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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 wTtaTa BawmnHrtod (WSDOT) 3ak1t04aeTcs B TOM, YTO6bI UCK/IOUYUTL JIt06ble Cay4Yan
OUCKPUMUWHALLMK NO MPU3HAKY pachkl, LLBETA KOXXWU UM HALLMOHAIbHOIO NMPOUCXOXKAEHUS, KaK 3TO NpeaycMoTpeHo Pasaenom

VI 3akoHa 0 rpakaaHcKux npasax 1964 roaa, a Tak»XXe cay4dyan HeZloNYLLEHMS y4acTus, IMLEHUS JIbFroT Uan Apyrue Gopmbl
OUCKPUMUHALMK B paMKax 110601 M3 CBOUX NPOrpaMm 1 MeponpuaTuid. Jllob6oe nnLo, KOTOpoOe CYMTAET, YTO ero CpeACcTBa 3aLUUThI
B paMKax pasfena VI 66111 HapyLleHbl, MOXKET NoAaTh »Kanoby B BeJoMCTBO Mo BonpocaM paBeHCTBa U rpaxkaaHckunx npas WSDOT
(OECR). O.ns pononHuTeibHOM MHGOPMaL MK O Npoueaype nofayn >kanobbl Ha HecoboaeHWe TpeboBaHuit pasgena VI, a Takxke
nosly4yeHus MHdopMaL MM o Halux o6s3aTeNbCTBax No 6opbbe C ANCKPUMUHALMEN, MOXKANYNCTA, CBIXKUTECH C KOOPAMHATOPOM
OECR no pasgeny VI no tenedpony 360-705-7090.

3akoH CLUA o 3awmTe npas rpakgaH ¢ orpaHuyeHHbIMU BO3MOXKHOCTAMM (ADA)

OTy MHOOPMALUIO MOXKHO MOYYUThb B a/ibTEPHATUBHOM PpopMaTe, OTMNPaBMB 3/1EKTPOHHOE NMCbMO B BegoMcTBO No Bonpocam
paBEeHCTBA U IrpakJaHCKUX npas rno agpecy wsdotada@wsdot.wa.gov nauv nos3soHuMB no 6ecnsiaTHoMy TenedoHy 855-362-
4ADA(4232). Tnyxue n cnabocbilialime iMua MoryT caenaTh 3anpoc, NO3BOHMB B CNeLMabHY0 ANCNETHEPCKYHO CYXKBY
wTaTa BawmHrtoH no HoMmepy 711.(4232). Myxue 1 cnabocsibilalime anua MoryT CAenaTh 3anpoc, MO3BOHUB B CNELMaibHYo
ANCNeTYepPCKYo cNy»k0y wrtaTa BawunHrtToH no Homepy 711.
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Thoéng bao Khoan VI danh cho céng ching

Chinh sach ctia S& Giao Théng Van Tai Ti€u Bang Washington (WSDOT) 12 bdo dam khoéng dé cho ai bj loai khoi su tham gia, bj tur
khuéc quyén lgi, hoac bi ky thi trong bat cr chuong trinh hay hoat déng nao vi ly do ching tdc, mau da, hodc nguén géc qudc gia, theo
nhu quy dinh trong Muc VI ctia Dao Luat Dan Quyén nam 1964. B4t c ai tin ring 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 mét 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 khi€m thinh cé thé yéu cau bang cach goi cho
Dich vu Tiép 4m Ti€u bang Washington theo sé 711.
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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 magalka 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 informacién llamando al 360-705-7800,

0 envie un mensaje de correo electrénico a: PubTrans@wsdot.wa.gov
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Ycnyru nepeesoga

Ecnn BaM TpyaHO NOHMMaTb aHIIMIACKUIA A3bIK, Bbl MOXKETE 3aNpoCcuTb 6ecniaTHbIe A3bIKOBble
yCnyru, no3BoHMB no TenedoHy 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 ti€ng Anh, quy vi cé thé yéu cau dich vu tro gitip ngén ngilt, mién phi,
bang cach goi s6 360-705-7800, hodc email cho chiing t6i tai: PubTrans@wsdot.wa.gov
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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
March 2022 - - New guidebook.

