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ENGLISH

Title VI Notice to Public

It is the Washington State Department of Transportation’s (WSDOT) policy to assure that no person shall, on the grounds of race,
color, national origin, 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 programs and activities. Any person who believes his/her Title VI protection
has been violated, may file a complaint with WSDOT's Office of Equity and Civil Rights (OECR). For additional information regarding
Title VI complaint procedures and/or information regarding our non-discrimination obligations, please contact OECR’s Title VI
Coordinator at 360-705-7090.

Americans with Disabilities Act (ADA) Information

This material can be made available in an alternate format by emailing the Office of Equity and Civil Rights at wsdotada@wsdot.wa.gov
or by calling toll free, 855-362-4ADA(4232). Persons who are deaf or hard of hearing may make a request by calling the Washington
State Relay at 711.

ESPANOL

Notificacion de Titulo VI al Pablico

La politica del Departamento de Transporte del Estado de Washington (Washington State Department of Transportation, WSDOT) es
garantizar que ninguna persona, por motivos de raza, color u origen nacional, segun lo dispuesto en el Titulo VI de la Ley de Derechos
Civiles de 1964, sea excluida de la participacion, se le nieguen los beneficios o se le discrimine de otro modo en cualquiera de sus
programas y actividades. Cualquier persona que considere que se ha violado su proteccion del Titulo VI puede presentar una queja
ante la Oficina de Equidad y Derechos Civiles (Office of Equity and Civil Rights, OECR) del WSDOQOT. Para obtener mas informacion
sobre los procedimientos de queja del Titulo VI o informacion sobre nuestras obligaciones contra la discriminacién, comuniquese con el
coordinador del Titulo VI de la OECR al 360-705-7090.

Informacion de la Ley sobre Estadounidenses con Discapacidades (ADA, por sus siglas en inglés)

Este material puede estar disponible en un formato alternativo al enviar un correo electrénico a la Oficina de Equidad y Derechos
Civiles a wsdotada@wsdot.wa.gov o llamando a la linea sin cargo 855-362-4ADA(4232). Personas sordas o con discapacidad auditiva
pueden solicitar la misma informacién llamando al Washington State Relay al 711.
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Paspen VI O6wecTBeHHOe 3a8BIeHNe

Monntuka OenapTameHTa TpaHcnopTa wrtaTa BawmnHrtod (WSDOT) 3ak1t04aeTCcs B TOM, YTO6bI UCK/IOUYUTL SIt06ble Cayvan
OMCKPMMUHALMM NO NPU3HAKY Pachl, LiBETA KOXKM UJIM HALMOHAIbHOTO MPOUCXOXKAEHMS, KaK 3TO NpegycMoTpeHo Pasaenom

VI 3aKoHa 0 rpakaaHcKux npasax 1964 roaa, a TakXXe cay4dyan HelONYLLEHMS YYaCcTUs, JIMLEHUS IbFOT UK Apyrue Gopmbl
OUCKPUMUHALMM B paMKax 10601 13 CBOMX NPorpamMMm 1 MeponpusTuit. Jllo6oe 1o, KoTopoe CYUTAET, YTO ero cpeAcTBa 3aLuUThbI
B paMKax pasfena VI 66111 HapyLleHbl, MOXET NoAaTh »Kanoby B BeJoMCTBO Mo BonpocaM paBeHCTBa U rpaxkaaHckmnx npas WSDOT
(OECR). Ons pononHnTenbHomn nHdopmaLmm o npoueaype nofaqm >kanobbl Ha HecoboaeHue Tpe6oBaHuit pasaena VI, a Takxke
noJly4eHns MHGOPMaLIMKM O HalLMX 0653aTeNIbCTBaX No 60pbbe C AUCKPUMMHALIMEN, MOXKANYNCTA, CBAXKMUTECH C KOOPAMHATOPOM
OECR no pasgeny VI no tenedpony 360-705-7090.

3akoH CLUA o 3awuTe npas rpakgaH ¢ orpaHMyeHHbIMU BO3MOXXHOCTAMM (ADA)

OTY MHbOPMaLLMIO MOXKHO NOJTy4YUTb B afibTepHAaTUMBHOM dopMaTe, OTNPABUB 3N1EKTPOHHOE NMCcbMO B BegomMcTBO No Bonpocam
paBEeHCTBA M IrpakJAaHCKUX npa. no agpecy wsdotada@wsdot.wa.gov nam nos3BoHMB no 6ecnsiaTHoMy TenedoHy 855-362-
4ADA(4232). Tnyxue 1 cnabocablwallme anua MoryT cAenaTh 3anpoc, NO3BOHMB B CMELMAIbHYIO OMCMETYEPCKYIO C/Y>KBY
wTaTa BawmHrtoH no HoMmepy 711.(4232). Mnyxue 1 cnabocsibilalme Anua MoryT cAenaTh 3anpoc, MO3BOHUB B CNeLMabHYo
OMCNeTYepCKYo CNy>X6y wTaTa BawmHrToH no Homepy 711.
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tigng Viét - VIETNAMESE

Thoéng bao Khoan VI danh cho céng ching

Chinh sach ctia S& Giao Théng Van Tai Tiéu Bang Washington (WSDOT) 12 bdo dam khdéng dé cho ai bj loai khoi su tham gia, bj tur
khuéc quyén lgi, hodc bi ky thi trong bat cr chuong trinh hay hoat déng nao vi ly do chiing tdc, mau da, hodc nguén géc qudc gia, theo
nhu quy dinh trong Muc VI ctia Dao Luat Dan Quyén nam 1964. B4t cr ai tin rang quyén bao vé trong Muc VI cla ho bi vi pham, déu
c6 thé ndp don khi€u nai cho Van Phong Bao Vé Dan Quyén va Binh Ding (OECR) ctia WSDOT. Muén biét thém chi tiét lién quan dén
thu tuc khi€u nai Muc VI va/hodc chi tiét lién quan dén trach nhiém khong ky thi cia chdng toi, xin lién lac v&i Phéi Tri Vién Muc VI cla
OECR s6 360-705-7090.

