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INTRODUCTION 
 
The Wyoming Department of Transportation (WYDOT) is a “primary recipient” of Federal Transit Administration 
funding, which the Department then passes through to various public transit provider subrecipients throughout 
the State. As a regulatory condition of obtaining these funds, WYDOT is required to administer a program that 
ensures Title VI goals and objectives are carried out by its subrecipients as they pertain to public transit programs. 
The WYDOT Office of Local Government Coordination (OLGC) is responsible for administering the State of 
Wyoming’s Public Transit Program, and for monitoring and assuring compliance by subrecipients with the Title VI 
program. Title VI of the Civil Rights Act of 1964 prohibits discrimination on the basis of race, color, or national 
origin. Broader applications of nondiscrimination law are found in other federal statutes, regulations, and 
executive orders. Discrimination based on sex, disability, and age is prohibited, as is unfair and inequitable 
treatment of persons involved with projects that are undertaken with federal financial assistance. The Civil Rights 
Restoration Act of 1987 clarified the intent of Title VI to include all programs and activities of federal-aid recipients 
and subrecipients, whether those programs and activities are federally funded or not. Executive Order 12898, 
“Federal Actions to Address Environmental Justice in Minority Populations and Low-income Populations,” signed 
in February 1994, requires a federal agency to achieve environmental justice as a part of its mission by identifying 
disproportionately high and adverse human health and environmental effects of its programs, policies, and 
activities on minority and low-income populations. The Federal Transit Administration (FTA) requires WYDOT to 
carry out environmental justice responsibilities as a part of its nondiscrimination program.  
 
In addition to the above-listed statute and regulations, additional United States Department of Transportation (U.S. 
DOT) documents incorporate Title VI principles. The Department’s Policy Guidance Concerning Recipients’ 
Responsibilities to Limited English Proficient Persons, is found in Volume 70 of the Federal Register, Issue 239, 
pages 74087 to 74100, published December 14, 2005. This guidance is based on the prohibition against national 
origin discrimination in Title VI of the Civil Rights Act of 1964, as it affects limited English proficient persons. 
Section 12 of FTA’s Master Agreement provides that recipients agree to comply, and assure the compliance of each 
subrecipient, lessee, third party contractor, or other participant at any tier of the Project, with all provisions 
prohibiting discrimination on the basis of race, color, or national origin of Title VI of the Civil Rights Act of 1964, as 
amended, 42 U.S.C. §§ 2000d et seq., and with U.S. DOT regulations, “Nondiscrimination in Federally-Assisted 
Programs of the Department of Transportation—Effectuation of Title VI of the Civil Rights Act,” 49 CFR part 21. 
 
WYDOT’s  subrecipients include transit providers, contractors, subcontractors, suppliers, consultants, cities, local 
governments, and any other entity receiving federal funding through WYDOT for transit related facilities and 
services. WYDOT is tasked with protecting the public interest by developing a Title VI plan that will ensure that the 
level and quality of public transportation service is provided in a nondiscriminatory manner; promote full and fair 
participation in public transportation decision-making without regard to race, color, or national origin; and ensure 
meaningful access to transit-related programs and activities by persons with limited English proficiency. In 
addition, the Title VI plan indicates what WYDOT will do to prevent discrimination, how the Department will carry 
out the plan, and how it will monitor the plan. Title VI assurances are the foundation of the Department’s 
commitment to nondiscrimination. WYDOT deals with Title VI issues through the monitoring of its compliance 
with the principles specifically set forth in the law. WYDOT also acknowledges its commitment to work toward 
increased effectiveness regarding Title VI compliance. 
 
 
 
The Director of the Wyoming Department of Transportation, acting on behalf of the Wyoming Transportation 
Commission and the State of Wyoming, has set into effect the following policy regarding WYDOT’s compliance with 
the provisions and requirements of Title VI of the Civil Rights Act of 1964 and the Civil Rights Restoration Act of 
1987. The Director of the Wyoming Department of Transportation is responsible for ensuring the implementation 
of the Department’s Title VI programs. It is the responsibility of the WYDOT Civil Rights Program Manager, on 
behalf of the Director, to manage the Title VI programs for compliance, and the day-to-day administration of the 
program. 
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Taken from the WYDOT Title VI Plan adopted October, 2014 
 

FTA CIRCULAR 4702.1B Requirements 
 

The Wyoming Department of Transportation’s (WYDOT) Title VI Plan, submitted along with this supplement, addresses the general 

requirements of Title VI. This supplement shall be designed to address specific items contained in the above mentioned circular and 

will borrow many points from the existing WYDOT Title VI Plan where appropriate. For simplification of review, this supplement 

will identify the section of the FTA Circular 4702.1B by Chapter, section and subsection, for the required areas followed by 

WYDOT’s procedure(s). For the purposes of administration of the Title VI Program for Federal Transit Administration projects, 

the more strict definition of the protections shall be extended to persons based on race, color and national origin as included in the 

original Title VI of the Civil Rights Act of 1964 as well as disability as defined in the Rehabilitation Act of 1973. Complaints of 

Civil Rights violations that do not fall into the categories of race, color, national origin and disability will not be investigated under 

the FTA Programs and instead will be referred to the WYDOT Civil Rights Office. Staff from the Local Government Office – 

Transit Program will assist as needed for these and all Civil Rights Complaints. 
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General Requirements (Chapter III)  
 

Title VI Notice to the Public 
  
 WYDOT’s office of Local Government Coordination (LGC) provides guidance to the sub-recipients in the 

 Transit Program to ensure compliance with this requirement. Transit providers have been given the following 

 NOTICE TO THE PUBLIC to use on publications about their transit services including schedules and brochures: 
 

  STATEMENT OF RIGHTS (Declaración de los derechos): Provider Name is committed to  

  ensuring that no person is excluded from participation in or denied the benefits of or be subject to  

  discrimination in the receipt of  its services on the basis of race, color, national origin or any other  

  characteristics protected by law including Title VI of the Civil Rights Act of 1964 as amended. If  

  you believe you have be subjected to discrimination, you may file a written complaint no later than 

  180 calendar days after the alleged discrimination with the Title of responsible person of Name of  

  Provider Street Address, City, And State Zip. If you need assistance with a written complaint  (o si no  

  habla ingles, llama por) call the  supervisor at (307) 123-4567 during regular business hours. 
 

 The sub-recipients are instructed to go a step further and ensure that a notice is posted in vehicles used in the 

 public transit program. The following language has been reviewed by the Region VIII FTA Office and has been 

 disseminated to sub-recipients with the instruction to post in their vehicles: 

 

  The NAME OF AGENCY is committed to ensuring that no person is excluded from participation 

   in, or denied the benefits of, or be subject to discrimination in the receipt of its services on the  

  basis of race, color, or national origin, or any other characteristics protected by law, including  

  Title VI of the Civil Rights Act of 1964, as amended. Further, under the Americans with  

  Disabilities Act (ADA) of 1990, no entity shall discriminate against an individual with a physical  

  or mental disability in connection with the provision of transportation service. 

  To obtain more information on NAME OF AGENCY’S nondiscrimination obligations or to file a 

  complaint, contact NAME OF AGENCY, ADDRESS AND CONTACT PHONE NUMBER.  

  You may file a written complaint no later than 180 calendar days after the date of the alleged   

  discrimination. Information on non-English alternative formats may be obtained from the  

  NAME OF AGENCY OFFICE. O si no habla ingles, llama por (307) 123-4567.  
 

 The sub-recipient shall post these notices on their websites, transit stations, bus stops, and in transit vehicles 

 where applicable. 

 

Title VI Complaint Procedures  
 
 WYDOT’s Title VI Plan outlines the procedure as follows: 

 

 These procedures cover all complaints filed under Title VI of the Civil Rights Act of 1964, (including its 

 Disadvantage Business Enterprises (DBE), Equal Employment Opportunity (EEO) and Section 504 of the 

 Rehabilitation Act of 1973, Civil Rights Restoration Act of 1987, and the Americans with Disabilities Act of 

 1990, relating to any program or activity administered by WYDOT as they relate to sub-recipients, consultants, 

 and contractors. 
 

 Intimidation or retaliation of any kind is prohibited per Title 49, Code of Federal Regulations, Part 21.11 (c) (e). 

 The procedures do not deny the right of the complainant to file formal complaints with other state or federal 

 agencies or to seek private counsel for complaints alleging discrimination. These procedures are part of an 

 administrative process, which do not provide for any type of punitive damages compensation to the complainant. 

 Every effort will be made to obtain early resolution of complaints at the lowest level possible. The option of 

 informal mediation meeting(s) between the affected parties and the Title VI Coordinator may be utilized for 

 resolution, at each stage of the process. The investigator will make every effort to pursue a resolution of the 

 complaint. Initial interviews with the complainant and the respondent will request information regarding 

 specifically requested relief and settlement opportunities. 
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 Procedure 

 

  1.   Any individual, group of individuals or entity that believes they have been subjected to discrimination 

        prohibited by Title VI nondiscrimination provisions may file a written complaint with the WYDOT’s 

       Civil Rights Program. A formal complaint must be filed within 180 calendar days of the alleged 

       occurrence. The compliant must meet the following requirements: 

   a.    Complaint shall be in writing and signed by the complainant(s). 

     b.   Present the date of the alleged act of discrimination (date when the complainant became  

          aware of the alleged discrimination; or the date on which that conduct was discontinued or  

          the latest instance             of the conduct). 

      c.    Present a detailed description of the issues including names and job titles of those individuals 

                    perceived as parties in the complained-of incident. 

      d.   Allegations received by fax or e-mail will be acknowledged and processed. Allegations  

          received by telephone will be reduced in writing and provided to the complainant for   

          confirmation or revision before processing. 

  2.    Upon receipt of the complaint, the Civil Rights Program will determine its jurisdiction, acceptability, 

         need for additional information, and investigative merit of the complaint. In cases where the   

         complaint is against one of WYDOT’s subrecipients of federal highway funds, the Department will  

         assume the  jurisdiction and will investigate and adjudicate the case. Complaints against WYDOT  

         will be referred to the Federal Highway Administration (FHWA) for proper disposition. In special  

         cases warranting intervention to ensure equity, FHWA may assume jurisdiction and either complete  

         or obtain services to review or investigate matters. 

  3.    Acceptance of a complaint will be determined by: 

      a.  Whether the complaint is timely filed; 

     b. Whether the allegations involve a covered basis such as race, color, national origin, gender,  

        disability or retaliation; 

   c.  Whether the allegations involve a program or activity of a Federal-aid recipient, sub-recipient,  

        or contractor; or, in the case of ADA allegations, an entity open to the public. 

  4.    A complaint may be dismissed for the following reasons: 

   a.  The complaint is untimely filed; 

   b.  The complaint does not allege a basis covered by the statutes for which OEO is responsible; 

   c.  The complainant does not allege any harm with regard to covered programs or statutes; 

   d.  The complainant requests the withdrawal of the complaint; 

   e.  The complainant fails to respond to repeated requests for additional information needed to  

        process the complaint; 

   f.  The complainant cannot be located after reasonable attempts 

   g.  The complainant fails to accept reasonable resolution (reasonability to the determined by the  

        Civil Rights Manager or; 

   h.  The complainant has filed a legal action in Federal District Court with the same basis and  

         issues involved in the complaint. 

  5.    Civil Rights Program has sole authority for accepting complaints for investigation. Once accepted,  

         the  complainant and the respondent will be notified in writing of such determination within five  

         calendar days. The complaint basis will be identified on the basis, the race, color, national origin and  

         gender of the complainant. 
 

         In cases where WYDOT assumes the investigation of the complaint, the Civil Rights Program will 

         provide the respondent with the opportunity to respond to the allegations in writing. The respondent  

        will have 10 calendar days to furnish the Civil Rights Office his/her response to the allegations. 

  6.   Within 50 calendar days of receipt of the complaint, the WYDOT’s investigator* will prepare an 

         investigative report. The report shall include a narrative description of the incident, identification of 

          persons interviewed, findings and recommendations for disposition. 

  7.   The investigative report and its findings will be forwarded to the Attorney General’s Office (AGO)  

        for review. The AGO will review the report and associated documentation and will provide input  

        within 10 calendar days. 



Page 5 of 25 
 

  8.   Any comments or recommendations from the AGO will be reviewed by the Civil Rights Program 

        Manager. The report will be modified as needed and made final for its release to FHWA. 

        Once WYDOT investigative report becomes final, the parties will be properly notified of the outcome 

        and appeal rights. This will take place within 180 days from the initial acceptance of the complaint. 

  9.    WYDOT’s investigative report and a copy of the complaint will be forwarded to FHWA, Washington 

         Division Office, within 60 calendar days of the receipt of the complaint. 

  10.  If the complainant is not satisfied with the results of the investigation, s/he shall be advised of their  

         rights to appeal WYDOT’s determination to the FHWA — Washington Division Office, USDOT or  

         USDOJ. Appeals must be filed within 180 days after WYDOT’s final resolution. Unless new facts  

         not previously considered come to light, reconsideration of WYDOT’s determination will not be  

         available. 

  11.  WYDOT will serve as appealing forum to a complainant that is not satisfied with the outcome of an 

          investigation conducted by a WYDOT subrecipient. WYDOT will analyze the facts of the case and  

          will issue its conclusion to the appellant within 60 days of the receipt of the appeal. 

 

         *This can be WYDOT’s Title VI Coordinator; or any other qualified investigator designated by the  

          Civil Rights Program. 
 

  The Office of Local Government Coordination shall consult with the Civil Rights Program upon receipt  

  of any written complaint. 

 

  Title VI Complaints may be delivered in person, or mailed to: 

 

  Wyoming Department of Transportation 

  Office of Civil Rights 

  Attn: Lisa Fresquez, Civil Rights Manager 

  5300 Bishop Boulevard 

  Cheyenne, Wyoming  82009 

  307-777-4457 

  email: lisa.fresquez@wyo.gov 

 

  Please refer to Appendix C for alternate examples of Complaint Procedures in both English and  

  Spanish. Subrecipients shall post these procedures on their websites, transit stations, bus stops, and  

  in transit vehicles where applicable.  
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Title VI Complaint Form  
 

 
SAMPLE TITLE VI COMPLAINT FORM 

Section I 

Name: 

Address: 

Telephone (Home) Telephone (Work) 

E-mail Address: 

Accessible Format Requirements Large Print  Audio Tape  

TDD  Other  

Section II 

Are you filing this complaint on your own behalf? Yes  * No 

* If you answered “Yes” to this question, go to Section III 

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

 

Please explain why you have filed for a third party: 

Please confirm that you have obtained the permission of the aggrieved party if you are 
filing on behalf of a third party. 

Yes No 

Section III 

I believe the discrimination I experienced was based on (check all that apply): 

      [   ] Race                [   ] Color               [   ] National Origin 

Date of Alleged Discrimination  (Month, Day, Year) ____________________________________ 

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

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 
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Section IV 

Have you previously filed a Title VI Complaint with this agency? Yes No 

Section V 

Have you filed this complaint with any other Federal, State or local agency, or with any Federal or State Court? 

