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Chapter 8: Commute trip reduction
programs

This chapter covers the requirements for commute trip reduction programs. Regardless
of grant program or project type, you must follow the general requirements for all
projects outlined in Chapter 1 and the specific requirements for state grants detailed in
Chapter 3.

This chapter covers the following sections:

8.1 About commute trip reduction programs

8.2 Grant programs that typically provide funding

8.3 Match considerations for commute trip reduction programs

84 Required submittals

8.5 Subsidies, incentives, and rewards

8.6  State agency guaranteed ride home

8.1 About commute trip reduction programs

The Washington State Commute Trip Reduction (CTR) Law affects worksites with 100
or more full-time employees who begin their shifts between 6 and 9 a.m. on weekdays
in the nine most populous counties in the state.

The city, county, or region (or their designee) is responsible for developing and
implementing the jurisdiction’s CTR program, which includes creating CTR plans,
identifying affected worksites, and ensuring that those worksites deliver their CTR
programs.

Worksites develop and manage their own CTR programs based on:

e Transportation demand management (TDM) strategies identified as having the
greatest impact on their employees.

e Locally adopted goals for reducing vehicle trips and vehicle miles traveled.

Worksites conduct CTR surveys every other year to measure vehicle miles traveled and
the mode choices of their employees. WSDOT and jurisdictions use these survey
results to report on collective progress toward drive-alone and vehicle miles traveled
reduction targets.

Source: RCW 70A.15.4000-4110

Public Transportation Grant Guidebook Page 8-3
Chapter 8: Commute trip reduction programs
DRAFT, August 2025


https://app.leg.wa.gov/rcw/default.aspx?cite=70A.15.4000

8.2 Grant programs that typically provide funding
e State CTR formula grants

8.3 Match considerations for commute trip reduction

programs
WSDOT doesn’t require match for the state-funded CTR formula grants. However,
WSDOT encourages you to use local funds to supplement these state grant awards.

You may also apply for CTR formula grants to be used as match for state-funded
Regional Mobility and Federal Congestion Mitigation Air Quality (CMAQ) grants to
support TDM services in CTR-affected cities, counties, and regions.

Source: POL-549

8.4 Required submittals

WSDOT requires the following submittals from local CTR programs.

What? When?

No later than Sept. 30 of odd-numbered

years.

As requested by WSDOT within the two-

year agreement.

As requested by WSDOT within the two-

year agreement.

4. Four-year region, county, and city As requested by WSDOT within the two-
CTR plan review. year agreement.

As requested by WSDOT within the two-

year agreement.

1. Administrative work plan.

2. Performance measurement.

3. Worksite program reports.

5. Worksite exemptions, if applicable.

8.4.1 Administrative work plan

You must submit an administrative work plan covering the two years of your grant
agreement. You must provide the work plan to WSDOT no later than Sept. 30 of odd-
numbered years.

The work plan must describe required and elective activities that you may claim against
your grant award.

See Appendix [XXXX] for a template of the work plan. WSDOT expects you to use the
template.

For changes to your work plan, see Section XXXX: Change Request in Chapter 1.

Source: Commute Trip Reduction Contract, Section 6, Administrative work plan
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8.4.2 Performance measurement

8.4.2.1 Surveying

All CTR-affected worksites must survey employees at least once every biennium using
either WSDOT's survey tool or a WSDOT-approved alternative performance
measurement method.

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

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

Source: WAC 468-63-030(3)(a)

8.4.2.2 Worksites must survey all employees

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

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

e CTR-affected employees only
¢ All employees

Source: WAC 468-63-030(3)(a)

8.4.2.3 Response rate guidance
Employee count Target response rate
Under 200 70%
200-500 60%
501-1,000 50%
1,001-5,000 30%
Over 5,000 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, at larger sites, fewer employees need to
respond to achieve 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 a WSDOT-
approved alternative method.
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Source: WAC 468-63-030(3)(a)

8.4.2.4 Alternate performance measurement method and equivalent surveying
data

Worksites may collect employee commute survey data using a WSDOT-approved

alternative approach.

Source: POL-703

8.4.3 Worksite program reports

Every CTR-affected worksite must complete an employer-report survey and program
description (i.e., program report) at least once per biennium. Worksites usually complete
program reports in the year they do not conduct the employee survey.

