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OZARKS TRANSPORTATION ORGANIZATION 
BOARD OF DIRECTORS MEETING MINUTES 

MARCH 21, 2024 
 

The Board of Directors of the Ozarks Transportation Organization met at its scheduled time of 12:00 p.m. in 
person.  

 
The following members were present: 
 

Chuck Branch, Christian Co Citizen-at-Large 
Jerry Compton, Citizen-at-Large 
Travis Cossey, City of Nixa (a) 
Mark Crabtree, City of Battlefield 
Derek Lee, City of Springfield 
Rusty MacLachlan, Greene County 
Lynn Morris, Christian County 
James O’Neal, Springfield Citizen-at-Large 
 

Stacy Reese, MoDOT (non-voting) 
John Russell, Greene County 
Martha Smartt, City of Strafford (a) 
Dan Smith, City of Springfield (a) 
Donna Stewart, City of Willard (a) 
Kelly Turner, City Utilities 
Richard Walker, Springfield Citizen-at-Large 
Brian Weiler, Springfield-Branson Airport (a) 
 

(a) Denotes alternate given voting privileges as a substitute for voting member not present 
 
The following members were not present: 
 

Cecelie Cochran, FHWA (non-voting) 
Ben DeClue, City of Ozark (a) 
Brandon Jenson, City of Springfield 
 

Andrew Nelson, City of Republic (a) 
Mark Schenkelberg, FAA  
Vacant, FTA  
 

Others Present:  Kristi Bachman and Greg Chapman, MoDOT; Eric Franklin, City of Republic; Bradley Jackson, 
Christian County; Sean Matlock, OWN, Inc.; Dave Faucett, Sara Fields, David Knaut, Natasha Longpine, Debbie 
Parks, Nicole Stokes, and Jen Thomas, Ozarks Transportation Organization. 
 
Chair Lee called the meeting to order at approximately 12:01 p.m. 
 
I. Administration 
 

A. Welcome and Roll Call 
 

By-law Position Member Attendance 
BOD Citizen-at-Large Jerry Compton Present 
Christian County Citizen-at-Large Chuck Branch Present 
Christian County Elected Official Lynn Morris Present 
City of Battlefield Elected Official Mark Crabtree Present 
City of Nixa Elected Official Travis Cossey (a) Present 
City of Ozark Elected Official Ben DeClue (a) Absent 
City of Republic Elected Official Andrew Nelson (a) Absent 
City of Springfield Citizen-at-Large Richard Walker Present 
City of Springfield Citizen-at-Large James O’Neal Present 
City of Springfield City Council Member Dan Smith (a) Present 
City of Springfield City Council Member Brandon Jenson Absent 
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City of Springfield City Council Member Derek Lee Present 
City of Strafford Elected Official Martha Smartt (a) Present 
City of Willard Elected Official Donna Stewart (a) Present 
City Utilities Transit Representative Kelly Turner Present 
Greene County Commissioner Rusty MacLachlan Present 
Greene County Commissioner John Russell Present 
Springfield-Branson National Airport Board Member Brian Weiler (a) Present 

       
A quorum was present. 

 
B. Approval of Board of Directors Meeting Agenda 

Richard Walker moved to approve the March 21, 2024 agenda.  Jerry Compton seconded the motion.  
The motion passed.   
 

C. Approval of January 18, 2024 Meeting Minutes 
Jerry Compton moved to approve the January 18, 2024 meeting minutes.  Chuck Branch seconded 
the motion.  The motion passed. 
 

D. Public Comment Period for All Agenda Items 
The Chair advised there were public comments included in the packet and then asked for comments 
and questions.   

                         
E. Executive Director’s Report 

Sara Fields shared that there was funding included in the State’s House proposed budget for I-44.  
The ask for the Springfield area was for $16 million.  The funding in the proposed budget is $165.5 
million extra for the Springfield area.  It is $720 million total for sections in Springfield, Joplin, and 
Rolla.  The proposed funding would cover the rebuild that was requested, all phases of the Highway 
13 and I-44 interchange and extend the widening project from Highway 125 in Strafford to West 
Bypass in Springfield.  This is step one out of three.  The budget will go before the Senate and then 
the Governor. 
 
Debbie Parks, OTO’s Grants Administrator, is distributing a monthly Grants newsletter.  The 
newsletters include upcoming grant opportunities and OTO funding opportunities.  This information 
can also be found on the OTO website. 
 
OTO is accepting engineering applications for trail projects.  The deadline is April 1st.  This is to help 
with obligating funds by September 30th as well as get trail projects engineered and ready to go for 
other grant opportunities.   
 
An upcoming grant opportunity for full trail and sidewalk projects will open July 1st and close August 
1st.  This is for any phase of any trail or sidewalk project.   
 
OTO attended the planning partner meeting with MoDOT where they highlighted the issue of the 
August redistribution and the Fund Balance.  MoDOT hosted a Lean process event in St. Louis.  This 
focused on how to get projects and funding to move more quickly for the local agencies in the St. 
Louis area.  From this process, a list of actions of where the process could be improved were 
identified.  The biggest issue the state is facing is inflationary pressure on the projects in the STIP.   
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An email was sent to the OTO Board Members regarding the Executive Director’s trip to Washington, 
DC with the Association of Metropolitan Planning Organizations (AMPO).  Meetings were held with 
the Association of Counties, the League of Cities, and the Regional Commissions to talk about 
aligning priorities as local agencies going into the next Transportation Reauthorization Bill which 
expires in 2026.  The OTO priorities continue to be direct funding to Metropolitan Planning 
Organizations (MPOs) instead of going to the state DOTs, fixing the obligation limitation – the August 
Redistribution issue allowing OTO to carry over funds, moving the IIJA discretionary funding to 
formula funding to MPOs, and reduced local match.  Meetings were also held with the Missouri 
legislative delegation.   

 
The OTO Travel Demand Model is being updated.  Population and employment projections are part 
of the update.  Once the model is updated the FF Extension Study will be revisited to see if it is still 
needed and if so, how it is needed. 

 
The priorities that were discussed and ranked at the Board of Directors Strategic Planning Session 
were sent out to the members who were unable to attend so they could rank their top priorities.  A 
strategic plan will be formed from those actions along with identifying priority actions.   

 
The Transportation Improvement Program is currently open for updates.  Staff have been meeting 
with member jurisdictions to understand priorities going into the next STIP selection process.    

  
F. MoDOT Update 

Stacy Reese reported that work continues on Glenstone, Kansas, James River Freeway, and Highway 
65 South.  There will be resurfacing work on several of the lettered routes.  Upcoming work includes 
the bridge at PP/K on I-44, Route J/NN bridge on Route 60, and the bridge at 413/Sunshine.  
 
MoDOT held a public meeting for the portion of I-44 that is already funded in the STIP.  There was a 
great turnout and the staff received good comments.  The comment period is open until April 2nd, 
comments can be submitted online.   
 
April 15th – 19th is National Work Zone Awareness Week.   
 
MoDOT staff are working on litter cleanup.  Every four weeks staff are alternating cleaning the 
median barriers.   
 

G. Legislative Reports 
There were no Legislative Reports. 

 
II.  New Business 

 
A.   Sunshine Street Presentation 

Kristi Bachman presented the Sunshine Street East Corridor study. 
 
This was informational only.  No action was required.  
 

B.   Safe Streets and Roads for All Update 
Natasha Longpine shared an update on the Safe Streets and Roads for All Action Planning Grant. 
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This was informational only.  No action was required.    
 

C.    Growth Trends Report 
Dave Faucett presented the OTO Growth Trends Report. 
 
This was informational only.  No action was required. 
 

D.   Financial Statements for 2nd Quarter FY 2024 Budget Year 
Travis Cossey highlighted the second quarter financial statements. 
 

       Martha Smartt made a motion to accept the second quarter financial statements for the FY 2024 
       budget year.  Jerry Compton seconded the motion.  The motion passed. 

 
E.    MoDOT/OTO Sidewalk Cost Share Program Recommendations 

Natasha Longpine presented the projects recommended by the Bicycle and Pedestrian Committee to 
receive TAP funding recommendation. 
 

• The City of Republic – Route MM 
• The City of Springfield – Connection from Doling, across I-44, to Norton 

 
Rusty MacLachlan made a motion to approve the resolutions and certifications for trails and MM.  
Kelly Turner seconded the motion.  The motion passed. 
 

  F.    FTA 5310 Funding Recommendation 
David Knaut presented the FTA Section 5310 Vehicle Funding Recommendation.   
 

• FTA 5310 – Nova Center of the Ozarks, Inc – estimated $18,280 
• FTA 5310 – OATS, Inc – estimated $57,033 
• FTA 5310 – Ozark Senior Center - estimated $23,894 
• FTA 5310 – Southwest Center for Independent Living DBA empower:abilities – estimated 

$13,284 
 
Dan Smith made a motion to approve awarding FTA 5310 funding to the Nova Center of the Ozarks, 
OATS, the Ozark Senior Center, and the Southwest Center for Independent Living DBA 
empower:abilities.  Jim O’Neal seconded the motion.  The motion passed. 
 