   [   ] Yes           [   ] No 

If Yes, check all that apply: 

  [   ]  Federal Agency: _______________________ 

  [   ]  Federal Court: _________________________                [   ] State Agency: _________________________ 

  [   ]  State Court: ___________________________                [   ]  Local Agency: _________________________ 

Please provide information about contact person at agency/court where complaint was filed: 

Name: Title: 

Agency: Address: 

Telephone Number: 

Section VI 

Name of Agency Complaint is Against: 

Contact Person: 

Title: 

Telephone Number 

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

Signature and Date required below 

 
_____________________________________________________________   _______________________________ 
   Signature            Date  

 
Please submit this form in person at the address below, or mail this form to: 
 
  Wyoming Department of Transportation 
  Office of Civil Rights 
  Attn: Lisa Fresquez, Civil Rights Manager 
  5300 Bishop Boulevard 
  Cheyenne, Wyoming  82009 
  307-777-4457 
  email: lisa.fresquez@wyo.gov 
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Title VI Complaint Form Instructions 
 

General 
 

1. Under Title VI of the Civil Rights Act of 1964 and related statutes and regulations, no person or group(s) 
of persons shall, on the grounds of race, color, sex, age, national origin, and handicap or disability, be 
excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination 
under any and all programs, services, or activities administered by the Wyoming Department of 
Transportation. Any person or group(s) of persons who feel they have been discriminated against may 
file a complaint. 
 

2. Instructions provided within this form are not meant to be all inclusive. Complainants are responsible for 
all complaint and appeal procedural requirements. 
 

3. Complainants must include all required information and must meet all time frames as defined in the 
WYDOT Title VI Complaint Procedure. 
 

4. Legible copies of all available pertinent documentation should be attached to this form. 
 

5. All inquiries should be directed to the Civil Rights Program, Wyoming Department of Transportation, 
5300 Bishop Blvd., Cheyenne, WY 82009, Telephone (307) 777-4268. 
 

Instructions 
Sections I and II 

 

Please complete all information in these sections. 
 

Section III 
 

Check all boxes that apply indicating the basis for the complaint. The discrimination must be based on at 
least one of the listed categories. Explain as clearly as possible what happened and why you believe you were 
discriminated against. Describe all persons who were involved. Include the name and contact information of the 
person(s) who discriminated against you (if known) as well as names and contact information of any witnesses. If more 
space is needed, please use the back of this form. 
 

Section IV 
 

Please indicate if you have previously filed a Title VI complaint with this agency. 
 

Section V 
 

Please indicate if you have filed this complaint with any other Federal, State, or Local Agency, or with any Federal or 
State Court. If yes, please indicate which Court or Agency. 
 

Section VI 
 

Please provide the Name of Agency the complaint is against, Contact Person, Title, and Telephone Number. 
 
 

Sign and date this form to verify the information contained in Sections I through VI 
 
 

Please Note: Discrimination complaints based on race, color, sex, age, national origin, may be filed with or appealed to 
the Secretary, U. S. Department of Transportation, 400 Seventh Street, Southwest, Washington, D.C. 20590. The 
complaint and/or appeal must be filed, in writing, no later than 180 days after the date of the alleged discrimination, 
unless the time for filing is extended by the Secretary, U. S. Department of Transportation. A complaint may be filed with 
the Secretary, U. S. Department of Transportation, before, during, or after the complaint has been filed with the 
Wyoming Department of Transportation. 
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List of Transit-Related Title VI Investigations, Complaints, or Lawsuits  
 

There are currently no complaints or lawsuits filed under Title VI for WYDOT under any program. Sub-recipients 

of the Transit Program also do not have any complaints or lawsuits filed under Title VI. In the future 

event of a complaint or lawsuit being filed within the Transit Program, a log will be maintained to include the 

following information (as required by FTA C 4702.1B): date the complaint/lawsuit was filed, a 

summary of the allegation(s), status of the investigation and actions taken by the recipient/sub-recipient in 

response to the complaint/lawsuit and investigation. In addition to the required information, WYDOT Office of 

Local Government Coordination will also include the Name of the Sub-recipient for its records. 

 

Public Participation Plan  
 

The Wyoming Department of Transportation does not have a public participation plan geared specifically to minority and 

limited English proficiency residents. The Department does, however, make strong efforts to include all citizens in every 

facet of the project planning and construction process. A copy of the WYDOT Public Participation Plan is include as 

Appendix A. WYDOT places public notices in the local newspapers informing of upcoming projects and notices of town 

meetings wherein local residents can become informed and participate in the planning process. WYDOT is currently 

working on a public participation plan with respect to Environmental Justice in transportation projects. Only 6.5% of the 

State’s total population speaks a language other than English, and of that group, only 1.9% does not speak English well 

(Source: 2010 US Census). 

 

Because of Wyoming’s small population (554,697 Source: 2010 US Census) and smaller number of minority groups 

within the state, the outreach made by the Department to these groups has worked successfully. The overwhelming 

majority of transit programs operated within the state are done so by local community Senior Centers. Wyoming has only 

two Metropolitan Planning Organizations (MPO): Casper and Cheyenne.  

 

Language Assistance Plan  
 

 The purpose of this limited English proficiency policy guidance is to clarify the responsibilities of recipients of 
federal financial assistance from the U.S. Department of Transportation (DOT) and assist them in fulfilling their 
responsibilities to limited English proficient (LEP) persons, pursuant to Title VI of the Civil Rights Act of 1964 and 
implementing regulations. It was prepared in accordance with Title VI of the Civil Rights Act of 1964, 42 U.S.C. 
2000d, et seq., and its implementing regulations provide that no person shall be subjected to discrimination on the 
basis of race, color, or national origin under any program or activity that receives federal financial assistance.  
 
PLAN SUMMARY  
 

The WYDOT Office of Local Government Coordination (OLGC) has developed this Limited English Proficiency Plan 
(LEP) to help identify reasonable steps to provide language assistance for LEP persons seeking meaningful access 
to transit services as required by Executive Order 13166. An LEP person is one who does not speak English as their 
primary language and who has a limited ability to read, speak, write, or understand English. This plan details the 
procedures determining the extent of WYDOT OLGC’s obligation to provide LEP services. The OLGC examined the 
State of Wyoming’s demographic profile as it relates to those people for whom English is not their Primary 
Language using the U.S. Department of Transportation four factor LEP analysis which considers the following:  

 

(1) The number or proportion of LEP persons eligible to be served or likely to be encountered by the program or 
recipient;  

 

(2) The frequency with which LEP persons come into contact with the program;  

 

(3) The nature and importance of the program, activity, or service provided by the program to people’s lives; and  

 

(4) The resources available to the recipient for LEP outreach, as well as the costs associated with that outreach.  
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FOUR FACTOR ANALYSIS  
 
1. The number or proportion of LEP persons who would likely encounter a public transit program, activity, 
or service in the State of Wyoming.  
WYDOT OLGC examined the US Census 2010-2012 American Community Survey 5- year estimates which indicated 
that in Wyoming, approximately 7% or 37,125 people over the age of 5 spoke a language other than English. Of the 
37,125 people reporting they speak other languages than English, 10,077 or 1.9% of respondents either speak 
English "not well" or "not at all”. Limited English Proficient Persons are defined as persons for whom English is not 
their primary language and who have a limited ability to speak, understand, read, or write English. Because the 
State of Wyoming does not have passenger rail or rail transit, the greatest number of any interactions an LEP 
person in the state of Wyoming will have with the OLGC in terms of transportation will be with the Public Transit 
Program. Public transit is essential to those individuals who do not, or cannot drive a vehicle, or have any other 
means of transportation to work, medical facilities, and stores. In Wyoming, the overwhelmingly largest number of 
people who have identified themselves as LEP individuals are those who speak Spanish as their Primary Language. 
No other Primary Language spoken in Wyoming comes close to approaching the number of people who speak 
Spanish as a Primary Language. Furthermore, when the data on LEP for other language speakers is examined, 
those numbers get even smaller. The number of Spanish speakers who fall into the LEP population in Wyoming is 
8,499. Of that number of Spanish LEP people, only 12.4%, or 1,053 of those people come from households that 
were linguistically isolated. Linguistically isolated is defined as all persons age 14 and over in the household speak 
English “less than well”. Due to the very small population of LEP Spanish speakers in Wyoming, it is difficult to 
determine the literacy skills of those people, and whether or not they are underserved by public transit due to 
language barrier. WYDOT’s OLGC has never received a request for either verbal or written language assistance 
from any LEP person, Spanish speaking or other language, wishing to use public transit in Wyoming.  
 

2. The frequency with which LEP individuals come in contact with a public transit program, activity, or 
service in the State of Wyoming.  
It is difficult for the Office of Local Government Coordination to assess the frequency with which LEP individuals 
come in contact with public transit services in Wyoming. The OLGC does not operate public transit, nor sell tickets 
to ride public transit in the state. Instead, OLGC relies upon the transit providers throughout the state to 
accommodate and assist any LEP persons wanting to utilize public transit in accordance with Title VI provisions. 
Customer service interactions, ridership surveys, and operator surveys are more efficiently and effectively 
administered by the local providers than by WYDOT OLGC. WYDOT does provide guidance to local communities in 
the area of public participation when it comes to interaction with LEP constituencies. Please see Appendix A, Public 
Involvement Handbook and Resource Guide.  
 

3. The nature and importance of the program, activity, or service provided by the OLGC to LEP community.  
The 2011 American Community Survey 1-Year Estimates for Selected Economic Characteristics indicates that 
Wyoming has a labor force of 286,078 people over the age of 16 commuting to work. Of that number, 77.7% drove 
alone to work in a car, truck or van; 10.9 % carpooled in a car, truck or van; 1.5% used public transportation 
(excluding taxicab); 1.5% walked; 2.3% used other means to get to work; and 4.1% worked at home. Public transit, 
of course, is very important to those LEP people who do not have access to any other means of transportation for 
work, medical care or shopping. As part of the federal grant application process, OLGC requires the state’s public 
transit providers to submit a Coordinated Human Services Transportation Plan. These Coordinated Service 
Transportation Plans meet the transportation needs of seniors and people with disabilities, but will also meet the 
needs of LEP persons. An LEP person may have a disability that prevents the person from using fixed route service, 
thereby making that person eligible for ADA complementary paratransit.  
 

4. The resources available to the OLGC for outreach and overall associated costs. The OLGC assessed its 
available resources that could be used for providing LEP assistance. This included determining that a translation 
tool on the websites of the individual providers in the Counties with the highest percentage of LEP individuals may 
be helpful to the LEP population, and the most cost effective. If and when the LEP population totals support it, 
determining what other mediums could be incorporated to assist with translation efforts and at what level of 
additional support may be necessary.  
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After analyzing the four factors, the OLGC developed the plan outlined below for assisting persons with Limited 
English Proficiency.  
 
LANGUAGE ASSISTANCE PLAN  
 
In the State of Wyoming, the overwhelming majority of the Limited English Proficient people are those who speak 
Spanish as their Primary Language. The number of LEP Spanish speakers in Wyoming is 8,499. The next highest 
number of LEP people in Wyoming are German speakers at 263. All other Primary Languages spoken in Wyoming 
have even smaller numbers of LEP individuals. Because WYDOT’s Office of Local Government Coordination does 
not operate any transit services, nor does OLGC sell tickets to ride public transit in the state, the primary duty to 
provide Language Assistance to those LEP individuals who wish to use public transit falls to the individual 
providers. As the primary recipient of FTA funds, however, WYDOT has the responsibility of assuring that all of its 
subrecipients develop their own Title VI Plan and adhere to the latest guidance.  
Statements of Rights in Spanish are to be displayed in all fixed route transit vehicles, along with the names of the 
contact personnel, their phone number, website and business hours, should a Spanish speaking LEP individual 
require additional assistance. Each transit provider will be encouraged to incorporate a translator program in its 
website that will translate any information, vital or non- vital document on the website into the language the 
reader desires. Google already does this for free for people who use the Google web browser, and there are several 
free translation software providers on the internet. Using the internet to disseminate information is becoming the 
norm. However, each provider will be required to have on hand paper written materials, vital and non-vital 
documents, or the ability to create them quickly, should an LEP individual request the same.  
 
WYDOT OLGC personnel regularly visit each of the public transit providers throughout the state to perform routine 
inspections. With the increased emphasis on assuring LEP populations are not denied accommodation in public 
transit, these inspections will also ascertain the necessity of each transit provider to have a language assistance 
plan. Necessity will be based on local demographic information, requests of the provider to provide language 
assistance, and / or any complaints, investigations or lawsuits regarding the absence of reasonable  
language assistance. Due to the small population in Wyoming, the fixed route transit that is offered is not complicated. 
In every city or town in Wyoming that offers fixed route service, a simple route map and time schedule is enough 
information for any rider. For those providers where a Language Assistance Plan is warranted, OLGC will audit the 
provider’s Language Assistance Plan to insure it conforms to the latest guidance from the FTA. If a provider’s plan is 
found to be non-compliant, WYDOT will assist that provider in bringing that plan into conformance. OLGC personnel 
regularly attend FTA and NTI training on Title VI requirements when it is offered. OLGC personnel then are able to 
further assist local providers in the furtherance of the Title VI objectives. WYDOT is investigating the possibility of 
providing those providers who have Spanish speaking LEP populations the use of "I Speak" cards to lend basic language 
assistance; as well as the use of Basic Spanish for Transit Employees training pamphlet created by the Colorado 
Mountain College and the Roaring Fork Transportation Authority. 
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WYDOT’s Office of Local Government Coordination (LGC) will utilize resources as needed when LEP populations in 

Wyoming are encountered, including: 

 • Utilizing services like www.freetranslation.com or http://translate.google.com to translate simple notices 

    from English into many different languages; 

 • Reviewing pertinent information from other State of Wyoming Agencies including: 

  o The Wyoming Department of Health’s “Language Interpretation and Translation Services 

       throughout Wyoming 2010 Report”; and 

  o Vocational Rehabilitation Departments “Sign Language Interpreters List”. 

 • Accessing www.lep.gov as needed; 

 • Utilize family members to interpret where appropriate; and 

 • Review local transit providers procedures as LEP populations are encountered throughout Wyoming. 
 

Table 1 

Detailed Languages Spoken at Home and Ability to Speak English for the Population 5 Years and Over for 
Wyoming:  2006-2008 
Release Date: April, 2010 

  
Number of 

speakers 

Margin of  

Error
1
 

Spoke English 

less than  

"Very Well" 

Margin of  

Error
1
 

.Population 5 years and over 487,031 616 8,932 837 

Spoke only English at home 455,728 1,881 (X) (X) 

Spoke a language other than English at home 31,303 1,837 8,932 837 

 
 
Spoke a language other than English at home 31,303 1,837 8,932 837 

 
SPANISH AND SPANISH CREOLE 20,666 1,413 7,148 813 

..Spanish 20,666 1,413 7,148 813 

 
OTHER INDO-EUROPEAN LANGUAGES 6,089 822 873 239 

 
ASIAN AND PACIFIC ISLAND LANGUAGES 2,114 478 698 229 

 
ALL OTHER LANGUAGES 2,434 511 213 133 

.Other Native North American languages 1,967 491 82 106 

.Other and unspecified languages 244 113 56 56 

 

 
 

    
 Of all of the households in Wyoming in 2011, 0.8 percent were linguistically isolated, meaning that all persons age 14 and 

over in the household were LEP. 

