re: Performance Evaluation of the Executive Director 
 

Requested Action:   
 
Discussion about the process to evaluate the performance of the Executive Director 
 

Background: 
 
The Executive Director’s performance is evaluated annually by the Executive Committee which also serves 
as the Personnel Committee. An acceptable evaluation is required for approval of the annual merit 
increase.  
In 2022 the Agency Director provided a self-evaluation for the Committee. In 2023 the Committee agreed 
not to bother with an evaluation in his final months before retirement. 
The CARPC Personnel Manual includes an old “Executive Director Development Guide”. This is attached 
for discussion about how this process should work this year. 
 

Staff Comments: 

 

Attachments: 

1. Executive Director Job Description 
2. Executive Director Development Guide 

 

Staff Contact: 

Jason Valerius, Executive Director 
jasonv@capitalarearpc.org 
 

Next Steps: 

Performance review in December 
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Position Description: 

 

EXECUTIVE DIRECTOR, 
 

Capital Area Regional Planning Commission 
 

Madison, Wisconsin 

 

 
Position Summary:  
 

• The Executive Director of the Capital Area Regional Planning 
Commission is responsible for overall leadership of the Commission, 
including strategic direction; promoting implementation of the 
Regional Development Framework; team management; and financial 
oversight. The Executive Director serves as the public face and voice of 
the Commission, elevating its visibility and influence on regional 
planning and development. 
 

• The Executive Director manages a team of planning, environmental 
resources, and administrative professionals, currently 8 FTE 
(September 2023).  
 

• The Executive Director reports to 13 commissioners appointed by the 
Mayor of Madison, the Dane County Executive, the Dane County Cities 
and Villages Association, and the Dane County Towns Association.  
 

• The Executive Director works closely with a diverse group of 
stakeholders, including commissioners, Commission staff, 
government agencies, community leaders, private sector partners, 
and residents to shape the future of Dane County, Wisconsin through 
effective regional planning and development initiatives. 
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Key Responsibilities: 
 
External Responsibilities  
 

• Strategic Leadership. Develop and communicate a clear vision and 
strategy for the Commission, ensuring alignment with its mission and 
goals. 
 

• Advocacy and Public Relations. Serve as a spokesperson for the 
organization, advocating for its mission and goals through effective 
communication and public relations efforts. Build and maintain strong 
relationships with key stakeholders, including local governments, 
community organizations, business leaders, and resident constituents. 
 

• Policy Development and Collaboration. Collaborate with regional 
stakeholders to build consensus on regional plans and the policies 
and programs that carry them out regional development plans. Foster 
partnerships and collaborations with neighboring regions, 
governmental bodies, and relevant agencies to address regional 
challenges and opportunities. 

 
Internal Responsibilities  
 

• Team Management. Lead and mentor a dedicated team of 
professionals (currently 8 FTE), fostering a collaborative and results-
oriented work environment. Oversee staff prioritization and execution 
of a portfolio of projects and initiatives aimed at enhancing the 
region's economic, environmental, and social well-being. 

 
• Commission Support. Work with commission leadership to prepare 

agendas, manage monthly commission and committee meetings, 
foster collaboration, and support commissioners.  
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• Budget, Financial, and Administrative Management. Oversee the 
organization's budget, financial planning, human resources, and 
general administration to ensure smooth operations, fiscal 
responsibility, and sustainability. 
 

• Compliance. Ensure the Commission’s compliance with federal and 
state laws and regulations. 

 
 
Qualifications sought: 
 

• Proven executive leadership and team management experience, 
preferably in a regional planning commission or related organization. 
 

• Visionary thinking and a commitment to sustainable regional 
development. 
 

• Strong understanding of regional planning, land use, transportation, 
and infrastructure development. 
 

• Experience accomplishing policy and funding goals through public 
sector advocacy. 
 

• Knowledge of local and regional government structures and 
processes. 
 

• Demonstrated ability to build and maintain effective partnerships and 
collaborations. 
 

• Experience in budget management, financial oversight, and general 
organizational administration. 
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• Excellent public speaking, interpersonal, communication, and 
negotiation skills. 
 

• Bachelor's degree in Urban Planning, Public Administration, Business 
Administration, or a related field preferred. Master's degree preferred. 
Alternative backgrounds will be considered.  

 
 

Commitment to Equity & Inclusion 
 
As an employer, the Capital Area Regional Planning Commission strives to 
provide a work environment where diversity and differing opinions are 
valued, creativity is encouraged, continuous learning and improvement are 
fostered, teamwork and open/honest communication are encouraged, and 
meeting customer needs through quality service is a shared goal. All 
employees must be able to demonstrate multicultural competence – the 
awareness, knowledge, and skills needed to work with others who are 
culturally different from self in meaningful, relevant, and productive ways. 
Applicants from traditionally underrepresented populations including 
women, racial and ethnic minorities, and persons with disabilities are 
especially encouraged to apply. 
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Last revised on October 8, 2020 

Page 73 of 96 
 

 

APPENDIX C  
 
 
This section will require modification or outright deletion 
 
 
Executive Director Development Guide 
 
PURPOSE: To provide a basis for awarding or withholding salary step increases for the Executive 

Director and as a process for achieving mutual understanding and agreement concerning 
work performance. 

 
PROCESS: Personnel Committee receives notification that an evaluation for the Executive Director is 

due. 
 
Administrative Services Coordinator notifies Executive Director of upcoming evaluation and provides the 
Executive Director with a copy of Executive Director Development Guide and attached Executive 
Director Development Form. The interview date is set (provide at least one week notice). 
 
Executive Director performs self-evaluation and completes Executive Director Development Form. 
 
Personnel Committee completes Executive Director Development Form. 
 
Interview is held – Personnel Committee members discuss completed forms. Discrepancies are 
discussed, objectives refined, Executive Director development activities agreed upon, Executive 
Director’s suggestions/comments discussed and resolved or plans made to resolve them. 
 
Personnel Committee revises form, if appropriate, to reflect employee input. 
 
Executive Director and Personnel Committee members sign form. 
 
  

016 10/3/24



Last revised on October 8, 2020 

Page 74 of 96 
 

APPENDIX D  

Executive Director Development Form 

Personnel Committee Members and Executive Director review following: 

Statement of Performance: 
 
 Major accomplishments in past reporting 

period. 
 Personal qualities that typify the Executive 

Director’s performance. 
 Positive and negative work habits. 
 Pleasing aspects of the Executive Director’s 

performance. 
 Displeasing aspects of the Executive 

Director’s performance.  
 Adequacy of job description. 
 Adequacy in meeting established standards 

of performance/objectives 

Objective Statements: 
 
 What should be done that is not getting 

done now? 
 Are there work habit problems that should 

be remedied? 
 What things mentioned in statement of 

performance can be improved? 
 Are there special projects to be done? 
 Are there personal development 

objectives to be accomplished? 
 State objectives precisely with dates to be 

accomplished. 
o What is to be done? 
o When is it to be done? 
o How will you know when it is done? 

 
Executive Director Development Plans: 
 
 Short-term career goals 
 Long-term career goals 
 Needed or useful on-the-job training, 

inservice/outservice training to meet career 
goals. 

 Personal qualities that should be 
developed. 

 Training/special assignments that can help 
develop those qualities (leadwork, public 
speaking, written reports, etc.) 

 What things would the Executive Director 
want to do to change life positively? Can 
the RPC help in that change? 

 Job knowledge that needs developing. 
 How can the Executive Director be more 

productive? 

Executive Director Comments: 
 
 Was the Personnel Committee’s 

perception of your performance accurate? 
Why or why not? 