G. FY 2024-2027 TIP Amendment Three 
Natasha Longpine reviewed the items included as part of Amendment Number Three to the FY 2024-
2027 Transportation Improvement Program. 
 

• *Revised* Weaver Road Improvements (BA2402) 
• *Removed* Jefferson Avenue Footbridge (EN1803) 
• *Removed* Kali Springs Trail (EN2409) 
• *Removed* Chadwick Flyer Trailhead (EN2404) 
• *Removed* Garrison Springs Trailhead (EN2408) 
• *Revised* Chadwick Flyer Spur to OHS (OK2302) 
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Travis Cossey made a motion to approve Amendment 3 to the FY 2024-2027 Transportation 
Improvement Program.  Martha Smartt seconded the motion.  The motion passed. 
 

H. FY 2024-2027 TIP Administrative Modifications Two, Three, and Four 
Natasha Longpine reported there was one item each included as part of Administrative Modifications 
2 and 3, and 3 items as part of Administrative Modification 4 to the FY 2024-2027 Transportation 
Improvement Program.   
 
Administrative Modification 2: 

• Route MM Ramp Intersection Improvements at I-44 (RP2201, RP2401) 
 

Administrative Modification 3: 
• Finley River Trail Extension (RP2407-24AM3) 

 
Administrative Modification 4: 

• Job Order Contracting for Guard Cable and Guardrail Repair (MO2307) 
• Melville Road Bridge over I-44 (SP1911) 
• I-44 Add lanes and Replace Bridges from Kansas to Glenstone in Springfield (SP2310) 

 
This was informational only.  No action was required.   
 

I. Federal Funds Status Update 
Jen Thomas highlighted the Federal Funds Status Update.  Staff have developed an FY 2024 status 
report which documents the balance allowed, the balance obligated, and the balance that needs to 
be obligated by the end of the Federal Fiscal Year in order to not be rescinded by MoDOT.   
 
This was informational only.  No action was required.       

      
III. Other Business 
 

A. Board of Directors Member Announcements 
Kelly Turner shared City Utilities completed the Transit Optimization Study.  The study was presented 
to the City Utilities Board and Springfield City Council.  There has been good feedback.  There will be 
some changes to the routes and a possible small reduction in fares.  A recommendation will go to FTA, 
the CU Board and Springfield City Council.  There will also be a public comment period.  
 
Rusty MacLachlan stated as part of the larger fund packet for Southwest Missouri is $1.5 million for a 
study for the James River Extension. 
 
Derek Lee thanked the OTO staff for their work in creating project write-ups, budgets, and exhibits for 
the City Council for their focus on Ungapping the Map as part of the City of Springfield’s Quality of 
Place Initiative. 
 

B. Transportation Issues for Board of Directors Member Review 
There were no transportation issues for member review. 
 

C. Articles for Board of Directors Member Information 
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Chair Lee noted there were articles of interest included in the packet for the members to review as 
time allows. 
 

IV. Adjourn meeting 
With no further business to come before the Board, the meeting was adjourned. 
 
The meeting was adjourned at 1:10 p.m. 
 
 
 
__________________________________ 
Martha Smartt 
OTO Secretary 
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La Ozarks Transportation Organization  (OTO) publica avisos del Title VI en el sitio web de 
nuestra agencia y en áreas públicas de nuestras instalaciones. 
 
La Organización de Transporte de los Ozarks (OTO) opera sus programas y servicios sin importar 
raza, color o etnia, de conformidad con el Title VI de la Civil Rights Act de 1964. 
 
Para obtener mayor información sobre sus derechos en relación con el Title VI, podrá 
comunicarse con la Organización de Transporte de los Ozarks ubicada en 2208 W Chesterfield 
Blvd. Suite 101 en Springfield MO 65807, por correo o por teléfono al (417) 865 3042. 
  
Si usted considera que ha sido discriminado por motivos de raza, color o etnia por la 
Organización de Transporte de los Ozarks, puede presentar una queja bajo el Title VI llenando, 
firmando y enviando el Formulario de Queja del Title VI de la agencia. 
 
Cómo presentar una queja bajo el Title VI ante la Ozarks Transportation Organization: 
 

1. Para obtener un Formulario de Queja de la Ozarks Transportation Organization, 
comuníquese con el Title VI Coordinator,  2208 W Chesterfield Blvd, Suite 101, 
Springfield MO 65807. Para descargar las instrucciones sobre cómo presentar una 
queja o descargar un Title VI/ ADA Complaint Form (Formulario de Queja del Title 
VI/ADA), visite el sitio web de la OTO en https://www.ozarkstransportation.org/our-
resources/civil-rights   

2. Además del proceso de quejas en la Organización de Transporte de los Ozarks, las 
quejas podrán ser presentadas directamente ante la Federal Transit Administration 
(Administración Federal de Tránsito), Office of Civil Rights, Attn: Title VI Program 
Coordinator, East Building, 5th Floor-TCR, 1200 New Jersey Ave., SE, Washington DC 
20590 

3.  Las quejas deberán ser presentadas dentro de los 180 días posteriores a la fecha de la 
presunta discriminación y deberán contener la mayor cantidad de información 
detallada posible sobre la misma. 

4. El formulario deberá llevar firma y fecha, e incluir su información de contacto. 
 
En caso de requerir servicios de retransmisión, es necesario llamar a los siguientes números:  
711 - Servicio de retransmisión a nivel nacional; 1-800-735-2966 - Servicio TTY de Missouri; 1-
800-735-0135 - Servicio de transmisión de voz de Missouri. 
En caso de requerir información en otro idioma, puede comunicarse al 417-865-3042.  

“El Title VI of the Civil Rights Act of 1964, 42 U.S.C. 2000d et seq., así como las disposiciones 
para su implementación, establecen que ninguna persona en los Estados Unidos podrá, por 
motivos de raza, color u origen étnico, ser excluida de la participación en, serle negados los 
beneficios de, o ser de otra manera objeto de discriminación bajo cualquier programa o 
actividad que reciba asistencia financiera federal.” 

Draf
t

https://www.ozarkstransportation.org/our-resources/civil-rights
https://www.ozarkstransportation.org/our-resources/civil-rights


OTO Title VI/ ADA Complaint Form (Formulario de Queja del Title VI/ ADA de la OTO) 1 

TITLE VI/ADA COMPLAINT FORM

El propósito de este formulario es ayudarlo a presentar una queja ante la Ozarks Transporta�on 
Organiza�on (Organización de Transporte de los Ozarks o OTO, por sus siglas en inglés), la organización 
de planificación metropolitana (MPO, por sus siglas en inglés) designada por el gobierno federal para el 
área de Springfield, de conformidad con las leyes, reglas y regulaciones an�discriminatorias, incluidas, 
más no limita�vas a: El Title VI de la Ley de Derechos Civiles de 1964 y la Execu�ve Order 13166 (Orden 
Ejecu�va 13166) - Para la Mejora del Acceso a los Servicios para Personas con Dominio Limitado del 
Inglés, así como el Title II de la American with Disabili�es Act (Ley de Estadounidenses con 
Discapacidades) (ADA, por sus siglas en inglés) de 1991. 

U�lice este formulario si usted o su grupo sienten que las acciones de la MPO han tenido un impacto 
nega�vo o han causado una carga indebida para, entre otros, un grupo étnico minoritario, personas con 
discapacidad, población de bajos recursos, personas con dominio limitado del inglés o los 
tradicionalmente marginados.   

Puede u�lizar este formulario o enviar una carta que contenga la misma información. 

Este formulario está disponible en español y podrá encontrarlo en el si�o web de la OTO en: 
www.ozarkstransporta�on.org.  

En caso de requerir ayuda para llenar este formulario, comuníquese con nosotros al teléfono 417-865-
3042 o por correo electrónico a dknaut@ozarkstransporta�on.org.  

Las quejas por discriminación DEBERAN presentarse dentro de los 180 días calendario a par�r de la fecha 
en la que ocurrió dicha discriminación.  

Sección 1 

Nombre: 

Dirección: Ciudad:    Estado:  Código Postal: 

Teléfono de casa: Teléfono del trabajo: 

Correo electrónico: 

Requisitos de formato para ser 
mayor accesibilidad 

Tamaño 
grande de 
letra 

Cinta de audio 

TDD/TTY otro 

Draf
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TITLE VI/ADA COMPLAINT FORM

Sección 2 

¿Está presentando esta queja en calidad personal? Si* No 

*En caso de haber respondido que “si” a esta pregunta, vaya a la Sección 3.