 

In Wyoming, 0.8 percent of all households (of both natives and the foreign born) were linguistically isolated in 2011, 

including 12.4 percent of Spanish-speaking households, 5.0 percent of households speaking other Indo-European 

languages, 15.1 percent of households speaking Asian and Pacific Island languages, and 1.9 percent of households 

speaking other languages.  

 

Nationwide, 4.6 percent of household were linguistically isolated. Of Spanish-speaking households, 24.3 percent were 

linguistically isolated, compared to 15.8 percent of households speaking other Indo-European languages, 27.7 percent of 

households speaking Asian and Pacific Island languages, and 17.1 percent of households speaking other languages. 

 

 



Page 13 of 25 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WYDOT’s LGC will continue to review Census data and other pertinent resources on a case by case basis to revise the  

LEP procedures. After refining the 2010 Census data by County, it was found that Teton County does have a 

concentration of Spanish speakers that would fall into the LEP categories. While the overall concentration is small, 2.6%, 

the local public transit provider does have Spanish schedules and does employee Spanish speakers that can assist LEP 

persons. LGC will also offer assistance to transit providers statewide in the determination of the need for and 

implementation of a LEP program as the local demographics change. 

 

 

 

 

 

 

 

 

 

 

 

 

Table 2.        Limited English Proficient Populations By Citizenship Status, 2011 

Sources: US Census Bureau, American Community Survey – 2007 -2011 
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MINORITY REPRESENTATION ON PLANNING AND ADVISORY BODIES. 
 
Title 49 CFR Section 21.5(b)(1)(vii) states that a recipient may not, on the grounds of race, color, or 
national origin, “deny a person the opportunity to participate as a member of a planning, advisory, or 
similar body which is an integral part of the program.” Recipients that have transit-related, non-elected 
planning boards, advisory councils or committees, or similar committees, the membership of which is 
selected by the recipient, must provide a table depicting the racial breakdown of the membership of those 
committees, and a description of efforts made to encourage the participation of minorities on such 
committees.  
 
The Wyoming Transportation Commission governs activities of the Department of Transportation as per W.S. 24-
2-101. The commission is composed of seven members appointed by the governor, with approval of the Senate. 
Commissioners are appointed to six-year terms and they represent districts which include three or four counties.  
 
Each county within a commission district is represented, in turn, by successive appointments. State law requires 
the minority party be represented on the commission. The commission generally meets monthly.  
 
Members of the Transportation Commission effectively serve as the “board of directors” for the Wyoming 
Department of Transportation. Their responsibilities include the planning, construction, and maintenance budgets. 
Commissioners are responsible for formulating, planning, and adopting official policy as well as being the final 
authority on the Department of Transportation’s rules and regulations. 
 

 
PROVIDING ASSISTANCE TO SUBRECIPIENTS AND MONITORING COMPLIANCE. 
 
The WYDOT LGC has on file sample copies of the Title VI Notices with Statement of Rights, contact information, and 
Complaint Procedure information in both English and Spanish, and will provide this information to any public 
transit providers in Wyoming who requires or requests it. LGC collects demographic information and will provide 
it to the local public transit operators when that information is needed regarding an increase in LEP populations 
within the transit providers’ local area of operations. LGC will assist all public transit providers with Title VI 
complaints, investigations and lawsuits, as well as track and record the findings. LGC personnel are also available 
to assist local transit providers with public meetings and outreach to LEP populations.  
 
Every summer the Wyoming Public Transit Association (WYTRANS) holds a state-wide conference for all public 
transit operators in the state. During this conference, WYDOT LGC offers training on different public transportation 
topics and FTA regulations. Title VI Requirements training is one of the topics LGC can and will provide, either 
using LGC personnel or a consultant. LGC also offers web-based training to Wyoming public transit operators two 
to three times a year. Subrecipients are informed of the federal requirements and their responsibilities for 
compliance. LGC assists and certifies that subrecipients are compliant with any federal requirements. If 
subrecipients are not in compliance, LGC will assist them in becoming compliant. LGC keeps on file in Cheyenne 
any FTA required reports and records. Subrecipients are required to update (if necessary) and submit their Title VI 
programs to WYDOT LGC every three years.  
 
If there is a complaint of discrimination against a local public transit provider, LGC will request that the local 
provider verify that their level and quality of service is provided on an equitable basis. LGC will assist in that 
verification. If that service is determined to be less than equitable, LGC will provide the local transit provider with 
appropriate procedures to bring the service into compliance with Title VI requirements.  
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Title VI Monitoring of Sub-Recipients  
 

LGC as designated by WYDOT’s Title VI Plan has oversight responsibility for sub-recipients of the transit 

program. In addition to the required notices mentioned above and the Compliance Questionnaires included in 

WYDOT’s Title VI Plan, LGC schedules sub-recipient monitoring on a rotating schedule. The questions below 

are included in these monitoring trips: 

 

 

 1. What is your organization’s theory in implementing nondiscrimination, in general? 

 

 

 2. Are minorities employed by the organization and present on the payroll? Yes___ No____ 

 

 

 3. Are there attempts or “outreach” in your employment program to encourage the hiring of minorities 

     and disadvantaged people? Yes______ No______ 

 

 

 If yes, explain: 
 

 

 4. Are there attempts or “outreach” made to encourage minority and disadvantaged ridership? 

     Yes______ No______ 

 

 

 If yes, explain: 
 

 

 5. Do your employment advertisements state that your organization is an EEO employer? 

     Yes______ No______ 

 

 

 6. Do you post the EEO statement at your location? Yes______ No______ 

     Where? ___________________________________________________ 

 

 Please note: Civil Rights, Title VI, EEO and any other federal law notices must be posted in conspicuous 

 and accessible locations. 

 

 7. Are the Notice of Rights of Protections to Beneficiaries, as well as the Complaints Procedures and Complaint 

 Forms posted? Yes _____ No _____  

 Where? ___________________________________________________  

 

LGC and the Title VI Coordinator are responsible for investigation of any deficiencies that would be found 

through a complaint or scheduled review of a sub-recipient. 
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DETERMINATION OF SITE OR LOCATION OF FACILITIES, TITLE VI EQUITY ANALYSIS.  
 
Title 49 CFR Section 21.9(b)(3) states, “In determining the site or location of facilities, a recipient or applicant  
may not make selections with the purpose or effect of excluding persons from, denying them the benefits of, or 
subjecting them to discrimination under any program to which this regulation applies, on the grounds of race, 
color, or national origin; or with the purpose or effect of defeating or substantially impairing the accomplishment 
of the objectives of the Act or this part.” Title 49 CFR part 21, Appendix C, Section (3)(iv) provides, “The location  
of projects requiring land acquisition and the displacement of persons from their residences and businesses may 
not be determined on the basis of race, color, or national origin.”  
 
Currently there are no transit facilities being planned by any public transit provider in Wyoming that would fit  
into the intent of this requirement. However, when WYDOT is informed that a subrecipient intends to build a 
facility that does warrant this scrutiny, and for which a NEPA process has not been required, LGC will require the 
subrecipient to complete a Title VI equity analysis during the planning stage with regard to where a project is to 
 be located to ensure the location is selected without regard to race, color, or national origin. As part of the  
Title VI equity analysis, the subrecipient will perform outreach to persons potentially impacted by the proposed 
location of the facility. The Title VI equity analysis will compare the equity impacts of various location alternatives, 
and the analysis will occur before the selection of the preferred site.  
 
When evaluating locations of facilities, subrecipients will examine other facilities with similar impacts in the area 
to determine if any cumulative adverse impacts might result. If it is determined that the location of the project will 
result in a disparate impact on the basis of race, color, or national origin, the subrecipient may only locate the 
project in that location if there is a substantial legitimate justification for locating the project there, and where 
there are no alternative locations that would have a less disparate impact on the basis of race, color, or national 
origin. The subrecipient must show the substantial legitimate justification and that there are no alternative 
locations that would have a less disparate impact in order to proceed with the proposed location.



 

Requirements of the States (Chapter V) 

Demographic Profile of the State 

                                

  Geography 

TOTAL Hispanic 
Total Non-
Hispanic 

Race Alone Two or 
More 

Races 
Minority       
(Total - 

Non_Hispanic 
White Alone) 

% of Minority       
(Total - 

Non_Hispanic 
White Alone) 

  White 

Black or 
African 

American 

American 
Indian and 

Alaska 
Native Asian 

Native 
Hawaiian 
and Other 

Pacific 
Islander 

United States 313,914,040 53,027,708 260,886,332 197,705,655 38,727,063 2,309,112 15,619,997 520,687 6,003,818 116,208,385 37.0 

Wyoming 576,412 54,770 521,642 487,822 7,645 12,129 4,821 408 8,817 88,590 15.4 

Albany 37,276 3,402 33,874 31,424 557 234 997 21 641 5,852 15.7 

Big Horn 11,794 1,015 10,779 10,423 91 100 52 2 111 1,371 11.6 

Campbell 47,874 3,818 44,056 42,242 368 470 259 17 700 5,632 11.8 

Carbon 15,666 2,683 12,983 12,314 209 143 118 11 188 3,352 21.4 

Converse 14,008 992 13,016 12,566 115 106 55 3 171 1,442 10.3 

Crook 7,155 165 6,990 6,770 76 50 12 0 82 385 5.4 

Fremont 41,110 2,555 38,555 29,201 307 7,872 213 14 948 11,909 29.0 

Goshen 13,636 1,421 12,215 11,806 135 95 50 16 113 1,830 13.4 

Hot Springs 4,822 144 4,678 4,490 26 71 23 2 66 332 6.9 

Johnson 8,615 360 8,255 7,933 97 83 52 1 89 682 7.9 

Laramie 94,483 13,272 81,211 74,727 2,735 708 1,034 117 1,890 19,756 20.9 

Lincoln 17,961 774 17,187 16,665 138 122 82 16 164 1,296 7.2 

Natrona 78,621 5,978 72,643 68,888 1,127 698 568 57 1,305 9,733 12.4 

Niobrara 2,456 53 2,403 2,314 19 24 9 0 37 142 5.8 

Park 28,702 1,544 27,158 26,188 242 160 184 20 364 2,514 8.8 

Platte 8,756 650 8,106 7,879 47 44 39 6 91 877 10.0 

Sheridan 29,596 1,216 28,380 27,206 269 331 216 15 343 2,390 8.1 

Sublette 10,368 831 9,537 9,120 110 79 91 7 130 1,248 12.0 

Sweetwater 45,267 7,170 38,097 36,113 635 369 346 35 599 9,154 20.2 

Teton 21,675 3,382 18,293 17,517 155 83 263 11 264 4,158 19.2 

Uinta 21,025 1,904 19,121 18,461 107 132 81 35 305 2,564 12.2 

Washakie 8,464 1,185 7,279 7,026 40 55 55 1 102 1,438 17.0 

Weston 7,082 256 6,826 6,549 40 100 22 1 114 533 7.5 
 

           

       
 

         

 

 

Annual Estimates of the Resident Population by Race and Hispanic 
Origin for the United States, Wyoming, and Counties: July 1, 2012 

Hispanic origin is considered an ethnicity, not a race. Hispanics may be of any race. 

Responses of "Some Other Race" from the 2010 Census are modified. This results in differences between the population for specific race categories shown 
for the 2010 Census population in this file versus those in the original 2010 Census data.  Source: U.S. Census Bureau, Population Division, June 2013 Page 17 of 25 



 

Further condensed, the demographic profile of Wyoming’s Counties is shown in percentages below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Percentage of Population by Race / Ethnicity for Wyoming Counties, 
2010 
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Demographic Maps  
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Distribution of Federal & State Funds for Public Transportation Services 

 
 

STATE OF WYOMING TRANSIT FUNDING FY 2017 

    TOTAL TRANSIT SPENDING 

COUNTY FEDERAL TRANSIT $ STATE TRANSIT $  PER COUNTY 

Albany 1,169,362.00 71,675.00 1,241,037.00 

Big Horn 99,542.00 0 99,54 2.00 

Campbell 173,695.00 0 173,695.00 

Carbon 0.00 65,134.00 65,134.00 

Converse 113,841.00 0 113,841.00 

Crook 0.00 48,489.00 48,489.00 

Fremont 730,562.00 90,933.00 821,495.00 

Goshen 151,962.00 30,630.00 182,592.00 

Hot Springs 0.00 41,941.00 41,941.00 

Johnson 81,557.00 0.00 81,557.00 

Laramie 0.00 112,290.00 112,290.00 

Lincoln 0.00 52,651.00 52,651.00 

Natrona 0.00 220,951.00 220,951.00 

Niobrara 0.00 27,054.00 27,054.00 

Park 63,781.00 78,718.00 142,499.00 

Platte 0.00 59,199.00 59,199.00 

Sheridan 288,871.00 71,721.00 360,592.00 

Sublette 0.00 61,582.00 61,582.00 

Sweetwater 494,000.00 0.00 494,000.00 

Teton 1,639,507.00 48,784.00 1,688,291.00 

Uinta 0.00 38,880.00 38,880.00 

Washakie 0.00 65,260.00 65,260.00 

Weston 0.00 83,210.00 83,210.00 

TOTAL 5,006,680.00 1,269,102.00 6,275,782.00 

 

 

 
Page 20 of 25 



 

Analysis of Impacts 
 
The  2011 American Community Survey 1-Year Estimates for Selected Economic Characteristics indicates that Wyoming 

has a labor force of 286,078 people over the age of 16 commuting to work. Of that number, 77.7% drove alone to work in 

a car, truck or van; 10.9 % carpooled in a car, truck or van; 1.5% used public transportation (excluding taxicab);  1.5% 

walked; 2.3% used other means to get to work; and 4.1% worked at home.  

 

 

 
Source: U.S. Bureau of Economic Analysis 

 
Of the seven counties in Wyoming with the greatest number of minority populations based on percentage of total county 

population, only two - Washakie and Carbon, do not have fixed route public transit service. Data gathered from the 

Bureau of Labor Statistics and the U.S. Department of Commerce, the largest employment industry sector in both counties 

is Government. This is followed by Retail Trade, Accommodation and Food Service, Construction, and Mining for 

Carbon County. In Washakie County the leading employers after government are Health Care/Social Assistance, Retail 

Trade, Manufacturing, Construction, Accommodation and Food Service.  

 

Public Transit exists and is available in both Washakie and Carbon counties. Due to the relatively small sizes of the 

communities in those counties, current Public Transportation funding is considered to be commensurate with the need. 

Neither WYDOT, nor any of the current transit providers in the state, including Washakie and Carbon Counties, have 

received requests to provide service beyond that which already exists. Further, neither WYDOT nor any of the transit 

providers in the State have received requests from any LEP population for public transportation accommodation. As such, 

WYDOT does not believe there are any discriminate impacts to the residents of Wyoming. 
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Description of Statewide Planning Process 
 

Current federal regulations require all states to develop a financially constrained State Transportation Improvement 

Program (STIP). WYDOT uses a six-year STIP that is updated yearly. Developing the STIP involves matching high-

priority needs, mostly from the Corridor Plan, to anticipated funding. The Department uses transportation management 

systems, geometric deficiencies, and the Long Range Transportation Plan (LRTP) to help determine the scope for a 

particular project and its priority rating. WYDOT also considers public requests made through its field offices.  

 

Metropolitan Planning Organizations (MPOs) in Casper and Cheyenne also have public involvement processes for 

developing their transportation improvement program. These programs include a four-year listing of projects identified by 

the MPOs and are incorporated as adopted by the MPOs within the STIP.  