Théng tin vé Dao luat Ngudi My tan tat (Americans with Disabilities Act, ADA)

Tai liéu nay c6 thé thuc hién bing mot hinh thirc khac bing cach email cho Van Phong Bao Vé Dan Quyén va Binh Ding wsdotada@
wsdot.wa.gov hodc goi dién thoai mién phi s8, 855-362-4ADA(4232). Ngudi diéc hodc khiém thinh cé thé yéu ciu bang cach goi cho
Dich vu Tiép dm Ti€u bang Washington theo sé 711.
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Af-soomaaliga - SOMALI

Ciwaanka VI Ogeysiiska Dadweynaha

Waa siyaasada Waaxda Gaadiidka Gobolka Washington (WSDOT) in la xaqiijiyo in aan gofna, ayadoo la cuskanaayo sababo la xariira
isir, midab, ama wadanku kasoo jeedo, sida ku goran Title VI (Qodobka VI) ee Sharciga Xaquugda Madaniga ah ah oo soo baxay 1964,
laga saarin ka gaybgalka, loo diidin faa'iidooyinka, ama si kale loogu takoorin barnaamijyadeeda iyo shaqooyinkeeda. Qof kasta oo
aaminsan in difaaciisa Title VI la jebiyay, ayaa cabasho u gudbin kara Xafiiska Sinaanta iyo Xaquugda Madaniga ah (OECR) ee WSDOT.
Si aad u hesho xog dheeraad ah oo ku saabsan hanaannada cabashada Title VI iyo/ama xogta la xariirta waajibaadkeena ka caagan
takoorka, fadlan la xariir Iskuduwaha Title VI ee OECR oo aad ka wacayso 360-705-7090.

Macluumaadka Xeerka Naafada Marykanka (ADA)

Agabkaan ayaad ku heli kartaa gaab kale adoo iimeel u diraaya Xafiiska Sinaanta iyo Xaquugda Madaniga ah oo aad ka helayso
wsdotada@wsdot.wa.gov ama adoo wacaaya laynka bilaashka ah, 855-362-4ADA(4232). Dadka naafada maqgalka ama magalku ku adag
yahay waxay ku codsan karaan wicitaanka Adeega Gudbinta Gobolka Washington 711.



If you have difficulty understanding English, you may, free of charge, request language assistance services by calling 360-705-7800 or
email us at: PubTrans@wsdot.wa.gov

ESPANOL - SPANISH

Servicios de traduccién

Aviso a personas con dominio limitado del idioma inglés: Si usted tiene alguna dificultad en entender el idioma inglés,
puede, sin costo alguno, solicitar asistencia linglistica con respecto a esta informacion llamando al 360-705-7800,

o envie un mensaje de correo electrénico a: PubTrans@wsdot.wa.gov
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pycckuit - RUSSIAN

Ycnyru nepesoga

Ecnv BaM TpyZAHO NOHUMATb aHI/IMACKUIA A3bIK, Bbl MOXKETE 3aNpoCcUTb 6ecrniaTHbIe S3bIKOBble
YCNyrn, no3BoHMB no TesnedpoHy 360-705-7800, namn Hanmncae HaM Ha 31EKTPOHHY noyTy: PubTrans@wsdot.wa.gov

tiéng Viét - VIETNAMESE
cac dich vu dich thuat

Né&u quy vi khéng hiéu tiéng Anh, quy vi cé thé yéu cau dich vu trg gitip ngdn ngilt, mién phi,
b3ng cach goi s6 360-705-7800, hodc email cho chiing t6i tai: PubTrans@wsdot.wa.gov
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Af-soomaaliga - SOMALI

Adeegyada Turjumaada

Haddii ay kugu adag tahay inaad fahamtid Ingiriisida, waxaad, bilaash, ku codsan kartaa adeegyada caawimada luugada adoo wacaaya
360-705-7800 ama iimayl noogu soo dir: PubTrans@wsdot.wa.gov
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Change log

Date

Chapter

Section

Description

June 2020

Guidebook revised to address new incentives guidance
and worksite exemption.

December
2022

Throughout

Updated contacts and recently recodified laws.
Made non-substantive edits.

Title page

Updated biennium.

Required local commute
trip reduction program
submittals

5. Commute

trip reduction
performance
management

Changed the two-year survey cycle end date. Revised
worksite survey date for spring.

Removed outdated resources and policies.

June 2023

Throughout

Made non-substantive edits to add clarity and brevity.

Updated key dates to reflect new biennium. Removed
out-of-date guidance.

Program administration

Travel expenses

Added section on in-state and out-of-state travel
expenses.

Required local commute
trip reduction program
submittals

Substantive changes throughout chapter:

« Added region, county, and city commute trip
reduction planning requirements.

« Removed requirement for final progress reports.

« Updated claim reimbursement section with Grant
Management System information.

« Made changes to survey guidance.
+ Made changes to worksite program reports.

« Removed requirement for citing potential issues and
risks in administrative workplans.

« Added guidance on surveying all employees at a
worksite.

Developed new response rate guidance.

« Removed reference to 2018-2023 planning
requirements.

Appendix A

Replaced previous administrative workplan example
with new commute trip reduction administrative
workplan template.