Si respondió “No”, proporcione el 
nombre, dirección y relación con 
la persona para quien está 
presentando esta queja: 

Nombre: 

Dirección: 

Ciudad: Estado:  Código Postal: 

Número de Teléfono o Correo electrónico: 

Parentesco: 

Explique por qué está presentando una queja a nombre de un tercero: 

Confirme si �ene autorización de la persona agraviada en caso 
de estar presentado esta queja a nombre de un tercero. 

     Si, tengo 
autorización. 

    No, no tengo 
autorización. 

Sección 3 

Considero que la discriminación que experimenté está basada en (marque todas las opciones que 
correspondan): 
Title VI Otros Estatutos Federales de No Discriminación 

Raza     Color    Origen Étnico Género    Edad  Discapacidad (Title II) 

¿Dónde ocurrió la presunta discriminación? 

Fecha en la que ocurrió la presunta discriminación (Mes, Día, Año): 

Explique lo más claramente posible lo que sucedió y por qué cree que fue discriminado. Describa a 
todas las personas involucradas. Incluya el nombre y la información de contacto de la(s) persona(s) 
que considera que lo discriminaron (en caso de conocerlos), así como los nombres e información de 
contacto de cualquier tes�go. Si necesita más espacio, u�lice una página adicional y adjúntela a este 
formulario. 
Nombre de la agencia contra la que se presenta la queja: 

Persona de Contacto: 

Draf
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TITLE VI/ADA COMPLAINT FORM

Título: 

Teléfono: 

Explicación: 

¿Cómo puede resolverse este asunto para su sa�sfacción? 

¿Cuál es el momento y lugar más conveniente para que nos pongamos en contacto con usted en 
relación a esta queja? 

Draf
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TITLE VI/ADA COMPLAINT FORM

Sección 4 

¿Ha presentado esta queja ante alguna otra Agencia Federal, Estatal o local, o ante algún Juzgado 
Federal o Estatal?  
Si No 

En caso afirma�vo, marque todas las opciones que correspondan: 

     Agencia Federal (Indique el 
nombre de la agencia): 

     Agencia Estatal 
(Especifique la Agencia): 

     Juzgado del Condado 
(Especifique Juzgado y Condado): 

     Juzgado Federal (Proporcione 
la ubicación): 

     Juzgado Estatal:      Agencia Local (Especifique el 
Nombre): 

En caso de haber respondido "sí" anteriormente, proporcione información sobre una persona de 
contacto en la agencia/tribunal donde se presentó la queja: 

Nombre: Título: Agencia: 

Dirección: Ciudad: Estado:  Código Postal: 

Número de Teléfono o Correo electrónico: 

Sección 5 

Puede adjuntar cualquier material escrito o cualquier información que considere relevante para su 
queja. 
Al firmar a con�nuación, usted reconoce que la información en esta queja es verdadera y precisa a su 
mejor entendimiento. 
Se requiere su firma y fecha a con�nuación: 

Firma: Fecha: 

Puede incluir las hojas adicionales que considere necesarias para describir la situación actual 

Envíe el Discrimina�on Complaint Form (Formulario de Queja por Discriminación) completado y 
firmado (haga una copia para sus registros) a:        
Ozarks Transporta�on Organiza�on 
Title VI/ADA Coordinator 
2208 West Chesterfield Blvd., Suite 101 
Springfield, MO  65807 
417-865-3042 (teléfono)
417-862-6013 (fax)

Draf
t



OTO Title VI/ ADA Complaint Form (Formulario de Queja del Title VI/ ADA de la OTO) 5 

TITLE VI/ADA COMPLAINT FORM

Puede u�lizar esta página si requiere espacio adicional para proporcionar más información solicitada en 
este formulario. 

Draf
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ADA Policy Statement 
The Ozarks Transportation Organization is committed to ensuring that its services are accessible 
to all persons and strictly prohibits discrimination based on disability. If you have a complaint 
about the accessibility of our services or believe you have been discriminated against because 
of your disability, you can file a complaint.   

ADA Complaint Procedures 
If you have a complaint about the accessibility of our services or believe you have been 
discriminated against because of your disability, you can file a complaint.  Please provide all 
facts and circumstances surrounding your issue or complaint so we can fully investigate the 
incident.  

How do you file a complaint? 
You can download and use our Title VI/ ADA complaint form at 
https://www.ozarkstransportation.org/our-resources/civil-rights  or request a copy of the form 
by contacting Ozark Transportation Organization located at 2208 W Chesterfield Blvd. Suite 101 
in Springfield MO 65807 per mail or via phone at (417) 865 3042. 
You may file a signed, dated and written complaint no more than 180 days from the date of the 
alleged incident.  

Please submit your complaint form to address listed below: 

Ozarks Transportation Organization 
Title VI/ ADA Coordinator 
2208 W Chesterfield Ave, Suite 101 
Springfield, MO 65807 

Do you need complaint assistance? 
If you are unable to complete a written complaint due to a disability or if information is needed 
in another format, such as braille or large print, we can assist you.  Please contact us at (417) 
865 3042 or dknaut@ozarktransportation.com.  

If you need relay services please call the following numbers:  711 - Nationwide relay service;1-
800-735-2966 - Missouri TTY service; 1-800-735-0135 - Missouri voice carry-over service. 

If information is needed in another language, contact 417-865-3042. 

En caso de requerir información en otro idioma, puede comunicarse al 417-865-3042. 

"Título VI de la Ley de Derechos Civiles de 1964, 42 U.S.C 2000d y ss., y su reglamentaciones 
implementadas establecen que ninguna persona en los Estados Unidos será, por motivos de 
raza, color o origen nacional, excluida de participar en, negado los beneficios de, o de otra 
manera sujeto a discriminación bajo cualquier programa o actividad que recibe asistencia 
financiera federal.” 
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PUBLIC PARTICIPATION PLAN 2023 

The Ozarks Transportation Organization 

A Metropolitan Planning Organization 

Approved by the Board of Directors July 20, 2023 

This report was prepared in cooperation with the USDOT, including FHWA and FTA, as well as 

the Missouri Department of Transportation. The opinions, findings, and conclusions expressed in 

this publication are those of the authors and not necessarily those of the Missouri Highways and 

Transportation Commission, the Federal Highway Administration, or the Federal Transit 

Administration. 
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Our goal at the Ozarks Transportation Organization is to have meaningful involvement in 

the transportation planning process. We encourage you to voice your ideas and opinions 

about specific actions or transportation issues at any time. Your comments are reviewed 

by staff and included in agendas for consideration by our Board of Directors and 

appropriate committees. Here is how you can join the conversation via the linked buttons 

to the OTO website: 

WHAT WE DO WITH YOUR INPUT 

The OTO solicits public comments for updates and major amendments to all the requisite 

plans and key decision points in the planning process. Public comments for major plans 

are summarized with an explanation of how they were integrated into the final version. 

All comments, opinions, or suggestions are presented to our Board of Directors to 

consider before they make any final decisions. In addition, public concerns are shared with 

MoDOT and local governments as appropriate. Meaningful public involvement is key to 

developing a sound and efficient transportation system that works for the people it serves. 

Follow us on social media to stay up to date on what we are planning and keep us 

informed of your ideas and opinions. 

ATTEND A MEETING 

LEARN MORE 

MAP A CONCERN 

LEARN MORE 

LEAVE A COMMENT 

LEARN MORE 

WE WANT TO HEAR FROM YOU 

GIVE US YOR INPUT 

https://www.facebook.com/ozarkstransportationorganization/
https://www.ozarkstransportation.org/give-us-your-input#attend
https://twitter.com/theOTOMPO
https://www.ozarkstransportation.org/give-us-your-input#map
https://www.ozarkstransportation.org/news
https://www.ozarkstransportation.org/give-us-your-input
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Executive Summary 

The OTO 2023 Public Participation Plan (PPP) is an update of the 2020 PPP. The OTO 

updates its PPP every three years to ensure that we are employing the latest techniques 

and utilizing the most up-to-date resources to keep the public involved with and informed 

of our planning activities. Several revisions have been made to the PPP that was approved 

by the OTO Board of Directors on August 20, 2020. Updates include: 

 

• A section describing Virtual Public Engagement has been added to the Methods 

of Engagement section of the plan; 

 

• Policy objectives have been reformatted and included in a new section with the 

same title; 

 

• Content throughout the plan was updated in consultation with Promising Practices 

for Meaningful Public Involvement in Transportation Decision-Making, U.S. 

Department of Transportation, 2022 and Transportation Research Board’s National 

Cooperative Highway Research Program (NCHRP) Report 710: Practical 

Approaches for Involving Traditionally Underserved Populations in Transportation 

Decision-making, 2012; 

 

• The OTO has developed a supporting tool, a Social Equity Index was developed 

using GIS software and U.S. Census Bureau data as a first step in involving 

traditionally underserved populations by identifying equity areas for targeted 

engagement. 