 

Each urban area (population over 5,000 by the last census) is given an opportunity to form a Rural Planning Organization. 

In partnership with WYDOT, this group cooperatively identifies needed projects, facilitates public input, and involves 

diverse interests in the transportation decision-making for the STIP.  

 

Once projects have been identified in the planning process and proposed for the STIP, the document is released for public 

review and comment. Public involvement activities inform the public and gather information about concerns and impacts 

a project may have on communities. This is a key decision point for the public. Based on this input, the Transportation 

Commission authorizes the design activities for a project to begin. Input from the public is used not only in the 

development of the project design but also once actual work has begun. 

 

WYDOT will strive to review the proposed STIP with each county in the spring, often using open house style forums. 

After the initial input is received, a draft STIP is then available for public comment for at least 45 days, usually beginning 

in early July. The STIP is presented to the Transportation Commission, with the comments received, at its September 

meeting. 

 

Because of the rural nature and small population of Wyoming, and the smaller still population of minorities in Wyoming, 

the transportation needs of minority populations are identical to those of the majority population.  

 

State Pass-Through Procedures of FTA Financial Assistance  
 

Basic Internal Control Process 

 

According to OMB Circular A-133: 
 

 (1) Transactions are properly recorded and accounted for to: 

 (i) Permit the preparation of reliable financial statements and Federal reports; 

 (ii) Maintain accountability over assets; and 

 (iii) Demonstrate compliance with laws, regulations, and other compliance requirements; 

 

(2) Transactions are executed in compliance with: 

 (i) Laws, regulations, and the provisions of contracts or grant agreements that could have a direct and  

              material effect on a Federal program; and 

(ii) Any other laws and regulations that are identified in the compliance supplements; and 

 

(3) Funds, property, and other assets are safeguarded against loss from unauthorized use or disposition.  

 Per Part 4 of the OMB Circular A-133, the objectives of the Section 5311 formula program are to initiate, 

 improve, or continue public transportation service in nonurbanized areas by providing financial assistance for 

 operating and administrative expenses, and for the acquisition, construction, and improvement of facilities and 

 equipment.  In addition, Section 5311(f) specifically provides for the support of rural intercity bus service.  The 

 Rural Transit Assistance Program (RTAP), Section 5311(b)(2), provides additional funding to provide training, 

 technical assistance, research and related support services to support rural transit service.   
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As stated on WYDOT’s website, transit programs in Wyoming are administered by WYDOT through the Office of Local 

Government Coordination. Transit programs are funded through a variety of federal and state programs. Currently all 23 

counties have at least one provider of public transportation. Many of the public transportation programs are provided by 

the senior centers in the area.    

 

Transit programs are divided into four major funding categories:  

 Administrative Assistance  

 Maintenance Assistance 

 Operating Assistance, and  

 Capital Assistance  

 

Many of the specific programs allow for multiple categories within each fund type. All are reimbursement programs with 

varying match ratio required.  

 

The transit providers are responsible for the monies received and any audit requirements.  If a transit provider is interested 

in receiving funds, they will contact the Office of Local Government Coordination (LGC) and complete a request 

(application) for aid.  This application will include the scope and a detailed budget for all costs.  The application lists 

allowable and unallowable costs.  Based on this information, the LGC makes recommendations to the WYTRANS 

Advisory Committee to determine which transit provider will be awarded funds.  Applications are also presented to the 

Federal Transit Administration (FTA) Region 8 office to ensure it conforms to program requirements.  There is regular 

communication between FTA, LGC and the transit providers.   

 

Once a transit provider’s application is approved, they are responsible for the proper application and distribution of the 

funds.  When a transit provider incurs costs they will use WYDOT Transit’s Blackcat Grants Management Software to 

populate a predetermined spreadsheet and create an invoice.  The invoice lists all of the expenses and description of the 

expenses in detail.  Copies of the vendor invoices are included electronically when the provider invoices are submitted. 

Actual documentation to support the expense is kept at the transit provider’s location and checked during LGC audits or 

as requested.  This process has been approved by FTA and the audits are on a three year rotation.   

 

Some examples of allowable capital costs are communication equipment, computers and bus stop improvements.  Capital 

costs have a federal/state match share of 80/20%.  Operating costs include fuel, oil, licenses and driver salaries.  These 

have a match of 56.56% federal.  Maintenance costs include mechanic salaries, vehicle parts and accessories. The 

Maintenance assistance split is 80% federal/state, 20% local funding. Administrative costs have a federal/state match of 

80/20% and include overhead costs, salaries of office support personnel and office supplies.  The Grant Management 

software creates and submits a billing report that includes the matching amounts.  This is reviewed by WYDOT’s Fiscal 

Consultant prior to payment being made.   

 

The invoice is presented through Blackcat to LGC for review.  If invoice costs are approved, WYDOT’S fiscal consultant 

will create a voucher using Blackcat and Excel.  The fiscal consultant will print the Excel voucher and sign it.  The 

voucher and invoice is scanned and emailed to the transit coordinator.  The transit coordinator will review the voucher and 

invoices in Blackcat.  Upon approval, the transit coordinator will digitally sign, gather, collate and email all of the 

information to the Budget office for payment.  The fiscal consultant will also complete the UMTA ECHO Payment 

Request Form which is used for reimbursement/drawdown from FTA.  The voucher, transit provider invoice and the 

UMTA ECHO reimbursement request are then forwarded to WYDOT Federal Aid section for payment.   

 

If an unallowable cost is found, the transit provider is notified immediately by LGC. Unallowable costs are not 

reimbursed. If there is a questionable cost the transit provider or Local Government Coordinator personnel will contact 

FTA for clarification.   

 

After the payment is made, Federal Aid personnel will send the UMTA ECHO reimbursement request to WYDOT’s 

Financial Services accounts receivable section.  Accounts receivable personnel will then enter the reimbursement request 

to FTA.  Accounts receivable will send print screens of the reimbursement to LGC grant administrator for reconciling. 

  

Page 23 of 25 



 

The procurement, suspension and debarment requirements are included in the general provisions of the agreement and 

FTA Circular 4220.1F for purchases that exceed $25,000.  The subrecipient is required to check the suspension and 

debarment list before these purchases occur.  

 

If construction is needed, then a certification is signed for the Buy America requirement.  The Buy America requirements 

for rolling stock are accomplished with a pre and post delivery certification. 

 

During the bidding process for transit vehicle procurements, a list of Disadvantaged Business Enterprises (DBE) is kept 

for contacted DBE’s per 49 CFR Part 26.49 requirements.  Also, the manufacturers need to be on the Transit Vehicle 

Manufacturers (TVM) list to participate. 

 

The bid package for the purchase of rolling stock includes clauses for Buy America, TVM DBE and Americans with 

Disability Act requirements. 

 

WYDOT’s Transit staff works with communities and their transit providers to enable paratransit routes to comply with 

ADA requirements. 

 

Most funds from FTA are passed to transit providers except funds for salaries for WYDOT LGC grant administrators.  

This cost is allowable per the program.  The obligation time frame for 20.509 funds is the year of apportionment plus two 

years.  These funds are usually obligated in October.  Funds are usually spent within two to three years from the 

apportionment year.   

   

Financial reporting is accomplished through the online FTA grant award program called TEAM using form SF-425, 

Federal Financial Report (FFR).  This is required for each grant and contains beginning balances, federal and local 

expenditures, milestones for project progress and expected grant closure information.  The FFR must be submitted 

annually by October 30.  ARRA and Transparency Act reporting is coordinated through WYDOT’s Budget office.  

 

There is also special reporting through the National Transit Database (NTD).  This report contains financial, operating and 

ridership (usage) information for LGC’s subrecipients.  The LGC grant administrator summarizes the data and submits it 

annually in January.   

 

There is no confirmation from FTA when the FFR and special reports are submitted, but LGC grant administrators send 

emails to notify FTA that the reports were sent.  If problems are found, FTA contacts the LGC grant administrators. 

 

Policies and Procedures 

Following is a list of the enabling legislation and regulations providing users with processes and instructions on how 

financial transactions should be handled. 

Federal 

 OMB Circular A-87 

 Title 49 U.S.C. 5311  

 Circular FTA C 9040.1F 

WYDOT 

 WYDOT Basic Policy 2 

 WYDOT Operating Policy 3-1, 40-1 

 

Procedures Used to Assist Potential Subrecipents Applying For Funding  
 

Potential subrecipients are required to submit detailed applications including an itemized budget request.  The application 

requires the subrecipient to identify the sources of matching funds for their request. These requests are evaluated by staff 

using historical data for the subrecipient as well as monthly ridership and expense reports for the previous fiscal year.  

After the initial review, the applications are then reviewed by a budget review committee appointed by the WYTRANS 

Board President.  After receiving the input of the committee, final funding determinations are made by staff.  WYDOT is 

currently working to develop a method to incorporate Performance Measures into its funding model.  
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Applications are solicited in mid-April annually and subrecipients are notified of the following Fiscal Year budget in 

June. Staff makes a determination as to which subrecipients receive Federal funds based on the size of the program, the 

length of time that key personnel have worked in the program and other factors related to the burden of Federal 

requirements. Within the State of Wyoming, there are no transit providers serving predominant minority populations.  
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WYDOT’s Commitment to Public Involvement
The employees of the Wyoming Department of Transportation (WYDOT) 

appreciate that undertaking worthwhile, effective public involvement is one 
of the toughest challenges state agency personnel face. We also realize that 
public desire to share in the transportation decision-making process increased 
significantly in the past few years and continues to grow. So too has the call 
for additional transparency grown. We welcome public involvement and 
accountability and offer this handbook and resource guide as a means of 
facilitating increased participation and a “sunshine” process.

 This revision is a result of WYDOT’s constant effort to improve 
public involvement in the plans we produce, the decisions we make, and the 
operations we undertake. It reflects our commitment to perfect the interaction 
between the agency and its stakeholders. The issues facing the transportation 
sector cannot be solved without multiple disciplines helping ensure our 
system remains economically, socially, and environmentally sustainable. We 
strive to provide the opportunity for public input to add value to our products 
and services. This handbook promotes, to the greatest extent possible, the 
achievement of WYDOT’s goals of safety and efficiency and an active, 
profitable engagement with the community.

 As with so many of our endeavors, successful communication is 
vital to accomplishing WYDOT’s public involvement process. Effective 
communication is the key to ensuring that information flows not only from the 
agency to customers and the general public in understandable formats but also 
back to the agency in applicable ways. Much of this handbook and resource 
guide, therefore, is devoted to detailing a variety of methods that we can use 
to enhance our communications abilities and capitalize on our dialogue with 
the public.

Authority        Date

John F. Cox, WYDOT Director     2011

Delbert A. McOmie, P.E., Chief Engineer   2011

Authority        Date

John F. Cox, WYDOT Director     John F. Cox, WYDOT Director     John F. Cox, WYDOT Director 2011

Delbert A. McOmie, P.E., Chief Engineer   Delbert A. McOmie, P.E., Chief Engineer   Delbert A. McOmie, P.E., Chief Engineer 2011
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WYDOT’s Public Involvement Philosophy
Today, the public is increasingly interested in transportation planning, 

design, and construction decisions. The Wyoming Department of 
Transportation (WYDOT) welcomes and values what some observers have 
termed the “explosion of interest in public involvement” and embraces the 
guidelines found in this handbook.

WYDOT believes that well-designed, proactive public involvement 
activities, such as those found in this handbook, will benefit its planning 
and policy efforts and ultimately lead to better decisions and better projects. 
The transportation system must be designed to maximize long-term public 
benefits. These formulations require knowledge and skill beyond WYDOT. 
To fully create long-term, sustainable systems, WYDOT must embrace other 
skills and knowledge. This handbook seeks to draw forth these benefits from 
the public. Specific advantages of enhanced public involvement include the 
following:

(1) Increased public collaboration. WYDOT believes that citizen 
collaboration on projects benefits the process as well as the end 
product.  Therefore, WYDOT promotes efforts to increase public 
participation and remains committed to respectful, productive 
dialogue.

(2) Decisions that better reflect diverse interests. WYDOT 
believes that consulting with as many interests as can be 
identified will help the Department better understand and reflect 
the full range of identifiable community values, with specific 
focus on community-defined livability standards.

(3) Efficient implementation of transportation decisions. 
WYDOT believes that the improved early decision-making 
process fostered by public involvement will reduce costly project 
plan revision and project change orders.

(4) Enhanced agency credibility. Increased public involvement 
results in more interaction between Department personnel 

and customers. WYDOT believes that this 
interaction aids everyone; the Department comes 
to understand public concerns more fully, and 
customers gain a better appreciation of WYDOT 
and its responsibilities.
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In its broadest sense, the term “public” in this handbook means the 
citizens of Wyoming. By itself, this definition is too broad to be useful. 

A survey of public involvement literature, though, 
provides further explanation. The Federal Highway 
Administration, for example, advocates viewing the 
public not as one undifferentiated mass but rather as a 
number of groups affected in different ways by a project 
or policy. These groups will likely be diverse, will 
require different types of information, and will best be 
reached by different types of media. Similarly, the U.S. 
Environmental Protection Agency states that beyond 
individual citizens, “the public” can properly be thought 
of as representatives of a spectrum of groups having a 
particular interest in agency programs and decisions. 
A sampling of these interests includes consumer and 
environmental advocacy groups; indigenous, tribal, 

minority, and ethnic groups; business and industrial interests, including small 
business; elected and appointed public officials; and the media, civic and 
community organizations, and governmental agencies. 

WYDOT Operating Policy 17-8, Public Involvement Policy, begins with 
this succinct statement of purpose:

The Wyoming Department of Transportation’s 
goal is to proactively involve the public in addressing 
transportation issues. The Department will communicate 
the agency’s mission and goals to the widest an audience 
possible and consider feedback received from outside 
organizations and the public.

Categories of ‘Public’ in Public Involvement

Overview of WYDOT’s Public Involvement Goals and Policy

Experience has shown that all Wyoming residents, all users of the state’s transportation system, and all recipients 
of WYDOT services (our customers), can be affected by agency functions. However, a limited number of individuals and 
groups typically have a greater interest in those functions and wish to participate directly in agency activities. A common 
term for these individuals and groups is stakeholders, often defined as anyone with an interest in the outcome of a project. 
Stakeholders can include local government officials; government associations; resource, regulatory, or transportation 
agencies; minority populations; business people; civic organizations; and special interest groups or others.
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Overview of WYDOT’s Public Involvement Goals and Policy
The Department embraces several specific goals:

1. Incorporate public input into transportation decision making by 
providing for open and continuous communication designed to 
facilitate public involvement opportunities and to inform the 
public of planning, program functions, project activities, designs, 
and construction.

2. Implement a public involvement strategy to identify and use 
Department resources to inform the public of WYDOT’s 
activities and receive public input. The strategy will establish 
levels (depending on the nature and complexity of the activity) 
for communicating with local governments, state and federal 
agencies, businesses, tribal governments, interest groups, and the 
public.

3. Consult with local governments in identifying transportation 
needs, coordinating projects, and selecting viable solutions.

4. Extend WYDOT’s outreach efforts by consulting with and 
soliciting input from individuals and groups with interests related 
to transportation.