Removed illustrative commute trip reduction program
calendar.

Appendix B

Updated quarterly status report.

Appendix C

Combined incentives guidance with resources for using
incentives.

Glossary

Newly developed glossary.
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Acronyms

CTR Commute trip reduction

GMS Grants Management System

RCW Revised Code of Washington

SOV Single-occupancy vehicle

TDM Transportation demand management

WAC Washington Administrative Code

WSDOT Washington State Department of Transportation

Introduction

WSDOT developed this guidebook to provide you with a resource for managing state
funds for the Commute Trip Reduction (CTR) Program (RCW 70A.15.4000-4110 and
Chapter 468- 63 WAC) and other transportation demand management (TDM) projects.

This guidebook offers guidance and direction for maintaining compliance with laws and
regulations associated with state CTR funding.

WSDOT reviews this guidebook at least every two years and may make interim updates.
The most up to date version of the guidebook is at wsdot.wa.gov/business-wsdot/grants/
public-transportation-grants/apply-and-manage-your-grant.

This guidebook doesn’t supersede any other local, state, or federal agreements. If sections of
this guidebook are inconsistent with the terms and conditions of other agreements, you are
contractually bound to follow the agreements. Contact the WSDOT contract manager listed
on the front of your agreement for more information.

For general questions about CTR, contact Ricardo Gotla at Ricardo.Gotla@wsdot.wa.gov or
206-716-1114.

WSDOT Commute Trip Reduction Guidebook M 3136 Page 7
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https://app.leg.wa.gov/RCW/default.aspx?cite=70A.15.4000
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Program administration

Commute trip reduction policy guidance

In 1991, the Washington State Legislature passed the CTR Act, codified in law under RCW
70.94.521-555 (recodified as 70A.15.4000-4110 in 2020). The law called on many local
jurisdictions and employers to undertake efforts to address traffic congestion, air pollution,
and fuel consumption.

In 2006, the legislature updated the law with the CTR Efficiency Act. The update
supported increased local authority, customization, and investment. In 2007, the CTR

Board established administrative rules for the foundational CTR Program under Chapter
468-63 WAC.

CTR laws and rules target worksites in designated urban growth areas. Worksites in these
locations are “CTR-affected” if they have 100 or more full-time employees who commute
between 6 and 9 a.m. on weekdays 12 months per year. The city, county or region (or their
designee) must develop and deliver the jurisdiction’s CTR program, which includes but is
not limited to CTR plans, identifying affected worksites, and ensuring that these worksites
deliver their CTR programes.

More than 1,000 worksites and 550,000 commuters participate in the CTR Program
statewide. Worksites develop and manage their own CTR programs based on:

» TDM strategies identified as having the highest effect for their employees.

» Locally adopted measures and targets.

Purchasing policies

If you use state CTR funds for procurement, you must use a competitive procurement
process (RCW 39.26.120). Your procurement process must also be in accordance with your
purchasing policies and must follow all applicable state laws.

Travel expenses

In-state travel expenses

Travel expenses incurred by your employees are eligible for reimbursement through your
grant if the trip is directly related to the project. The rate you use to reimburse employees
must not exceed the current per diem and lodging rates for state employees. Rates for
specific areas of the state are available from the Washington State Office of Financial
Management at www.ofm.wa.gov/accounting/administrative-accounting-resources/travel.

WSDOT will only reimburse the cost of coach seats on airplane flights and economy class
vehicle rentals.

Travel to counties bordering Washington state is considered in-state travel.

Page 8 WSDOT Commute Trip Reduction Guidebook M 3136
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http://lawfilesext.leg.wa.gov/biennium/1991-92/Pdf/Bills/Session%20Laws/House/1671-S2.SL.pdf?cite=1991%20c%20202%20%C2%A7%2010
https://apps.leg.wa.gov/RCW/dispo.aspx?cite=70.94.521
https://apps.leg.wa.gov/RCW/dispo.aspx?cite=70.94.521
http://lawfilesext.leg.wa.gov/biennium/2005-06/Pdf/Bills/Session Laws/Senate/6566-S.SL.pdf?cite=2006%20c%20329%20%C2%A7%201%3B
https://apps.leg.wa.gov/WAC/default.aspx?cite=468-63&full=true
https://apps.leg.wa.gov/WAC/default.aspx?cite=468-63&full=true
http://apps.leg.wa.gov/rcw/default.aspx?cite=39.26.120
http://www.ofm.wa.gov/accounting/administrative-accounting-resources/travel

Out-of-state travel expenses

Most out-of-state travel isn't eligible for reimbursement. However, the trip expenses may be
eligible if an out-of-state trip directly relates to your project (i.e., training, vehicle inspection).
The rate you use to reimburse employees must not exceed the government rates published
by the U.S. General Services Administration.

To be eligible for reimbursement, you must submit a written request to your assigned
WSDOT contact listed on your agreement prior to taking the trip. Your request
must describe:

» The purpose of the trip.
» How the trip will benefit your project.

WSDOT will send a letter of approval or denial for the trip to your organization. You should
keep this letter in your project file.

WSDOT will only reimburse the cost of coach seats on airplane flights and economy class
vehicle rentals.

Use of federal funds

If you receive additional federal funds directly from the federal government or are using
state funds as federal match, you must comply with all federal rules and regulations. Contact
your contract manager to discuss the process for using state funds as federal match.

If you are found in noncompliance with federal rules and regulations, you must notify
WSDOT in writing as soon as possible. Your notification should include details of your
noncompliant activities. WSDOT will work with you to determine next steps.