 

• Results from the 2023 Interested Parties Public Participation Survey have been 

added as Appendix A. 

 

https://www.transportation.gov/priorities/equity/promising-practices-meaningful-public-involvement-transportation-decision-making
https://www.transportation.gov/priorities/equity/promising-practices-meaningful-public-involvement-transportation-decision-making
https://www.trb.org/Publications/Blurbs/166872.aspx
https://www.trb.org/Publications/Blurbs/166872.aspx
https://www.trb.org/Publications/Blurbs/166872.aspx
https://experience.arcgis.com/experience/bac0937f5e4a48878381f493aaad7988.
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Introduction 
 

The Ozarks Transportation Organization (OTO) is the federally designated Metropolitan 

Planning Organization (MPO) serving several communities in the Springfield, Missouri 

metro area including unincorporated parts of Christian and Greene counties. 

 

As an MPO, the OTO conducts regional transportation planning and project programming 

within its study area. The mission of the OTO is: To provide a forum for cooperative 

decision-making in support of an excellent regional transportation system. The OTO 

serves as a forum for cooperative transportation decision-making by state and local 

officials and other interested parties in accordance with a process that is comprehensive, 

cooperative, and continuous. This process covers federal aid surface transportation 

projects and other regionally significant projects. The OTO Board of Directors includes 

local elected and appointed representatives from Christian and Greene counties, as well 

as the cities of Battlefield, Nixa, Ozark, Republic, Springfield, Strafford, and Willard. 

 

The OTO is responsible for four major transportation plans and programs: Long-Range 

Transportation Plan (LRTP); Transportation Improvement Program (TIP); Unified Planning 

Work Program (UPWP); and Public Participation Plan (PPP). In addition, the OTO is 

responsible for preparing other transportation plans and studies as needed.  

 

The OTO must adopt an LRTP covering at least 20 years and update it every five years. 

The TIP selects projects from the LRTP to fund for construction and must also be adopted 

by the Board of Directors. No federal transportation money can be spent on a project 

unless it is in the LRTP and the TIP. In addition to the LRTP and TIP, the OTO is required 

to prepare a Unified Planning Work Program (UPWP), and other plans and studies 

including a plan for public participation. The Public Participation Plan (PPP) documents 

policies and processes implemented by the OTO to provide a path for meaningful 

involvement of individuals, public agencies, and other interested parties in OTO’s 

transportation planning processes. 

https://www.ozarkstransportation.org/what-we-do/long-range-transportation-plan
https://www.ozarkstransportation.org/what-we-do/long-range-transportation-plan
https://www.ozarkstransportation.org/what-we-do/transportation-improvement-program
https://www.ozarkstransportation.org/what-we-do/upwp
https://www.ozarkstransportation.org/what-we-do/upwp
https://www.ozarkstransportation.org/what-we-do/ppp
https://www.ozarkstransportation.org/our-resources/reports-and-studies
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The OTO must comply with Federal Highway Administration (FHWA) requirements that 

MPOs, “Include a proactive public involvement process that provides complete 

information, timely public notice, full public access to key decisions, and supports 

early and continuing involvement of the public in developing plans and TIPs.” (23 CFR 

§450.316) 

 

To achieve full public access, the OTO adheres to other regulations that require MPOs be 

proactive in involving underserved populations in the planning process. Traditionally 

underserved can be defined as low-income and minority populations including 

Hispanics/Latinos, African Americans/Blacks, Asian Americans, Native American/ Alaskan 

Natives and Native Hawaiians, and Pacific Islanders. Populations recognized in Title VI and 

other civil rights legislation, executive orders, and transportation legislation are those with 

limited English proficiency, low-literacy populations, seniors, persons with disabilities, and 

transit-dependent populations are considered underserved groups in the transportation 

decision-making process. 

  

• Title VI of the Civil Rights Act of 1964 prohibits discrimination based on race, color, 

and national origin. Title VI applies to all organizations that receive federal funding;  

• Section 504 of the Rehabilitation Act of 1973 and The Americans with Disabilities 

Act of 1991 prohibit discrimination based on a disability by public and private 

sector parties; 

• In 1994, Executive Order 12898, required federal agencies make environmental 

justice part of their mission by identifying and addressing, disproportionately high 

and adverse effects of its programs, policies, and activities on minority and low-

income populations; 

• In 2000, Executive Order 13166 gave Title VI discrimination protection to people 

with Limited English Proficiency (LEP).  

 

https://www.ozarkstransportation.org/our-resources/policies
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We at the OTO believe that it is important to give people the opportunity to have a 

meaningful impact on the development of plans and programs that affect them. The PPP 

provides direction and documents the process for inclusive community engagement for 

the OTO transportation planning activities. In addition, the PPP is how the OTO will 

maintain compliance with federal regulations and measure the effectiveness of 

procedures and strategies aimed at supporting early and continuous involvement of the 

public. 

Public involvement is an ongoing effort at the OTO. Whether it is a component of a major 

plan update, posting agendas for committee meetings, reviewing roadway concerns 

received from the citizens, or sending press releases to local media to notify the press and 

citizens of studies and proposed projects. As such, all staff members must have the 

capacity to effectively communicate with individuals and stakeholders and reduce barriers 

to meaningful public engagement. This plan document is intended to be a useful guide 

to all OTO staff members no matter their role in the planning process. 

The remainder of the plan includes goals and policy objectives to ensure effective public 

involvement for the planning activities at the OTO are in place and to hold ourselves 

accountable. Additional sections of the plan include methods for communicating with and 

gathering input from the public, public participation requirements for specific plans and 

activities required of MPOs, and finally, the processes and workflows the OTO employs 

are illustrated to provide structure and continuity for public engagement in the various 

activities of our transportation planning efforts. 
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Public Participation Goals 
 

At the OTO MPO, the level of public participation required for activities in the planning 

process changes according to what is to be accomplished. The International Association 

for Public Participation developed a spectrum for increasing levels of public impact. The 

table below describes the spectrum which helps define the public’s role and engagement 

in the transportation planning process. 

 

 

 

Inform Consult Involve Collaborate Empower 

Goal 

To provide the public 

with balanced and 

objective information 

to assist them in 

understanding the 

problems, alternatives, 

and/or solutions. 

To obtain 

public feedback 

on analysis, 

alternatives, 

and/or 

decisions. 

To work directly 

with the public 

throughout the 

process to 

ensure that 

public issues and 

concerns are 

consistently 

understood and 

considered. 

To partner with 

the public in each 

aspect of the 

decision including 

the development 

of alternatives and 

the identification 

of the preferred 

solution. 

To place 

the final 

decision-

making in 

the hands 

of the 

Public 

Adapted from the International Association for Public Participation “Spectrum of Participation” www.iap2.org. 

 

The progressive spectrum of public impact applies to the different work products and 

day-to-day engagement activities at the OTO.  These categories and goals are aligned 

with various planning activities, tools, and workflows to ensure that early and continuous 

public participation is achieved in support of the OTO mission. More detail is provided in 

the “Planning Process” section of the plan. 

 

Spectrum of Public Impact 

http://www.iap2.org/


2023 Public Participation Plan   Ozarks Transportation Organization 

5 

 

Policy Objectives 
 

The U.S. Department of Transportation defines meaningful public involvement as, “…a 

process that proactively seeks full representation from the community, considers public 

comments and feedback, and acts on that feedback to incorporate into a project, 

program, or plan.” To ensure that individuals and communities have an equitable voice in 

transportation decision-making processes, practitioners should address barriers to 

meaningful public involvement, especially in historically underserved communities. To 

remove barriers to meaningful public participation, the OTO will adhere to the following 

set of public participation policy objectives: 

 

• The OTO will give the public a reasonable opportunity to participate in planning 

activities and allow time for public review and comment at key decision points, 

including, but not limited to, approval of the LRTP, TIP, and other appropriate 

transportation plans and projects. 

 

• The OTO will demonstrate explicit consideration and response to public input 

received during the development of the metropolitan transportation plan and the 

TIP. 

 

• The OTO will provide reasonable public access to timely information, plans, reports, 

and studies and maintain open channels of communication for citizens to 

comment or report a concern. 

 

• The OTO will develop planning material that is easily understood and visually 

engaging and strive to ensure all citizens have the information necessary to deliver 

informed input. 
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• The OTO will prepare visualizations of transportation issues including charts, 

graphs, aerial photos, maps, analyses, physical models, and computer simulations 

with the public in mind. 

 

• Making public information (technical information and meeting notices) available in 

electronically accessible formats and means on the OTO website. 

 

• The OTO will strive to ensure that when conducting public meetings where matters 

related to transportation programs are being considered, they are connected to 

transit and meet Americans with Disabilities Act requirements. 