5. Provide opportunities for individuals and groups to provide input 
in the development of the State Long Range Transportation Plan 
and the State Transportation Improvement Program.

6. Respond in a timely and open manner to concerns expressed 
about WYDOT activities and conduct continuing efforts to 
educate the public about transportation programs and issues.

7. Review and update the public involvement strategy and process 
as needed, and continuously evaluate the effectiveness of public 
outreach activities and use the results to improve the program.

8. Foster internal communication and training to promote 
understanding and implementation of the public involvement 
process.

The policy also provides criteria for using different levels of public involvement 
for particular types of transportation initiatives. This four-level system allows 
WYDOT to focus public involvement efforts on its most regionally significant 
projects (using Levels C and D) while still accommodating input on other 
Department activities (using Levels A and B). The specific public involvement 
elements for each level are described beginning on page 13. Readers should 
keep in mind, though, that WYDOT, in the interests of maintaining necessary 
flexibility, may change a level designation once underway (moving from Level C 
to Level D, for instance) or combine requirements from different levels to match 
the unique needs of any particular Department project or activity.
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Public Involvement Starts with Advance Planning
WYDOT currently supports a number of planning activities that provide 

the public an opportunity for input. These activities include the following:

State Long Range Transportation Plan

In accordance with 23 United States Code 135, each state is 
required to develop a statewide transportation plan and a statewide 
transportation improvement program for all areas of the state. 
The statewide plan is to provide for the development, integrated 
management, and operation of transportation systems and 
facilities (including accessible pedestrian walkways and bicycle 
transportation facilities) functioning as an intermodal transportation 
system for the state and comprising an integral component of the 
United States intermodal transportation system. The Long-Range 
Transportation Plan (LRTP) is an ongoing effort to integrate 
highway assets needs with community and economic needs to 
ensure a holistic approach to the transportation network.  

Wyoming’s LRTP is the mechanism for the public to provide 
input in shaping the 20- to 30-year transportation network outlook. 
WYDOT uses asset management techniques to give indications 
of what the condition of the assets will be based on various 
funding scenarios. The plan outlines the actions necessary to fulfill 
WYDOT’s mission of providing a safe, high-quality, and efficient 
transportation system.  

To help facilitate the understanding of the impact of transportation, the 
WYDOT Planning Program studies road networks that make up transportation 
corridors. Because these are networks, all roads tying into the major roads 
receive consideration. These corridors meet the transportation requirements 
documented in a Corridor Vision.

The LRTP and Corridor Visions undergo updates approximately every 
five years. At this key decision point, needed functions of the transportation 
system get critical evaluations. WYDOT solicits input from a wide range of 
stakeholders, including the general public and specialty groups, during these 
updates. A Transportation Stakeholder Advisory Committee is usually formed, 
with invitations sent to the Wyoming Trucking Association, the Metropolitan 
Planning Organizations, Wyoming County Commissioners Association, 
Wyoming Association of Municipalities, tribes, legislative liaisons, economic 
development organizations, and other groups as appropriate. The committee 
will review and comment on the draft LRTP, assist in guiding the public 
review process, identify key issues, and analyze emerging trends. WYDOT 
also assesses the draft document with the public at large, using open houses, 
posting on electronic media, and other methods to facilitate constructive 
dialogue.

Corridor Plan

A list of modifications needed to maintain proper functionality is 
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Public Involvement Starts with Advance Planning
developed by inspecting roadway features and comparing these against the 
system baseline specified in the Corridor Vision, as prepared by the Planning 
Program. This analysis of needs is preserved in the Corridor Plan for that 
system and includes suggested projects from the management systems, 
including safety, pavement, and bridge. The need analysis document is 
available to the public and is the repository for input received through the 
STIP review or Corridor Vision and offers a comprehensive list of projects 
that need to be completed at some point in the future.

State Transportation Improvement Program

Current federal regulations require all states to develop a financially 
constrained State Transportation Improvement Program (STIP). WYDOT 
uses a six-year STIP that is updated yearly.  Developing the STIP involves 
matching high-priority needs, mostly from the Corridor Plan, to anticipated 
funding. The Department uses transportation management systems, geometric 
deficiencies, and the LRTP to help determine the scope for a particular project 
and its priority rating. WYDOT also considers public requests made through 
its field offices.  

Metropolitan Planning Organizations (MPOs) in Casper and Cheyenne 
also have public involvement processes for developing their transportation 
improvement program. These programs include a four-year listing of projects 
identified by the MPOs and are incorporated as adopted by the MPOs within 
the STIP.

Each urban area (population over 5,000 by the last census) is given an 
opportunity to form a Rural Planning Organization. In partnership with 
WYDOT, this group cooperatively identifies needed projects, facilitates public 
input, and involves diverse interests in the transportation decision-making for 
the STIP.  

Once projects have been identified in the planning process 
and proposed for the STIP, the document is released for public 
review and comment. Public involvement activities inform 
the public and gather information about concerns and impacts 
a project may have on communities. This is a key decision 
point for the public. Based on this input, the Transportation 
Commission authorizes the design activities for a project 
to begin. Input from the public is used not only in the 
development of the project design but also once actual work 
has begun.

WYDOT will strive to review the proposed STIP with 
each county in the spring, often using open house style 
forums. After the initial input is received, a draft STIP is 

then available for public comment for at least 45 days, usually beginning in 
early July. The STIP is presented to the Transportation Commission, with the 
comments received, at its September meeting.
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The process of designing and building roads is a complex undertaking 
and delays, cost estimates, or unforeseen work may become priorities outside 
the normal cycle of STIP development. Operating Policy 17-8, Public 
Involvement Policy, defines regionally significant projects for this purpose. 

A regionally non-significant project is limited primarily to 
maintenance work, such as chip seals, thin overlays, or bridge 
repairs. A regionally significant project moving into the STIP 
will be reviewed with the elected officials in the county or 
community affected and advertised for public comment by 
the Public Affairs Program for 30 days. The Commission 
then acts based on the priority and the nature of comments 
received. The regionally non-significant projects, cost changes 
to existing projects, fiscal projections, or construction year 
changes are administrative changes to the STIP and will be 
handled by the Commission monthly and documented in a 
quarterly STIP amendment. Regionally significant projects 
could enter the STIP outside the quarterly cycle.

National Environmental Policy Act

 The National Environmental Policy Act (NEPA) requires federal 
agencies, such as the Federal Highway Administration, to encourage 
and facilitate public involvement in decisions affecting the quality of the 
environment. To avoid—or minimize—adverse environmental impacts, 
NEPA-related activities identify and assess reasonable alternatives to proposed 
actions.  These NEPA procedures may be found in Title 40, Parts 1500-1508 
of the Code of Federal Regulations (40 CFR 1500-1508).

 Specific public involvement activities relating to highway projects 
using federal money are described in 23 CFR 771. These regulations provide 
for early and continual public participation opportunities to identify social, 

economic, and environmental project impacts.  
Public hearings occur for certain types of projects, 
often those processed with either an environmental 
assessment or an environmental impact statement. 
Federal guidelines require opportunities for public 
review and comment on both environmental 
assessment and environmental impact statement 
documents. Additional details concerning NEPA and 
other federal regulations follow in the next section of 
this handbook.

 WYDOT’s Environmental Services Program is 
responsible for undertaking, complying with, and 
documenting all NEPA-related activities.

Public Involvement Starts with Advance Planning
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Public Involvement Specific to Construction Projects 
Developing the plan

Each transportation project directly supervised by WYDOT personnel 
requires a public involvement strategy tailored to the specifics of the project. 
When NEPA-required documentation and/or activities are anticipated, 
formulating a written strategy will be the joint responsibility of the district and 
the Environmental Services Program.

The level of public involvement necessary to address the goals of this 
policy should be discussed at the reconnaissance inspection, documented, and 
refined, if necessary, with help from the district and Environmental Services. 
Innovative ideas, including technological advances and social media usage, 
where appropriate, should always be considered as possible ways to increase 
the effectiveness of meeting the dynamic public needs.

The district provides insight and analysis regarding the various issues and 
politics surrounding a particular project to aid in determining the appropriate 
level of public involvement. This in-depth assessment should include 

the history of the project, reasons for the project, maintenance 
problems, landowner issues or problems, political climate of the 
area regarding the proposed project, previous studies in the area, 
environmental issues, previous public comments received, support 
of the governing bodies, future project plans, traffic problems, 
previous publicity, previous internal discussions, and any other 
issues or facts having an impact on the public process.

Who Does What? Responsibilities

Apart from fulfilling and documenting NEPA requirements, the 
district engineer has overall responsibility and final authority for 
this program.

The district public involvement specialist provides support 
services. The district will keep Environmental Services apprised of any public 
involvement activities it undertakes. This allows the coordination of public 
involvement activities and public hearings with the entire NEPA process, 
as required by federal regulation. Recommendations for adjustments in the 
level or extent of public involvement may be made by the district engineer or 
Environmental Services.

In situations where there is a need for an environmental assessment (EA) 
or environmental impact statement (EIS), Environmental Services will take 
the lead in the public involvement strategy. On CE (categorical exclusion from 
NEPA) projects, the district will take the lead on the public involvement plan. 
These meetings will maintain a customer service perspective in focus and 
scope.

Written documentation of all public involvement meetings must be kept 
regardless of the meeting attendance or scope of participation. Original 
copies of the documentation are sent to Environmental Services and its staff 
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Public Involvement Specific to Construction Projects 
incorporates the information into the official record. 
The public involvement strategy and written result 
summations play an important role in satisfying the 
federal requirements of the environmental document.

Each program with public involvement responsibility 
must keep the district staff fully informed and involved 
in all public involvement activity. Maintaining clear and 
open communications among co-workers is as vital as 
those between the agency and the public.  Constant effort 
and attention is necessary to keep all the participants 
informed.

Individuals with public involvement responsibilities 
must also become familiar with the requirements of 

23 CFR 771, FHWA’s regulations on environmental impact and related 
procedures for complying with NEPA.

For projects requiring an EA or EIS, public involvement in scoping, 
identifying alternatives, and determining the significant issues for full 
disclosure in the environmental document is a critical portion of the NEPA 
process and must be summarized and disclosed in the EA or EIS. Projects 
requiring scoping meetings entail distribution of all public comments to the 
pertinent programs for inclusion in the project development decision making 
process.

For consultant design projects, responsibilities must be spelled out in the 
design consultant contract. As much of the public involvement strategy as 
possible should be assigned to the design consultant. The consultant must 
document everything and keep the district engineer and Environmental 
Services informed

Four levels of involvement

Consider the following in selecting an appropriate 
level of public involvement:  

Level A is intended for the simplest projects. Little or 
no public involvement is anticipated and decision-making 
will likely be clear-cut. Level D envisions complex 
projects utilizing a high degree of public involvement for 
successful project completion. The actual project-specific 
plan may include a combination of items from two levels.

It is important that WYDOT does not under-
react and fail to anticipate the need for public 
involvement and information. It is also important that 
the Department does not overreact and build more into 
the process than is reasonably required to meet the goals 
of this policy.
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Public Involvement Specific to Construction Projects 
The strategy should remain flexible. At any point during project 

development, additional items may need to be added to keep the public 
informed and involved.

This is not intended to be a fail-safe process. Changes and fine-tuning 
will occur on some projects. It is very important to be proactive and not just 
reactive—to anticipate needs and provide for them in order to consider and 
address public concerns throughout the process.

Project Levels and Public Involvement Actions

Level A

Level A projects will include activities such as maintenance projects, 
contract maintenance projects, and projects with programmatic categorical 
exclusions. Level A public involvement will typically require the following:

1. A news release explaining the project, including a WYDOT 
contact.

Level B

Level B projects will include activities such as minor urban projects, 
projects with categorical exclusions, and reconstruction projects. Level B 
public involvement will typically require the following:

1. A news release explaining the project and including a WYDOT 
contact.  Alternatively or additionally, contact with newspapers 
serving the area to develop a story and graphics that explain and 
illustrate the proposal may be used. Other applicable media, such 
as radio, television, or internet websites may be contacted as 
well.

2. Contacts with local government officials, interest groups, and 
other organizations;

3. Contacts with affected landowners explaining design and 
activities; and

4. Public notification of construction-related schedules, detours, 
and so forth.

Level C

Level C projects will include activities such as environmental assessments, 
corridor studies or improvements, and minor realignment projects. Level C 
public involvement will typically require the following:

1. A news release explaining the project and including a WYDOT 
contact.  Contact will be made with newspapers serving the area 
to develop a story and graphics that explain and illustrate the 
proposal. Other applicable media (radio, television, internet) 
contacts will also be used;
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Public Involvement Specific to Construction Projects 
2. Personal contacts with adjacent landowners as determined by the 

district engineer or designee;

3. Contacts with local officials, interest groups, and 
other organizations;

4. A scoping meeting to present basic concepts or 
information and to seek input;

5. Distribution of the draft environmental document 
and a news release about the public meeting or hearing;

6. An opportunity to hold a public meeting to receive 
comments on the decisions; and

7. Before or during construction, applicable media 
should be used to disseminate information.

Level D

Level D projects will include activities such as environmental impact 
statements (EISs), major realignment, new highway corridor projects, and 
major urban projects. Level D public involvement will typically require the 
following:

1. A notice of intent and news release explaining the project, 
including a WYDOT contact. Contacts with newspapers serving 
the area will be scheduled to develop a story and graphics that 
explain and illustrate the proposal. Other applicable media 
contacts (radio, television, internet) will also be used;

2. Establishing an advisory committee of diverse stakeholders for 
the project;

3. Possibly establishing an interdisciplinary (ID) team of technical 
expertise for the project;

4. Personal contacts with adjacent landowners;

5. Contacts with local government officials, interest groups, and 
civic organizations;

6. Scoping meetings, to normally include:  

a. A public meeting to determine the scope of the 
issues;

b. A public meeting to identify possible 
alternatives; and

c. Public meetings on findings and significant 
issues;

7. Contacts with landowners, government officials, and 
interest groups during EIS preparation;

8. Distribution of the draft environmental document 
and a news release about the public meeting;
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Public Involvement Specific to Construction Projects 
9. A public meeting;

10. Before or during construction, applicable media should be used 
to disseminate information; and

11. As determined, public meetings should be conducted.

News Releases and News Coverage

News releases are a useful means for communicating information to the 
public throughout the design and construction of a transportation project. 
The Public Affairs Program and the district public involvement specialists 
maintain a list of media outlets, including newspapers, radio stations, 
television stations, and trade journals.

The district public involvement specialist prepares the draft news release 
and submits it to the district engineer or designee for review prior to distribution.

Preparing and distributing a news release is an important 
early step in notifying the public of WYDOT intentions to 
improve or maintain a transportation facility. Grabbing public 
attention with this initial notice sets a tone that encourages 
open communication. Public and official involvement in project 
development will begin earlier and be more productive.

The district public involvement specialist will assist in 
seeking news coverage before and after meetings and hearings.

The news coverage following a transportation project 
meeting or hearing is an important public informational tool. 
This coverage disseminates the highlights of the discussion 
and issues presented at the event. This may be accomplished 
through a news release, a discussion between the lead agent 
or district staff and a news reporter, or both. News accounts 
of meetings or hearings using appropriate media such as 

newspaper, television, radio, or online outlets help inform a broader section 
of interested people. The intended result is a widely available and accessible 
news account of the meeting or hearing.