Throughout |- Changed program name from Vanpool Investment to
Public Transit Rideshare and made non-substantive edits
throughout the guidebook to improve clarity and brevity.
Replaced reimbursement requests with claim
reimbursements.

Replaced quarterly reports with quarterly status reports.

Guidelines | Purchasing policies Added SAM.gov vendor registration requirement.
Guidelines | Contractor’s (matching) | Updated matching funds requirement.
funds
Guidelines | Reporting Removed Fleet Update reporting requirement.
July 2023 requirements

Appendix A | Required submittals Added Itemized price quote and product specifications
from vendor requirement.

Added DES Vehicle Purchase Request Form.
Added Post-delivery purchaser’s requirements certification.
Updated when to submit requirements.

Clarified which documents require prior approval from
WSDOT.

Clarified required claim reimbursement documentation for
vehicles and equipment.

Public Transit Rideshare Program Guidebook Page 7
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Acronyms and abbreviations

ADA Americans with Disabilities Act
GMS WSDOT Grants Management System
MAP-21 Moving Ahead for Progress in the 21st Century
RCW Revised Code of Washington
SHB Substitute House Bill
WSDOT Washington State Department of Transportation
Page 8 Public Transit Rideshare Program Guidebook
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Introduction

About this guidebook

WSDOT developed this guidebook to provide you with a resource for managing state Public
Transit (PT) Rideshare Program funds awarded through WSDOT'’s Public Transportation
Division.

WSDOT is committed to the success of your grant-funded project and the effective

management of state funds. As such, it is important that you and WSDOT work from a
common set of principles and resources, outlined in this guidebook.

Please use this guidebook as a reference tool throughout the life of your grant-funded
project. This guidebook offers guidance and direction for maintaining compliance with the
laws and regulations associated with state public transportation funding. Following the
provisions of this guidebook is mandatory unless otherwise noted.

WSDOT reviews and updates this guidebook every two years and may make interim
updates. When updates occur, WSDOT will notify organizations with current PT
Rideshare Program agreements. Additionally, WSDOT will post an updated version of the
guidebook to https:/wsdot.wa.gov/business-wsdot/grants/public-transportation-grants/
apply-and-manage-your-grant.

This guidebook does not supersede any PT Rideshare Program agreement. If any sections
of this guidebook are inconsistent with the terms and conditions of your agreement, the
agreement is contractually binding.

Contact the WSDOT contact listed on the front of your grant agreement for more
information on managing PT Rideshare Program-funded projects.

Your assigned WSDOT contact listed on your PT Rideshare Program agreement will be your
primary point of contact throughout the life of your PT Rideshare Program-funded project.

About the PT Rideshare Program and general information about
ridesharing

The PT Rideshare Program provides state funding to support rideshare growth throughout
the state. Program funding is available for:

» Purchasing rideshare vehicles by public transit agencies that operate rideshare programs.
» Incentives and rewards for employers to increase employee public transit rideshare use.

While biennial transportation budget proviso authorizes the PT Rideshare Program, WSDOT
derives many of the requirements, including definitions, for the program from Chapter
46.74 RCW. In its 2021 session, the Legislature amended Chapter 46.74 RCW in SHB 1514.
Among other changes, the amendments allow increased flexibility for rideshare program by
simplifying the definition of ridesharing:

A carpool or vanpool arrangement whereby one or more groups not exceeding 15
persons each including the drivers, and not fewer than three persons including the
drivers are transported in a passenger motor vehicle with a gross vehicle weight not
exceeding 10,000 pounds. (SHB 1514 Sec. 2, 2021)

Public Transit Rideshare Program Guidebook Page 9
2023-2025 Biennium
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Guidelines

Grant agreement

WSDOT expects you to carry out your grant-funded project as described in your grant
application and the scope of work and budget in your grant agreement.

To ensure project compliance, it is important that you read the entire agreement, understand
all the clauses, and confirm the accuracy of the scope of work and budget.

Appendix A contains a table of submittals you must produce over the life of the grant-
funded project.

Project change requests
Occasionally, changes to projects are necessary.

You cannot change your project without written approval from WSDQOT. All aspects of your
agreement will remain in effect until WSDOT provides written approval for any change. In
many cases, changes will require a formal amendment to your agreement.