 

• The OTO will strive to demonstrate that public concerns are addressed, questions 

are answered, and comments are taken into consideration. Upon receiving public 

comments, the OTO will respond in a timely manner and provide copies of 

comments to appropriate boards, committees, and related agencies. 

 

• The OTO will maintain an up-to-date database of contacts to ensure that all 

interested parties have reasonable opportunities to comment on the 

transportation planning process and products. 

 

• The OTO will seek out input from and consider the needs of those traditionally 

underserved by existing transportation systems, such as low-income and minority 

households, limited English-speaking persons, and persons with disabilities who 

may face challenges accessing employment and other services. 
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Methods of Community Engagement 
 

The Resources listed here are the methods the OTO uses to engage and communicate 

with the individuals and stakeholders we serve.  

 

Virtual Public Involvement 

The OTO employs virtual public involvement tools that make public participation more 

convenient and affordable than in-person public meetings. In-person meetings may 

conflict with work and school schedules or are less accessible to individuals that rely on 

transit or have disabilities. In 2020, the OTO began utilizing Facebook to live broadcast 

Technical Planning Committee and Board of Director meetings moderating and 

communicating comments in real-time due to COVID-19 stay-at-home orders. The 

broadcasts remain available on the OTO’s Facebook page. This example illustrates how 

virtual public involvement has emerged to provide increased transparency and access to 

transportation planning activities at the OTO. While there are many methods employed 

at the OTO to disseminate information and gather input from the public and other 

interested parties, OTO staff are always looking for new and innovative software and apps 

to enhance and improve public engagement. 

 

The OTO Website 

The OTO website was redesigned in 2019. The new design provides information about 

upcoming meetings and agendas, recent reports, maps, and information about OTO 

policies.  Work products, such as the PPP, UPWP, TIP, and LRTP are available on the site. 

The site also features an “About Us” page which contains information regarding “What is 

an MPO?” The site also serves as the domain for staff email accounts along with a 

comment email account to collect public input and feedback. The comment email is 

monitored by the OTO’s planners and administrative staff. The comment account also 

receives automated notifications when comments are submitted on other web-based 

public input tools. In addition, the comment account is the primary account for sending 

https://www.ozarkstransportation.org/
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press releases, news, announcements, and agendas to the press, interested parties, and 

committees. 

 

“Give Us Your Input” 

This is a page on the OTO website where the public can map a concern, leave a comment, 

access surveys, and learn about current planning activities and meeting dates. 

Notifications are sent to the comment email when comments are submitted. In addition, 

a discussion board has been embedded on this page where people can leave general 

comments for discussion moderated by OTO staff. 

 

News & Updates 

This is another component of the “Give Us Your Input” page on the OTO website. News 

& Updates is a blog post where the OTO staff can post information and announcements 

to which the public are directed to add a comment or a question. 

 

Interactive TIP Tool 

This is a web-based service that helps individuals find information about transportation 

projects planned for the next four years in the metro area. The tool allows users to search 

for project information and can be accessed from the TIP page on the OTO website. Using 

this tool, the TIP can be searched by project name, location or agency, and TIP number. 

The tool also features a map viewer for projects.  

 

The OTO Logo 

The OTO logo is prominently featured on all work products and correspondence.  The 

logo helps the public recognize documents and activities associated with the OTO. This 

allows individuals to identify OTO work products and become familiar with its role in the 

region.  

 

 

https://www.ozarkstransportation.org/give-us-your-input
https://www.ozarkstransportation.org/news
https://oto.ecointeractive.com/
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Social Media 

Facebook and Twitter are used to announce meetings and events. Posts provide the 

opportunity to share links to pertinent information and survey sites. Social media 

platforms can also invite public comments and participation on the sites themselves. 

 

ArcGIS Online Organization 

The OTO publishes interactive web maps and apps through its ArcGIS Online Organization 

account. A base map consisting of layers for the transportation network, including 

sidewalks, trails, transit routes, and roads is available from the OTO website. Viewers can 

access roadway attributes for volume, capacity, peak hour travel speeds, etc. Natural 

features and land use information is also included in the map. Other applications include 

the OTO Equity Index. The Equity Index app includes American Community Survey data 

for 13 classes of traditionally underrepresented, transportation disadvantaged, and 

vulnerable populations.  

 

OTO Contacts Database 

The OTO maintains a comprehensive database of businesses, governmental agencies, 

community-based organizations, and other interested parties. The database includes 

committee membership, mailing information, phone numbers, email addresses and 

websites. The database is used for maintaining up-to-date contact information for 

committee membership, special interest groups, Disadvantaged Business Enterprises 

(DBE), as well as minority and low-income groups. The database is used for meeting and 

survey announcements as well as other project specific notifications. 

 

Press Releases 

Formal press releases are sent to local media contacts to announce upcoming meetings, 

comment periods for plan documents, and to provide information on specific issues 

being considered by the OTO or the OTO committees.  

 

 

https://www.facebook.com/ozarkstransportationorganization/
https://twitter.com/theOTOMPO
https://experience.arcgis.com/experience/68e6e230dcc14af9a5945ff0605d4a5f/
https://experience.arcgis.com/experience/bac0937f5e4a48878381f493aaad7988
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Newspaper Ads 

Press releases may result in media coverage of the OTO activities but in most cases, they 

do not guarantee publication of information. Thus, the OTO purchases legal 

advertisements for announcements of comment periods for some planning documents. 

These legal ads serve to document compliance with the required comment period length 

for specific plans and plan/TIP amendments. When seeking public input for LRTP updates 

and the annual TIP process the OTO has purchased regular ad space in the print editions 

of the Springfield News-Leader and the Christian County Headliner. Additionally, the OTO 

reviews and considers publications in circulation at the time an ad is needed. 

 

Surveys 

The OTO uses web-based applications to generate electronic surveys. Hyperlinks to the 

survey are then disseminated via email, social media, press releases, and the OTO website. 

Hard copies are also produced and distributed at public meetings, community events, and 

the OTO office. In addition, post card mailings are used to publicize surveys and comment 

periods and include QR codes for mobile devices. 

 

Public Meetings/Community Events 

Public meetings are generally open and informal, with project team members interacting 

with the public on a one-on-one basis. Brochures and fact sheets may be provided at 

these meetings. The OTO may coordinate with other local agencies to be on hand to 

supply information and support. Informational tables at community events where 

transportation issues are not the focus are ways to solicit comment from individuals who 

are not usually involved in the transportation planning process. 

 

Posters and Flyers 

Posters and flyers are used to announce meetings and events and are distributed to public 

places such as City Halls, libraries, community centers, City Utilities buses and City Utilities 

bus transfer stations for display.  Posters and flyers can be used to reach a larger audience 

than other notification methods.  

 





https://www.ozarkstransportation.org/what-we-do/long-range-transportation-plan




https://www.ozarkstransportation.org/what-we-do/transportation-improvement-program
https://www.cutransit.net/




https://www.missouristate.edu/services/transportation.htm
https://www.oatstransit.org/
https://epg.modot.org/index.php/121.2_The_Planning_Framework_for_Transportation_Decision-Making








https://www.ozarkstransportation.org/what-we-do/upwp
https://www.ozarkstransportation.org/what-we-do/ppp


https://www.ozarkstransportation.org/our-resources/reports-and-studies
https://www.ozarkstransportation.org/uploads/documents/Title-VI-ADA-Program-2021-Approved_210707_140517.pdf


https://www.ozarkstransportation.org/uploads/documents/LEP-2021.pdf
https://www.ozarkstransportation.org/boards-committees/board-of-directors
https://www.ozarkstransportation.org/boards-committees/technical-planning-committee
https://revisor.mo.gov/main/OneChapter.aspx?chapter=610


https://revisor.mo.gov/main/OneSection.aspx?section=610.020&bid=30417&hl=
https://revisor.mo.gov/main/OneSection.aspx?section=610.015&bid=30416&hl=
https://revisor.mo.gov/main/OneSection.aspx?section=610.015&bid=30416&hl=
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These maps highlight those Census Tracts which have a LEP population higher than the MPO average 
proportion of LEP individuals and Spanish speaking LEP individuals, respectively.  Many LEP individuals 
are in the cities of Springfield, Nixa and east of Republic. The tracts with the highest concentrations of 
LEP individuals are in central and south-central Springfield, and northern Nixa and between Battlefield 
and Republic. The census tract with the highest percentage of Spanish speaking individuals, who speak 
English less than very well is in south Springfield and also includes areas outsides the city limits.  Other 
areas of Spanish speaking populations include central Springfield, east of Republic and southern Nixa. 
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Finally, data on language spoken at home was reviewed. This data is only available for regions with very 
large populations or for a geographic unit that does not correspond to common jurisdictional 
boundaries called Public Use Microdata Area (PUMA). PUMAs have similar populations and are designed 
to protect individual anonymity. The OTO area overlaps with three PUMAs, as shown in Figure 4. The 
City of Springfield and portions of Greene County immediately surrounding the city are divided into two 
PUMAs. The remainder of Greene County and all of Christian and Webster Counties are included in a 
third. Within the two PUMAs containing the City of Springfield, Spanish, Chinese, and Vietnamese are 
the most common languages other than English spoken at home. Table 2 contains the top ten language 
groups other than English spoken at home for the two PUMAs containing Springfield combined and 
individually. Filipino, French, Malayalam, Other English – based Creole languages, and Chin Languages 
are five languages that appear on the lists for individual PUMAs but not the list for the combined 
PUMAs.  