More people are likely to read about or listen to the results of a meeting 
or hearing than usually attend those events. A news account covering the 
crucial details regarding project purpose helps ensure public opportunity to be 
informed and become involved.

Following formal Transportation Commission action, the Public Affairs 
program will prepare and distribute a news release announcing the decision.  

Common Activities – Detailed Steps and Responsibilities

How to Talk About  
Transportation Investment
•  Conversations must be focused around the 

benefits WYDOT can add to people’s daily 
experiences.

•  Build WYDOT’s case piece by piece, and 
start with a message that centers around 
what the people in the community find most 
important—not what WYDOT thinks are the 
priorities.

•  Use all communication platforms. 
Opportunities abound.

•  Repetition is key to making an impact.
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Common Activities – Detailed Steps and Responsibilities
District public involvement specialists will provide follow-up if necessary.

In order to set a communication tone that encourages understanding 
and input:

• The news release needs to be written in a style that is less formal 
than usual government correspondence.

• Be concise, without eliminating necessary information. The 
correspondence must be easy to read and understand—write for a 
general, non-technical audience.

• Do not use abbreviations and acronyms. Do not use technical 
jargon.

• Be sure the letter and news release address the question “Why?”  
For instance, “WYDOT proposes to improve safety and replace 
the worn-out pavement by reconstructing and widening the 
roadway” or “WYDOT intends to make improvements in 
response to traffic congestion and safety issues.”

Please contact the Public Affairs Program for specific inquiries or further 
examples.

Advisory Committees

An advisory committee may be formed as another means to 
receive and disseminate information and is generally used on level 
C or D projects. The advisory committee is not a decision-making 
body, but it can provide an important two-way communication link 
between the Department and the public. Meetings with the advisory 
committee are an opportunity to openly discuss problems, in detail, 
with a small group of people representing diverse constituencies and 
interests. Committee members, in turn, talk to many others in the 
community. This can result in better public understanding of difficult 
issues. The committee can also provide a focal point for discussions 
and spearhead comment gathering in the community.  

Advisory committees can provide significant benefits to the 
public process. Many times citizens feel more comfortable and trusting with 
someone they know personally. They are also more likely to give comments 
to someone who is not part of WYDOT. This also provides them a degree 
of anonymity not afforded in face-to-face or written comments that become 
part of the record. Committees can also critique presentations, exhibits, etc., 
ahead of public meetings from an independent, non-WYDOT perspective. 
This will allow valuable changes or additions to the information before formal 
presentation.

Advisory committees are established in the early stages of a project by the 
district engineer or designee in conjunction with the Environmental Services 
program. It is the district engineer’s or designee’s responsibility to outline the 
advisory committee’s role so that everyone understands their function.
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Common Activities – Detailed Steps and Responsibilities
Members should be local citizen volunteers representing constituent 

groups. (Makeup of the committee should be a broad representation of 
stakeholders while remaining a manageable-sized group.) These groups may 
include persons from the following:

• City/county governing bodies and area legislators

• Planning groups (such as MPOs or urban advisory committees)

• Tribal governments

• Landowners 

• Groups opposing the project

• Neighborhood councils or homeowners groups

• Chambers of commerce/industry

• Fish or wildlife organizations and conservation or sporting 
organizations

• Environmental organizations or land use organizations 

• Transportation user groups (trucking associations, bicycle 
groups, tourism, Wyoming Business Council)

• Other interest groups (including agriculture/industry 
representatives)

On some projects with unique problems or circumstances, it is advisable to 
invite local representatives of state and federal agencies to participate. Some 
agencies, particularly regulatory agencies, may have other formal procedures 
for participation, scoping, or approvals.  An awareness of these requirements 
will expedite WYDOT proceedings.

Membership on the advisory committee should include a balanced 
group that will represent all sides of anticipated issues. Balance is extremely 
important. “Loading up” the committee with members from one point of view 
and failing to include broad, as well as specific interests, will likely prove 
counter-productive. A criticism leveled at WYDOT for trying to manipulate 
the process on one project may cast suspicion on subsequent endeavors and 
decisions.

Interdisciplinary teams

WYDOT uses a systematic interdisciplinary approach in planning, 
locating, and designing all transportation projects (reference Operating 
Policy 18-2).  The interdisciplinary approach uses personnel trained in the 
appropriate natural, social, physical, environmental, and engineering sciences 
to study and evaluate the impact of proposed transportation improvements.  
The interdisciplinary team plays a critical role in analyzing and proposing 
methods for addressing public concerns.   
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General Guidance:  Personal Contacts with Landowners, Government Officials, and Interest Groups
The district is in a unique position as they must respond to individuals long 

after a project is completed; therefore they must be considered the lead in these 
contacts.  By WYDOT processes however, other programs make contact with 
affected people.  Examples include the Photogrammetry and Survey Section 
permission to survey that is coordinated through the preliminary survey meeting 

or the Right of Way legal notification of landowners before 
negotiations begin.

Personal contact with affected agencies, landowners, 
legislators, and interest groups is a necessary and 
significant part of public involvement. There is no 
prescribed timetable or method for these contacts, but the 
charge is to find the issues, analyze them, and formulate 
answers before they become problems that consume 
much time and resources. These contacts should be made 
as early as possible to avoid misinformation and to foster 
supportive relationships and mutual trust and respect.

• Do not wait until the next scheduled meeting and 
give the issue a chance to become fraught with 
misinformation and speculation. Respond as quickly 

and concisely as possible to prevent continued dissemination 
of bad information or comment. Do not allow anyone to “fill 
in the blanks.” Instead, give them timely, accurate, and honest 
information.

• Do not discount ideas or suggestions out-of-hand. Listen 
carefully. If an idea is determined to be meritless, respond 
clearly and completely. If necessary, publish your response and 
reasoning by whatever means best achieves WYDOT objectives.  
Again, a newsletter as well as a web page can be a valuable tool 
to promote information flow. Accurate news releases issued prior 
to a public meeting may prove effective tools.  A strategic phone 
call or meeting may also yield favorable results.

When people believe they are not being heard, they turn to other means 
outside the formal process to make themselves heard.

Each issue, even if it is the same issue for the tenth time, must be dealt 
with fairly and promptly. This is the challenge, and this is what comprises 
public involvement.

When issues emerge that require the attention of someone with expertise 
and/or authority in a given field, that person may be asked to make the 
necessary contacts to resolve the issue. Or the interdisciplinary team may form 
a subcommittee to work on specific issues.

As stated earlier, it is important to actively seek out those individuals, groups and agencies that may be concerned about or 
opposed to the project. They must be a part of the process and must be heard. When people believe they are not being heard, 
they turn to other means outside the formal process to make themselves heard.  This process is intended to be “inclusive” and 
proactive so that issues and concerns can lead to solutions.
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General Guidance:  Personal Contacts with Landowners, Government Officials, and Interest Groups
Be prepared to encounter powerful emotional reactions or strong feelings 

when working with the public. While WYDOT may see a road headed toward 
structural or capacity failure, unable to meet the needed functions of the 
system in 20 years, many in the public see only the current road functions 
and, therefore, cannot recognize the presented “need,” especially when this 
involves taking property or a perceived impact to the environment. If people 
feel angry or defensive, they will not be listening, even though they may 
think they need to know what is trying to be communicated. Many people 
will say, “I have not been heard,” when they do not agree with the decision. 
WYDOT strongly encourages empathetic listening, which means the listener 
truly understands public concerns. This is not the same as sympathy, which is 
a form of agreement; it is the full understanding of the person, emotionally as 

well as intellectually. This does not imply WYDOT agrees with their 
opinions. After the frame of reference is fully understood, then the 
logic can be firmly, honestly, and politely explained. 

Guidance Specific to Personal Contacts with 
Landowners

Personal contact is one of the most important keys to a successful 
public involvement program. Early in project development and 
before any field work is done, each individual landowner should 
be contacted in person by someone knowledgeable to explain 
the purpose and need for the project and the project development 
process.

 The district will make these contacts, with assistance from 
Environmental Services, Right-of-Way, and Design, as necessary. 
Transportation commissioners can be a valuable resource in assisting 
landowner contacts, especially with difficult discussions or issues.

There are significant positive advantages to personal contacts 
with individual landowners. However, it is imperative that they are 
involved in the project as early as possible in the public involvement 
process. This gives them an opportunity to express individual 

issues, problems, and concerns. These contacts also assist in assessing the 
opposition or support for the project and provide insight on various right-
of-way issues and design problems that must be addressed to garner support 
from the landowners. If their issues are addressed early, then there will be a 
significant reduction in adverse emotional reactions from sympathetic citizens. 
The impact of this emotional element during the entire process should not 
be dismissed nor underestimated. It is important to listen to landowner 
concerns completely, while at the same time being honest, respectful, and 
thorough in discussing their issues, even if their particular issue cannot be 
accommodated. Most reasonable people recognize that all their needs cannot 
be accommodated, and WYDOT must not disrespect their position in asking.
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Personal contacts can be made in person 
or by telephone, but the offer should be made 
to meet one-on-one if so requested.  In the 
event that a consultant is hired to make the 
initial landowner contacts, the district should 
provide a letter of authorization and introduction 
on Department letterhead to be presented to 
the landowner at that first contact. It is not 
recommended that the initial landowner contact 
be done simply by letter. If this is the chosen 
method, then the letter should indicate a future 
individual follow-up will be done within a 
short time. The initial contact with landowners 
could also be done in a group meeting format 
to more efficiently use time instead of repeating 
the preliminary project information at many 
individual meetings. However, it is necessary 

to make it very clear that this group landowner meeting will be followed, as 
needed, with individual meetings as requested.

Thorough county record research produces the formulation of the first 
mailing list of landowners. Extreme care should be taken to obtain the 
latest addresses, correct name spellings, multiple landowners for one piece 
of property, and contract-for-deed landowners. There are instances where 

deeds, especially for contract-for-deed or non-lending 
institution transactions are not filed at the county 
records. It is recommended that at minimum, initial 
correspondence should be made by certified letter 
(return receipt requested), especially since the cost is 
minimal compared to the positive impact to the overall 
project. If the letter is returned or when the return receipt 
is returned, it affords a good opportunity to correct 
addresses and to verify if landowners have changed. 
Certified letters also provide rebuttals to assertions that 
people were not contacted, which is a good protection 
against adverse emotions during public meetings or in 
ensuing publicity.

Adjacent landowners bear the greatest impact from 
a project.  It is imperative that they receive additional 
attention and service.  This will promote a good project 
commencement.  The old adage is very appropriate in 
these situations, “You only get one chance to make a first 
impression!” This is the one chance to begin the process 
with mutual respect. In some situations, preparing and 
distributing a newsletter in addition to the invitation to 
the public meeting can further enhance information flow 
and foster better relationships.

General Guidance:  Personal Contacts with Landowners, Government Officials, and Interest Groups
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Guidance Specific to Personal Contacts with Officials, Groups and Interest Groups
The district is responsible for these contacts.

Again, personal contacts are an essential key to meaningful public 
involvement. As a rule, less formal meetings are more productive than more 
formal ones—the most important thing is to share information and receive 
ideas and comments. Document everything.

Consider informal meetings with local officials, legislators, or interest 
groups on neutral territory. Or arrange to attend a regularly-scheduled meeting 
of their group or organization. Transportation commissioners should also be 
invited to attend and assist as they usually have significant and influential 
contacts. Be sure to schedule presentations to governing officials prior to 
any public meetings, since they will be the recipient of many constituent 
questions. This opportunity will give them confidence and knowledge of the 
issues and will foster critical support for the success of the public involvement 
strategy.

Be prepared with a specific list of topics to be 
covered. Discuss what is planned, and listen carefully 
to the responses. Take good notes, either during or 
just following the meeting, so that the results of the 
small group discussion will be available in the broader, 
public discussion and will be open to public scrutiny. 
Documentation of these meetings must be part of the 
environmental report.

Of course, more formal meetings are required at times. 
But again, try to keep presentations or discussions as 
informal as conditions allow. Give plenty of opportunity for 
the people attending the meeting to ask questions. Listen 
carefully to all ideas, evaluate them for merit, and give 
commendation, if appropriate. Even ideas that cannot work 
deserve a clear, complete response. If these ideas keep 

recurring, put a response in writing and make sure it is disseminated to the 
public.

It is important to actively seek out those individuals and groups opposing 
the action.  Listen diligently to these people, and respond in a way that 
furthers understanding on both sides and seeks to resolve conflicts.

Consider a session with a trained facilitator if meetings are becoming 
volatile and unproductive. Facilitators are well worth the time and effort when 
disputes, mistrust, or confrontation are likely or have previously occurred.  

If opposition is not heard and involved, any discord between agencies or 
between the agency and the public can effectively slow or stop projects. It is 
one goal of this program to be proactive. Ideally, issues between government 
agencies will be mutually resolved before the public is involved.

Words That Build Support for 
Transportation Funding

Mobility

Technology and modernization

Long-term local planning

Accountable spending

Jobs and economic development
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Public Meetings
Issues not dealt with or left until the last minute can “blow up” and cause 

delays or backtracking in the process.  

Public meetings are useful to convey information or seek input on a 
project. They are recommended on all but the simplest projects.

The district engineer or designee is responsible for initiating public 
information meetings and, with support from the district public involvement 
specialist, determining a suitable and effective format.

Meeting Formats

The program outlined in this handbook is aimed, in part, at shifting focus 
from a formal public meeting to the following:

• Less-formal meetings with small or medium-sized groups,

• One-to-one communication, and

• Effective, productive use of traditional news media outlets and 
also technological advances, including social media and the 
Internet.

This shift will help WYDOT better deliver messages to the 
public and gather information and good ideas.

There will always be a place for the public meeting. 
In some instances, they are required, and the dynamics 
of bringing the community together to discuss issues of 
importance to the whole community can be positive and 
productive.

Relying solely on a formal meeting or hearing for 
meaningful public involvement simply will not work. If they 
are held at the end of the process and are not accompanied by 
any other opportunities to participate, citizens will feel their 
concerns cannot be addressed because they are heard too late.

Even if they are held at an appropriate time in the course of developing a 
project, it is difficult to get all interested parties to a meeting. Unless there is 
a tremendous controversy or a great deal of local support, poor attendance is 
always going to be a problem. So, careful planning and clever ideas remain 
necessities.

State the Meeting’s Purpose

Begin planning a meeting by clearly noting the end goal. This is the 
reason for holding the meeting. Be specific. Discuss this goal(s) among the 
project team so that everyone is aware of the purpose and is on board. Write it 
down—this will promote clarity of thought and focus and guide preparations 
for the meeting.
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Public Meetings
An early informational meeting may be intended to explain to the public 

what the agency is doing or proposing to do and why. It is also to find out 
what the public thinks of the proposal and what related issues should be 
considered.

Early explanatory meetings require knowledgeable (including project 
specific knowledge) people on hand to present to the public and answer 
questions. These people must answer questions, even if the answer is, “We do 
not currently know, but we intend to find out.”

Be prepared to explain what has been identified as the purpose and need 
for the project, what activities will follow, and the estimated time frame. 
People will want to know who makes the final decision when alternatives 
exist, such as routing or scope of work.

But, in order to find out what the public thinks, attendance at meetings 
must remain a priority. To get the highest meeting turnout possible, keep in 
mind the following:

• Notices need to be prominent and clearly state what is going on.