Project change request process

Please call or email the WSDOT contact listed on the front of your agreement to determine
how to proceed prior to submitting a change request. After determining how best to
proceed, submit all change requests formally via email to your assigned contact.
Change requests must include:

« Specific information about the proposed change (i.e., scope, budget).

» Comparisons to existing grant commitments.

» Reasons for the change.

» Expected benefits and costs of the change.

« Effects of the change for stakeholders.

» An explanation of how the change will better meet the needs of your organization and

the community you serve.

You may also include information about other potential changes you considered but
rejected.

Before beginning a project change request, WSDOT recommends that you contact,
collaborate with, and obtain input from organizations and entities potentially affected by
your proposed change. Your WSDOT contact is available to assist you with this process.

Use of federal funds

If your grant-funded project also receives funds directly from the federal government, you
are fully responsible for complying with all federal rules and regulations associated with
those funds.

If the federal government finds you to be in noncompliance with federal rules and
regulations, notify WSDQOT in writing as soon as possible. Include details of your
noncompliant activities. WSDOT will work with you to determine next steps.

Page 10 Public Transit Rideshare Program Guidebook
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Assignments and subcontracts

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

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

Request authorization from WSDOT prior to entering third party contracts to perform any
of the work authorized under your agreement. Send your written request to the WSDOT
contact listed on your agreement. WSDOT will provide authorization in writing by email.

Purchasing policies

When using state funds for procurement (e.g., purchase of vehicles and/or equipment), use a
competitive procurement process (RCW 39.26.120).2

You may procure vehicles using the following procurement methods:

» Purchase from a current Washington State Department of Enterprise Services contract
or other approved cooperative procurement contract.

» Conduct your own procurement.

Regardless of whether you procure vehicles using a state cooperative procurement contract
or conduct your own procurement, you must obtain written approval from WSDOT for
vehicle specifications and costs prior to contract solicitation or placing a purchase order. For
assistance with procurement, contact your assigned WSDOT contact listed on your grant
agreement.

Additionally, conduct the procurement process in accordance with your agency’s purchasing
policies and all applicable federal, state, and local laws.

Vendors of both vehicles and equipment must be registered on SAM.gov if the procurement
is greater than $25,000.

Requirements for purchasing from the Washington State Department of
Enterprise Services cooperative procurement contract

When purchasing from a Washington State Department of Enterprise Services cooperative
procurement contract, you must submit the following to WSDOT:

» Itemized price quote and product specifications from the vendor.

« Documentation of the vendor’s registration on SAM.gov.

» Vehicle purchase request form.

» You may also submit a floor plan from the vendor for vehicles only, but this is optional.
WSDOT will confirm eligibility to purchase from the state cooperative procurement contract
and that your request conforms to your grant agreement. Once WSDOT has confirmed

your purchase is eligible, coordinate with the Washington State Department of Enterprise
Services to obtain authorization to purchase from the cooperative procurement contract.

Once you receive authorization from the Washington State Department of Enterprise
Services, you may sign a sales contract or issue a purchase order for the vehicles. You must
send a copy of the purchase order to WSDOT and Department of Enterprise Services.

1 Exclusions include:

« RCW 39.26.125(10) excludes intergovernmental agreements from this requirement.

« RCW 39.26.125(2) excludes sole source contracts that comply with the provisions of RCW 39.26.140.
2 |bid.

Public Transit Rideshare Program Guidebook Page 11
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Total project cost

Notify WSDOT if your total project cost decreases by 10 percent or more. WSDOT will
adjust your financial participation to maintain the contractor’s (matching) funds percentage
described in your original grant application.

Contractor’s (matching) funds

Contractor’s (matching) funds represent your share of your total project cost. Sources of
matching funds may include local, state (other than WSDOT PTD competitive grant), federal,
or private funding.

For the PT Rideshare Program, your matching funds must add up to a minimum of
20 percent for both expansion and replacement vehicles. Matching funds must be directly
related to the procurement of rideshare vehicles.

Maintain all documentation related to your project as described in Records retention and
submit documentation verifying expenditure of matching funds as described in Claim
reimbursements.