Assignments and subcontracts

Your assignments and subcontracts (third-party contracts) must include certain provisions, as
outlined in your agreement.

All third-party contracts, including purchase-of-service contracts, are subject to your
competitive procurement requirements.

In Good Standing Policy

WSDOT is responsible for administering grant funds in accordance with state and federal
laws and regulations. Additionally, you as a grant recipient and WSDOT are responsible
for oversight and accountability that foster transparency and assist in maintaining public
confidence.

You must maintain WSDOT’s In Good Standing Status to receive grant funds.

WSDOT Commute Trip Reduction Guidebook M 3136 Page 9
2023-2025 Biennium


http://www.gsa.gov/travel/plan-book/per-diem-rates

Performance requirements for In-Good-Standing Status

During your project, WSDOT staff will evaluate the following performance requirements for
determining your In-Good-Standing Status:

Compliance with all contractual obligations and satisfactory progress toward project
completion, including:

« Staying on schedule.

» Performing the work described in your transportation demand management
implementation agreement scope of work.

« Maintaining the local match level detailed in the project budget.

» Adequacy of financial records that document and support all grant expenses.

« Submittal of accurate and timely progress reports and reimbursement requests.
» Timely compliance with recommended measures for identified deficiencies.

» Timely and complete responses to any WSDOT communication and requests for
information.

Consequences for noncompliance

If you don’t meet performance requirements, you won’t maintain In Good Standing Status
and can expect one or more consequences from WSDOT, including, but not limited to:

Suspended payment of grant funds.

Written warning to your grant project manager, organization executives, and board of
directors that identifies deficiencies, the necessary remedies, and a timeline for those
corrections.

Ineligibility for any additional grant funds within either the current biennium or in future
biennia.

Audit of the organization to determine the extent of compliance with contractual
obligations.

Suspension or termination of the grant contract(s) and loss of grant funds.

Negotiated return or buyout of any grant-funded capital vehicle, equipment purchase, or
capital construction project.

Appropriate legal action.

You'll receive written notice at least 30 days prior to any of the consequences above.
Notices will always include an offer to meet with WSDOT prior to establishing
consequences.

Page 10
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Records

Financial management

WSDOT must comply with financial and administrative policy and procedure requirements
from the Washington State Office of Financial Management in the State Administrative and
Accounting Manual.

Local governments must collect and report their revenues and expenditures to the
Washington State Auditor’s Office in the Budget, Accounting, and Reporting System
(RCW 43.09.200).

As a requirement of receiving state CTR funds, you must meet all requirements in the
Budget, Accounting, and Reporting System manuals.

Records retention

You must retain records related to state CTR funds during the term of your project and for
six years after.

You should establish a records retention policy that conforms to audit requirements in
Audits. WSDOT expects you to keep project records documenting project activities
and costs.

Audits

As a condition of receiving state CTR funds through WSDOT, you may be required
to participate in an audit conducted by the Washington State Auditor’s Office (RCW
43.09.055). The office typically conducts these audits when it’s auditing WSDOT. If you lose
your In Good Standing Status, WSDOT may conduct an audit of all CTR programs within
your jurisdiction. These audits may be based on, but are not limited to:

» Your project’s scope of work and administrative workplan for local CTR programs.

» Your organization’s financial records.

» State and federal laws and regulations referenced in your agreement with WSDOT.

If you hire a subcontractor for services using state CTR funds, the subcontractor may also be
subject to an audit or inspection.

WSDOT Commute Trip Reduction Guidebook M 3136 Page 11
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Required local commute trip reduction program submittals

The following information applies to local CTR programs. Some requirements differ for other
projects and programs funded through a TDM implementation agreement.

What When
1. Administrative workplan No later than September of odd numbered years.
2. Quarterly progress reports Quarterly following execution of agreement.
3. Claim reimbursements At least quarterly for any eligible expenses incurred
in that quarter.
4. Worksite survey results or alternate As requested by WSDOT within the two-year
performance measurement method agreement.
5. Worksite program reports As requested by WSDOT within the two-year
agreement.
6. Region, county, and city CTR plans, Completed and approved plan prior to June 30,
2025-2029 2025.
7. Worksite exemptions (if applicable) As requested by WSDOT within the two-year
agreement.

1. Administrative workplan

An administrative workplan covering the next two years is a required deliverable of your
agreement. This plan describes the work you'll do to deliver your program.

See Appendix A for a template of the workplan. WSDOT expects you to use the template
and update the workplan, at a minimum, no later than September of odd numbered years.

Change requests

Occasionally, changes to your administrative workplan are necessary. You must document
and receive WSDOT approval before implementing the changes.

Change request process

Consult with your contract manager to determine whether changes to your administrative
workplan are necessary and the process to make these changes.

Before submitting a change request, WSDOT recommends you collaborate with people and
organizations likely affected by your proposed change.

If changes are necessary, submit change requests by email to your contract manager. Change
requests must include:

« Specific information about the proposed change (e.g., scope, deliverables, administrative
workplan, budget).

» Reasons for the requested change.
» Expected effects on your worksites and other customers.
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2. Quarterly status reports

You must submit quarterly status reports within 30 days after the end of a calendar quarter.
Your quarterly status reports must contain the information requested and be in the format in
Appendix B.

Your quarterly status report must include documentation of the work you completed over
the previous quarter, along with your proposed efforts for the upcoming quarter.

3. Claim reimbursements

To receive payment for eligible grant expenses, complete and submit a claim reimbursement
in the WSDOT Public Transportation Division Grants Management System (GMS).

For instructions on completing and submitting a claim reimbursement in GMS, see the
“Announcements” section on the GMS login page or visit ftp.wsdot.wa.gov/public/
PTD-GMS-Resources.