• Date, location, and time must be convenient. The location 
should be in the vicinity of the project. Careful selection of the 
time period should be made considering several factors:  work 
schedules—try to get people on their way home from work; 
meal times—try for before or after meal times; and not too late 
in the day—try to avoid post “happy hour” problems, and try to 
get people before they settle at home for the evening. Durations 
of two hours are probably the minimum, but four hours may be 
too long depending on the project and the political climate in the 
community.

• More than one session may be necessary. Consider alternatives 
such as personal meetings or telephone calls with individuals 

who cannot attend for some reason. Be aware 
of legalities, and document personal visits 
extensively.

• Key participants should be contacted 
personally. If they cannot attend, someone should 
arrange to talk to them individually. If it is 
important that they attend the meeting, consider 
changing the meeting to accommodate their 
schedule, or arrange to have a designee present on 
their behalf.

Consider offering refreshments. It makes people 
feel more at ease.

If the meeting is required, for instance a 
scoping meeting prior to developing environmental 
documentation, then certain requirements need to be 
met on the amount of lead time for the notice, etc.
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Concepts, proposals, and decisions must be translated into lay terms 
for effective communication. The moderator must be responsible for 
enforcing this directive. If an engineer, planner, or other spokesperson or 
specialist forgets the audience and begins using technical language or jargon, 
the moderator needs to restate the message in simple terms. The usual 
“engineering presentation” is no exception. If the presentation is not made 
in “plain English” and in a way that everyone can understand, it could be 
difficult for WYDOT to achieve its goals, could cause significant delays, or 
could jeopardize the project all together.

 If an answer is not available or is not entirely clear, someone needs 
to commit to obtaining the answer and responding accordingly. That answer 
should be included in the summary and released for news coverage following 
the meeting.

Two Types and Some Combinations 

For convenience, try thinking of meeting types in two categories: the 
traditional format and the open house, which might include walk-in sessions 
or other “open-forum” formats. Combinations of the two have been successful 
in some cases, but they must be planned and instituted.

The traditional meeting or hearing is appropriate at times since some 
people are very comfortable with this arrangement. Key to making this style 
of meeting effective is keeping the session informal—pay attention to the 
setting of the room, keep presentations short and informative, ask questions 
early, and try to get some give-and-take going during the initial response 

period. A break often offers a fine opportunity for 
individual questions. When the group reconvenes, 
it may be a good idea to recap issues that came up 
and field additional questions. The presentation 
is an important facet, but it is the give-and-take 
where the most passionate issues people care 
about begin to emerge, both in project criticism 
as well as constructive comments. “Stage fright” 
is the most formidable obstacle to overcome in 
these types of meetings. Many people simply do 
not feel comfortable speaking in front of a large 
group, especially if their comments are unpopular. 
Embarrassment and intimidation are hurdles that 
discourage valuable input from some participants.

The meeting must be arranged so people feel comfortable commenting.  WYDOT representatives must come 
prepared to listen.  If there is a stage, do not use it.  Having agency personnel separated from the public or looking 
down on them fosters an “us versus them” tone.  This aggravated mood gets in the way of productive communication.  
The FHWA and other federal agencies have concluded that the formal public hearing is a very risky public involvement 
strategy.  An Americans with Disabilities Act (ADA) compliant open house style meeting or method is a more 
effectual strategy and is approved for wide usage by FHWA.  The open house is the WYDOT preference.

Public Meetings
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Public Meetings
The open house style, which includes informal 

walk-in sessions, and the more elaborate “open 
format hearing” have become common and well-
liked. They promote an informal climate and provide 
a range of involvement options. Department staff 
remain available for an extended time period, so 
people can choose when to attend. The informality 
makes communication easier—people feel more at 
ease asking questions, offering comments, making 
measured criticisms (since there is no audience, just 
a one-on-one informal chat), and seeking conflict 
resolution.

Ensure all comments are accurately recorded 
and made part of the project record.  Taking detailed 
notes during conversations is highly recommended. If 

questioned, an appropriate answer might alleviate concerns by expressing the 
desire to accurately reflect the speaker’s concerns during later review.

Consider that the open forum meeting/hearing can improve the quality 
of input WYDOT receives, especially when there are more than just a few 
issues and when the public is expected to have many questions and concerns. 
This type of meeting/hearing is useful to identify the breadth of issues people 
are concerned about. They are especially helpful on high-visibility projects 
since it is likely many people will be interested enough to attend. There may 
be rumors to answer and many more questions to take than can reasonably 
be handled in a traditional setting. Further, some people are not comfortable 
standing up to a microphone and addressing a group. These people need to 
contribute, and the open forum format is meant to accommodate them by 
easing discussion through small group sessions or one-on-one sessions with 
project staff.

A variation of the open-house format that can work well is to combine 
it with a short informative 10 to 15 minute presentation of general interest 
information, or provide information that would answer anticipated or 
reoccurring questions. After the presentation, the meeting would break back 
into the pure open house style of meeting.

The open forum format is characterized by a floor plan that both 
accommodates the meeting as legally defined and fulfills the need to exchange 
information and understanding in a practical, productive way. An open forum 
meeting is arranged much like an open house. It is intended to give those who 
work shifts or are not otherwise able to attend during “regular” hours a better 
opportunity to attend. It also allows those worried about speaking in front of 
a group a chance to comment and ask questions in a more friendly setting.  
After meetings, written comments may be submitted and accepted for a pre-
determined length of time.

There are numerous issues and needs to consider in determining a meeting 
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Public Meetings
style. Guides and materials are available and counsel and 
assistance is available from the district public involvement 
specialist. Before utilizing a combination of styles, or planning 
an open forum format meeting, consult with the specialist. 
Careful planning and some extra input will be required to 
ensure WYDOT meets both internal goals and obligations 
mandated by law.

Did the meeting measure up?

Debriefing or recapping the results of a meeting sometime 
soon after completion will help WYDOT evaluate efforts. As 
part of the post-meeting review, answer the following questions:

• Did the meeting accomplish the intended goals? For instance, 
does the public know now what WYDOT is doing? How did 
the public respond? How will their involvement influence the 
upcoming project process?

• Did the audience represent individuals and groups expected to 
have an interest? If not, who still needs to be contacted to form a 
varied representation of stakeholders?

• What are the Department’s feelings about the meeting? How 
the public feels about it?  These feelings are bound to affect the 
development of the project, and it is best to start working now on 
“unease,” whether on the public’s part or WYDOT’s.

 

Notice of Intent 

On projects requiring an environmental impact statement, federal Council 
on Environmental Quality (CEQ) regulations and Title 23 require that a Notice 
of Intent is published in the Federal Register as soon as practicable after the 
decision is made to prepare an EIS and before the scoping process.

The Notice of Intent is filed by the Federal Highway Administration. 
Information on preparing the notice is found in the FHWA Technical Advisory 
T 6640.8A.

Scoping

Scoping is a formal information exchange that is an essential part of the 
process on projects requiring an EA or EIS. Scoping must begin early in 
the project development process as it is required by federal regulation. To 
better serve the public, scoping may also be used on projects processed with 
Categorical Exclusions. (Scoping is described in 40 CFR Section 1501.7, 
CEQ Regulations and 23 CFR 771.)

Public Involvement Activities Specific to Environmental Assessments and Impact Statements
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Public Involvement Activities Specific to Environmental Assessments and Impact Statements
Environmental Services is responsible for scheduling and carrying out 

scoping for EAs and EISs. The district will make meeting arrangements, and 
the district public involvement specialist may assist in preparing public notices 
and conducting meetings.

Cooperating agencies should be asked to participate in scoping. Therefore, 
the first cooperating agency meeting must precede the scoping process.

Public scoping is an ongoing process during the preparation of the draft 
environmental document consisting of the following three parts:

• Public comment on the scope of issues.  The objective 
is involvement from the public; federal, state, and local 
governments; and Indian tribes in the initial planning for the 
preparation of a draft environmental document for a project, 
determining the scope of the issues to be considered for the 
specific project areas, and formulating the depth of analysis 
required in the environmental document.

• Public comment on alternatives.  The objective is public 
participation in identifying alternatives or the various ways 
the purpose and need for a project can be met. If a range of 
alternatives has already been identified, they should be presented 

for public comment. Alternatives may include 
various alignments or options and features, other 
means of transportation, or reducing the demand or 
need for a project. 
 
Since public involvement is intended to determine 
alternatives, caution must be exercised in 
determining the extent of exhibits or materials 
provided and the perception they will give to the 
audience. With limited materials, people might say, 
“We cannot comment unless we have something 
to comment on.” An overabundance of materials 
induces people to view the exhibits as proof, 
“WYDOT has already chosen an alternative and is 
just going through the motions of obtaining public 
comment.” It is probably better to err on the side 
of caution and provide limited display exhibits. 

This prevents the negative impacts of public conclusions that 
denigrate the value WYDOT places on public comment.

• Public comment on findings and significant issues.  The 
objective is to have public comment on, and seek consensus on, 
which issues and alternatives are significant enough to warrant 
full discussion or analysis in the EA or EIS. The results serve to 
focus analyses, including revising scopes of work as necessary, 
on the most important issues, finding answers or solutions to the 
most pressing problems, or identifying mitigating measures for 
impacts that cannot be avoided.



28Public Involvement Handbook and Resource Guide

Public Hearings
Public hearings must meet certain legal 

requirements. The requirements are primarily 
to ensure people are notified and given a good 
opportunity to comment. They must meet the 
requirements of 23 CFR 771.111(h)(1) and (h)
(2), 23 CFR 771.119(e), 23 CFR 771.123(h) and 
(i), and 40 CFR 1506.6

 Public hearings or opportunity for a 
public hearing are held after the release of the 
draft environmental document and before the 
formal decisions on a project EA or EIS are 
made. They are most effective as part of an 
overall public involvement program. Public 
hearings offer a final opportunity for public 
comment right before decision-making.

 Environmental Services is responsible for scheduling, advertising, and 
carrying out these meetings. Assistance may be sought from the district public 
involvement specialist in preparing additional public notices and conducting 
the hearing.

 The district public involvement specialist can use any combination of 
notices, news releases, technology (including social media), and mailings to 
encourage interested parties to participate in the hearing. The hearing should 
be conducted using a participation-friendly format.

Project Delays 

Priorities change and sometimes projects are set aside while others of 
higher priority are pursued. Inactivity causes the public and landowners 
affected by the project to wonder what is going on. Landowners have a special 

stake in the outcome of transportation 
decisions since they may want to make 
improvements or sell or purchase property.

 Everyone affected should be kept 
informed about project development status. 
When a considerable amount of time has 
passed since the last public involvement 
effort, distribute a status report to keep 
people informed. When projects have been 
placed “on the shelf” or otherwise delayed, 
or when there has been a change in scope 
of work, an informational meeting may be 
warranted.
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Personal Contacts – Final Design

Construction Information

The Right-of-Way Program makes these contacts as they start the appraisal 
and acquisition process. They should obtain assistance from the district staff as 
necessary.

 At this time, the agent contacts the landowner in writing and arranges 
for a meeting to discuss the plans, scheduling, and construction features of the 
project. The agent often accompanies the landowner on a tour of the property 
where impacts are likely.

Special provisions made part of the contract may include requirements 
for a specific construction notification and information plan by the contractor, 
mostly on urban or sensitive projects. Simple projects can be handled by 
the resident engineer and/or contractor through or with the assistance of the 
district public involvement specialist.

The plan may include a combination of the following features:

a) Weekly (or regular) meetings with affected businesses and 
landowners.

b) Posters, brochures, or other handouts (with a simple map) to 
distribute in the project area.

c) Variable or dynamic message signs.

d) Highway advisory radio—low wattage public information radio 
stations.

e) Weekly (or regular) news releases or paid advertisements to 
newspaper, radio, and TV.

f) Appropriate usage of new technologies and/or social media.
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Public Involvement Specific to Aeronautics 
WYDOT’s Aeronautics Division not only adheres 

to all WYDOT public involvement provisions 
but also is subject to additional Federal Aviation 
Administration (FAA) requirements.  The FAA 
actively encourages community involvement in its 
sponsored programs. A legal mandate for community 
involvement is found in Public Law 94-54, which 
states that, “[n]o airport development project may 
be approved… unless… fair consideration has been 
given to the interest of the communities in or near 
which the project is located.”

Aeronautics’ role in aviation system development 
differs from that of other WYDOT divisions involved 
in infrastructure improvement, mainly because 
airports in the state are owned by the local community 

or county, and it is those authorities—not WYDOT—who directly supervise 
improvement work. However, Aeronautics participates in and facilitates 
airport planning and development involving the public. Aeronautics also 
develops a state system plan and other documents that require community 
involvement. Other activities are designed to promote exchange of 
information with the public, including the following:

Joint Planning Conferences

At least once every five years, Aeronautics conducts joint planning 
conferences at all general aviation airports to gather public input concerning 
upcoming airport improvements. Notices advertising these meetings are 
placed in local newspapers, with airport users and community leaders 
specifically targeted for participation. The meetings result in a revised Capital 

Improvement Program (CIP) for individual airports. 
The CIP is the primary input to federal and state funds 
programming, and through it, the public directly 
influences the airport improvement process.

Special Studies, Publications and Guides to 
Aviation Activities and News

On request, Aeronautics distributes publications 
regarding land use planning, airports, and the 
economic benefits of aviation. Aeronautics also 
dispenses special planning studies to appropriate 
individuals and agencies, such as city and county 
planning groups, airport board members, city 
councils, and county commissions. In addition, 
the division develops and distributes aeronautical 
publications for use in Wyoming, including 

aeronautical charts, airport directories, tips on mountain flying, and others. 
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Public Involvement Specific to Aeronautics 
Public Meetings – Aeronautics Commission and Local  

Airport Planning

Aeronautics facilitates semi-annual meetings of the Wyoming Aeronautics 
Commission.  The Commission considers airport improvement grants, and 
Aeronautics staff members present information on pertinent topics to the 
aviation community. In addition, Aeronautics holds monthly conference calls 
with the Commission, and to encourage public participation, public notices 
about the meetings are placed in regional newspapers.

Besides sponsoring its own public meetings, Aeronautics personnel also 
participate in local airport planning efforts by attending public planning and 
construction meetings conducted by the local airport sponsor and the FAA.

WYDOT Operating Policy 17-8, Public Involvement Policy

WYDOT Operating Policy 18-2, Interdisciplinary Approach to  
 Developing a Highway Project

WYDOT Operating Policy 19-6, Property Acquisition

Code of Federal Regulations (CFR) 23 Part 771

Code of Federal Regulations (CFR) 40 Part 1500-1508

References

WYDOT Contact List
Following is a summary organization list; contact the Public Affairs Office at  

(307) 777-4437 for additional contacts.