Records retention

Audits

Retain grant records during the useful life of your vehicle (four years or 100,000 miles for
rideshare vehicles) and for six years thereafter. The records retention period for incentives is
six years after the agreement period ends.

Establish a record retention policy that conforms to audit requirements in Audits. WSDOT
expects your agency to keep project records documenting project activities and costs.

As a condition of receiving state funds through WSDOT, you may be required to participate
in an audit conducted by the State Auditor’s Office. The office usually conducts these audits
when it is reviewing WSDOT. However, if you lose your In Good Standing status, WSDOT
may conduct an audit of all your grant-funded projects, including past awards. These audits
may be based on, but are not limited to:

« Your project’s scope of work.

» 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 grant funds, the subcontractor may also be
subject to an audit or inspection.

Page 12
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Reporting requirements
Submit two types of reports for your PT Rideshare Program-funded project:

1. Monthly reports (for vehicle projects only)
Submit monthly reports 30 days after the end of each month with the information
requested and in the format provided in the WSDOT Public Transportation Reporting
Portal. For general instructions about monthly reporting in the portal see Appendix B.

2. Quarterly status reports
Submit quarterly status reports no later than 30 days after the end of each quarter
with the information requested and in the format provided in the WSDOT Public
Transportation Division online Grants Management System. For general instructions
about quarterly status reporting in the system see Appendix C.

Project equipment in-service requirements

Expansion Vehicles

You must place expansion vehicles received into service within twelve months of the vehicle
acceptance date. This will allow sufficient time to have the vehicles inspected, accepted and
pre-serviced.

An expansion vehicle is a newly acquired, WSDOT-funded vehicle purchased for one of the
following purposes:

» Anew rideshare group to expand the program.

» An existing rideshare group using a leased or rented van.

» An existing rideshare group that shifts a van that has not yet met or exceeded its
established useful life to a new van. The van switched out with the WSDOT-funded van
must remain in fleet service as an available van for a new rideshare group or as a loaner/
spare van, provided the transit agency has not exceeded its established spare ratio.

Replacement vehicles

You must place replacement vehicles in service within twelve months of vehicle acceptance
date. This will allow sufficient time to have the vehicles inspected, accepted and
pre-serviced.
A replacement van is a van that:
» Replaces one that has met or exceeded its useful life (i.e., four years or 100,000 miles).
» Will be removed from service as an active revenue van or loaner/spare van.
« |s scheduled for disposal (i.e., sale, donation, reassignment).
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Asset management plan

The Moving Ahead for Progress in the 21st Century (MAP-21) requires grantees receiving
Federal Transit Administration funds to develop and implement transit asset management
plan. Additionally, state law requires transit agencies to develop an asset management plan
as a condition of receiving state funds (RCW 35.84.060, RCW 36.56.121, RCW 36.57A.191,
RCW 81.112.086 and RCW 47.04.082).

If you are a transit agency, submit a transit asset management plan recertification, stating
that you are following your previously adopted plan, or that changes to your plan are
consistent with state requirements to WSDOT by Feb. 15 every two years on odd years
(i.e., 2023, 2025).

See the asset management section at WSDOT's Apply for and manage your grant page for
more information.

Claim reimbursements

To receive payment for eligible expenses related to your grant agreement, complete a claim
reimbursement with the information requested and in the format provided in the WSDOT
Public Transportation Division online Grants Management System (GMS). For general
instructions about completing a request in the system see Appendix C.

Submit a single invoice with all the expenses associated with the vehicle(s).

Submit backup documentation for WSDOT to verify your project expenses with completed
claim reimbursement. Appendix A lists required back-up documentation for vehicles.

If your claim reimbursement is incomplete or inaccurate, WSDOT will withhold payments
until you correct the request and the agency approves it.

Though you may submit claim reimbursements as frequently as once per month, WSDOT
prefers that you submit claim reimbursements quarterly for incentives. Following your
submittal of a claim reimbursement, WSDOT may request that you send additional backup
documentation to verify certain expenditures.

Claim reimbursements near the end of the state fiscal year or end of the
project

Submit a claim reimbursement or an estimate of charges by July 15 for any expenses
incurred in the previous state fiscal year (July 1-June 30) of the term of your project.

