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Chapter 7: Requirements for planning
projects

This chapter outlines the requirements and general guidelines for planning projects.
Regardless of the project type, you must also follow the requirements outlined in Chapter 1
and chapters 2, 3, and 11, depending on the source of your funding.

This chapter covers the following sections:

71 Planning projects

7.2 Eligible grant programs

7.3 Claim reimbursements

7.4 Eligible expenses

7.5 Documenting project costs

7.6 Required records

7.7 Required submittals

7.1 Planning projects
WSDOT awards grant funds for a variety of planning purposes aimed at addressing the public
transportation needs of communities.

Source: FTA Transportation Planning

7.2 Eligible grant programs

e Consolidated Grant
e Green Transportation Capital Grant

e Tribal Transit Mobility Grant

7.3 Claim reimbursements
Refer to Section 1.5: Financial management for claim submission requirements. You may
submit your own documentation or use the WSDOT claim form provided in Appendix B.

7.4 Eligible expenses

WSDOT reimburses planning projects for eligible expenses only and does not reimburse any
local match contributions.

Source: FTA C 9040.1H; 2 CFR 200; OFM State Administrative and Accounting Manual
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7.3.1 Eligible direct expenses
Eligible direct expenses are those that directly relate to your project. Additionally, these
expenses must be necessary to carry out the project and be reasonable in amount.

Examples of direct expenses for planning projects include, but are not limited to:
e Employee wages and benefits.
e Consultant contracting.

e Administrative costs directly related to the project and not included in an approved
indirect cost plan.

e Marketing and public outreach (including translation services) for the project.

e Other project-related supplies and materials.

Note: Purchase-of-service contracts are subject to procurement requirements outlined in
chapters 1, 2, and 3. Your organization should competitively award these contracts. You must
submit any resulting contracts to WSDOT through GMS for concurrence prior to execution
with the vendor. Reach out to your assigned WSDOT contact listed on your grant agreement
to ensure your contract includes all necessary clauses and provisions.

Source: FTA C 9040.1H; FTA C 9070.1H; 2 CFR 200; OFM State Administrative and
Accounting Manual

7.5 Documenting project costs

For planning projects, you must track all costs charged to the project and the revenues
supporting it within your accounting system. You may keep a separate set of accounts or a
designated subaccount within your accounting system to accomplish this.

If you manage multiple transportation projects, you may use a cost allocation plan to distribute
costs among them. WSDOT must approve your cost allocation plan. Additionally, your
accounting records must include:

e Vouchers or purchase orders prepared for all vendor payments, which must identify:
o The goods or services purchased.
o The name of the vendor.
o The program(s) charged for the expenses.

¢ Timesheets charged directly to the project including hours worked.

e Documentation supporting in-kind contributions.

If your matching funds include in-kind contributions, the reported values must align with the in-
kind plan submitted with your grant application or with a WSDOT-approved amended plan.
You must retain documentation supporting the goods and services received, including:
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e The names of the individuals and/or organizations that provided the goods or services.

e Signed volunteer time sheets that include the hours worked on the project and a
description of the services they provided.

e Written statements from donor organizations summarizing the type and estimated
value of the goods or services contributed.

Source: 2 CFR 200; OFM State Administrative and Accounting Manual

7.6 Required records
WSDOT requires you to retain information related to your planning project, including, but not
limited to:

e Marketing materials.

e DBE purchasing efforts (for FTA-funded projects only).

e Community outreach and coordination efforts.

¢ Any other information helpful in demonstrating the success of the project.

Source: CORE Retention Schedule, Part 3.5: Grants management; WSDOT public
transportation grant agreement

7.7 Required submittals
You are required to submit quarterly status reports in the Grants Management System
throughout the life cycle of your planning project.

Once your planning project reaches its completion milestone, you must submit a final list of
deliverables in the GMS for review and documentation. For additional details, refer to Chapter
1, Section 1.8: Program compliance and project reporting.

Source: POL-511.1
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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.

Espaiiol
Notificacion de Titulo VI al Publico

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 WSDOT. Para obtener mas informacion sobre los procedimientos de queja del Titulo VI o informacién 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 informacion llamando al Washington State Relay al 711.
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pycckuin-Russian
Pasgen VI O6wecTBeHHOe 3asiBNeHue

MonuTuka [lenaptameHTa TpaHcnopTa wrarta BawuHrroH (WSDOT) 3akntoyaeTcs B TOM, YTOObI UCKNOYUTL Niobble criyvan AUCKpUMUHaLMK No
NPU3HaKy packl, LIBETa KOXU UMW HaLMOHAaNbLHOro NPOUCXOXAEHNS, Kak 3To npegycmoTpeHo Pasgenom VI 3akoHa o rpaxaaHckux npasax 1964 roaa,
a TaKke crnyvav HegonyLEHUs y4acTust, MULLIEHNUS NbroT Unu Apyre opMbl AUCKPYMMHALIMM B pamkax mto6oi N3 CBOUX MPOrpamMmM U MepOnpUSITUNA.
Tlio6oe nuuo, KOTopoe cuMTaeT, YTo ero

cpefcTBa 3awWwuThl B pamkax pasgena VI 6binu HapyLueHbl, MOXeT nofaTh xanoby B BeJomcTBO no BonpocaM paBeHCTBA U rpaxaaHCKvx npas
WSDOT (OECR). [ins gononHuTensHoM nHopMaumum o npoueaype nogaym xanobbl Ha HecobntogeHne TpeboBanuin pasgena VI, a Takxke
nonyyYeHns MHopmMaLmm o Halmx obsizaTensCcTBax nNo 6opbbe ¢ AMCKpUMUHALIMER, NOXKanyicTa, CBXUTECH C koopamHaTopom OECR no pasgeny VI
no tenedgoHy (360) 705-7090.