Headquarters 
5300 Bishop Blvd 
Cheyenne, WY 82009-3340

Divisions 
Chief Engineer ..................... (307) 777-4484
Engineering & Planning ....... (307) 777-4484 
Environmental Services ....... (307) 777-4417 
Planning ............................... (307) 777-4412 
Operations ............................ (307) 777-4484 
Support Services .................. (307) 777-4484 
Highway Patrol .................... (307) 777-4301 
Aeronautics .......................... (307) 777-3952 

District 1 
3411 S. 3rd St., Ste. 1 
Laramie, WY 82070 
(307) 745-2100

District 2 
900 Bryan Stock Trail 
Casper, WY 82601 
(307) 473-3200

District 3 
3200 Elk Street 
Rock Springs, WY 82901 
(307) 352-3000

District 4 
10 East Brundage Lane 
Sheridan, WY 82801 
(307) 674-2300

District 5 
218 West C, Box 461 
Basin, WY 82410 
(307) 568-3400
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Title VI Language for Publications, Communications, and Public 
Involvement 

English and Spanish Versions   
 

English  

Title VI Notice to Public  

It is the Wyoming Department of Transportation's (WYDOT) policy to assure 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, be excluded from participation in, be denied the benefits of, or be otherwise discriminated 

against under any of its federally funded programs and activities. Any person who believes his/her 

Title VI protection has been violated, may file a complaint with WYDOT's Office of Civil Rights. For 

additional information regarding Title VI complaint procedures and/or information regarding our 

non-discrimination obligations, please contact WYDOT’s Office of Civil Rights, Title VI Coordinator - 

Kent Lambert at 5300 Bishop Blvd. Cheyenne, WY 82009-3340  Phone: (307) 777-4268  FAX (307) 

777-4765, Monday to Friday, 8:00 AM to 5:00 PM. 

 

Spanish  

Notificación de Titulo VI al Público  

Es la póliza de el Departamento de Transportación del Estado de Wyoming (WYDOT) de asegurar 

que ninguna persona sea excluida de participación o sea negado los beneficios, o sea discriminado 

bajo cualquiera de sus programas y actividades financiado con fondos federales sobre la base de 

raza, color, origen nacional o sexo, como proveído por el Título VI de el Acto de Derechos Civiles de 

1964. Cualquier persona que cree que sus protecciones de Titulo VI han sido violadas, puede hacer 

una queja con la Oficina de Igualdad de Oportunidades (OEO). Para información adicional con 

respecto a procedimientos de quejas de Titulo VI y/o información con respecto a nuestras 

obligaciones sin discriminación, por favor de comunicarse con los Coordinador de Titulo VI de la 

WYDOT Oficina de Derechos Civiles - Kent Lambert 5300 Bishop Blvd. Cheyenne, WY 82009-3340  

Telefono: (307) 777-4268 

FAX (307) 777-4765, Lunes a Viernes, 8:00 AM a 5:00 PM. 
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Title VI Program 
Complaint Procedures 

  
Title VI of the Civil Rights Act of 1964 prohibits discrimination on the basis of race, color, or national origin in 
programs receiving federal financial assistance.  
  
GENERAL  
  
A member of the public, a group of people, or their representatives who believe they have been denied the benefits 
of, excluded from participation in, or subject to discrimination can file an administrative complaint against a 
recipient of financial assistance from the Federal Transit Administration (FTA), a transportation provider, a  
transportation-related entity, or the FTA itself alleging discrimination and/or adverse environmental effects. This 
includes social and economic effects against a specific minority, low income community, or population group due 
to a project or activity funded or carried out by the Federal Transit Administration.  
  
The Title VI Civic Rights Complaint Procedures implemented by NAME OF PROVIDER outlines specific steps and 
procedures NAME OF PROVIDER will maintain in receiving, recording, investigating, determining, and resolving 
Title VI complaints. The following procedures do NOT deny the complainant the right to file formal complaints with 
the Office of Civil Rights, the Equal Employment Opportunity Commission, the Federal Transit Administration, 
and/or seek private counsel for complaints alleging discrimination, intimidation or retaliation of any kind that is 
prohibited by law. Complainants have the right to submit complaints directly to the appropriate federal agency.  
  
The option of informal meeting(s) between the affected parties and the NAME OF PROVIDER Program Director 
may be utilized for resolution of the Title VI complaint. The NAME OF PROVIDER Program Director will notify 
NAME OF PROVIDER’s General Manager of all Title VI related complaints and each step in the complaint procedure 
process.  
 

PROCEDURE  
  
1. The complaint must meet the following requirements:  
 

a. Complaint shall be in writing and signed by the complainant(s). In cases where Complainant is unable or   
     incapable of providing a written statement, a verbal complaint may be made. The NAME OF PROVIDER  
     Program Director will interview the Complainant and assist the person in converting verbal complaints  
     to writing. All complaints must, however, be signed by the Complainant or his/her representative.  
b. Include the date of the alleged act of discrimination date when the Complainants became aware of the  
     alleged act of discrimination; or the date on which that conduct was discontinued or the latest instance  
     of conduct.  
 c. Present a detailed description of the issues, including names and job titles of those individuals perceived  
      as parties in the complaint.  
 d. Federal and state law requires complaints be filed within 180 calendar days of the alleged incident.  

  
2. Upon receipt of the complaint, the NAME OF PROVIDER Program Director will determine its jurisdiction, 
acceptability, need for additional information, as well as begin the investigation into the merit of the 
complaint.  
  
3. The Complainant will be provided with a written acknowledgement that NAME OF PROVIDER has either 
accepted or rejected the complaint.  
  
4. A complaint must meet the following criteria for acceptance:  
 

 a. The Complaint must be filed within 180 days of the alleged occurrence.  
  b. The allegation must involve a covered basis such as race, color or national origin.  
 c. The allegation must involve a NAME OF PROVIDER service of a federal-aid recipient, sub-recipient or  
      contactor.  

  
5. A complaint may be dismissed for the following reasons:  
 

 a. The Complainant requests the withdrawal of the complaint.  



b. The Complainant fails to respond to repeated requests for additional information needed to process the  
     complaint.  
c. The Complainant cannot be located after reasonable attempts.  

  
6. Once NAME OF PROVIDER decides to accept the complaint for investigation, the Complainant will be 
notified in writing of such determination. The complaint will receive a case number and will then be logged 
in a database identifying: Complainant's name, basis, alleged harm, race, color and national origin of the 
Complainant.  
  
7. In cases where NAME OF PROVIDER assumes the investigation of the complaint, within 90 calendar days 
of the acceptance of the complaint, NAME OF PROVIDER will prepare an investigative report. The report 
shall include a narrative description of the incident, identification of persons interviewed, findings and 
recommendations for determination of the complaint.  

 
8. The investigative report and its findings will be reviewed by the NAME OF PROVIDER Program Director, 
and in some cases the investigative report and findings will be reviewed by NAME OF PROVIDER’s Legal 
Counsel. The report will be modified as needed.  
 

9. The Director and/or Legal Counsel will make a determination on the investigative report of the 
complaint. Determinations will be stated as follows:  
 

a. Compliant – Not in Violation of Title VI  
     Letter will explain reasons for NAME OF PROVIDER’s compliance  
 b. Noncompliant – Violation of Title VI  
      Letter will document the specific violation and instructions on planned actions to remedy the violation    
      in order to be in compliance with – not in violation of - Title VI.  

  
10. Notice of NAME OF PROVIDER’s Program Director's determination will be mailed to the Complainant. 
Notice shall include information on the investigative report and determination as well as the appeal rights 
of Complainant and instructions for initiating such an appeal. Notices of appeals are as follows:  
 

 a. NAME OF PROVIDER will reconsider this determination if new significant facts are presented.  
 b. If Complainant is dissatisfied with the determination and/or resolution set forth by NAME OF   
      PROVIDER, the same complaint may be submitted to the FTA for investigation. Complainant will be  
      advised to contact the Federal Transit Administration, Office of Civil Rights, East Building, 5th  Floor –  
      TCR, 1200 New Jersey Ave., SE, Washington DC, 20590.  

  
11. A copy of the complaint, NAME OF PROVIDER’s investigative report including determination, and, if 
appropriate, the planning actions NAME OF PROVIDER will implement to remedy the violation, will be 
issued to the FTA within 120 days of the receipt of the complaint.  
  
12. A summary of the complaint and its resolution will be included as part of the Title VI updates to the 
FTA.  
  
 RECORDKEEPING REQUIREMENT  
  
The NAME OF PROVIDER Program Director will ensure that all records relating to NAME OF PROVIDER’s Title VI  
Complaint Process are maintained with department records.  
  
Records will be available for compliance review audits.  
 



Programa Título VI 
Procedimiento para Quejas 

  
El Título VI del Acta de los Derechos Civiles de 1964 prohíbe discriminación con base en raza, color, país de origen en 
programas que reciben asistencia financiera federal.  
  

GENERALIDADES  
  

Un miembro del público, un grupo de personas o sus representantes quienes creen han sido negados los beneficios, o 
excluidos de su participación o sujetos de discriminación pueden presentar una queja formal administrativa en contra de 
quien recibe la asistencia financiera federal de la Administración Federal de Transporte Público (FTA), un proveedor del 
servicio de transporte, una entidad relacionada con el transporte o la misma la Administración Federal de Transporte 
Público, alegando discriminación y/o efectos ambientales adversos. Esto incluye efectos sociales y económicos en contra 
de una minoría específica, comunidad de bajos ingresos, o un grupo poblacional debido a un proyecto o actividad 
financiada llevada a cabo por la Administración Federal de Transporte Público.  
  

Los procedimientos para las quejas formales del Título VI de los Derechos Civiles implementados por la NAME OF 
PROVIDER definen específicamente los pasos y procedimientos que NAME OF PROVIDER mantendrá en la recepción, 
registro, investigación determinación y solución de la queja formal del Título VI. Los procedimientos a seguir NO niegan 
el derecho de queja formal con el Consejo de Relaciones Humanas de Wyoming, Comisión para las Oportunidades de 
Empleo Justas, la Administración Federal de Transporte Público, y/o la búsqueda de consejo privado para el alegato y 
queja formal por discriminación, intimidación, retaliación de cualquier tipo que es prohibido por la ley. Quejas formales 
tienen derecho a ser presentadas directamente ante la agencia federal apropiada.  
  

La opción de reuniones informales entre las partes afectadas y el Director del Programa de NAME OF PROVIDER pueden 
ser utilizadas para la solución de la queja formal del Título VI. El Director del Programa de NAME OF PROVIDER notificará 
al Gerente General de NAME OF PROVIDER con relación a todos las quejas formales y cada paso en el proceso del 
procedimiento de quejas. 
 
PROCEDIMIENTO  

  

1. La queja formal debe tener los siguientes requisitos: 

  
a. La queja formal debe ser escrita y firmada por el (los) quejoso (s). En casos donde el quejoso es incapaz de   
     proveer una queja escrita, una queja formal verbal puede ser hecha. El Director del Programa de NAME OF  
     PROVIDER entrevistará al quejoso y asistirá a la persona en convertir la queja verbal en queja formal escrita.  
     Todos las quejas deben sin embargo ser firmadas por el quejoso o su representante.  

 

 b. Incluya la fecha del acto de discriminación, la fecha cuando el quejoso toma conciencia (reconoce) del acto de  
      discriminación o la fecha cuando la conducta fue descontinuada o la última instancia de la conducta.  
  

c. Presente una descripción de tallada de los hechos y circunstancias, incluyendo nombres, posiciones, de  
     aquellas personas percibidas como parte de la queja.  
  

d. Las leyes federales y estatales requieren que las quejas sean presentadas en 180 días calendario a partir del  
      incidente materia de la queja.  

  

2. A la recepción de la queja el Director del Programa NAME OF PROVIDER determinará su jurisdicción, aceptación, 
necesidad de información adicional, así como el inicio dela investigación que amerita la queja formal.  
  

3. Al quejoso le será sumistrado en escrito el reconocimiento que NAME OF PROVIDER hace en aceptar o rechazar la 
queja formal.  
  

4. Una queja debe cumplir con los siguientes requisitos para su aceptación:  

 

a. La queja debe ser presentada en 180 dias calendario a partir de la ocurrencia del incidente materia de la    
     queja.  
  

b. El alegato debe envolver una base cubierta como raza, color o país de origen.  
  



c. El alegato debe involucrar el servicio de NAME OF PROVIDER de un recipiente directo o indirecto de la ayuda  
     federal o un subcontratista. 

 

5. Una queja puede ser rechazada por las siguientes razones:  

 

a. El quejoso solicita cancelar la queja.  
  

b. El quejoso falla en responder las repetidas solicitudes de información adicional necesarias para procesar la  
     queja.  
  

c.  El quejoso no puede ser localizado después de razonables intentos.  

  

6. Toda vez NAME OF PROVIDER decide en aceptar la queja para su investigación, el quejoso será notificado en escrito 
de esta determinación. La queja recibirá un número de caso y luego será incorporada en una base de datos 
identificando el nombre del quejoso, la base sustento de la queja, el daño alegado, el origen de la queja por raza, 
color, país de origen.  
  

7. En casos donde NAME OF PROVIDER asume la investigación de la queja, en 90 días calendario a partir de la 
aceptación de la queja, NAME OF PROVIDER preparará un reporte de la investigación. El reporte tendrá que incluir 
una narración y descripción del incidente, identificación de las personas entrevistadas, hallazgos y recomendaciones 
para la determinación de la queja.  
  

8. El reporte de la investigación y sus hallazgos será revisado por el Director del Programa de CATA y en algunos casos 
el reporte de la investigación y hallazgos será revisado por la consejería legal de NAME OF PROVIDER. El reporte 
podrá ser modificado según sea necesario.  
  

9. El Director y/o la Consejería Legal harán una determinación del reporte de la investigación motivo de la queja. Las 
determinaciones deberán estipular:  

 

a. Ajustada - No viola el Título VI.  

    Una carta explicará las razones para la conformidad de NAME OF PROVIDER  

 

b. No Ajustada - Violación del Título VI.  
     Una carta documentará la violación específica e instruirá las acciones planeadas a futuro para ajustar la no    
     violación del Título VI.  

  

10. Una notificación del Director del Programa de NAME OF PROVIDER será enviada por correo al quejoso. La 
notificación tendrá que incluir información del reporte de investigación y su determinación así como los derechos de 
apelación del quejoso y las instrucciones para iniciar la apelación. Las notificaciones de apelación son como sigue:  

 

a. NAME OF PROVIDER reconsiderará esta determinación si hechos nuevos y significativos son presentados.  
  

b. Si el quejoso está insatisfecho con la determinación y/o resolución expuesta por NAME OF PROVIDER la   
     misma queja deberá ser presentada ante la Administración Federal de Transporte Público para su   
     investigación. El quejoso deberá ser consejado para contactar la Administración Federal de Transporte   
     Público, Oficina de Derechos Civiles, East Building, 5th  Floor – TCR, 1200 New Jersey Ave., SE, Washington DC,   
     20590.  

  

11. Una copia de la queja, reporte de la investigación de NAME OF PROVIDER incluyendo su determinación y si es 
apropiado la planeación de las acciones a futuros que NAME OF PROVIDER implementará para remediar la violación 
serán presentados ante Administración Federal de Transporte Público en los 120 dias al recibo de la queja.  

 

12. Un resumen de la queja y su solución serán incluidos como parte de la actualización del Título VI ante la 
Administración Federal de Transporte Público.  
  

REQUERIMIENTO PARA LA CONSERVACION DE LA INFORMACION  
   

El Director del Programa NAME OF PROVIDER asegurará que todos los expedientes relacionados con el proceso de 
NAME OF PROVIDER del Título VI son mantenidos en el archivo.  
Los expedientes estarán a disposición para auditorias. 