 How can work flow be improved? 
 How can your work environment be 

improved? 
 How can equipment/tools be improved? 
 What are barriers to productivity? 
 How can job be designed better? 
 Is job description accurate? 
 How can supervisor help get job done 

better/easier? 
 Other comments as desired. 
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET      October 7, 2024 
                      Item 6 
 
Re:  Authorization of the Executive Director to Execute the 2025 FHWA Subrecipient Title VI Assurances 

and Implementation Plan Agreements Parts 1 and 2 (actionable item) 
 

Requested Action:  Motion to authorize 

Background: 

As a recipient of Federal Highway Administration funds through the Wisconsin Department of 
Transportation (WisDOT), CARPC is required to comply with requirements of Title VI of the Civil Rights Act 
and related acts and regulations. 
 

Staff Comments: 

Subrecipient Title VI Assurances and Implementation Plan Agreements Part 1 and 2 establish CARPC will 
comply with the following nondiscrimination acts and will prepare and carry out a Title VI plan. The 
Agreements were requested by Tuesday, October 1. However, WisDOT has authorized CARPC to sign 
and return the agreements after its October 10th meeting.  

For future years, is this something the Executive Director can sign without Commission approval? 

Nondiscrimination Acts 

• Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d) provides: No person in the United States 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 162 (a) of the Federal Aid Highway Act of 1973 (23 U.S.C. 324) provides: No person shall, on the 
ground of sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under 
any program or activity receiving Federal assistance under this Title or carried on under this Title. 

• The Civil Rights Restoration Act of 1987 (P.L. 100-209), provides: Clarification of the original intent of Congress 
in Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, the Age Discrimination Act 
of 1975, and Section 504 of the Rehabilitation Act of 1973. The Act restores the broad, institution-wide scope and 
coverage of the nondiscrimination statutes to include all programs and activities of Federal-aid recipients, sub-
recipients, and contractors/consultants, whether such programs and activities are federally assisted or not. 

Attachments: 

1. 2025 FHWA Subrecipient Title VI Assurances and Implementation Plan Agreement Part 1 
2. 2025 FHWA Subrecipient Title VI Assurances and Implementation Plan Agreement Part 2 

 

Staff Contact: 

Caitlin Shanahan, Senior Community Planner & Outreach Coordinator 
caitlins@capitalarearpc.org 
608 474 6021  

 

Next Steps: 

Executive Director signs and submits agreements 
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FHWA SUBRECIPIENT 
TITLE VI/NONDISCRIMINATION ASSURANCES 

FFY 2025 

Page No. 1 
FFY 2025  Title VI Assurances 

Introduction 
All recipients of federal funds must comply with Title VI of the Civil Rights Act of 1964 (Title VI) and other 
Nondiscrimination statutes that afford legal protections. The Wisconsin Department of Transportation (WisDOT), a 
recipient of Federal Highway Administration (FHWA) financial assistance, is committed to ensuring nondiscrimination 
in all WisDOT programs and activities as demonstrated in our signed Assurances and Title VI Implementation Plan. 
Because WisDOT directly or indirectly extends FHWA funds to you, your organization is an FHWA Subrecipient that is 
required to provide the same Title VI commitment, assurances and plan.   

WisDOT is responsible for annual monitoring and reporting of the activities of its FHWA Subrecipients to verify 
compliance with Title VI of the Civil Rights Act of 1964 and other nondiscrimination statutes and regulations (hereinafter 
termed “Acts and Regulations”) and to validate continued eligibility for FHWA financial assistance.  The contents of this 
two-part TITLE VI ASSURANCES and IMPLEMENTATION PLAN AGREEMENT are the framework that assures 
organizational awareness, an implementation plan, and effectuating compliance with the Acts and Regulations.  
 
This document must be signed by the highest responsible official in the Subrecipient’s organization, typically the 
Executive Director.  The signed copy of this document is a binding legal agreement between WisDOT and the 
Subrecipient organization.  

 The first Section entitled Part 1: Title VI Assurances is consistent with US Department of Transportation Order 
Number 1050.2A, Standard Title VI/Non-Discrimination Assurances.  

o Be advised that the official signing these Assurances must appoint and/or identify an individual as 
Title VI Coordinator as required by 23 Code of Federal Regulations (CFR) 200 and 49 CFR 21, who 
shall be responsible for data collection and analysis, and data submission to WisDOT. Your signature 
on the attached document confirms that the listed appointee has the authority and resources to 
fulfill the requirements of the US DOT Standard Title VI/Nondiscrimination Assurances.  

 The second Section entitled Part 2: Implementation Plan Agreement outlines your organization’s Title VI activities, 
data collection, and reporting.  The signed agreement serves as your organization’s submission of its 
implementation plan. 

Note that signature and submission of the attached documents are only applicable to FHWA Title VI compliance. If 
your organization is subject to Title VI compliance requirements for other USDOT Operating Administrations or other 
recipients of federal funding, you are encouraged to review the requirements of each entity to ensure active 
implementation and assure compliance with appropriate, separate submissions. 

INSTRUCTIONS for Part 1: TITLE VI ASSURANCES 
1. Fill-in all blanks with the appropriate information (search for the word “Click” to find all blanks). 

2. The following Assurances must be signed, on page 7, by the highest responsible official in your 
agency/organization. 

3. Promptly submit the following document, completed, signed and scanned to the Wisconsin Department of 
Transportation, attention Taqwanya Smith taqwanya.smith@dot.wi.gov 

If you need assistance, please contact Taqwanya Smith by email taqwanya.smith@dot.wi.gov or phone at (608) 
266-8129. 

 
The following pages are the required Title VI Assurances to be signed and returned. 

020 10/3/24

mailto:taqwanya.smith@dot.wi.gov
mailto:taqwanya.smith@dot.wi.gov


FHWA SUBRECIPIENT  
TITLE VI/NONDISCRIMINATION ASSURANCES 

FFY 2025 

  Page No. 2 
FFY 2025   Title VI Assurances  

 
 
The following Part 1: Title VI Assurances document is a legally binding agreement between the 
Wisconsin Department of Transportation (WisDOT) and  [Click and type name of Subrecipient 
agency/organization], a WisDOT Subrecipient of Federal Highway Administration (FHWA) funds. 
 

SUBRECIPIENT TITLE VI COORDINATOR FOR FHWA ACTIVITIES AND MONITORING: 

NAME: Caitlin Shanahan   Title: Senior Community Planner & Outreach Coordinator 

ORGANIZATION: Capital Area Regional Planning Commission 

MAILING ADDRESS:  100 State St, Ste 400, Madison, WI 53703-2573 

EMAIL ADDRESS: caitlins@capitalarearpc.org 

PHONE: 608-474-6021 Fax : N/A 

 
Name of the signatory on Part 1: Title VI Assurances (see Page No. 7): [Click and type here to enter text] 
 
Does your organization require the approval of a Board or Commission to execute this Part 1: Title VI 
Assurances (click on box to insert “X”)?       Yes ☒  No ☐ 

If yes, provide date of expected Board or Commission approval:  October 7, 2024 

021 10/3/24



FHWA SUBRECIPIENT 
TITLE VI/NONDISCRIMINATION ASSURANCES 

FFY 2025 

Page No. 3 
FFY 2025  Title VI Assurances 

 

Title VI Policy Statement 
The Capital Area Regional Planning Commission, a WisDOT Subrecipient of FHWA funds, (hereinafter referred to as 
the “Subrecipient”) assures that no person shall, on the grounds of race, color, national origin or sex as provided by Title VI 
of the Civil Rights Act of 1964, Section 162 (a) of the Federal Aid Highway Act of 1973 (23 U.S.C. 324), and the Civil Rights 
Restoration Act of 1987 (P.L. 100.259) be excluded from participation in, be denied the benefits of, or be otherwise 
subjected to discrimination under any program or activity. The Subrecipient further assures every effort will be made to 
ensure non-discrimination in all programs and activities whether they are federally-funded or not.  

In other words, this organization has implemented procedures, policies and actions to ensure nondiscrimination in all of its 
programs and activities; and offers the signature of its highest official as a reasonable guarantee of compliance with all 
nondiscrimination laws and requirements.  

