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TITLE VI COORDINATOR RESPONSIBILITIES
The Title VI Coordinator is charged with the responsibility for implementing, monitoring, and
ensuring Metro COG’s compliance with Title VI regulations. Title VI responsibilities are as
follows:
1. Process the disposition of Title VI complaints received by Metro COG.
2. Collect Statistical data (race, color, sex, age, disability, or national origin) of participants
in and beneficiaries of state highway programs, e.g. affected citizens and impacted
communities. (See Appendix F)
3. Conduct annual Title VI reviews to determine the effectiveness of program activities at
all levels.
4. Conduct Title VI reviews of consultant contractors and other recipients of federal‐aid
highway fund contracts administered through Metro COG.
5. Review Metro COG program directives. Where applicable, include Title VI language and
related requirements.
6. Conduct training programs on Title VI and other related statutes for Metro COG
employees and recipients of federal highway funds. Post a copy of the Title VI Plan on
Metro COG web‐site. Post the Title VI Plan on bulletin boards near the front desk at the
Metro COG worksite. Inform all employees that a copy of the Title VI Plan is available
upon request. Instruct all new employees about the Title VI Plan during orientation.
7. Prepare a yearly report of Title VI accomplishments and goals, as required.
8. Develop Title VI information for dissemination to the general public and, where
appropriate, in languages other than English. Post the Title VI Plan on Metro COG web‐
site and on bulletin boards near the front desk.
9. Conduct post‐grant reviews of Metro COG programs and applicants for compliance with
Title VI requirements.
10. Identify and take corrective action to help eliminate discrimination.
11. Establish procedures to promptly resolve identified Title deficiencies. Document
remedial actions agreed to be necessary. Provide remedial actions within 90 days of
identification of a deficiency.
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TITLE VI COMPLAINT PROCEDURE
SCOPE OF TITLE VI COMPLAINTS
The scope of Title VI covers all external Metro COG activities. Adverse impacts resulting in Title
VI complaints can arise from many sources, including advertising, bidding, and contracts.
Complaints can originate from individuals or firms alleging inability to bid upon or obtain a
contract with Metro COG for the furnishing of goods and/or services. Examples include
advertising for bid proposals; prequalification or qualification; bid proposals and awards;
selection of contractors, subcontractors, material and equipment suppliers, lessors, vendors,
consultants, fee appraisers, universities, etc.
Complaints can originate as a result of project impacts on individuals or groups. For example,
social and economic, traffic, noise, air quality, access, accidents, and failure to maintain
facilities.
FORMAL TITLE VI COMPLAINT PROCEDURE
The Metro COG Title VI Policy assures that no person or groups of persons shall, on the grounds
of race, color, sex, age, national origin, income status, sexual orientation, and disability or
handicap, be excluded from participation in, be denied the benefits of, or be otherwise
subjected to discrimination under any and all programs, services, or activities administered by
Metro COG, its recipients, subrecipients, and contractors. In addition, Executive Order 12898
(Environmental Justice) prohibits discrimination based on income status.
Metro COG uses the following detailed, internal procedures for prompt processing of all Title VI
complaints received directly by it. These procedures include but are not limited to:
1.

Any person or groups of persons who believe they have been aggrieved by an unlawful
discriminatory practice under Title VI may individually, or through a legally authorized
representative, make and sign a complaint and file the complaint with Metro COG.
Allegations received do not have to use the key words “complaint,” “civil rights,”
“discrimination,” or their near equivalents. It is sufficient if such allegations imply any
form of unequal treatment in one or more of Metro COGs programs for it to be
considered and processed as an allegation of a discriminatory practice.

2.

The complaint must be filed, in writing, no later than 180 calendar days after the date of
the alleged discrimination. Metro COG’s Title VI Complaint Form must be used. (See
Appendix D)

3.

The complaint may also be filed with the U. S. Department of Transportation, Office of
the Secretary, 1200 New Jersey Avenue, SE (S‐33), Washington, D.C. 20590. The
complaint must be filed, in writing, no later than 180 days after the date of the alleged

discrimination, unless the time for filing is extended by the Secretary, U. S. Department
of Transportation.
4.