3akoH CLUA o 3awmTe npas rpaxaaH ¢ orpaHU4eHHbIMU BO3MOXHOCTAMMU (ADA)

3Ty UHGOPMALIMIO MOXKHO MOMYYUTb B anbTepHAaTMBHOM hopmaTe, OTNpaBMB 3NIeKTPOHHOE NMCbMO B BeAoMCTBO no Bonpocam paBeHcTBa U1
rpaxgaHckmx npas no agpecy wsdotada@wsdot.wa.gov unv no3soHmB no 6ecnnatHomy TenedoHy 855-362-4ADA(4232). nyxue n cnabocnbiwallue
nvua MoryT caenarb 3anpoc, NMO3BOHUB B CrieLuanbHYo AVcneT4epckyto cryxdy wrata BalmHrTon no Homepy 711.
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tiéng Viét-Vietnamese
Thong bao Khoan VI danh cho céng chiing

Chinh sach clia S& Giao Thang Van Tai Tiéu Bang Washington (WSDOT) Ia bdo dam khdng dé cho ai bi loai khéi sy tham gia, bj tir khudc quyén loi,
hoac bi ky thj trong bat ctv chuong trinh hay hoat ddng nao vi ly do chiing tdc, mau da, hodc ngudn gbc quéc gia, theo nhw quy dinh trong Muc VI cta
Pao Luat Dan Quyén nam 1964. Bat ct ai tin rang quyén bao vé trong Muc VI ctia ho bi vi pham, déu cé thé nop don khiéu nai cho Van Phong Bao
Vé Dan Quyén va Binh Bang (OECR) ciia WSDOT. Mubn biét thém chi tiét lién quan dén tha tuc khiéu nai Muc VI va/hoic chi tiét lien quan dén trach
nhiém khoéng ky thi cdia chdng téi, xin lién lac véi Phéi Tri Vién Muc VI ctia OECR s6 (360) 705-7090.

Thong tin vé Pao luat Ngwoi My tan tat (Americans with Disabilities Act, ADA)
Tai liéu nay c6 thé thyc hién bing mét hinh thirc khac béng cach email cho Van Phong Bao Vé Dan Quyén va Binh Béng wsdotada@wsdot.wa.gov

ho3c goi dién thoai mién phi s6, 855-362- 4ADA(4232). Ngudi diéc hodc khiém thinh c6 thé yéu cAu béng cach goi cho Dich vu Tiép am Tiéu bang
Washington theo s6 711.
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Af-soomaaliga — Somali
Ciwaanka VI Ogeysiiska Dadweynaha

Waa siyaasada Waaxda Gaadiidka Gobolka Washington (WSDOT) in la xagqiijiyo in aan qofna, 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 qaybgalka,
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 Xaquuqda 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 qaab 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 maqalka ama magalku ku adag yahay
waxay ku codsan karaan wicitaanka Adeega Gudbinta Gobolka Washington 711.
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Translation Services

If you have difficulty understanding English, you may, free of charge, request language assistance services by calling 360-705-7921 or email us at:
PubTrans@wsdot.wa.gov

Espaiiol - Spanish
Servicios de traduccion
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 linguistica con respecto a esta informacion llamando al 360-705-7921, o envie un mensaje de correo electrénico a:
PubTrans@wsdot.wa.gov

tiéng Viét-Vietnamese
cac dich vu dich thuat

Néu quy vi khdng hiéu tiéng Anh, quy vi cé thé yéu cau dich vu tro' gitip ngdn ngtr, mién phi, bang cach goi sb 360-705-7921 hodc email cho ching toi
tai: PubTrans@wsdot.wa.gov

8t 0{-Korean

FOl2 2&%t= A0| SHBIA|CIHH, 360-705-7921 L= TLSHA|ALE CHE 0|0 22 ARSIMM & 10 X[/ MH|AE EFSHA = JELCH
PubTrans@wsdot.wa.gov

pycckuin-Russian
Ycnyru nepeBoaa

Ecnv Bam TpyaHO NOHUMATb aHITMACKUIA A3bIK, Bbl MOXETE 3anpocuTb BGecnnaTHble A3bIKoBbIE YCIyri, NO3BOHMB Mo TenedoHy 360-705-7921 nnu
HanucaB HaMm Ha 3NeKTPOHHYto NoyTy: PubTrans@wsdot.wa.gov

Arabic - Lyl
tuﬂl.u:\.agﬂl
130 S 25 A e 3 g Aa) 2 la iyl i Lna U il ciland Bac Ll By galll (e

PubTrans@wsdot.wa.gov: sk G: Juai¥) o s 7921-705-360 i Lilul o e 25l 55 3SIY)

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-
7921 ama iimayl noogu soo dir: PubTrans@wsdot.wa.gov

132 — Chinese

BERSS

R AT IR AR S L, MIEIKER : 360-705-7921, kAT A1&REE 1B . PubTrans@wsdot.wa.gov, 1ERKEERIE S EIRS
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