Authorities 
The above Title VI Policy Statement and the following provisions of these Assurances are provided under a range of federal 
Acts and Regulations [see 23 CFR 200.5(p)]. References to Title VI requirements and regulations are not solely limited to Title 
VI of the Civil Rights Act of 1964. Where appropriate, “Title VI requirements” also refer to the civil rights provisions of other 
federal statutes and related implementation regulations to the extent that they prohibit discrimination on the grounds of 
race, color, national origin or sex in all programs, activities and operations receiving federal financial assistance.  The Title VI 
authorities are: 

Nondiscrimination Acts 

• Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d) provides: No person in the United States 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 162 (a) of the Federal Aid Highway Act of 1973 (23 U.S.C. 324) provides: No person shall, on the ground of 
sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program 
or activity receiving Federal assistance under this Title or carried on under this Title. 

• The Civil Rights Restoration Act of 1987 (P.L. 100-209), provides: Clarification of the original intent of Congress in 
Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, the Age Discrimination Act of 
1975, and Section 504 of the Rehabilitation Act of 1973. The Act restores the broad, institution-wide scope and 
coverage of the nondiscrimination statutes to include all programs and activities of Federal-aid recipients, sub-
recipients, and contractors/consultants, whether such programs and activities are federally assisted or not. 
 

Nondiscrimination Regulations 

• 23 CFR 200, Title VI Program and Related Statutes-Implementation and Review Procedures 

• 49 CFR 21, Nondiscrimination in Federally-Assisted Programs of the Department of Transportation-Effectuation of 
Title VI of the Civil Rights Act of 1964 

• USDOT Order 1050.2A, Standard Title VI/Non-Discrimination Assurances 
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Part 1: TITLE VI ASSURANCES 
 

USDOT Standard Title VI/Non-Discrimination Assurances 
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The United States Department of Transportation (USDOT) 

Standard Title VI/Non-Discrimination Assurances 

DOT Order No. 1050.2A 

Page No. 5 
FFY 2025  Title VI Assurances 

 

The Capital Area Regional Planning Commission (herein referred to as the "Recipient"), HEREBY AGREES 
THAT, as a condition to receiving any Federal financial assistance from the U.S. Department of Transportation 
(DOT), through Federal Highway Administration, is subject to and will comply with the following: 

Statutory/Regulatory Authorities 

• Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d seq., 78 stat. 252), (prohibits discrimination 
on the basis of race, color, national origin); 

• 49 C.F.R. Part 21 (entitled Non-discrimination in Federally-Assisted Programs Of The Department Of 
Transportation—Effectuation Of Title VI Of The Civil Rights Act Of 1964); 

• 28 C.F.R. section 50.3 (U.S. Department of Justice Guidelines for Enforcement of Title VI of the Civil 
Rights Act of 1964); 
 

Federal Highway Administration may include additional Statutory/Regulatory Authorities here. 

The preceding statutory and regulatory cites hereinafter are referred to as the "Acts" and "Regulations," 
respectively. 

General Assurances 

In accordance with the Acts, the Regulations, and other pertinent directives, circulars, policy, memoranda, 
and/or guidance, the Recipient hereby gives assurance that it will promptly take any measures necessary to 
ensure that: 

"No person in the United States shall, on the grounds of race, color, or national origin, be 
excluded from participation in, be denied the benefits of or be otherwise subjected to 
discrimination under any program or activity, "for which the Recipient receives Federal 
financial assistance from DOT, including the (Federal Highway Administration). 

The Civil Rights Restoration Act of 1987 clarified the original intent of Congress, with respect to Title VI and 
other Non-discrimination requirements (The Age Discrimination Act of 1975, and Section 504 of the 
Rehabilitation Act of 1973), by restoring the broad, institutional-wide scope and coverage of these 
nondiscrimination statutes and requirements to include all programs and activities of the Recipient, so long as 
any portion of the program is Federally assisted. 

Federal Highway Administration may include additional General Assurances in this section or 
reference an addendum here. 
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FFY 2025  Title VI Assurances 

Specific Assurances 

More specifically, and without limiting the above general Assurance, the Recipient agrees with and gives the 
following Assurances with respect to its Federally assisted Rural Transportation Work Program: 

1. The Recipient agrees that each "activity," "facility," or "program," as defined in 21.23 (b) and 21.23 
(e) of 49 C.F.R. 21 will be (with regard to an "activity") facilitated or will be (with regard to a "facility") 
operated, or will be (with regard to a "program") conducted in compliance with all requirements 
imposed by, or pursuant to the Acts and the Regulations. 

2. The Recipient will insert the following notification in all solicitations for bids, Requests For Proposals 
for work, or material subject to the Acts and the Regulations made in connection with all  
Rural Transportation Work Program and, in adapted form, in all proposals for negotiated agreements 
regardless of funding source: 

"The Capital Area Regional Planning Commission. in accordance with the provisions of Title 
VI of the Civil Rights Act of 1964 (78 Stat. 252, 42 U.S.C. 2000d to 2000d-4) and the 
Regulations, hereby notifies all bidders that it will affirmatively ensure that any contract entered 
into pursuant to this advertisement, disadvantaged business enterprises will be afforded full and 
fair opportunity to submit bids in response to this invitation and will not be discriminated against 
on the grounds of race, color, or national origin in consideration for an award. " 

3. The Recipient will insert the clauses of Appendix A of this Assurance in every contract or agreement 
subject to the Acts and the Regulations. 

4. The Recipient will insert the clauses of Appendix B of this Assurance, as a covenant running with the 
land, in any deed from the United States effecting or recording a transfer of real property, structures, 
use, or improvements thereon or interest therein to a Recipient. 

5. That where the Recipient receives Federal financial assistance to construct a facility, or part of a facility, 
the Assurance will extend to the entire facility and facilities operated in connection therewith. 

6. That where the Recipient receives Federal financial assistance in the form, or for the acquisition of real 
property or an interest in real property, the Assurance will extend to rights to space on, over, or under  
such property. 

7. That the Recipient will include the clauses set forth in Appendix C of this Assurance, as a covenant 
running with the land, in any future deeds, leases, licenses, permits, or similar instruments entered into 
by the Recipient with other parties: 

a. for the subsequent transfer of real property acquired or improved under the applicable activity, 
project, or program; and  

b. for the construction or use of, or access to, space on, over, or under real property acquired or 
improved under the applicable activity, project, or program. 

8. That this Assurance obligates the Recipient for the period during which Federal financial assistance is 
extended to the program, except where the Federal financial assistance is to provide, or is in the form 
of, personal property, or real property, or interest therein, or structures or improvements thereon, in 
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which case the Assurance obligates the Recipient, or any transferee for the longer of the following 
periods: 

a. the period during which the property is used for a purpose for which the Federal financial 
assistance is extended, or for another purpose involving the provision of similar services or 
benefits; or 

b. the period during which the Recipient retains ownership or possession of the property. 

9. The Recipient will provide for such methods of administration for the program as are found by the 
Secretary of Transportation or the official to whom he/she delegates specific authority to give reasonable 
guarantee that it, other recipients, sub-recipients, sub-grantees, contractors, subcontractors, consultants, 
transferees, successors in interest, and other participants of Federal financial assistance under such 
program will comply with all requirements imposed or pursuant to the Acts, the Regulations, and this 
Assurance. 

10. The Recipient agrees that the United States has a right to seek judicial enforcement with regard to any 
matter arising under the Acts, the Regulations, and this Assurance. 

Federal Highway Administration may include additional Specific Assurances in this section. 