TABLE 2 TOP 10 LANGUAGE GROUPS OTHER THAN ENGLISH SPOKEN AT HOME, NORTH AND SOUTH SPRINGFIELD PUMAS 

Springfield – 
Combined PUMAs 

Individual PUMAs 
Greene- North Springfield Greene- South Springfield 

Spanish Spanish Spanish 
Chinese Vietnamese Chinese 

Vietnamese Chinese Russian 
Russian German Hmong 
Hmong French Vietnamese 
German Romanian German 
French Filipino Tagalog 

Romanian Other English-based Creole languages French 
Tagalog Telugu Malayalam 
Telugu Hmong Chin languages 

The third PUMA, including parts of Greene County outside Springfield, Christian County, and Webster 
County contains information on the large German speaking Amish and Mennonite populations located 
in Webster County. The German, Swiss German, and Pennsylvania German languages shown in Table 3 
primarily correspond with these groups in Webster County. These individuals have limited interaction 
with the OTO Study Area. The other languages included in this PUMA’s top ten generally correspond to 
the languages spoken in the two Springfield PUMAs.  

TABLE 3 TOP 10 LANGUAGE GROUPS OTHER THAN ENGLISH  
SPOKEN AT HOME,  CHRISTIAN, WEBSTER, AND REMAINDER OF GREENE 

Christian, Greene (Outside Springfield), & Webster 
Counties PUMA 

Spanish 
Swiss German 

German 
Romanian 

Russian 
Hungarian 

Pennsylvania German 
Japanese 
Korean 
Tagalog 
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Data from area schools was also consulted to gauge the size of the student English Language Learner 
(ELL) population in each district, as shown in Figure 5. The Logan Rogersville R-VIII district has the 
highest percent of ELL students at 5.6%, and Strafford R-VI had the lowest reported percent at 0.67%. 
While Logan-Rogersville R-VIII has the highest percentage of ELL students, Springfield’s, Nixa’s and 
Ozark’s actual ELL population is larger than Rogersville’s. All school districts experienced a growth of ELL 
population since the last analysis with the biggest total increase in the Nixa Public Schools district from 
145 to 282 and the lowest increase in the Springfield R-XII district from 1163 to 1168.  
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Factor 2:  The Frequency with which LEP Individuals Come into 
Contact with an MPO Program, Activity, or Service 
OTO does not have any knowledge, documented or otherwise, of LEP persons coming into contact with 
an OTO program, activity, or service outside of the 2 individuals who completed City Utilities Transit 
survey for the ConnectSGF plan in Spanish in 2022. In recent history, there has been no contact at 
meetings, through Board or Committee members, through phone contact, or by personal visit.  Website 
access by LEP persons is unknown.  

City Utilities (CU) Transit System conducted a survey as part of their ConnectSGF study in 2022.  
ConnectSGF was a planning study to improve the CU transit system with short term and long-term 
recommendations. The survey was part of the public engagement effort of the study and was conducted 
in November 2022.  The surveys were available online on the City Utilities Transit homepage and were 
handed out on paper during the Public Visioning Workshop, at the Transit Center during the month and 
on selected bus routes. A total of 406 surveys were returned. Of the 406 completed, two surveys were 
completed in Spanish. 4 other individuals completed the survey in English, indicated that they either 
speak both English and Spanish (2 out of the 4) or just Spanish or Urdu at home. As shown in Table 4, a 
total of 16 survey respondents indicated they were Hispanic. The survey is a good representation of the 
overall OTO area as shown in Table 3 of the OTO’s Title VI and ADA program. Please note that the total 
number of answers to Question 16 is higher than the total number of surveys because respondents 
could check all race or ethnicities they identify as.  

TABLE 4 CITY UTILITIES TRANSIT CONNECTSGF SURVEY 

 Total Percentage 
Asian/ Pacific Islander 5 1.2% 

Black/ African American 19 4.6% 
Latino/ Hispanic 16 3.9% 
Native American 16 3.9% 

White 339 82.3% 
Other 17 4.2% 
Total 412 100% 

Source: Question 16 of 2022 City Utilities Transit ConnectSGF Survey 

 

Factor 3:  The Nature and Importance of the Program, Activity, or 
Service Provided by the MPO to LEP Community 
OTO has three main planning documents which identify and direct OTO’s transportation activities in the 
region.  The Long Range Transportation Plan provides direction for transportation investments twenty 
years in the future.  The Transportation Improvement Program is a schedule of short-range 
transportation investments and activities intended to be implemented through a combination of State, 
Federal, and local funding.  The Unified Planning Work Program outlines planning tasks and the budget 
for the upcoming year. 

The OTO uses USDOT funds to plan for future transportation projects, and therefore does not include 
any service or program that requires vital, immediate, or emergency assistance such as medical 
treatment or services for basic needs (food, housing, education, etc.) or transportation services. The 
OTO also does not conduct compulsory activities (applications, interviews, or other activities prior to 
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participation in our programs and/or events). Public involvement with the OTO or its committees is done 
entirely on a voluntary basis.  

The OTO does provide regular opportunities for the public to comment through its bi-monthly Technical 
Planning Committee and Board of Directors meetings. Input is also sought on the use of Federal funds in 
major transportation planning areas, including an annual Unified Planning Work Program (UPWP), a 4-
year Transportation Improvement Program (TIP), a 5-year Transit Coordination Plan, and a 20-year Long 
Range Transportation Plan (LRTP). The TIP is updated every year and the Transportation Plan and Transit 
Coordination Plan every five years. The potential impacts of transportation improvements resulting from 
these actions may have an impact on all residents and efforts are made to provide an understanding of 
the process and opportunities to comment. 

As a result of this regional transportation planning process, selected projects receive approval for 
Federal funding and progress toward advanced project planning, design, and construction. Advanced 
planning, design, and construction usually come under the responsibility of the Missouri Department of 
Transportation (MoDOT) or a member jurisdiction. These organizations carry-out the coordination with 
state and federal partners and project area populations. MoDOT and other member jurisdictions have 
their own policies in place to ensure opportunities for LEP individuals to participate in the process that 
shapes how and when a specific project is implemented or constructed. 

The OTO also completed a survey of regional organizations serving LEP populations to evaluate what 
services are most critical to the local LEP population and how these groups could be reached best. The 
survey was sent out via email to organizations where an email address was available and via mail when 
only a postal address was available in February 2024. The survey was sent out to the 49 organizations 
shown in Appendix A and completed by eight different organizations, including school districts, 
universities, churches and one non-profit organization. Appendix B includes the results of the survey. 

Survey respondents stated that they work with LEP persons with a wide variety of different languages 
with Spanish being mentioned the most, followed by Vietnamese and Russian. All these three languages 
are within the most common languages spoken at home other English in the OTO area as shown in 
Tables 2 and 3. The survey respondents work with all age groups and the majority stated that they have 
seen an increase in the LEP population in the last 5 years. The census data in the Factor 1 analysis also 
shows a total growth of LEP persons from 5,170 in 2019 to 5,985 in 2020. However, the percentage of 
the total population has seen a slight decrease from 1.75% to 1.67%. Most respondents also stated that 
most of the LEP persons understand, speak, or write basic English with two respondents noticing that 
there is a wide spectrum of skills, with some being fluent and others not knowing any English.  

The survey identified that the LEP population has expressed an interest or need in public transportation 
options within the area (See answers to Questions 7 and 8 in Appendix B), but only 2 respondents stated 
that the LEP population has shown interest in giving input regarding transportation in the area. OTO will 
strive to increase outreach via the community stakeholders during public participation activities as many 
respondents stated that these groups or organizations would be trusted contact points.  