Eligible state expenses

Your expenses must be directly related to a local CTR program and its services and be
reasonable in amount to be eligible for reimbursement.

4. Commute trip reduction subsidies, incentives, and rewards

You may use subsidies, incentives, and rewards to promote non-single-occupancy-vehicle
(SOV) modes of travel. Appendix C has WSDOT's standards for use of state funds for
incentives. You and your subcontractors must follow the standards for the state portion of
your funding.

You may use private, federal, and local funds to provide subsidies, incentives, and rewards
beyond those allowed in WSDOT's standards. If interested, you should explore the policies
and guidance associated with these funding sources.

Appendix C also has guidance on the methodology for using incentive money to support
behavior change. This methodology is a proposed process to guide change in travel behavior.
Your use of incentive money isn’t limited to this process. WSDOT intends this guidance to
allow you the flexibility to use incentive money to support local efforts to change travel
behavior within your jurisdiction.

State agency guaranteed ride home

WSDOT provides reimbursement for expenses incurred for guaranteed rides home available
to state-employed commuters assigned to certain worksites (affects only Community
Transit, King County Metro, City of Everett, Spokane County, and Thurston Regional
Planning Council).

A guaranteed ride home is available to state-employed commuters who, on a given day,
need to leave work due to a personal or family emergency but didn't drive themselves to
work (e.g., carpooled, rideshared, rode the bus) (RCW 43.01.220).
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Budget

Unspent grant funds don't carry over into the next biennium.

Matching funds

WSDOT doesn'’t require matching funds for your project. WSDOT encourages you to use
local funds to augment CTR funds you receive from the state.

5. Employee survey results or alternate performance measurement method

Surveying
All CTR-affected worksites must survey employees at least once during the biennium.
Worksites must only survey during the following periods:
» The first Monday in March through the last full week before Memorial Day.
» The third Monday in September through the last full week before Nov. 15.

Worksites should make employee surveys available to employees for two weeks, with an
optional third week if necessary to increase response rates.

WSDOT limits surveying to these dates and to the two- to three-week period to ensure
validity of survey data. Surveying outside these dates or for longer periods will bias the data
(e.g., holidays, inclement weather, vacations, road construction).

Survey all employees at a worksite

Worksites must survey all employees assigned to the worksite, even those who are full-
time-remote workers, teleworkers, or don't meet the definition of CTR affected (e.g., don’t
arrive between 6 and 9 a.m., not full-time).

The survey tool will determine which employees are CTR affected and allow implementers
and worksites to view results by:

« CTR affected only

* Non-CTR affected only

« All employees

Response rate guidance

Employee count Target response rate
Under 200 70%
200-500 60%
501-1000 50%
1001-5000 30%
Over 5000 10%

A worksite’s target response rate depends on the number of employees at the worksite,
as shown in the table above. This is because, with larger sites, fewer employees need to
respond to get a representative sample.

These response rates are targets, not requirements. A worksite must make a good-faith
effort (as determined by the implementer(s) and verified by WSDOT) to reach the target
response rates. If a worksite makes a good-faith effort but fails to meet the target response
rate, the worksite doesn't need to resurvey.

Worksites can complete surveys in WSDOT's survey system or through alternate methods.
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Alternate performance measurement method and equivalent
surveying data

WSDOT will provide guidance for these topics by Sept. 1, 2023.

6. Worksite program reports

Every CTR-affected worksite must complete an employer-report survey and program
description (known informally as a program report) at least once a biennium. Worksites
usually complete the report in the year they aren’t doing the worksite employee survey.

The worksite's employee transportation coordinator completes the report. An executive at
the worksite verifies and signs the report.

Worksites can complete these reports in the WSDOT-provided survey system or through
alternate methods, but must submit the data to WSDOT. Implementers can access survey
data through the survey system.

Equivalent program report data

Jurisdictions must obtain WSDOT's approval to collect program report data through a tool
other than WSDOT's survey system. If WSDOT approves, a jurisdiction must input data into
WSDOT's survey system.

WSDOT will provide further guidance on this topic Sept. 1, 2023.

7. Region, county, and city commute trip reduction plans, 2025-2029
Jurisdictions must develop comprehensive, four-year CTR plans.

Jurisdictions develop the plans in consultation with local transit agencies, regional
transportation planning organizations, major employers, neighboring jurisdictions, and other
interested parties.

WSDOT will provide guidance on updating plans for 2025-2029 by mid to late 2023.

8. Worksite exemptions

Jurisdictions can exempt worksites from participation in the CTR Program if worksites
have special circumstances described in their local ordinances that prohibit them from
participation in the program (RCW 70A.15.4020 (1) and (9)).

For jurisdictions that don’t have an exemption process, Appendix D contains the process and
requirements for requesting an exemption.

Upon review from the TDM Technical Committee, a jurisdiction can exempt the worksite
from participation in the CTR Program for the remainder of the biennium. The jurisdiction
must reevaluate the worksite during the following biennium to ensure the worksite
continues to meet the exemption requirements.
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Appendix A Commute trip reduction administrative
workplan template

The administrative workplan is a requirement of your agreement with WSDOT. You must
complete a workplan each biennium.

To develop your workplan, you must use the template on the following pages.
Your workplan must include the following categories and subcategories in the
following order:

1. Organization

2.  Agreement number

3. Contact

4. Employer engagement

a. ldentify worksites and employee transportation coordinators
b. Engage and train employee transportation coordinators
Commute trip reduction plan, 2025-2029

6. Performance reporting

b

a. Worksite surveys
b. Program reports
7. Administration
a. Financial management
b. Program management

8. Guaranteed ride home for state workers (affects only Community Transit, King County
Metro, City of Everett, Spokane County, and Thurston Regional Planning Council)

a. Service provision

The template has example, optional subcategories. The template also has example activities
and deliverables that meet the requirements of categories and subcategories.