By signing this ASSURANCE, the Capital Area Regional Planning Commission also agrees to comply (and 
require any sub-recipients, sub-grantees, contractors, successors, transferees, and/or assignees to comply) with all 
applicable provisions governing the [Wisconsin Department of Transportation’s] access to records, accounts, 
documents, information, facilities, and staff. You also recognize that you must comply with any program or 
compliance reviews, and/or complaint investigations conducted by the [Wisconsin Department of 
Transportation]. You must keep records, reports, and submit the material for review upon request to [Wisconsin 
Department of Transportation], or its designee in a timely, complete, and accurate way. Additionally, you must 
comply with all other reporting, data collection, and evaluation requirements, as prescribed by law or detailed in 
program guidance. 

The Capital Area Regional Planning Commission gives this ASSURANCE in consideration of and for obtaining 
any Federal grants, loans, contracts, agreements, property, and/or discounts, or other Federal-aid and Federal 
financial assistance extended after the date hereof to the recipients by the U.S. Department of Transportation 
under the Rural Transportation Work Program. This ASSURANCE is binding on [Wisconsin], other recipients, 
sub-recipients, sub-grantees, contractors, subcontractors and their subcontractors', transferees, successors in 
interest, and any other participants in the Rural Transportation Work Program. The person(s) signing below is 
authorized to sign this ASSURANCE on behalf of the Recipient. 
 

Capital Area Regional Planning Commission  
                                                        (Name of Sub-Recipient) 

By                             
 

(Signature of Authorized Official) 

DATED:     
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Appendix A 

Appendix A 
Title VI Assurances 

 
During the performance of this contract, the contractor, for itself, its assignees, and successors in interest (hereinafter 
referred to as the "contractor") agrees as follows: 

l.    Compliance with Regulations: The contractor (hereinafter includes consultants) will comply with 
the Acts and the Regulations relative to Non-discrimination in Federally-assisted programs of the U.S. 
Department of Transportation, (Federal Highway Administration), as they may be amended from 
time to time, which are herein incorporated by reference and made a part of this contract. 

2. Non-discrimination: The contractor, with regard to the work performed by it during the contract, will 
not discriminate on the grounds of race, color, or national origin in the selection and retention of 
subcontractors, including procurements of materials and leases of equipment. The contractor will not 
participate directly or indirectly in the discrimination prohibited by the Acts and the Regulations, 
including employment practices when the contract covers any activity, project, or program set forth in 
Appendix B of 49 CFR Part 21. [Include Federal Highway Administration specific program 
requirements.] 

3. Solicitations for Subcontracts, Including Procurements of Materials and Equipment: In all 
solicitations, either by competitive bidding, or negotiation made by the contractor for work to be 
performed under a subcontract, including procurements of materials, or leases of equipment, each 
potential subcontractor or supplier will be notified by the contractor of the contractor's obligations under 
this contract and the Acts and the Regulations relative to Non-discrimination on the grounds of race, 
color, or national origin. [Include Federal Highway Administration specific program requirements.] 

4. Information and Reports: The contractor will provide all information and reports required by the Acts, 
the Regulations, and directives issued pursuant thereto and will permit access to its books, records, 
accounts, other sources of information, and its facilities as may be determined by the Recipient or the 
(Federal Highway Administration) to be pertinent to ascertain compliance with such Acts, Regulations, 
and instructions. Where any information required of a contractor is in the exclusive possession of 
another who fails or refuses to furnish the information, the contractor will so certify to the Recipient or 
the (Federal Highway Administration), as appropriate, and will set forth what efforts it has made to 
obtain the information. 

5. Sanctions for Noncompliance: In the event of a contractor's noncompliance with the 
Nondiscrimination provisions of this contract, the Recipient will impose such contract sanctions as it or 
the (Federal Highway Administration) may determine to be appropriate, including, but not limited to: 

a. withholding payments to the contractor under the contract until the contractor complies; and/or 
b. cancelling, terminating, or suspending a contract, in whole or in part. 

6. Incorporation of Provisions: The contractor will include the provisions of paragraphs one through six 
in every subcontract, including procurements of materials and leases of equipment, unless exempt by 
the Acts, the Regulations and directives issued pursuant thereto. The contractor will take action with 
respect to any subcontract or procurement as the Recipient or the (Federal Highway Administration) 
may direct as a means of enforcing such provisions including sanctions for noncompliance. Provided, 
that if the contractor becomes involved in, or is threatened with litigation by a subcontractor, or supplier 
because of such direction, the contractor may request the Recipient to enter into any litigation to protect 
the interests of the Recipient. In addition, the contractor may request the United States to enter into the 
litigation to protect the interests of the United States. 
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Appendix B 

 Appendix B 
Title VI Assurances 

CLAUSES FOR DEEDS TRANSFERRING UNITED STATES PROPERTY 

The following clauses will be included in deeds effecting or recording the transfer of real property, structures, 
or improvements thereon, or granting interest therein from the United States pursuant to the provisions of 
Assurance 4: 

NOW, THEREFORE, the U.S. Department of Transportation as authorized by law and upon the condition that 
the (Capital Area Regional Planning Commission) will accept title to the lands and maintain the project 
constructed thereon in accordance with (Name of Appropriate Legislative Authority), the Regulations for the 
Administration of the Rural Transportation Work Program, and the policies and procedures prescribed by the 
(Federal Highway Administration) of the U.S. Department of Transportation in accordance and in compliance 
with all requirements imposed by Title 49, Code of Federal Regulations, U.S. Department of Transportation, 
Subtitle A, Office of the Secretary, Part 21, Non-discrimination in Federally-assisted programs of the U.S 
Department of Transportation pertaining to and effectuating the provisions of Title VI of the Civil Rights Act 
of 1964 (78 Stat. 252; 42 U.S.C. 2000d to 2000d-4), does hereby remise, release, quitclaim and convey unto 
the (Capital Area Regional Planning Commission) all the right, title and interest of the U.S. Department of 
Transportation in and to said lands described in Exhibit A attached hereto and made a part hereof. 
 

(HABENDUM CLAUSE) 

TO HAVE AND TO HOLD said lands and interests therein unto (the Capital Area Regional Planning 
Commission) and its successors forever, subject, however, to the covenants, conditions, restrictions and 
reservations herein contained as follows, which will remain in effect for the period during which the real 
property or structures are used for a purpose for which Federal financial assistance is extended or for another 
purpose involving the provision of similar services or benefits and will be binding on the (Title of Sub-
Recipient), its successors and assigns. 

The (Capital Area Regional Planning Commission), in consideration of the conveyance of said lands and 
interests in lands, does hereby covenant and agree as a covenant running with the land for itself, its successors 
and assigns, that (l) no person will on the grounds of race, color, or national origin, be excluded from 
participation in, be denied the benefits of, or be otherwise subjected to discrimination with regard to any 
facility located wholly or in part on, over, or under such lands hereby conveyed [, ] [and] * (2) that the (Capital 
Area Regional Planning Commission) will use the lands and interests in lands and interests in lands so 
conveyed, in compliance with all requirements imposed by or pursuant to Title 49, Code of Federal 
Regulations, U.S. Department of Transportation, Subtitle A, Office of the Secretary, Part 21, 
Nondiscrimination in Federally-assisted programs of the U.S. Department of Transportation, Effectuation of 
Title VI of the Civil Rights Act of 1964, and as said Regulations and Acts may be amended[, and (3) that in the 
event of breach of any of the above-mentioned non-discrimination conditions, the Department will have a right 
to enter or re-enter said lands and facilities on said land, and that above described land and facilities will 
thereon revert to and vest in and become the absolute property of the U.S. Department of Transportation and its 
assigns as such interest existed prior to this instruction]. * 

(*Reverter clause and related language to be used only when it is determined that such a clause is necessary in 
order to make clear the purpose of Title VI.) 
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Appendix C 
Title VI Assurances 

CLAUSES FOR TRANSFER OF REAL PROPERTY ACQUIRED OR IMPROVED 
UNDER THE ACTIVITY, FACILITY, OR PROGRAM 

 
The following clauses will be included in deeds, licenses, leases, permits, or similar instruments entered into by 
the (Capital Area Regional Planning Commission) pursuant to the provisions of Assurance 7(a): 

A. The (grantee, lessee, permittee, etc. as appropriate) for himself/herself, his/her heirs, personal 
representatives, successors in interest, and assigns, as a part of the consideration hereof, does hereby 
covenant and agree [in the case of deeds and leases add "as a covenant running with the land"] that: 

l. In the event facilities are constructed, maintained, or otherwise operated on the property described in 
this (deed, license, lease, permit, etc.) for a purpose for which a U.S. Department of Transportation 
activity, facility, or program is extended or for another purpose involving the provision of similar 
services or benefits, the (grantee, licensee, lessee, permittee, etc.) will maintain and operate such 
facilities and services in compliance with all requirements imposed by the Acts and Regulations 
(as may be amended) such that no person on the grounds of race, color, or national origin, will be 
excluded from participation in, denied the benefits of, or be otherwise subjected to discrimination 
in the use of said facilities. 