Factor 4:  The Resources Available to the MPO and Overall Costs 
The OTO traditionally budgets approximately between $4,000 and $4,500 for promotional materials and 
all general printing costs. As shown in the table below, translation costs associated with major OTO 
planning documents are between 145% and 176% of budgeted funds. Translation costs would also 
represent around nine percent of the OTO’s operational and commodities budget areas.  
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Document Word (approx.) Avg. Cost per word Total Cost 
LRTP 27,000 $0.16 $4,320 
TIP 18,000 $0.16 $2,880 
UPWP 7,600 $0.16 $1,216 
TCP 9,000 $0.16 $1,440 
PPP 7,500 $0.16 $1,200 

Total $11,056 

Under federal requirements, federal-aid recipients are expected to take reasonable steps to provide 
language assistance services to its LEP constituents. Notably, reasonable steps do not require a recipient 
to expend resources for language assistance services if the cost imposed substantially exceeds the 
benefits. Considering the size of the LEP population in OTO’s MPO area and current financial constraints, 
full multilanguage translations of large transportation-planning documents and maps is not warranted at 
this time. 

However, OTO meets the safe harbor provision for Spanish speakers that speak English less than very 
well and that is why OTO will provide the Notice of Rights under Title VI in English and Spanish at the 
OTO office and on the webpage, as well as the complaint procedures and the complaint form for Title VI 
and ADA complaints. These documents are seen as vital documents for access to OTO’s program by LEP 
persons. Further details on language assistance is provided in the next section. 

Language Assistance Plan 
After analyzing the four factors, OTO developed the plan outlined in the following section for assisting 
persons of limited English proficiency. This includes identifying what staff and volunteer language 
interpreters are readily available, which documents should be translated, taking an inventory of 
available organizations that OTO could partner with for outreach and translation efforts, examining 
which financial and in-kind sources could be used to provide assistance, and what level of staff training 
is needed. 
Providing Notice of Available Language Service to LEP Persons 

• OTO will post public notices for Rights under Title VI in English and in public areas such as the 
OTO reception area or public notice bulletin board. More detailed materials are also available at 
the OTO front desk; 

• Language identification materials provided by CTS Language Link will also be taken to any off-
site meetings hosted by the OTO.  

How to Identify an LEP Person who Needs Language Assistance 
Below are tools to help identify persons who may need language assistance: 

• OTO staff will utilize printed material provided by CTS LanguageLink to identify a spoken 
language and request an over-the-phone interpreter; 

• Examine records requests for language assistance from past meetings and events to anticipate 
the possible need for assistance at upcoming meetings; 

• When OTO sponsored workshops or conferences are held, set up a sign-in sheet table, have a 
staff member greet and briefly speak to each attendee.  To informally gauge the attendee’s 
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ability to speak and understand English, staff will ask a question that requires a full sentence 
reply; 

• Though language needs may not be met at the current meeting, an inventory of those needs will 
help staff plan for language needs at a future meeting; 

• Post a notice of available language assistance in the OTO reception area. 

Language Assistance Measures 
Over-the-phone interpretation services are available to OTO staff for walk-in or phone-based 
interactions with LEP individuals. The OTO currently has a contractual relationship with CTS 
LanguageLink. This company provides access to interpreters for nearly any spoken language. 

Relay Missouri also offers Spanish Relay service for those with hearing impairments. Relay users can 
type in Spanish and the conversations will be relayed in Spanish.  Voice users can speak Spanish to the 
relay user.  Spanish to English Translation is offered.  Users must dial 711 or 1-800-520-7309 
(TTY/VCO/HCO/STS).  

Missouri’s Office of Administration also has a list of contractors that supply LEP services including 
translators, in-person interpreters, phone interpreters, and sign language interpreters. These services 
are available through the cooperative agreements OTO has with the State of Missouri.  

The OTO website may be translated into a number of different languages using Google Translate. 

Outside of these measures, OTO has limited resources and will, to the extent possible, ensure LEP 
individuals can participate when requested. 

OTO Staff Training 
All OTO staff will be provided with the LEP plan and will be educated on procedures and services 
available.  This information will also be part of the OTO staff orientation process for new hires.  Training 
topics include: 

• Understanding the Title VI LEP responsibilities; 
• What language assistance the OTO offers; 
• How to access an interpreter using CTS LanguageLink; 
• Documentation of language assistance requests; 
• How to handle a complaint; 
• The importance of educating subrecipients on the OTO’s LEP program responsibilities and their 

obligation to provide language assistance. 

Outreach Techniques 
• If staff knows that they will be presenting a topic that could be of potential importance to an LEP 

person or if staff will be hosting a meeting or a workshop in a geographic location with a known 
concentration of LEP persons, staff will have meeting notices, fliers, advertisements, and 
agendas contain a notice, in Spanish, of language service availability with notification in advance 
of the meeting. 

• When running a general public meeting notice, staff should insert “Si usted necesita la ayuda de 
un traductor, por favor comuníquese con David Knaut al (417) 865-3047, al menos 48 horas 
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antes de la reuníon,” which asks persons who need Spanish language assistance to make 
arrangements with OTO within two days of the meeting date. 

Monitoring and Updating the LEP Plan 
This plan is designed to be flexible and is one that can be easily updated.  At a minimum, the OTO will 
follow the Title VI program update schedule for the LEP plan.   

Each update should examine all plan components such as: 

• How many LEP persons were encountered? 
• Were their needs met? 
• What is the current LEP population in the OTO region? 
• Has there been a change in the types of languages where translation services are needed? 
• Is there still a need for continued language assistance for previously identified OTO programs? 
• Are there other programs that should be included? 
• Has the OTO’s available resources, such as technology, staff, and financial costs, changed? 
• Has the OTO fulfilled the goals of the LEP plan? 
• Were there any complaints received? 

Dissemination of the OTO Limited English 
Proficiency Plan 
The OTO will post the LEP plan, the compliant procedures, including the public notice and the complaint 
form on its website at www.ozarkstransportation.org. The complaint procedures and the complaint 
form will also be posted in English and Spanish. 

Any person, including social service, non-profit, and law enforcement agencies and other community 
partners with internet access will be able to access the plan.  For those without personal internet access, 
all Greene County Libraries offer free internet access.  Copies of the LEP plan will be provided to the 
Missouri Department of Transportation, Federal Highway Administration, the Federal Transit 
Administration, and any person or agency requesting a copy.  Each OTO member will be provided a copy 
and will be educated on the importance of providing language assistance.  An LEP person may obtain 
copies of the plan upon request. 

Any questions or comments regarding this plan should be directed to the OTO Title VI Coordinator. 

David Knaut 
Ozarks Transportation Organization 
2208 W Chesterfield Boulevard, Suite 101 
Springfield, MO  65807 
Phone: (417) 865-3047 X107 
Fax: (417) 862-6013 
Email – dknaut@ozarkstransportation.org 
  

Draf
t

http://www.ozarkstransportation.org/
mailto:dknaut@ozarkstransportation.org


16  Ozarks Transportation Organization – Limited English Proficiency Plan 2024 

 

Appendix-A: Community Groups Serving 
LEP Populations 
 
 

Alliance for Leadership & 
Success 
918 E. Calhoun St 
Springfield, MO 65802 

Asian World Market 
2904 S Campbell Ave 
Springfield, MO 65807 

Assembly of God - Chinese 
Church 
1909 W. Chestnut Expressway 
Springfield, MO 65802 

Assemblies of God Southern MO 
District Headquarters 
528 W. Battlefield 
Springfield, MO 6580 

Assembly of God Immanuel 
Korean Church 
PO Box 8962 
Springfield, MO 65807 

Baptist Bible College 
628 E. Kearney St. 
Springfield, MO 65803 

Binh Tay Oriental Food 
1418 W Sunshine St 
Springfield, MO 65807 

Dol Sem Korean Church 
4547 S. Freemont Ave 
Springfield, MO 65804 

Drury University, 
International Support Services  
Findlay Student Center 
900 N. Benton Ave. 
Springfield, MO 65802 

Ebenezer Romanian Assembly 
2233 N. East Ave. 
Springfield, Mo 65803 

El Faro Assembly of God 
644 South Eastgate Ave 
Springfield, MO 65809 

Evangel University 
International Student Services 
1111 N. Glenstone 
Springfield, MO 65802 

Filipino Market 
3448 S Campbell Ave 
Springfield, MO 65807 

First Korean Presbyterian 
Church 
205 E. South St 
Nixa, MO 65714 

Greene County Baptist 
Association 
834 W. Battlefield 
Springfield, MO 65807 

Grace Romanian Pentecostal 
Church 
2015 W. State Highway WW 
Springfield, MO 65803 

Grupo Latinoamericano 
918 E. Calhoun 
Springfield, MO  65802 

Hand in Hand Multicultural 
Center 
P.O. Box 1577 
Springfield, MO 65801 

International Institute 
Southwest Missouri 
1443 N Robberson, Suite 903 
Springfield, MO 65802 

Iglesia Cristiana Casa De Oracion 
3935 W. Sunshine 
Springfield, MO 65807 

Iglesia Rio de Vida 
3144 W Grand St 
Springfield Mo 65802 
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Islamic Center of Springfield 
2151 E. Division Street 
Springfield, MO 65803 