If you are unable to provide a claim reimbursement by July 15, provide an estimate of the
charges you will bill so that WSDOT can accrue the expenditures in the proper fiscal period.
Any subsequent claim reimbursement you submit will be limited to the amount accrued.
WSDOT must receive your final claim reimbursement by (whichever is sooner):

« July 15 immediately following the final fiscal year of the term of your project.

» Within 30 days of the completion of your project.

« Within 30 days of the termination of your agreement.

Claim reimbursements that WSDOT receives more than 15 days after the end of the term of
your project will not be eligible for reimbursement.
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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 In Good Standing Status to receive grant funds.

Performance requirements for determining In Good Standing Status

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

1. Compliance with all contractual obligations and satisfactory progress toward project
completion, including:
« Staying on schedule without unexplained delays.
» Performing the exact work described in the Scope of work clause of your agreement.
» Maintaining the contractor’s (matching) funds level detailed in the project budget.

2. Adequacy of financial records that document and support all grant expenses.
Submittal of accurate and timely reports and claim reimbursements.

4. Full participation during site visits and project reviews with timely responses to any
deficiencies noted during and after the site visit.

5. Timely compliance with recommended measures for identified deficiencies.

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

7. A satisfactory organizational risk assessment.

Consequences for noncompliance
If you do not meet performance requirements, you will not 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 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 vehicle, equipment, or capital
construction project.

» Appropriate legal action.
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Relationships with employees and officers of WSDOT

WSDOT staff may not accept loans, gratuities, or gifts of money in any form from your
organization or any of its representatives. Additionally, WSDOT employees may not work
for your organization if they have oversight responsibilities or are involved with contract
negotiations with your organization (RCW 42.52.080).

For more information about ethics requirements, refer to the Ethics clause in your
agreement.

False or fraudulent statements and claims
All information that you provide to WSDOT must be accurate and complete. WSDOT

and other agencies may apply severe penalties for falsifying information concerning a grant-
funded project.

Eligible use of vehicles and equipment

Use all vehicles and equipment purchased with grant funds (throughout their minimum
useful life) to support the passenger transportation services described in your agreement.

Spare vehicles

WSDOT policy allows for an you to use PT Rideshare Program funds to maintain a spare
ratio of 20 percent. As an example, for every five rideshare vehicles you purchase, you may
operate one as a spare vehicle.

Eligible expenses

An expense must be directly related to your project and reasonable in amount to be eligible
for reimbursement.

Eligible expenses: Purchasing rideshare vehicles

Examples of eligible expenses include, but are not limited to:
» Purchase of vehicles identified in your grant agreement, including sales or use taxes.

» Purchase and installation of other vehicle-related equipment identified in your
agreement, or as preapproved by WSDOT (e.g., charging stations, signage, bike racks,
radios, cameras, fare boxes).

» Purchase and installation of striping and logos on the exterior of any vehicles purchased
under your agreement.

» Purchase and installation of non-vehicle equipment specifically identified in the grant
agreement, including software licensing use fees.

» Required inspection costs for vehicle acceptance.

Note: Storage charges, parking charges, late fees, fines, other fees, and taxes (other than
applicable state sales or use taxes) are not eligible expenses for grant reimbursement.
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Eligible expenses: Incentives and rewards

You may use subsidies, incentives, and rewards to promote your rideshare program.
Appendix D provides WSDOT's standards for use of state funds for incentives. You and your
subcontractors must follow this guidance 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.

Additionally, Appendix D provides guidance on the methodology for using incentive money
to support behavior change. This resource is a proposed process to guide change in travel
behavior. WSDOT intends this guidance to allow you the flexibility to use incentive money
to support local efforts to change travel behavior within your jurisdiction.

Prior to using incentive money, WSDOT requests that you report the intended use of
incentive spending in your quarterly status reports. WSDOT will review your quarterly status
reports and will only provide guidance or request further information if it is required to
better understand the intent of your incentive spending.

Making progress with purchases

Vehicle procurement and delivery can be a lengthy process. It is critical that you initiate the
purchase of grant-funded vehicles and equipment in a timely manner. WSDOT staff will
assist you to ensure successful implementation of your project.