NOTE: You may customize the activities and deliverables for your program needs.

WSDOT must approve your workplan before you submit your first invoice for
reimbursement. Only activities in an approved workplan are eligible for reimbursement.

To request changes to an administrative workplan, submit the revised plan to your WSDOT
contract manager with changes clearly indicated.
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Commute trip reduction administrative workplan template
1. Organization
[Organization’s name]
2. Agreement number
PTD[####]
3. Local agency contact

[Project manager’s name]
[Project manager’s phone number]
[Project manager’s email]

4. Employer engagement
a. ldentify worksites and employee transportation coordinators (required)

Example activities:
« |dentify prospective worksites.
» Notify employers of legally required activities.
« Verify and maintain list of worksites and employee transportation coordinators
in survey and program report system.
Example deliverables:
» Letters to new worksites and employers.
 List of worksites in survey and program report system.

b. Engage and train employee transportation coordinators (required)

Example activities:
» Conduct training sessions.
» Provide outreach and consultation.

» Provide technical assistance for worksite commute programs and employee
surveys.

» Encourage employee transportation coordinators attend the Washington State
Ridesharing Organization conference and other educational events.

» Host recognition and networking events.
» Send encouragement and reminder emails.

Example deliverables:
« Training slides and handouts.
» Newsletter for employee transportation coordinators.

» List of employee transportation coordinators who completed training or
attended events.

« Copies of email invitations.
» Copies of award certificates.
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c.  Support distribution of information about transportation options to commuters

Example activities:

Develop promotions calendar (e.g., Telework Appreciation Week - March; Bike
expo and Earth Day - April; Bike to Work Month - May; Transit Month/ Get
on Board - June; TDM Week - September; Rideshare Week and Switch Your
Trips Washington - October).

Promote commute options with employee transportation coordinators at
wellness fairs, sustainability fairs, and other employee engagement events.
Create promotions, produce materials, and distribute them to employee
transportation coordinators.

Convene colleagues from nearby jurisdictions to create regional promotions
and share materials.

Example deliverables:

Copy of promotions calendar.

Examples of promotional materials.

Case study documenting promotions results and ideas for future improvement.
List of events attended.

d. Enable incentives, subsidies, and disincentives

Example activities:

Promote the CTR business-and-occupation tax/public-utilities-tax credit.

Establish contracts with employers to provide transit passes to their
employees.

Work with worksites to institute or increase parking fees or shift from monthly
fees to daily fees.

Provide education about new Public Rideshare program; subsidize the first
three months.
Foster competition among employers to offer commute incentives.

Provide information to encourage employers to offer improved commute
benefits; commute benefits offered by industry peer organizations, how
commute benefits contribute to sustainability, effects of commute benefits on
employee satisfaction, recruitment, or retention.

Provide educational materials that indicate how much workers value commute
benefits.

Encourage state workers to take advantage of the new Public Rideshare Grant
Program subsidy.

Provide bike lights.

Make a telework/compressed-work-week consultant available to employee
transportation coordinators.

Administer guaranteed ride home program.

Example deliverables:

Case study documenting results of promotions.
Summary of benefit trends.
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5. Commute trip reduction plan

WSDOT will provide guidance on updating plans for 2025-2029 by Aug. 1, 2023.
6. Performance reporting

a.  Worksite surveys (required)

Example activities:
» Review revised policies and tutorials.
« Attend WSDOT trainings and workshops.
« Consider use of equivalent data of instead of WSDOT worksite survey.
» Survey worksites.
» Provide training and technical assistance to employers.
« Monitor online dashboards and help employers interpret and use dashboards
» to guide their programs.
» Analyze survey results and identify trends.

Example deliverables:
» Survey results.
» Briefing paper on trends.

b.  Program reports (required)

Example activities:
» Review revised policies and tutorials.
« Attend WSDOT trainings and workshops.
» Provide training and technical assistance to employee transportation
coordinators.
» Analyze program reports and identify trends.

Example deliverables:
« Survey results.
« Briefing paper on trends.

c.  Worksite needs assessments

Example activities:

» Obtain regular reports from employee transportation coordinators which
include updates on progress toward CTR program requirements, activities, trip
tracking, and/or worksite commute trends.

» Analyze reports from employee transportation coordinators, identify needs,
and create action plan to meet needs.

Example deliverables:

* Reports.
« Briefing paper on trends.
» Action plan.
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7. Administration

a.

Financial management (required)

Example activities:
» Complete quarterly billing to WSDOT.
» Maintain financial records.
« Apply for additional grant funding (e.g., WSDOT Regional Mobility, Congestion
Mitigation and Air Quality).
Example deliverables:
» Invoices
» Quarterly reports
 Financial records
» Grant application

Program management (required)

Example activities:
« Provide quarterly reports to WSDOT.
» Maintain employer information.
» Maintain plan and ordinance.
+ Provide feedback to WSDOT to improve processes and program performance.
» Develop a two-year program schedule.

Example deliverables:
e Quarterly reports to WSDOT.
» Employer information list.
» Copy of local CTR plan.
« Copy of local CTR ordinance.
« Two-year program schedule.

Policymaker engagement

» Provide updates to executive management, city council, county council and/or
transit board.

Community of practice

Example activities:
« Provide WSDOT a case study about your efforts to provide CTR services to
vulnerable populations.
« Attend TDM Technical Committee, TDM Executive Board meetings, and CTR
» implementers meetings.