B. With respect to licenses, leases, permits, etc., in the event of breach of any of the above Non-discrimination 
covenants, (the Capital Area Regional Planning Commission) will have the right to terminate the (lease, 
license, permit, etc.) and to enter, re-enter, and repossess said lands and facilities thereon, and hold the 
same as if the (lease, license, permit, etc.) had never been made or issued. * 

C. With respect to a deed, in the event of breach of any of the above Non-discrimination covenants, the 
(Capital Area Regional Planning Commission) will have the right to enter or re-enter the lands and 
facilities thereon, and the above described lands and facilities will there upon revert to and vest in and 
become the absolute property of the (Capital Area Regional Planning Commission) and its assigns. * 

(*Reverter clause and related language to be used only when it is determined that such a clause is necessary to 
make clear the purpose of Title VI. 
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FHWA SUBRECIPIENT  
TITLE VI IMPLEMENTATION PLAN AGREEMENT 

FFY 2025 

Page No. 1 
FFY 2025  Title VI Implementation Plan Agreement 

Introduction 
All recipients of federal funds must comply with Title VI of the Civil Rights Act of 1964 (Title VI) and other Nondiscrimination 
statutes that afford legal protections. The Wisconsin Department of Transportation (WisDOT), a recipient of Federal Highway 
Administration (FHWA) financial assistance, is committed to ensuring nondiscrimination in all WisDOT programs and activities 
as demonstrated in our signed Assurances and Implementation Plan. Because WisDOT directly or indirectly extends FHWA 
funds to you, your organization is an FHWA Subrecipient that is required to provide the same Title VI commitment, assurances 
and plan.   

WisDOT is responsible for annual monitoring and reporting of the activities of its FHWA Subrecipients to verify compliance 
with Title VI of the Civil Rights Act of 1964 and other nondiscrimination statutes and regulations (hereinafter termed “Acts 
and Regulations”) and for validating continued eligibility for FHWA financial assistance.  The contents of this TITLE VI 
ASSURANCES and IMPLEMENTATION PLAN AGREEMENT FFY 2025 (hereinafter “2025 ASSURANCES AND AGREEMENT”) are 
the framework that assures organizational awareness, an implementation plan, and effectuating compliance with the Acts 
and Regulations.  
 
 The first Section entitled Part 1: Title VI Assurances is consistent with US Department of Transportation Order Number 

1050.2A, Standard Title VI/Non-Discrimination Assurances.  

 The Part 1: Title VI Assurances are due to be completed, signed and returned to the WisDOT Title VI Office by: 

October 1, 2024 

 
 The second Section entitled Part 2: Title VI Implementation Plan Agreement outlines your organization’s Title VI 

activities, data collection, and reporting.  The signed agreement serves as your organization’s submission of a Title VI 
Implementation Plan. 

 
The following pages of this document contain only the Part 2: Title VI Implementation Plan Agreement and must be signed 
by the highest responsible official in the Subrecipient’s organization, typically the Executive Director by:  
 

October 1, 2024 
 
 A signed copy of this Part 2: Title VI Implementation Plan Agreement is a binding legal agreement between WisDOT and 

the Subrecipient organization.  
 
Note that signature and submission of the attached documents are only applicable to FHWA Title VI compliance.  If your 
organization is subject to Title VI compliance requirements for other USDOT Operating Administrations or other recipients 
of federal funding (such as the Federal Transit Administration), you are encouraged to review the requirements of each 
entity to ensure active implementation and assure compliance with appropriate, separate submissions. 

INSTRUCTIONS for the Part 2: Title VI Implementation Plan Agreement  
1. Fill-in all blanks with the appropriate information (search for the word “Click” to find all blanks). 

2. The Part 2: Title VI Implementation Plan Agreement must be signed on Page No. 13, by the Executive Director or the 
highest responsible official in your agency/organization. 

3. Promptly submit the completed, signed and scanned Part 2: Title VI Implementation Plan Agreement to the Wisconsin 
Department of Transportation, Title VI Office at:  taqwanya.smith@dot.wi.gov. 

 
If you need assistance, please contact Taqwanya Smith by email taqwanya.smith@dot.wi.gov or phone at (608) 266-8129. 

 
The following pages are the required Part 2: Title VI Implementation Plan Agreement to be signed and returned. 
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The following Part 2: Title VI Implementation Plan Agreement is a legally binding agreement between the Wisconsin 
Department of Transportation (WisDOT) and  [Click and type name of Subrecipient agency/organization], a WisDOT 
Subrecipient of Federal Highway Administration (FHWA) funds. 
 

SUBRECIPIENT TITLE VI COORDINATOR FOR FHWA ACTIVITIES AND MONITORING: 

NOTE: IF YOU RECENTLY PROVIDED THE TITLE VI COORDINATOR NAME AND CONTACT INFORMATION IN PART 1: TITLE VI 
ASSURANCES, YOU MAY SKIP TO #1 BELOW THE GREY BOX. 

NAME: [Click and type here to enter text]   Title: [Click and type here to enter text] 

EMPLOYING ORGANIZATION: [Click and type here to enter text] 

MAILING ADDRESS:  [Click and type here to enter text] 

EMAIL ADDRESS: [Click and type here to enter text] 

PHONE:[Click and type here to enter text] Fax : [Click and type here to enter text] 

 
 

1. Name of the signatory of Part 2: Title VI Implementation Plan Agreement (see Page No. 13): Jason Valerius 
 

2. Does your organization require the approval of a Board or Commission to execute this Part 2: Title VI 
Implementation Plan Agreement (click on box to insert “X”)?  Yes ☒  No ☐ 
 

3. If yes, provide date of expected Board or Commission approval:  October 7, 2024 
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Title VI Policy Statement 
The Capital Area Regional Planning Commission, a WisDOT Subrecipient of FHWA funds, (hereinafter referred to as 
the “Subrecipient”) assures that no person shall, on the grounds of race, color, national origin or sex as provided by Title VI 
of the Civil Rights Act of 1964, Section 162 (a) of the Federal Aid Highway Act of 1973 (23 U.S.C. 324), and the Civil Rights 
Restoration Act of 1987 (P.L. 100-259) be excluded from participation in, be denied the benefits of, or be otherwise 
subjected to discrimination under any program or activity. The Subrecipient further assures every effort will be made to 
ensure nondiscrimination in all programs and activities whether they are federally-funded or not.  

In other words, this organization has implemented procedures, policies and actions to ensure nondiscrimination in all of its 
programs and activities; and offers the signature of its highest official as a reasonable guarantee of compliance with all 
nondiscrimination laws and requirements.  