5.

Immediately, upon receipt of a Title VI complaint, Metro COG determines a course of
action. Possible courses of action include:
a.

Title VI complaints filed against Metro COG are referred to the North Dakota
Department of Transportation (NDDOT) for processing. NDDOT notifies the
Federal Highway Administration (FHWA) Division Office of the complaint.

b.

Title VI complaints filed against Metro COG recipients and subrecipients (e.g.,
contractors, subcontractors, material and equipment suppliers, lessors, vendors,
consultants, fee appraisers, universities, etc.) are processed by Metro COG in
accordance with FHWA approved complaint procedures, as required under 23
Code of Federal Regulations Part 200. NDDOT is available to provide assistance.
(1)

A copy of the complaint, together with a copy of Metro COG report of the
investigation and recommendations, are forwarded to the FHWA Division
Office within sixty (60) days of the date the complaint was received by
Metro COG.

(2)

A copy of the complaint, together with a copy of Metro COG report of the
investigation and recommendations, are provided to NDDOT, Local
Government Division, 608 East Boulevard, Bismarck, ND 58505‐0700, for
informational purposes only.

(3)

The FHWA Headquarters Office of Civil Rights makes the final agency
decision.

Metro COG reviews and determines the appropriate action regarding every complaint.
Metro COG will recommend to the FHWA Division Office, with a copy to NDDOT, not to
proceed with or continue a complaint investigation if:
a. The complaint is, on its face, without merit.
b. The same allegations and issues of the complaint have been addressed in
a recently closed investigation or by previous federal court decisions.
c. The complainant’s or injured party’s refusal to cooperate (including
refusal to give permission to disclose his or her identity) has made it
impossible to investigate further.

6.

If an investigation is to be initiated, Metro COG determines the method of investigation
and who will conduct the investigation.

7.

The entire investigation process, including the submission of the final report of the
investigation and recommendations to the FHWA Division Office, with a copy to NDDOT,
is to be carried out in a period not to exceed sixty (60) calendar days from the date the
original complaint was received by Metro COG.

8.

Metro COG acknowledges receipt of the allegation(s) within ten (10) working days. The
complainant is notified of the proposed action to be taken to process the allegation(s).
The notification letter contains:
a.

The basis for the complaint.

b.

A brief statement of the allegation(s) over which Metro COG has jurisdiction.

c.

A brief statement of Metro COG jurisdiction over the recipient to investigate the
complaint; and

d.

An indication of when the parties will be contacted.

e.

Depending on the nature of the complaint, the complaint will be referred to the
following for final decision:
(1)
(2)

9.

5

Federal Highway Administration (FHWA)
U. S. Department of Justice (USDOJ)

Metro COG also notifies the FHWA Division Office and/or FTA Region 8 Office, with a
copy to NDDOT, within ten (10) calendar days of receipt of the allegations. The following
information is included in the notification to FHWA:
a.

Name, address, and phone number of the complainant.

b.

Name(s) and address(es) of persons alleged to have been involved in the act.

c.

Basis of alleged discrimination (i.e., race, color, sex, age, national origin,
disability/handicap, or income status)5.

d.

Date of alleged discriminatory act(s).

e.

Date complaint was received by Metro COG.

f.

A brief statement concerning the nature of the complaint.

The Act governs race, color, and national origin. Related Nondiscrimination Authorities govern sex, 23 U.S.C. 324;
age, 42 U.S.C. 6101; disability/handicap, 29 U.S.C. 790; and low income, E.O.12898.

g.

Other agencies (federal, state, or local) with which the complaint has been filed.

h.

An explanation of the actions Metro COG proposes to take to resolve the issues
raised in the complaint.

10.