» Review and comment on the State CTR Plan, State CTR Report, and regional
and local transportation plans.

» Participate in regional TDM forums, committees, boards, working groups.

« Participate in the TDM Technical Committee’s Legislative Subcommittee, an
Association of Commuter Transportation committee, or a Washington State
Ridesharing Organization committee.

» Make a top-five presentation at a TDM Technical Committee meeting.
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Example deliverables:
» Presentation slides
» Briefing paper
» Case study

8. Guaranteed ride home for state workers (only for Community Transit, City of Everett,
King County Metro, Spokane County and Thurston Regional Planning Council)

a.  Service provision (required)

Example activities:
» Review and update contracts with guaranteed ride home service providers.
» Review and update processes to provide, track, invoice, and report rides.
» Review and update policies that govern guaranteed ride home for state

workers.

Example deliverables:
» Updated contracts.
» Process flow charts or procedure descriptions.
« Updated policies.

b. State worker engagement

Example activities:

» Provide information about guaranteed ride home to employee transportation
coordinators and state workers at eligible worksites.

» Promote new state worker rideshare benefit with guaranteed ride home.

Example of a deliverable:
« Copies of informational and promotional materials.
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Appendix B Quarterly status report

Quarterly status reports are a requirement of your TDM agreement with WSDOT.
These reports help you document progress on activities and deliverables in your
administrative workplan.

Only activities and deliverables in your approved workplan and in the status report below
are eligible for reimbursement. Work with your assigned WSDOT Public Transportation
Division contract manager to approve any major deviations from your approved workplan to
ensure reimbursement.

WSDOT will use the information gathered in this report:

» For monitoring project delivery.

» To demonstrate compliance with the state law related to CTR and the WSDOT
agreement.

» For required legislative reporting.

NOTE: Quarterly status reports are an online, fillable form in GMS. The status report on
the following pages is for example only.

Commute trip reduction quarterly status report, 2023-2025

Agreement number:
Billing quarter:
Date:

2023-2025 biennium quarters

« Q1 (July 1-Sept. 30, 2023)

+ Q2 (Oct. 1-Dec. 31, 2023)
+ Q3 (Jan. 1-March 31, 2024
« Q4 (April 1-June 30, 2024))
(July 1, 2024 - September 30, 2024)
(October 1, 2025 - December 31, 2024)
(January 1, 2025 - March 31, 2025)
(April 1, 2025 - June 30, 2025)

1. Employer engagement

Q5
« Q6
Q7
Q8

a. List completed activities and deliverables during this quarter.

b. Did completed activities and deliverables differ from the approved administrative
workplan? [Yes/no]

c. List planned activities and deliverables for next quarter.

Please include examples of deliverables of employer engagement as supporting
documentation for project work completed this reporting period.
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2. Commute trip reduction plan
a. List completed activities and deliverables during this quarter.

b. Did completed activities and deliverables differ from the approved administrative
workplan? [Yes/no]

c. List planned activities and deliverables for next quarter.

3. Performance reporting
a. List completed activities and deliverables during this quarter.

b. Did completed activities and deliverables differ from the approved administrative
workplan? [Yes/no]

c. List planned activities and deliverables for next quarter.

4. Program administration
a. List completed activities and deliverables during this quarter.

b. Did completed activities and deliverables differ from the approved administrative
workplan? [Yes/no]

c. List planned activities and deliverables for next quarter.

5. Guaranteed ride home for state workers (only for Community Transit, City of Everett,
King County Metro, Spokane County and Thurston Regional Planning Council)
a. List completed activities and deliverables during this quarter.

b. Did completed activities and deliverables differ from the approved administrative
workplan? [Yes/no]

c. List planned activities and deliverables for next quarter.

6. Optional narrative questions
a. To which categories above did you devote most of your efforts? Why?

b. Describe any planned purchases of TDM incentives, rewards, or prizes for the
upcoming quarter.

c. Describe issues, risks, or challenges and their resolutions during this quarter.
Provide an employer/employee transportation coordinator success story.

e. Share a TDM lesson-learned through the implementation of this program this
quarter.

f.  Describe how you collect customer feedback and use it for program
improvements.

g. Describe how you or your program have engaged with other local and/or regional
programs and efforts this quarter.
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Appendix C Incentives standards and guidance

Incentives standards

The following are standards for grantees’ use of state funds administered by WSDOT Public
Transportation Division to promote non-SOV modes of travel. The standards allow grantees
flexibility to identify and implement incentives strategies that align with local needs and
conditions.

If using incentives for programs funded by WSDOT, the programs must target incentives to
optimize transportation system performance. As such, you must use incentives to encourage
change in traveler behavior. You should use incentives to influence a shift in mode choice,
improve travel time, and increase system efficiency.

As a state agency, the WSDOT is a careful steward of public funds. When using private,
federal, or local funds alongside WSDOT funds, WSDOT requires grantees adhere to specific
incentive standards from respective funding sources.! Grantees must also report incentives
expenditures as required in WSDOT reporting.

Stages of Change and recommended incentives

To implement incentives, WSDOT recommends the Transtheoretical Model of Change,

also known as “Stages of Change,” to encourage a shift in travel behavior.2 The five Stages
of Change as applied to sustainable transportation are below, along with recommended
incentives to encourage change. You should also consider working with your organization to
develop and approve an internal incentive guidance plan.

1. Contemplation
“I'm thinking about using sustainable transportation regularly within the next six months.”
The focus of interventions at this stage should be helping individuals visualize the
behavior change and set goals with incentives, such as:
« Promotional “nudge” materials (e.g., water bottles, tote bags, or wearables).

