California Department of Transportation
Title VI Annual Element Update
Federal Fiscal Year (FFY) 2012

“Sample” Districts 1-12 Template

To assist you in preparing the Title VI Annual Element Update report, please follow the sample format below.  Please use Times New Roman, 12 pt. font size.  This report covers reporting periods: October 1, 2011 through September 30, 2012 (FFY 2012) for major accomplishments and October 1, 2012 through September 30, 2013 (FFY 2013) for goals and planned activities in your respective District Program.  Include estimates, if known, for major activities planned between August 16, 2012 through September 30, 2012.  The report, including the Outreach to Communities matrix, is due to the External Equal Opportunity Program, no later than August 15, 2012.

I. FFY 2012 – Outreach Activities (Matrix)

On the attached matrix (Excel spreadsheet), please report District/ Program outreach to communities and other public involvement activities such as, public meetings, open houses, hearings, etc., that were held during the FFY 2012.  List the EEO office first and then the other respective District/Program alphabetically.  If the District/Program did not participate in any outreach activities, please indicate “none” in column “A”.

II. FFY 2012 – Major Accomplishments

Please provide the following information regarding the District/Program                           major accomplishments:

1. List the major accomplishments for your respective District/Program, including a summary of the outreach activities, listed in the above-mentioned matrix.  Include instances where Title VI issues were identified and discrimination was prevented.  List the District/Program activities alphabetically.  Report this information in bullet format, and briefly summarize the activities accomplished.  Double-space between bullets. 

District 1 - Division of Administration-Equal Employment Opportunity

· 

District 1 - Division of Administration-Public Affairs Office

· 

Title VI Training 

2. What percentage of employees (district-wide) completed the Title VI and Related Statutes online training module in the reporting period, FFY 2012?  Provide a brief summary of the activities conducted to ensure all district employees received notification of the online training.  For the districts that provided classroom training to employees without access to computers, include the number of employees in the overall percentage.

3. List other Title VI training courses provided to employees within your respective District/Program.  Provide dates given, location, and number of employees participating and their job classifications, if known.  Explain how the training is related to Title VI and related statutes.  

Limited English Proficiency

4. Provide a brief summary of activities that were conducted during the reporting period, FFY 2012, to provide the limited English proficient public access to your respective District/ Program services. 

Self-Monitoring 

5. Provide a brief summary of Title VI self-monitoring activities conducted in the District/Program (i.e., mechanisms developed for tracking data, documents reviewed for Title VI requirements, etc.), including findings, recommendations, action items,                and status.  

Complaints

6. Were there any complaints received (district-wide) during the reporting period?  If yes, how many and from what District/Program/Region?  Provide a summary with basis, status, actions proposed and taken.

III. FFY 2013 – Goals and Planned Activities

Please provide the following information regarding the District/Program goals and         planned activities:

7. List Title VI goals and planned activities for your respective District/Program.  Include goals and planned activities reported in the prior annual report, that are ongoing or still pending completion from the prior year.  Include target dates for completion, if applicable.  Include any significant problem areas to focus on and plans for approaching them.  List the District/Program alphabetically.  Report this information in bullet format as shown above in Major Accomplishments #1.  Double-space between bullets. 
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