The investigation consists of an in‐depth, personal interview with the complainant(s).
Information gathered in this interview includes but is not limited to: identification of
each complainant by race, color, sex, age, national origin, disability/handicap, or income
status6; name of the complainant; a complete statement concerning the nature of the
complaint, including names, dates, places, and incidents involved in the complaint; the
date the complaint was filed; and any other pertinent information the investigator(s)
feels is relevant to the complaint. The interview(s) is recorded, either on audio tape or
by an investigator taking notes. The investigator(s) arranges for the complainant to
read, make necessary changes to, and sign the interview transcript or interview notes.

11.

Following the interviews, the investigator(s) develops a report of the investigation and
recommendations based on the facts. The report contains the investigator’s(s’) findings,
conclusions concerning each issue raised in the complaint, and recommendations for
corrective action. The report is the last document prepared by the investigator(s). Any
other actions taken as a result of the investigator’s(s’) findings and conclusions are the
responsibility of Metro COG management.

12.

The complainant receives a letter from Metro COG detailing the findings and any
recommendations for corrective action to be taken based on the facts. All issues in the
complaint are addressed. The complainant is informed that the final determination is
made by the FHWA Headquarters Office of Civil Rights.

13.

Metro COG forwards the report of the investigation and recommendations to the FHWA
Division Office, with a copy to NDDOT. Included with the report is a copy of the
complaint, copies of all documentation pertaining to the complaint, the date the
complaint was filed, the date the investigation was completed, and any other pertinent
information.

14.

The FHWA Office of Civil Rights makes the final agency decision.

6

The Act governs race, color, and national origin. Related Nondiscrimination Authorities govern sex, 23 U.S.C. 324;
age, 42 U.S.C. 6101; disability/handicap, 29 U.S.C. 790; and low income, E.O.12898.
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LIMITED ENGLISH PROFICIENCY (LEP) PLAN
This Limited English Proficiency Plan has been prepared to address Metro COG’s responsibilities
as a recipient of federal financial assistance as they relate to the needs of individuals with
limited English language skills. The plan has been prepared in accordance with Title VI of the
Civil Rights Act of 1964, 42 U.S.C. 2000d, et seq, and its implementing regulations, which state
that no person shall be subjected to discrimination on the basis of race, color or national origin.
Executive Order 13166, titled Improving Access to Services for Persons with Limited English
Proficiency, indicates that differing treatment based upon a person’s inability to speak, read,
write or understand English is a type of national origin discrimination. It directs each agency to
publish guidance for its respective recipients clarifying their obligation to ensure that such
discrimination does not take place. This order applies to all state and local agencies which
receive federal funds, including Metro COG and its departments receiving federal grant funds.
Plan Summary
Metro COG has developed its Limited English Proficiency Plan to help identify reasonable steps
for providing language assistance to persons with limited English proficiency (LEP) who wish to
access services provided. As defined Executive Order 13166, LEP persons are those who do not
speak English as their primary language and have limited ability to read, speak, write or
understand English. This plan outlines how to identify a person who may need language
assistance, the ways in which assistance may be provided, staff training that may be required,
and how to notify LEP persons that assistance is available.
In order to prepare this plan, Metro COG used the four‐factor LEP analysis which considers the
following factors:
1. The number or proportion of LEP persons in the FM Metropolitan Statistical Area who
may be served by the Metro COG.
2. The frequency with which LEP persons come in contact with Metro COG programs or
services.
3. The nature and importance of programs or services provided by Metro COG to the LEP
population.
4. The interpretation services available to Metro COG and overall cost to provide LEP
assistance. A summary of the results of the four‐factor analysis is in the following
section.