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

WSDOT doesn’t accept equivalent data for program reports. Worksites must submit
program reports via the WSDOT-provided survey tool.

Source: POL-704

8.4.4 Region, county, and city commute trip reduction plans
Jurisdictions must review their CTR plans annually to ensure consistency with all
applicable plans related to their CTR program.

Source: WAC 468-63-040

8.4.5 Worksite exemptions

Jurisdictions can exempt worksites from participation in a CTR program if worksites
have special circumstances described in their local ordinances that prohibit them from
participating in the program.

Jurisdictions may exempt worksites from participating in a CTR program for the
remainder of the biennium upon review by the TDM Technical Committee. Jurisdictions
must reevaluate exempted worksites in the following biennium to ensure they continue
to meet the exemption criteria.

For jurisdictions without an exemption process, Appendix [XXXX] contains the process
and requirements for worksites to request exemption.

Source: RCW 70A.15.4020 (1) and (9)

8.5 Subsidies, incentives, and rewards
Your CTR program may use subsidies, incentives, and rewards to promote non-single-
occupancy-vehicle (SOV) modes of travel.
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See Appendix [XXXX] for WSDOT’s standards for the use of state funds for incentives.
You and your subcontractors must follow WSDOT’s standards for the state portion of
your funding.

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

Appendix [XXXX] also contains a methodology for using incentives to support behavior
change. This proposed process is intended to guide change in travel behavior.
However, your use of incentives isn’t limited to this methodology. WSDOT intends this
guidance to offer flexibility in applying incentive funds to support local efforts aimed at
changing the travel behavior within your jurisdiction.

Source: CTR Contract, Section 10, Use of state funds for incentives

8.6 State agency guaranteed ride home

WSDOT provides reimbursement for expenses incurred for guaranteed rides home
available to state-employed commuters assigned to certain worksites (i.e., 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, biked, or rode the bus).

Source: RCW 43.01.220
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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 informacién sobre los
procedimientos de queja del Titulo VI o informacién sobre nuestras obligaciones contra la discriminacion, 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 3asBrneHune

MonwuTuka [lenaptameHTa TpaHcnopTta wrata BawuHrton (WSDOT) 3akntovaeTcs B TOM, YTOObI UCKNIOYMTL NtoBble cryvan AUCKpUMUHaLmMm
Mo NPU3HaKy pachl, LiBeTa KOXMW UMW HaLMOHAalbHOTO NPOVCXOXAEHMS, Kak 9To NpeaycMoTpeHo Pasgenom VI 3akoHa o rpaxaaHckux npa.Bax
1964 roga, a TaKke criyyam HeOMyLLEHWS y4acTUs, NIULLEHWS NbroT Unu Apyrue opMbl AUCKPUMUHALIMK B paMKax noboii n3 cBomx
nporpaMm u meponpusaTuii. JNitoboe Nuuo, KOTOPoe CYMTaET, YTO ero

cpeacTBa 3almThbl B pamkax pasgena VI 6binu HapylueHbl, MOXeT noaath xanoby B BegomMcTso no Bonpocam paBeHCTBa W rpaxxaaHCKuX
npaB WSDOT (OECR). ina gononHuTensHol nHgopmavumuy o npoueaype nogaymn xanobbl Ha HecobniogeHune TpebosaHuii pasgena VI, a
TaKke nonyvyeHnst MHopmaLumm o Hawmx obssaTenscTeax no 6opbbe ¢ AUCKPUMUMHALME, NOXaNyincTa, CBSXKUTECh C KOOPAUHATOPOM
OECR no pasgeny VI no Tenedony (360) 705-7090.
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3akoH CLUA o 3awumTe npaB rpaxaaH ¢ orpaHU4YeHHbIMU BO3MOXHocTAMU (ADA)

3Ty MHOPMaLMIO MOXHO NOMYYUTL B anbTepPHaTUBHOM hopmMaTe, OTNpaBMB AMEKTPOHHOE NCbMO B BegoMcTBO No BOMpocam paBeHCTBa U
rpaxaaHckmx npae no agpecy wsdotada@wsdot.wa.gov unv no3soHmB no 6ecnnatHomy TenedoHy 855-362-4ADA(4232). nyxue un
cnabocnblwallyme nuua MoryT caenaTth 3anpoc, NO3BOHMB B CeLManbHyo AMCNeTYepCKyto cnyxdy wTtaTta BawmHrmoH no Homepy 711.