» Rewards (e.g., retail gift cards) or raffle entry for prizes (e.g., a new bike) to
incentivize pledges or public commitments to the behavior change

» Educational materials about the benefits and/or functional process (i.e.,
individualized travel route maps). Incentivize the development of wayfinding skills

« Incentives like rainproof panniers, backpacks or umbrellas provided to sustainable
transportation users to encourage them to share their stories and serve as role
models or “travel buddies” to new users

» Food and promotional items like safety gear can be used to encourage attendance
at educational events or skill building trainings; trainings should be free to attend

1 Plan for re-purposing CTR funds from this worksite to support TDM during the exemption period, not to exceed four years.
2 Mundorf, Redding, and Paiva, 2018.
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Preparation

“I plan to use sustainable transportation regularly within the next 30 days.”

The focus of interventions at this stage should be providing the tools and information
that individuals need to actually implement the new behavior, such as:

Bus passes, rideshare credits, and gas cards for carpoolers or rideshare participants.
Retail gift cards or prizes to reward first-time use or early use.
Safety gear, bicycles, or bicycle helmets, walking shoes, rain gear, etc.

Food and promotional items to encourage attendance at educational events or skill-
building trainings (trainings should be free to attend).

Pledge programs that incentivize users to consider barriers they may face in the
future (e.g., child transportation, rainy days) and develop plans for overcoming them.

Action

“l use sustainable transportation regularly and have been for less than six months.”

The focus of interventions at this stage should be encouraging individuals to maintain
their new behavior by making it easier and more rewarding with benefits that build or
increase over time, such as:

Multiple raffle entries or points towards prizes that stack with continued use.
Higher value rewards earned through dedicated and continued use.

Incentives or rewards for continuing to set new long-term goals.

Incentive to develop social-support networks (e.g., cycling or car sharing clubs).

Encouragement for skill building that will allow users to use increasingly sustainable
forms of transportation.

Encouragement to develop coping skills such as mature pledge programs that
incentivize users to consider barriers they may face in the future (e.g., child
transportation, rainy days) and develop plans for overcoming them.

Rewards for committing to long term goals.

Maintenance

“l use sustainable transportation regularly and have for six months or more.”

The focus of interventions at this stage should be encouraging continued use and
preventing relapse with incentives, such as:

Transitioning users from tangible incentives to acknowledgement of health,
environmental, and monetary benefits.

Incentives that encourage these users to share testimonials and serve as role
models or “buddies” to new users.

Leveraging normative influence (e.g., boost self-esteem by showing relative
behavioral performance compared to others. Example: “You're in the 90th
percentile of sustainable transportation usage!”).

Rewarding and incentivizing users for overcoming barriers they may face in
continuing the behavior in the long term. Incentives include include rain gear,
discounts for family carpool programs, school pools, bicycle repairs, etc.
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Appendix D Commute trip reduction employer
exemption form

% Washington State Commute Trip Reduction

Department of Transportation Emp | oyer Exem ptl on Form

The Commute Trip Reduction (CTR) Program helps employers around the state address traffic congestion, air pollution, and fuel
consumption in their communities through implementation of transportation demand management (TDM) strategies for employees
that commute between the hours of 6-9 .a.m.

WSDOT CTR grantees or employers can use this form to exempt worksites that have special circumstances that prohibit them from
participating in the CTR Program. The grantee’s CTR work plan must provide documentation of these special circumstances (RCW
70.94.527(1) and (9)).

Grantees must present their completed Commute Trip Reduction Employer Exemption Form to the TDM Technical Committee,
formerly the CTR Board. The committee will document the exemption, and may provide comments and request additional information
to justify the exemption (RCW 70.94.527(9)).

Worksite exemptions are not permanent. Grantees must evaluate and report on the status of exempted worksites in their four-year
CTR work plan. The work plan and subsequent quarterly reports must document how the grantee re-purposed CTR funds from the
worksite to support TDM (WAC 468-63-070(3)(b)).

Name & Address of Worksite Requesting Exemption

Documentation of special circumstances as described in the grantee’s local ordinance that make the worksite not a good fit for the
CTR Program.

Plan for re-purposing CTR funds from this worksite to support TDM during the exemption period, not to exceed four years.

Please provide the following documentation:

» Copy of the grantee’s CTR ordinance with the criteria and process for issuing a worksite exemption. Please include other
pertinent ordinances applicable to this request.

» Letter of support from the worksite and jurisdiction to the agreed terms of the worksite exemption.

DOT Form 510-008
Revised 03/2020
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Glossary

Commute trip

The trips made from a worker’s home to a worksite during the peak morning (i.e., 6-9 a.m.)
weekday period.

Implementer

The entity that contracts with WSDOT to administer the program.
Jurisdiction

A county, city, or town.
Local funds

The money a grantee provides toward project expenses to meet the contractual match
requirement. Local funds may be derived from taxes and fees, the agency savings account,
private or public grants, or partner contributions.

Major employer (CTR affected)

An agency or business that employs 100 or more full-time employees at a single worksite
who begin their regular workday between 6 and 9 a.m. on weekdays for at least 12
continuous months during the year.

» Major employers who are a military base or federal reservation are called major
employment installations.

» A building or group of buildings that are on physically contiguous parcels of land or on
parcels separated solely by private or public roadways or rights-of-way and meet the
major employer thresholds is called a major worksite.

Stakeholder
Any interested organization or party, public or private.
Urban growth area

A designated area within which urban growth will be encouraged and outside of which
growth can occur only if it isn’t urban in nature.
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