MEANINGFUL ACCESS: FOUR‐FACTOR ANALYSIS
1. The number or proportion of LEP persons in the service area who may be served or are
likely to require Metro COG services.
The Metro COG staff reviewed the 2010 U.S. Census Report and determined that 11,705
(or 6%) of persons in the FM Metropolitan Statistical Area (over the age of 5) speak a
language other than English. Of those persons, 3,183 speak Spanish, 4,289 speak Indo‐
European, and 2,457 speak Asian or other Pacific Islander Languages. An additional
1,776 speak other languages. Of the 11,705 persons speaking a language other than
English, 3,347 have limited English proficiency; that is, they speak English “less than very
well” which is 1.7% of the overall population in the FM Metropolitan Statistical Area.
2. The frequency with which LEP persons come in contact with Metro COG services or
programs.
Metro COG staff reviewed the frequency with which its Policy Board, staff, and
contractors have, or could have, contact with LEP persons. This includes documenting
phone inquiries or office visits. To date, the Metro COG has had no requests for
interpreters and no requests for translated program documents. The Metro COG Policy
Board, Metro COG staff, and Metro COG contractors or sub recipients have had very
little contact with LEP persons.
3. The nature and importance of services and programs provided by Metro COG to the
LEP population.
There is no large geographic concentration of any type of LEP individuals in the FM
Metropolitan Statistical Area. The overwhelming majority of the population in the FM
Metropolitan Statistical Area, 94%, speak only English. As a result, there are few social
service, professional and leadership organizations within the FM Metropolitan Statistical
Area that focus on outreach to LEP individuals. The Policy Board, Metro COG staff, and
Metro COG contractors or sub recipients are most likely to contact LEP individuals
through public meetings and other general public involvement opportunities.
4. The resources available to Metro COG and overall costs to provide LEP assistance.
Metro COG reviewed its available resources that could be used for providing LEP
assistance. There are currently no less than four resources within the FM Metropolitan
Statistical Area to assist Metro COG with interpretive services should the need arise.
Metro COG keeps a list of these services updated and on file.

LANGUAGE ASSISTANCE
A person who does not speak English as their primary language and who has a limited ability to
read, write, speak or understand English may be a Limited English Proficient person and may be
entitled to language assistance with respect to Metro COG’s programs and services. Language
assistance can include interpretation, which means oral or spoken transfer of a message from
one language into another language and/or translation, which means the written transfer of a
message from one language into another language.
How Metro COG staff may identify an LEP person who needs language assistance:
•
•
•
•

Post notice of LEP Plan and the availability of interpretation or translation services free
of charge in languages LEP persons would understand.
Metro COG staff will be provided with “I Speak” cards to assist in identifying the
language interpretation needed if the occasion arises. (Appendix E)
Metro COG staff will be informally surveyed periodically on their experience concerning
any contacts with LEP persons during the previous year.
When Metro COG sponsors an informational meeting or event, an advanced public
notice of the event should be published including special needs related to offering a
translator (LEP) or interpreter (sign language for hearing impaired individuals).
Additionally, a staff person may greet participants as they arrive. By informally engaging
participants in conversation it is possible to gauge each attendee’s ability to speak and
understand English. Although translation may not be able to be provided at the event it
will help identify the need for future events.

Language Assistance Measures
Although there is a low percentage in the FM Metropolitan Statistical Area of LEP individuals,
that is, persons who speak English “less than very well” Metro COG will strive to offer the
following measures:
1. Metro COG staff will take reasonable steps to provide the opportunity for meaningful access
to LEP clients who have difficulty communicating English.
2. The following resources will be available to accommodate LEP persons:
•

Interpretive services, within reason, will be provided for public meetings, if advance
notice is provided to Metro COG and such services are readily available;

•

Metro COG will make translated versions (or provide for the interpretation of relevant
sections) of all documents/publications available upon request, within a reasonable
time frame and if resources permit.

STAFF TRAINING
The following training will be provided to all staff:
•
•
•
•
•

Information on the Title VI Policy and LEP responsibilities.
Description of language assistance services offered to the public.
Use of the “I Speak” cards.
Documentation of language assistance requests.
How to handle a potential Title VI/LEP complaint.

All contractors or subcontractors performing work for Metro COG will be required to follow
the Title VI/LEP guidelines.