Vehicle procurement records and retention

File and maintain all pertinent procurement records in a procurement file for all grant-
funded procurements.

Maintain the complete procurement file for six years beyond the minimum useful life of your
vehicle (i.e., four years or 100,000 miles for rideshare vehicles), regardless of the process
used to purchase the vehicles.

Title of vehicles

The title and registration for your grant-funded vehicles must show your organization as the
registered owner and WSDOT as the legal owner.

The following information must appear on the title:

Legal owner

Washington State Department of Transportation
Public Transportation Division

PO Box 47387

Olympia, WA 98504-7387

Title retention

WSDOT will retain title (legal ownership) of your vehicles based on the vehicles’ acceptance
date and minimum useful life.

After WSDOT releases title, transfer the legal ownership of the vehicle to your organization
with the Washington State Department of Licensing within 15 calendar days. The
Department of Licensing may impose penalties for failure to transfer title in a timely manner.
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Allowable and required uses

Use all vehicles and equipment purchased with grant funds (throughout their minimum
useful life) to support the passenger transportation services described in the scope of work
of your grant agreement.

Failure to use the vehicle and equipment as described in the grant agreement may
jeopardize your ability to remain in compliance with WSDOT'’s In Good Standing Policy.

Maintenance of vehicles and equipment

Maintain all vehicles and equipment purchased with grant funds according to the
manufacturer’'s recommendations and your transit asset management plan. Your vehicle
maintenance plan typically includes a graduated preventive maintenance program.

Refer to the owner’s manuals received from the vehicle and equipment manufacturers
and any installed components (e.g., wheelchair lift, bicycle rack) to establish a vehicle
maintenance plan.

Insurance requirements

To comply with state law, ensure vehicles purchased with grant funds. Provide a certificate
of insurance documenting liability, comprehensive and collision insurance for all grant-
funded vehicles.

For vehicles where WSDOT retains legal ownership, WSDOT must be listed as the loss
payee.

If you are self-insured, provide WSDOT with a declaration of self-insurance, including a
description of how you fund your self-insurance pool.

For specific insurance requirements, refer to the Loss or Damage of project equipment clause
of your grant agreement.

Damages and repairs

You must notify your assigned WSDOT community liaison within five working days of an
accident or incident where a vehicle or equipment sustains disabling damage that requires it
to be:

» Removed from service beyond ten working days for repairs.
- OR -
» Permanently removed from service due to being declared a total loss.
Failure to notify WSDOT within the timeframe identified above will result in WSDOT

deeming your organization in breach of contract. This may result in your organization being
ineligible to receive future WSDOT public transportation funds.

You must notify your assighed WSDOT community liaison within five working days of
an accident or incident where a vehicle or equipment sustains the disabling damage by
submitting:

» Nature of the incident.

» Level of damage to the vehicle or equipment.

» Your intentions regarding replacement where damage to the vehicle or equipment
resulted in a total loss.
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« Incident report on file with local law officials
» Investigation summary conducted by your organization.

« Copy of witness statements or comments.
If you used federal funds to purchase the vehicle or equipment, a statement affirming
that you conducted a post-accident drug-and-alcohol test. - OR - If you did not conduct
a post- accident drug-and-alcohol test, the reasons why you made this decision.

Failure to notify WSDOT within five working days of an accident or incident will result in
WSDOT deeming your organization in breach of grant agreement. This may result in your
organization’s loss of In Good Standing status and being ineligible to receive future WSDOT
public transportation funds.

You do not need to notify WSDOT if the vehicle does not sustain the disabling damage.
However, you must repair any damage to grant-funded vehicles and equipment as quickly as
possible.

You are responsible for any costs of the repair that your insurance does not cover. These
costs are not eligible for reimbursement under operating grants.

Vehicle total loss

If your insurance carrier deems your grant-funded vehicle a total loss, the carrier must pay
insurance proceeds directly to WSDOT.

If you do not intend to replace a vehicle deemed a total loss, WSDOT will forward
the proportionate local share of the insurance proceeds received, provided you are in
compliance with WSDOT's In Good Standing Policy.