Authorities 
The above Title VI Policy Statement and the following Part 2: Title VI Implementation Plan Agreement is based on a range of 
federal Acts and Regulations [see 23 CFR 200.5(p)]. References to Title VI requirements and regulations are not solely limited 
to Title VI of the Civil Rights Act of 1964. Where appropriate, “Title VI requirements” also refer to the civil rights provisions of 
other federal statutes and related implementation regulations to the extent that they prohibit discrimination on the grounds 
of race, color, national origin or sex in all programs, activities and operations receiving federal financial assistance.  The Title 
VI authorities (hereinafter referred to as “Acts and Regulations”) are: 

Nondiscrimination Acts 
• Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d) provides: No person in the United States 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 162 (a) of the Federal Aid Highway Act of 1973 (23 U.S.C. 324) provides: No person shall, on the ground of 
sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program 
or activity receiving Federal assistance under this Title or carried on under this Title. 

• The Civil Rights Restoration Act of 1987 (P.L. 100-209), provides: Clarification of the original intent of Congress in 
Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, the Age Discrimination Act of 
1975, and Section 504 of the Rehabilitation Act of 1973. The Act restores the broad, institution-wide scope and 
coverage of the nondiscrimination statutes to include all programs and activities of Federal-aid recipients, sub-
recipients, and contractors/consultants, whether such programs and activities are federally-assisted or not. 
 

Nondiscrimination Regulations 

• 23 CFR 200, Title VI Program and Related Statutes-Implementation and Review Procedures 

• 49 CFR 21, Nondiscrimination in Federally-Assisted Programs of the Department of Transportation-Effectuation of 
Title VI of the Civil Rights Act of 1964 

• USDOT Order 1050.2A, Standard Title VI/Non-Discrimination Assurances 
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Title VI Program Implementation 
The following sections represent elements of a “Subrecipient Title VI Implementation Plan”, as required by FHWA, to 
sufficiently document methods used to administer a Title VI Program. Subrecipients of FHWA funds distributed by WisDOT 
(Primary Recipient) are required to meet the requirements of a Title VI Implementation Plan as set forth by WisDOT within 
this Part 2: Title VI Implementation Plan Agreement. 

This Part 2: Title VI Implementation Plan Agreement shall serve as the Capital Area Regional Planning Commission’s 
required Title VI Implementation Plan pursuant to 23 CFR 200 and 49 CFR 21. 

 

A. Organization and Staffing 
 

In FFY 2025 the Capital Area Regional Planning Commission should: 
 

1. have a designated SUBRECIPIENT TITLE VI COORDINATOR pursuant to 23 CFR 200, who has a responsible 
position in the organization and easy access to the head of the Subrecipient organization, and who is responsible 
for implementing the Subrecipient’s Title VI Program. The head of the organization and the SUBRECIPIENT TITLE 
VI COORDINATOR may be the same individual, however, staffing must be adequate to implement the Title VI 
Program requirements. 

2. provide WisDOT with a copy of the Subrecipient’s organizational chart illustrating the level and placement of 
the Title VI Coordinator relative to the head of the organization upon signing the Part 1-Title VI Assurances 
portion of this 2025 ASSURANCES AND AGREEMENT. 

3. notify WisDOT, in writing, of any changes to the Subrecipient’s organizational chart, Subrecipient Title VI 
Coordinator, or Subrecipient Title VI Coordinator contact information. 

4. ensure the SUBRECIPIENT TITLE VI COORDINATOR will be responsible for initiating and monitoring Title VI 
activities, preparing required reports, and additional activities as appropriate to the Subrecipient’s Title VI 
Program, the Acts and Regulations and this Part 2: Title VI Implementation Plan Agreement. 

 

B. Plan and Program Area Review Procedures 
 

In FFY 2025 the Capital Area Regional Planning Commission should: 
 

1. annually submit to WisDOT, a brief description of your work/program areas, the Title VI responsibilities in each 
work/program area, and your specific internal procedures (an Implementation Plan) for conducting 
work/program area reviews of Title VI compliance within your organization.  

2. conduct Title VI reviews of Subrecipient program areas and activities for Title VI impacts. Examples of activities 
that should be reviewed for Title VI compliance: 

a) public outreach and inclusion in transportation planning and projects 
b) planning that recommends possible real estate acquisitions and relocations 
c) contracts with contractors/consultants stating Title VI requirements 
d) racial composition of decision-making Boards or Commissions 

3. take affirmative action to communicate and correct any identified Title VI deficiencies. 
4. annually report the number and results of your internal Title VI compliance reviews to the WisDOT Title VI Office 

in your annual Title VI Goals and Accomplishments Report or within the WisDOT Title VI Compliance Review 
for FHWA Subrecipients (hereinafter WisDOT Title VI Compliance Review). 
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C. Consultant Review Procedures  
 

In FFY 2025 the Capital Area Regional Planning Commission should: 
 

1. annually submit the process for determining how many and which contractors/consultants will be reviewed 
each year and your specific procedures for ensuring Title VI compliance within all contractor/consultant 
entities or organizations hired by, and receiving federal financial aid, from your organization. For example, 
state how many consultants you will review for specific measures of compliance such as the proper posting 
of meeting notices in appropriate locations for the project, in appropriate languages, and meetings held in 
locations and at times when Title VI protected classes are able to attend. 

2. advise contractors/consultants to include, where applicable, policies, procedures, and directives to comply 
with Title VI requirements. 

3. advise contractors/consultants on procedure or policy changes, where needed, for Title VI compliance.  
4. annually report the number or contractor/consultant Title VI compliance review(s) and the results of the 

reviews to the WisDOT Title VI Office in your annual Title VI Goals and Accomplishments Report or within 
the WisDOT Title VI Compliance Review. 

 

D. Data Collection Procedures 
Data collection and analysis information may be copied from your Unified Planning Work Program and/or your Federal 
Transit Administration (FTA) Title VI Plan/LEP Plan and submitted to the WisDOT Title VI Office as is annually appropriate, 
for the fulfillment of FHWA Title VI Program compliance. 

 
In FFY 2025 the Capital Area Regional Planning Commission should: 

 
1. annually submit specific processes and procedures for collecting, analyzing, using, and reporting Title VI data to 

the WisDOT Title VI Office.  
a. report where [what work area(s)] collect data relevant to Title VI, the method, sources and type of data 

collected, and a description of the purpose for doing an analysis of the data. 
b. each year, submit the number and names of work areas and data collection processes you will be reviewing 

in the following year. 
2. collect and analyze data on the number and locations of individuals or groups in Title VI protected classes who 

are or may become impacted by the plans, programs and activities conducted by the Subrecipient based on 
race, color, national origin, or sex.  
a. collect and analyze data from various sources, for example: the U.S. Census, the American Community 

Survey and additional local or state resources. 
3. collect and analyze data on the number and locations of individuals or groups in Title VI protected classes who 

are participants in or beneficiaries of, programs and activities conducted by the Subrecipient. 
4. collect and analyze data at the appropriate geographic level (such as census tracts, block groups and census 

blocks) to identify where disproportionate impacts to protected classes could result, whether intentionally or 
unintentionally, from plans or projects conducted by your organization. 

5. annually report and present the data collection and analysis performed by your agency/organization and the 
results and impacts of performing the analysis to the WisDOT Title VI Office in your annual Title VI Goals and 
Accomplishments Report or within the WisDOT Title VI Compliance Review. 
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E. Training Procedures 
This section is intended to ensure that employees of Subrecipient organizations are receiving sufficient training to be 
able to understand, identify, and carry out activities for Title VI compliance. 

In FFY 2025 the Capital Area Regional Planning Commission should: 

1. annually submit specific internal procedures for choosing and conducting training for staff members, the types 
of training offered and required of staff (see 2. through 5., below) and the number of training events to be 
conducted.  

2. require employees to complete training programs upon hire and thereafter as needed, on Title VI and related 
statutes, regulations and procedures or additional nondiscrimination topics, as needed. 

3. provide all employees of your organization with training in the proper procedures and handling of Title VI and 
other nondiscrimination complaints. 