TRANSLATION OF DOCUMENTS
Metro COG weighed the cost and benefits of translating documents for potential LEP groups.
Considering the expense of translating the documents, the likelihood of frequent changes in
documents and other relevant factors, Metro COG will consider the translation of documents
(or portions thereof) on a case by case basis, as requested.
Translation resources have been identified and are kept on file by Metro COG. However, when
and if the need arises for LEP outreach related to Metro COG’s programs and services, it will
coordinate with the City of Fargo and the City of Moorhead to determine an appropriate course
of action in regards to existing interpretive and outreach resources available.
MONITORING
Monitoring and Updating the LEP Plan – Metro COG will update the LEP Plan annually with its
self‐certification procedure per 23 CFR 450.334. An annual review and update will include the
following:
•
•
•
•
•
•
•
•

The number of documented LEP person contacts encountered annually.
How the needs of LEP persons have been addressed.
Determination of the current LEP population in the service area.
Determination whether the need for translation services has changed.
Determine whether local language assistance programs have been effective and
sufficient to meet the need.
Determine whether Metro COG’s financial resources are sufficient to fund language
assistance resources needed.
Determine whether Metro COG fully complies with the goals of this LEP Plan.
Determine whether complaints have been received concerning the agency’s failure to
meet the needs of LEP individuals.

•

Maintain a Title VI complaint log, including LEP to determine issues and basis of
complaints.
DISSEMINATION OF METRO COG’s LEP PLAN

•
•
•
•

Post signs at conspicuous and accessible locations notifying LEP persons of the LEP Plan
and how to access language services.
Include as part of public notices and related materials that LEP person needing
interpretative service need to contact Metro COG.
Include as part of the Metro COG website.
Post on a bulletin board in the front desk area of Metro COG’s offices.
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APPENDICES

Appendix D

FARGO-MOORHEAD
METROPOLITAN COUNCIL OF GOVERNMETNS
TITLE VI COMPLAINT FORM
PART I - COMPLAINANT INFORMATION (Print all items legibly.)
Name

Telephone

Street Address/P.O. Box

Email Address

City

State

Zip Code

PART II - CAUSE OF DISCRIMINATION BASED ON [Check all appropriate box(es).]

□
□

Race

□

Color

□

Sex

□

Age

□

National Origin

□

Disability/Handicap

Income Status

PART III - THE PARTICULARS ARE: (Include names, dates, places, and incidents involved in the
complaint.) [If additional space is needed, attach extra sheet(s).]

PART IV - REMEDY SOUGHT [State the specific remedy sought to resolve the issues(s).]

PART V - VERIFICATION
Complainant’s Signature _______________________________

Date ____________________

INSTRUCTIONS
GENERAL
1. Under Title VI of the Civil Rights Act of 1964 and the related statutes and regulations, no person or
groups(s) of persons shall, on the grounds of race, color, sex, age, national origin, disability/handicap,
and income status, be excluded from participation in, be denied the benefits of, or be otherwise
subjected to discrimination under any and all programs, services, or activities administered by Metro
COG. Any person or groups(s) of persons who feel they have been discriminated against may file a
complaint.
2. Instructions provided within this form are not meant to be all inclusive. Complainants are responsible for
all procedural requirements.
3. Complainants must include all required information and must meet all timeframes as defined in the
Metro COG Title VI Complaint Procedure.
4. Legible copies of all available pertinent documentation should be attached to this form.
5. All inquiries should be directed to Metro COG attn: Wade E. Kline, Executive Director, One North
Second Street, #232, Fargo, ND 58102, 701.232.3242.
PART I
Complete all information in this section.
PART II
Check all boxes that apply indicating the basis for the complaint. The discrimination must be based on at
least one of the listed categories.
PART III
State the specific complaint in a manner that clearly identifies the issues upon which the complaint is based.
PART IV
State the minimum remedy acceptable for resolution of this complaint.
PART V
Sign and date this section to verify the information contained in Parts I through IV.

Complaints filed with U. S. Department of Transportation
Discrimination complaints based on race, color sex, age, national origin, disability/handicap, and income
status1 may be filed with the U.S. Department of Transportation, Office of the Secretary, 1200 New Jersey
Avenue SE, (S-33), Washington, D.C. 20590. The complaint must be filed, in writing, no later than 180
days after the date of the alleged discrimination, unless the time for filing is extended by the Secretary, U.S.
Department of Transportation.