If you intend to replace a vehicle deemed a total loss, replace it with a new or similar vehicle
(e.g., value at the time of the incident, capacity, wheelchair accessibility). Once you receive
the replacement vehicle, submit a copy of the vendor invoice and the title showing WSDOT
as legal owner to WSDOT. WSDOT will hold the legal ownership of the vehicle through the
remaining useful life of the total loss (original) vehicle.

WSDOT will reimburse you up to the insurance proceeds paid. You will assume any
replacement costs in excess of the insurance proceeds.

If you order a replacement vehicle within 60 days of the incident and before your carrier
processes the insurance proceeds, WSDOT may waive the requirement for the agency
to directly receive the proceeds. In such instances, WSDOT may allow your carrier to pay
insurance proceeds directly to you to expedite the replacement.

Change of use

Provide written request to and receive approval from WSDOT to use grant-funded vehicles
and equipment for services other than those described in the scope of work of your grant
agreement.
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Buyout of the grant share

You may purchase the grant-funded interest in vehicles or equipment at any point during
your grant agreement.

If WSDOT receives your request to buy out the interest in the vehicles or equipment less
than 12 months from the receipt of grant funds, return 100 percent of the grant amount to
the state.

If WSDOT receives your request to buy out the interest in the vehicles or equipment more
than 12 months from the receipt of grant funds, WSDOT will establish a fair-market value of
the vehicles or equipment.

You will pay the proportionate grant share of the fair-market value to WSDOT. After
WSDOT receives your payment, WSDOT will send you the original certificates of title for
the vehicles and release them from any responsibilities under the grant agreement.
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Appendix A

Required submittals

Requires prior approval
What When from WSDOT
Monthly progress reports Monthly following execution of agreement
Quarterly status reports Quarterly following execution of agreement
Claim reimbursements At least quarterly for any eligible expenses
incurred in that quarter
Transit Asset Management Plan January 31 of each year
Subcontract and assignment requests Prior to entering third party contracts or Y
assignments
Itemized price quote and product Prior to entering third party contracts or Y
specifications from the vendor assignments (i.e., prior to placing an order)
DES Vehicle Purchase Request Form Prior to entering third party contracts or Y
assignments (i.e., prior to placing an order)
when purchasing from a DES cooperative
procurement contract.
Copy of purchase order Once third party contracts or assignments Y
have been entered into
www.SAM.gov Prior to entering third party contracts or Y
assignments (i.e., prior to placing an order);
attached to the claim reimbursement for
vehicle (see below)
Copy of the vehicle title (listing WSDOT as As soon as possible following acceptance of
the legal owner) the vehicle
Proposed change of vehicle/equipment use | Prior to changing vehicle/equipment use Y
Notification of vehicles/equipment involved | Within five business days of incident
in a damaging incident requiring it to be
removed from service beyond ten working
days or is permanently removed from service
due to being declared a total loss

Required claim reimbursement documentation for vehicles

The following documents are required to be submitted with the claim reimbursement
request for vehicles. Forms can be found in GMS under the Utilities Document Repository in

GMS.
« Vendor invoice

» Copy of vehicle acceptance letter to vendor

» Copy of the vehicle registration listed WSDOT as the legal owner

» Post-delivery purchaser’s requirements certification
» Federal Motor Vehicle Safety Standards certification
« Vehicle visual inspection form

¢ Road test form

» Proof of insurance listing WSDOT as the loss payee
« Documentation of the vendor’s www.SAM.gov registration for purchases over $25,000

Required claim reimbursement documentation for equipment

« Vendor invoice

« Documentation of the vendor’s www.SAM.gov registration for purchases over $25,000
» Description of the procurement process used to purchase equipment and how it satisfies
the competitive procurement requirements and your agency’s procurement policy.
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Appendix B Public Transportation Portal instructions

For monthly reports.

Creating a Public Transportation Reporting Portal account

1. To access the Public Transportation Reporting Portal:
a. Go to the portal at: https://publictransportationportal.azurewebsites.net/.
b. Click the “External user login” button.
c.  You will be redirected to Secure Access Washington (SAW).

d. Loginto SAW using the instructions in Creating a Secure Access Washington
account below.

e.  You will be redirected back to the Public Transportation Reporting Portal and
logged in.