tiéng Viét-Vietnamese
Thong bao Khoan VI danh cho céng chiing

Chlnh sach ctia S& Giao Thong Van Tai Tiéu Bang Washington (WSDOT) la bao dam khong dé cho ai bj Ioai khoi sw tham gia, bi tir khwéc
quyén loi, hodc bi ky thi trong bét cty chwcvng trinh hay hoat dong nao vi ly do chung tdc, mau da, hodc ngudn gbc quéc gla theo nhw quy
dinh trong Muc VI ctia Bao Luat Dan Quyen nam 1964. B4t ct ai tin r&ng quyén béo vé trong Muc VI ctia ho bi vi pham, d&u c6 thé nop don
khiéu nai cho V&n Phong Bao Vé Dan Quyén va Binh Béng (OECR) ciia WSDOT. Mubn biét thém chi tiét lién quan dén tha tuc khiéu nai
Muc VI va/hoéc chi tiét lién quan dén trach nhiém khong ky thi clia ching tdi, xin lién lac vai Phdi Tri Vién Muc VI clia OECR s6 (360) 705-
7090.

Thong tin vé Pao luat Ngwoi My tan tat (Americans with Disabilities Act, ADA)
Tai liéu nay c6 thé thuc hién bang mét hinh thirc khac béng cach email cho Van Phong Bao Vé Dan Quyén va Binh Dang

wsdotada@wsdot.wa.gov hodc goi dién thoai mi&n phi s6, 855-362- 4ADA(4232). Nguoi diéc hodc khiém thinh c6 thé yéu ciu bing cach
goi cho Dich vu Tiép am Tiéu bang Washington theo sb 711.
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f13C — Chinese
(RAFER) Title VIR E

<ZEREMNZBAN(WSDOT)BURME, R (1964 FREER) EXEHRE, EET%BAEEB’%\ e B Em AR EWSDOT &
%D*}EEJZ% WHERRER S NEAMTT BRI . NEAARAREAEREEREERIE, AITEWSDOTH AT IR /AZ=(OECR)
R . IRHERESBRFEANE S SRR BMERRERBHEN FMKOECRNE R EIHHE, E5F (360) 705-7090,

(EEBREANER) (ADAYEER
T ) A R HES A EF#{Hwsdotada@wsdot.wa.qovE I T R & B 5

855-362-4ADA(4232), INEMbEERULER . U7 H TR et BERER A L AT 47711 BR Washington h #42i,
Af-soomaaliga — Somali
Ciwaanka VI Ogeysiiska Dadweynaha

Waa siyaasada Waaxda Gaadiidka Gobolka Washington (WSDOT) in la xaqiijiyo in aan qofna, ayadoo la cuskanaayo sababo la xariira isir,
midab, ama wadanku kasoo jeedo, sida ku qoran 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 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 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 magalka 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 gilip ngdn ngi¥, mién phi, bang cach goi sb 360-705-7921 hodc email cho
chung t6i tai: PubTrans@wsdot.wa.gov
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pycckuin-Russian
Ycnyru nepeBoaa

Ecnu Bam TpyAHO NOHMMATL aHIAMACKMIA A3bIK, Bbl MOXeTe 3anpocuTb 6ecnnaTHble Si3bIKOBbIe YCyri, NO3BOHMB MO TenedoHy 360-705-
7921 unn HanucaB HaM Ha 3NeKTPOHHYO NoyTy: PubTrans@wsdot.wa.gov

Arabic - 4
tau.\i.gﬂs
1) i€ 2a3 Ay a8 pgd Al A alaile lied Laa Ul cilond sae bl 2y alll e

PubTrans@wsdot.wa.gov: sk & Juai¥l 4 )l 7921-705-360 i Lilal ya soe 2 5all 55 5

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

f13¢ — Chinese
BERS

MREXELIIAEIE S, MIBEES « 360-705-7921, AT VRILEB FHBIE: - PubTrans@wsdot.wa.gov, ERIKIGLZRIESRRSS
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