4. provide employees working with the public and within relevant business areas with training in the proper 
procedures for providing services, outreach, inclusion, and the removal of obstacles in participation by 
individuals and groups with limited English proficiency. 

5. provide Title VI data collection and analysis training to employees to ensure effective implementation of the 
Data Collection Procedures. 

6. annually submit training documentation to WisDOT, including the name and type of training events offered and 
obtained, dates employees participated, titles of employees who participated, and the total number of 
employees who participated in each training to the WisDOT Title VI Office in your annual Title VI Goals and 
Accomplishments Report or within the WisDOT Title VI Compliance Review. 

 
F. Dissemination of Title VI Information 

The Capital Area Regional Planning Commission should: 

1. annually submit specific internal procedures for dissemination of Title VI Information and for community 
outreach and public education, and for the review and documentation of this activity. 

2. issue and distribute throughout your organization and to the public, a Title VI Policy Statement, signed by the 
head of the Subrecipient organization, which expresses its commitment to the nondiscrimination provisions of 
the Title VI Acts and Regulations.  

3. issue and distribute throughout your organization and to the public, a Title VI Complaint Policy containing 
information and instructions on filing a Title VI complaint.  

4. post and publish or provide links to your Title VI Policy Statement and your Title VI Complaint Policy, in 
appropriate languages based on the presence of, or potential impacts on, populations with limited English 
proficiency in the following locations: 

a) throughout your organization 
b) location(s) where your organization’s business is conducted 
c) on your website and social media sites 
d) in meeting announcements in the newspaper and on posters 
e) posted at public meeting locations 

5. annually submit a copy of your organization’s Title VI Policy Statement to the WisDOT Title VI Office, with 
documentation on where the policy was distributed, the intended audience, and in what languages it was 
provided (refer to p. 3, section “Title VI Policy Statement”). 
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6. annually submit the number, type and location of public outreach and education events or literature to the 
WisDOT Title VI Office within your annual Title VI Goals and Accomplishments Report or within the WisDOT 
Title VI Compliance Review. 

 
G. Limited English Proficiency Accommodations and Procedures 
National origin discrimination under Title VI includes discrimination on the basis of limited English proficiency (LEP). To 
ensure compliance with Title VI, subrecipients must take reasonable steps to ensure that LEP persons have meaningful 
access to programs, plans and activities consistent with Executive Order #13166. Subrecipients are encouraged to visit 
http://www.lep.gov for assistance and information regarding LEP obligations. 

 

In FFY 2025 the Capital Area Regional Planning Commission should: 
 

1. annually submit procedures and guidance for the provision of LEP services and outreach, as well as data 
collection and analysis procedures. 

2. ensure compliance with Title VI by taking reasonable steps to ensure that LEP persons have meaningful access 
to your programs. Provide documentation on language assistance services provided by your organization, such 
as, interpretation and translation services.  

3. collect data on LEP individuals or groups that may be impacted by your plans or activities. 
4. ensure that LEP persons impacted by the Subrecipient organization’s policies, plans or activities are provided 

with adequate information and opportunities for public involvement and input opportunities within their native 
language. 

5. consider the need for language services for LEP persons served or encountered both in developing your budgets 
and in conducting your programs and activities.  

6. annually submit to the WisDOT Title VI Office, documentation showing the number and type of language 
services provided during the previous fiscal year, and results of data collection and analysis of LEP populations, 
such as:  

a) American Community Survey data on languages spoken at home and ability to speak English or  
b) maps showing location of LEP persons, as it applies in specific geographic areas that are impacted 

by your planning and project recommendations 
within your annual Title VI Goals and Accomplishments Report or within the WisDOT Title VI Compliance 
Review. 

H. Review of Internal Policies and Directives 
 

The Capital Area Regional Planning Commission should: 
 

1. annually submit procedures and guidance for review of your organization’s policies and internal directives to 
the WisDOT Title VI Office. 

2. conduct Title VI reviews of your organization’s policies, procedures and directives and consider possible 
unintentional impacts that could impact individuals and groups protected under Title VI. 

3. revise policies, procedures and directives to include Title VI requirements and to reduce possible unintentional 
impacts on individuals and groups protected under Title VI. 

4. monitor consultants/contractors for possible impacts of their policies, procedures and directives on Title VI 
protected classes as it relates to their work performed for you on federally-funded projects or plans. Advise 
contractors/consultants on changes, where needed, for Title VI compliance.  
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5. annually submit documentation of your review of internal directives including how many and what directives 
were reviewed, and the conclusions and improvements made as a result of your reviews to the WisDOT Title VI 
Office. 

6. Report number and results of reviews of internal directives within the annual Title VI Goals and 
Accomplishments Report or in the WisDOT Title VI Compliance Review. 

 
I. Complaint Policy and Procedures 
FHWA requires federal-aid recipients and subrecipients to follow specific procedures for collecting and forwarding 
complaints alleging discrimination under Title VI. WisDOT also has specific requirements for the handling of, and 
reporting on, Title VI complaints that are submitted to the Subrecipient. These requirements are provided in the 
“Complaint Processing Procedures” section below. Subrecipients must submit complaint policies and procedures to meet 
FHWA Title VI compliance.  
 
In FFY 2025 the Capital Area Regional Planning Commission shall adopt the standard FHWA/WisDOT Title VI complaint 
policy provided in the following section or must submit proof of an alternative complaint policy that contains all FHWA 
Title VI requirements (such as an alternative Policy submitted in your FTA Title VI Plan). 
 

Title VI Complaint Policy 

The Capital Area Regional Planning Commission adopts the following Title VI complaint policy for FFY 2025 
(do not fill in the name of your organization if you will be submitting an alternative Complaint Policy): 
 
Any person who believes that he or she, individually, as a member of any specific class, or in connection with any 
Disadvantaged Business Enterprise (DBE), has been subjected to discrimination by the above-named Subrecipient or  
contractors/consultants to the Subrecipient, based on race, color, national origin, or sex may submit a complaint 
with  the Wisconsin Department of Transportation, Office of Business Opportunity and Equity Compliance, Title VI 
Office or with the Federal Highway Administration.* 
 
 *See contact information on Page No. 11. 
 

In FFY 2025 the Capital Area Regional Planning Commission shall adhere to the following provisions: 
 

1. annually submit your organization’s complaint policies and procedures, and your process for disposition of Title 
VI Complaints. 

2. ensure that a Title VI complaint form (or other reasonable method of submitting a timely and complete 
complaint) is readily available to the public at all locations where your organization conducts business. 

3. develop or use a standard Title VI complaint form containing directions and submission information. 
4. accept complaints written on a complaint form, written free-form or given verbally in person or over the 

telephone by a Complainant, or by a representative of the Complainant. A complaint may also be submitted in 
Braille or other alternate format. 

5. accept complaints submitted by mail, email, on computer disk, flash drive, audio tape, or through other 
alternate methods. 

6. Subrecipient must, upon request, accept complaints in alternate formats from persons with disabilities. 
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Subrecipient Complaint Processing Procedures 

In FFY 2025 the Capital Area Regional Planning Commission shall implement the following Title VI 
complaint processing procedures:   

1. Subrecipient employees must keep detailed records of all interactions with Complainants and potential 
Complainants throughout the organization.  

2. All Title VI complaints received throughout the Subrecipient organization must be immediately forwarded to 
the SUBRECIPIENT TITLE VI COORDINATOR. 

3. Upon receiving a Title VI complaint, the SUBRECIPIENT TITLE VI COORDINATOR shall:  
a) date stamp the complaint  
b) log all complaints received by the Subrecipient with: 

• the date the complaint was received 
•  the name of the Complainant (if available) 
•  the nature of the complaint (if available) 
• the date and location where the complaint was forwarded 
• a record of any action or communication regarding the complaint 

c) notify the Complainant that his or her complaint has been received, when and where the complaint 
has been forwarded, and the appropriate contact information for follow up 

4. The SUBRECIPIENT TITLE VI COORDINATOR shall annually submit a log of all Title VI complaints received, and 
any additional pertinent records to the WisDOT Title VI Office. 