1

The Act governs race, color, and national origin. Related Nondiscrimination Authorities govern sex, 23 U.S.C. 324; age, 42 U.S.C.
6101; disability/handicap, 29 U.S.C. 790; and low income, E.O.12898.

Cocher ici si vous lisez ou parlez le français.

13. French

Kreuzen Sie dieses Kästchen an, wenn Sie Deutsch lesen oder sprechen.

14. German

15. Greek

16. Haitian
Creole

Make kazye sa a si ou li oswa ou pale kreyòl ayisyen.

17. Hindi

Kos lub voj no yog koj paub twm thiab hais lus Hmoob.

18. Hmong

Jelölje meg ezt a kockát, ha megérti vagy beszéli a magyar nyelvet.

19. Hungarian

Markaam daytoy nga kahon no makabasa wenno makasaoka iti Ilocano.

20. Ilocano

Marchi questa casella se legge o parla italiano.

21. Italian

22. Japanese

23. Korean

24. Laotian

Prosimy o zaznaczenie tego kwadratu, jeżeli posługuje się Pan/Pani
językiem polskim.
DB-3309

25. Polish

U.S. DEPARTMENT OF COMMERCE
Economics and Statistics Administration

U.S. CENSUS BUREAU

26. Portuguese

Assinale este quadrado se você lê ou fala português.

27. Romanian

ометьте этот квадратик, если вы читаете или говорите по-русски.

28. Russian

29. Serbian

Označte tento štvorček, ak viete čítať alebo hovoriť po slovensky.

30. Slovak

Marque esta casilla si lee o habla español.

31. Spanish

Markahan itong kuwadrado kung kayo ay marunong magbasa o magsalita ng Tagalog.

32. Tagalog

33. Thai

Maaka 'i he puha ni kapau 'oku ke lau pe lea fakatonga.

34. Tongan

ідмітьте цю клітинку, якщо ви читаєте або говорите українською мовою.

35. Ukranian

36. Urdu

Xin ñaùnh daáu vaøo oâ naøy neáu quyù vò bieát ñoïc vaø noùi ñöôïc Vieät Ngöõ.

37. Vietnamese

38. Yiddish
DB-3309

U.S. DEPARTMENT OF COMMERCE
Economics and Statistics Administration

U.S. CENSUS BUREAU
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Appendix K
Fargo-Moorhead Metropolitan Council of Governments
701.232.3242 • FAX 701.232.5043 • Case Plaza Suite 232 • One 2nd Street North• Fargo, North Dakota 58102-4807
Email: metrocog@fmmetrocog.org

TO:

Environmental Justice and Title VI Interested Persons

FROM:

Katie White, Transportation Planning Assistant

DATE:

December 12, 2011

RE:

http://www.fmmetrocog.org

Title VI and Non-Discrimination Plan Available for Review

Metro COG has opened a public comment period to review the Title VI and Non-Discrimination
Plan for the period Friday, December 16 through Friday, December 30, 2011. The document
can be accessed online at www.fmmetrocog.org or at the Metro COG offices (see below).
The purpose of the Title VI and Non-Discrimination Plan is to bring Metro COG into compliance
with Title VI of the Civil Rights Act. As a recipient of Federal Highway Administration (FWHA)
dollars through the North Dakota Department of Transportation (NDDOT), Metro COG is
required to ensure adequate resources for the public to access, as well as outline a grievance
process if those resources are not being provided. This includes language-barrier issues, which
are addressed in the Limited English Proficiency (LEP) portion of the document. This review and
compilation has been completed with guidance from the City of Fargo and NDDOT.
The public is invited to submit written comments to Metro COG no later than noon, December
30, 2011, at Case Plaza, Suite 232, One Second Street North, Fargo, ND 58102 (e-mail:
white@fmmetrocog.org). Contact Katie White, Transportation Planning Assistant, at
701.232.3242 (Ext. 35) if additional information is required.

A PLANNING ORGANIZATION SERVING
FARGO, WEST FARGO, CASS COUNTY, NORTH DAKOTA AND MOORHEAD, DILWORTH, CLAY COUNTY, MINNESOTA
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