Note: Sometimes when setting up a SAW account you will not be redirected to the
Public Transportation Reporting Portal automatically. If this occurs, navigate back
to the Public Transportation Reporting Portal and press the “External user login”
button again.

2. Register on the site by:
a. Selecting your agency from the Organization page.
b. Specifying your title.
c.  Typing in your phone number.

3. Select Vanpool Report from the selected permissions

Note: You may also request Summary of Public Transportation if this is part of your
book of business.

4. Click through and wait for WSDOT staff to assign you appropriate permissions. You
should receive an email once staff have done this.

Creating a Secure Access Washington account

To access the Public Transportation Reporting Portal, you must set up a SAW account.
To set up your account:

1. Follow steps 1a-b in Creating a Public Transportation Reporting Portal account above.
2.  Click “Sign up!” and follow the prompts.

3. You will receive an email with a link to activate your account. Click on the link in the
email to complete the activation and sign in.

Note: You must use an email account you have access to.
Also, remember or write down your username and password.

|

If you get stuck, the Department of Ecology created a video to walk you through the steps at

www.youtube.com/watch?v=pjOEnljG3RQ.
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PT Rideshare reporting - Reporting your data
1. Navigate to the monthly reporting page by:
a. Clicking the “Vanpool reporting” menu.
b. Clicking “Submit monthly report” on the left side of the screen.

2. Enter the required information for each field.

Note: If you have questions about the required information, hover your mouse over
the “?” symbol next to the field name.

Once you've entered your information, press “Submit report.”

4. Any validation issues will appear at the top of the report page. Before you can fully
submit your report to WSDOT, you will need to address these issues by either
updating the values or adding a comment in the provided box explaining why the data
you provided is correct.

Note: You can view and edit previous reports by adjusting the month and year on the
vanpool reporting menu.
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Appendix C GMS instructions

Use the following links for guidance on submitting claim reimbursements in GMS.
» General reimbursement training video
» General instructions for submitting a claim
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Appendix D

Resources for using incentives

WSDOT recommends using the Transtheoretical Model of Change (TTM), also known

as “Stages of Change,” to encourage a shift in travel behavior. As applied to sustainable
transportation, the five stages of change (Mundorf, Redding, & Paiva, 2018) are listed below,
along with recommended incentives to encourage this change.

Consider working with your organization to develop and approve an internal incentive
guidance plan.

1. Pre-contemplation

“l do not regularly use sustainable modes of transport and do not intend to start
within the next six months.”

The focus of interventions at this stage should be primarily on building awareness and
normalizing non-drive-alone modes by providing incentives such as:

Imagery and tools to help individuals visualize their changed life.
Food at awareness and education events.

Rewards such as retail gift cards for sustainable transportation users to share their
personal testimonies, including positive behavior change stories.

Educational items that highlight the advantages of the desired behavior and the
disadvantages of driving alone (health benefits, environmental benefits, monetary
benefits).

2. Contemplation

“l am thinking about using sustainable transport regularly within the next six months.”

The focus of interventions at this stage should be on helping individuals to visualize the
behavior change and set goals with incentives such as:

Promotional “nudge” materials such as water bottles, tote bags, or wearables.

Rewards such as retail gift cards or raffle entry for prizes, such as 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.
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3. Preparation

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

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

Bus passes, rideshare credits, gas cards for carpoolers or ridesharers.
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 can be used 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 (child transportation, rainy days, etc.) and to develop plans for overcoming
them.

4. Action

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

The focus of interventions at this stage should be on 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.

Incentivize the development of social support networks (e.g., cycling or car sharing
clubs).

Continue encouraging skill building that will allow users to use increasingly
sustainable forms of transportation.

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

Rewards for committing to long term goals.

5.  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:

Transition 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.

Leverage normative influence, e.g., boost self-esteem by showing relative
behavioral performance compared to others (‘you are in the 90th percentile of
sustainable transportation usage’).

Reward and incentivize users for overcoming barriers they may face in continuing
the behavior in the long term.

Incentives that allow users to overcome these barriers may include rain gear,
discounts for family carpool programs, school pools, bicycle repairs, etc.
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