5. The SUBRECIPIENT TITLE VI COORDINATOR shall advise Complainants, verbally, in writing, or within instructions 
appearing on a complaint form, that:  

a) complaints should be in writing 
b) a complaint typically must be filed within 180 days of the alleged discriminatory act in order for 

USDOT/FHWA to take action 
6. Additionally, the SUBRECIPIENT TITLE VI COORDINATOR shall advise Complainants verbally, in writing, or within 

instructions appearing on a complaint form, that Title VI complaints should contain the following information:  
a) name, address, and phone number of the Complainant 
b) the date of alleged act(s) of discrimination or where there has been a continuing course of conduct, 

the date on which the discriminatory conduct last occurred 
c) name(s) and address(es) of alleged discriminating party or parties 
d) the basis of discrimination (race, color, national origin, or sex) 
e) a statement of the nature of the complaint 
f) other agencies where the complaint has been filed 
g) an explanation of the actions the Complainant recommends to resolve the issue raised in the 

complaint 
h) signed by the Complainant or a representative of the Complainant 

7. Upon receiving and logging a Title VI complaint, the SUBRECIPIENT TITLE VI COORDINATOR shall immediately 
forward the complaint, and any additional accompanying documentation or information, to the WisDOT Title VI 
Office (see contact information below*). 

8. If requested or appropriate, the SUBRECIPIENT TITLE VI COORDINATOR shall inform the Complainant that the: 
a) the Subrecipient, WisDOT, and FHWA Division Offices do not investigate Title VI complaints  
b) all complaints are routed through the FHWA, Headquarters Office of Civil Rights (FHWA, HCR) for 

processing  
c) FHWA HCR determines whether to accept, dismiss, or transfer the complaint for investigation 
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d) the Complainant, WisDOT, FHWA Division Office, and the Subrecipient (where applicable) will be 
notified when a determination has been made to accept, dismiss, or transfer the complaint for 
investigation by the FHWA HCR. 

 
Subrecipients Forward Title VI Complaints To: 

 
 
 
 

 
 
 
 
 
 
 
 
*FHWA Title VI and Americans with Disabilities/Section 504 complaint forms can be found and submitted online 
at:  https://www.fhwa.dot.gov/civilrights/file/ 

 
For additional USDOT Operating Administrations contact information, go to the following link: 
https://www.transportation.gov/civil-rights/complaint-resolution/contacts 

 
9. In the event that a verbal complaint of discrimination is made to an officer or employee of the Subrecipient 

organization other than the SUBRECIPIENT TITLE VI COORDINATOR, the officer or employee shall immediately 
refer the Complainant to the SUBRECIPIENT TITLE VI COORDINATOR. The SUBRECIPIENT TITLE VI COORDINATOR 
will obtain the name and contact information of the Complainant and will inform the Complainant how to 
submit a complaint, and will provide assistance, if necessary. 

10. The Subrecipient shall provide Title VI complaint handling training to all employees who might participate in 
complaint intake, handling, processing, or forwarding (see section E. “Training Procedures” above). 

11. annually submit a report of the complaint information provided in the log of complaints (see number 3. Above) 
to the WisDOT Title VI Office (see contact information above). 
 

J. Compliance and Enforcement Procedures 
 
The  [Click and type name of Subrecipient agency/organization] should: 
Capital Area Regional Planning Commission 

1. annually complete and submit all information requested within the annual Title VI Goals and Accomplishments 
Report or within the WisDOT Title VI Compliance Review.  

a) The WisDOT Title VI Compliance Review is designed to provide a framework for Subrecipients to 
submit all information required by FHWA and as provided in this 2025 ASSURANCES AND 
AGREEMENT. 

2. submit an outline of compliance and enforcement procedures to address deficiencies or noncompliance within 
your internal program areas and with contractors/consultants to the WisDOT Title VI Office. Include a procedure 
for reviewing your organizational policies and directives, and how your policies and directives may intentionally 
or unintentionally impact Title VI protected classes.  

Postal 
Mail  

Wisconsin Department of Transportation 
OBOEC, Title VI Office 
Attn: Taqwanya Smith 
4822 Madison Yards Way, 5th Floor South 
PO Box 7986 
Madison, WI  53707-7986 

Email taqwanya.smith@dot.wi.gov 

Phone (608) 266-8129 
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3. take affirmative action to correct any deficiencies found by WisDOT or FHWA within a reasonable time period, 
not to exceed 90 days, in order to implement Title VI compliance in accordance with this 2025 ASSURANCES 
AND AGREEMENT and the Acts and Regulations.  The head of the Subrecipient shall be held responsible for 
implementing Title VI requirements. 

4. develop and submit methods of administration, as required in A. through I. above, to fulfill the FHWA 
requirements of a Title VI Implementation Plan. 

5. Annually submit additional information, as required by this 2025 ASSURANCES AND AGREEMENT by submitting 
information that meets the following requirements of a Title VI Goals and Accomplishments Report or within 
the WisDOT Title VI Compliance Review. 
 

a) Accomplishments Report 
List major accomplishments made regarding Title VI activities to include: 

• the number and types of Title VI issues that were identified and actions taken to prevent 
discrimination. 

• activities and efforts that the SUBRECIPIENT TITLE VI COORDINATOR and program area 
personnel have undertaken in the previous FFY to monitor Title VI Program implementation 
(refer to Sections A. through I. above).  

• a description of the scope and conclusions of special reviews (internal or external) conducted by 
the SUBRECIPIENT TITLE VI COORDINATOR.   

• a log of the number and type of complaints received by the Subrecipient (see Section I. above). 
• include a summary and status report on any Title VI complaints filed with the Subrecipient. 

 
b) Annual Goals  

Outline Title VI monitoring and review activities planned for the coming year; state by whom each 
activity will be accomplished, the purpose of the activity, and target date for completion. 

Sanctions 

In the event the Capital Area Regional Planning Commission fails or refuses to comply with the terms of this TITLE 
VI ASSURANCES and IMPLEMENTATION PLAN AGREEMENT FFY 2025, WisDOT may take any or all of the following 
actions: 

1. cancel, terminate, or suspend this agreement in whole or in part 
2. refrain from extending any further assistance to the Subrecipient under the program from which the failure or 

refusal occurred, or any other program, until sufficient evidence of past correction of noncompliance and/or 
satisfactory assurance of future compliance has been received from the Subrecipient. 

3. take such other action that may be deemed appropriate under the circumstances, until compliance or remedial 
action has been accomplished by the Subrecipient. 

4. refer the case to the U.S. Department of Justice for appropriate legal proceedings. 
 
(continued on next page)  
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Signatures 
By signing this Part 2: Implementation Plan Agreement , the Capital Area Regional Planning Commission ’s 
responsible official (named below) agrees, and is guaranteeing responsibility for the execution and implementation of this 

Part 2: Implementation Plan Agreement , and agrees that  Capital Area Regional Planning Commission is initiating 
or planning for the performance of tasks and procedures that are required in this Agreement, and implementing or is 
seeking assistance from the Wisconsin Department of Transportation to perform all tasks and procedures of Part 2: 
Implementation Plan Agreement as provided herein. 

 

Wisconsin Department of Transportation: 

 

Signature 

 Director 

Title 

Office of Business Opportunity and Equity Compliance 

Bureau/Office 

 

Date 

 

Subrecipient Executive Director or Responsible Official: 

   

Executive Director or Responsible Official Signature 

Director 

Title 

Capital Area Regional Planning Commission 

___________________________________________________________________________________________________
Subrecipient Agency/Organization 

October 7, 2024 

Date 
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