Korean Cumberland 
Presbyterian Church 
416 S. Charleston Ave. 
Springfield, MO 65804 

Latin America Library Services 
3728 W. Chestnut Expressway 
Springfield, MO  65802 

Latino Market 
1661 E St Louis St 
Springfield, MO 65802 

Life 360 Intercultural Church 
1349 W. Meadowmere St. 
Springfield, MO 65807 

Missouri State University  
English Language Institute 
301 S Jefferson Ave 
Springfield, MO 65806 

Nadia's European Market 
3023 E. Sunshine St 
Springfield, MO 65804 

New Life Hmong Alliance Church 
PO Box 474 
Brookline, MO 65619 

Karen McKnight 
Nixa Public Schools 
301 S Main St. 
Nixa, MO  65714 

Old Town European Market 
1257 E Republic Rd 
Springfield, MO 65804 

Our Church of Missouri 
1559 S Grant Ave 
Springfield, MO 65807 

Ozark Mountain Deaf Church 
776 W. Farm Road 186 
Springfield, MO 65810 

Dr. Laura Easkins 
Ozark R-VI School District 
302 North 4th Avenue 
Ozark, MO 65721 

Ozarks Technical College 
International Programs and 
Services 
933 E. Central 
Springfield, MO  65801 

Pathways United Methodist 
Church 
1232 E. Dale Street. 
Springfield, MO 65803 

Beth Trogdon 
Republic R-III School District 
636 N Main Ave 
Republic, MO  65738 

Sacred Heart Catholic Church 
1609 N. Summit Ave. 
Springfield, MO 65803 

Second Baptist Church 
3111 E. Battlefield Road 
Springfield, Missouri 65804 

Seoul Oriental Market 
3165 S Campbell Ave 
Springfield, MO 65807 

Springfield Sister Cities 
Association 
2400 S Scenic Ave 
Springfield, MO 65807 

Slavical Evangelical Church 
1005 E. Dale St 
Springfield, MO 65803 

Tatiana Sanchez 
Springfield Public Schools 
1359 E. St. Louis Street 
Springfield, MO  65802 

St. Agnes Catholic Church 
533 S. Jefferson Ave. 
Springfield, MO 65806 

Dr. Mark Hedger 
Strafford R-VI School District 
201 W. McCabe 
Strafford, MO  65757 
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The Refuge Springfield 
3112 W Grand St 
Springfield, MO 65802 

Temple Israel 
P.O. Box 4284 
Springfield, MO 65808 

Melissa Lewis 
Willard R-II School District 
500 E. Kime Street 
Willard, MO  65781 
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Appendix-B: Limited English Proficiency 
(LEP) Survey 2024 
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LEP - 2024

Limited English Pro�ciency (LEP) Survey 2024

53
 Viewed

11

  Total Responses

8
 Completed

72.73%
 Completion Rate

3
 Dropouts

12 min
 Average Time

Question 1: To how many LEP persons does your agency provide services on a monthly basis? 

Answer Count Percent 20% 40% 60% 80% 100%

0-25 0 0%

26-50 2 25%

51-75 0 0%

76-100 0 0%

100-150 3 37.5%

150+ 3 37.5%

Total 8 100 %

Question 2: Has the size of the LEP population you serve changed over the last �ve (5) years?

Answer Count Percent 20% 40% 60% 80% 100%

No, it has stayed the same 2 25%

Yes, it has INCREASED 6 75%

Yes, it has DECREASED 0 0%

Total 8 100 %Draf
t
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Question 3: What are the languages spoken by the LEP population you serve?

02/19/2024 63303541 Spanish

02/15/2024 63281748 Arabic, Korean, Chinese, Thai, Taiwanese, Japanese, Mongolian, Vietnamese, Congolese, Spanish, but there have been many more in past years.
This is just who we currently have.

02/13/2024 63264761

Countries Languages
Afghanistan Dari and Pashto
Algeria Arabic
Argentina Spanish
Bangladesh Bengali
Brazil Portuguese
Bulgaria Bulgarian
Burundi "Swahili
French"
Colombia Spanish
Congo "French 
Kituba (indigenous language in Congo)
Lingala (indigenous language in Congo)
Swahili and Tshiluba (indigenous language in Congo)"
Ecuador Spanish
El Salvador Spanish
Erithrea Tigrigna
France French 
Guatemala Spanish
Haiti Haitian Creole and French
Honduras Spanish
India Hindi, English and + 13 more languages
Iran Persian
Italy Italian
Kenya Swahili and English
Korea Korean
Mexico Spanish
Micronesia English, Chuukese and 7 more languages
Moldova Romanian
Mongolia Mongolian
Nicaragua Spanish
Pakistan Punjabi Pashto - 18.24% Sindhi 
Philippines Tagalog and Cebuano
Poland Polish
Puerto Rico English and Spanish
Russia Russian
Saudi Arabia Arabic
Singapore Malay
South Africa Zulu, Xhosa, and Afrikaans
Spain Spanish
Tanzania Swahili
Thailand Thai
Ukraine Ukrainian
United Arab Emirates 
Venezuela Spanish
Vietnam Vietnamese

02/08/2024 63243571 Spanish

02/02/2024 63201417 Romanian

02/01/2024 63197074 Ukrainian, Russian, Vietnamese, Spanish and many others

02/01/2024 63195800 Chinese, Hungarian, Vietnamese, German, Japanese, Tagalog, Spanish, Portuguese, Burmese, Ukrainian, Russian, and Romanian

02/01/2024 63195187 French, Portuguese (Brazilian), Spanish, Nepalese, Urdu, Pashto, Hindi, Russian, Ukrainian, Polish, Arabic (Egyptian and Levantine dialects), and
rare instances of Swahili.Draf
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Question 4: What age groups of LEP persons do you serve? (Select all that apply)?

Answer Count Percent 20% 40% 60% 80% 100%

Infant/Preschool 4 13.33%

School-Age 6 20%

18-24 6 20%

25-35 3 10%

36-55 4 13.33%

55-65 4 13.33%

65+ 3 10%

Total 30 100 %

Question 5: Do you serve a roughly equal proportion of males and females?

Answer Count Percent 20% 40% 60% 80% 100%

Yes 6 75%

No, we serve more females than males 0 0%

No, we serve more males than females 2 25%

Total 8 100 %

Question 6: What is the English speaking and writing level of the LEP persons you serve? - Dynamic Text / Comments

Question 6: What is the English speaking and writing level of the LEP persons you serve?

Answer Count Percent 20% 40% 60% 80% 100%

Most do not speak, understand, read or write
English 1 12.5%

Most speak, understand, read and write basic
English 2 25%

Most speak and understand basic English, but have
trouble reading or writing in English 2 25%

Most understand basic English, but have trouble
speaking it 1 12.5%

Other:  2 25%

Total 8 100 %

02/15/2024 63281748 [Other: ]
We have some who know nothing and others who are very pro�cient.

02/01/2024 63195800

[Other: ]
We have a mixed population with them being pretty equally spread across the spectrum. Some have absolutely not English as they are new the
country while we have other that speak it �uently and can read it, but are still working on being pro�cient in writing (this is the last area for
individuals to usually acquire pro�ciency).
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Question 7: What needs or expectations for public services has this population expressed?

02/19/2024 63303541 Buses circulating with more frequency on weekends.

02/15/2024 63281748 They are in great need of public transportation. They could also bene�t from driving instruction.

02/13/2024 63264761 Better and more routes around town. More bus stops.

02/08/2024 63243571 More routes

02/01/2024 63197074 Need for adult education English classes and parent transportation to such events to better support their students.

02/01/2024 63195800 Many of those that are new to the country do not have cars or personal modes for transportation so while we having bussing for students,
parental involvement on-site is greatly impacted.

02/01/2024 63195187 more frequent bus stops near the campus.

Question 8: Do you feel like the transportation needs of the LEP population you serve, are being meet in the area? - Dynamic Text / Comments

Question 8: Do you feel like the transportation needs of the LEP population you serve, are
being meet in the area?

Answer Count Percent 20% 40% 60% 80% 100%

Yes 2 25%

No 6 75%

Total 8 100 %

02/19/2024 63303541 [No]
On Sunday, buses run one every hour. When the weather is cold, there could be long periods of waiting in freezing temperatures at the bus stop.

02/15/2024 63281748 [No]
I feel like the bus system is slow and infrequent, but I don't use it, so I'm not sure.

02/13/2024 63264761 [No]
Sometimes the closest bus stop is 30'-40' walking distance.

02/08/2024 63243571 [No]
Very few routes

02/01/2024 63197074
[No]
Parents are in need of transportation to school events or other activities. Many families have 1 car leaving one parent home without
transportation to get to school for various events, meetings, etc.

02/01/2024 63195800 [No]
Since we are outside of Spring�eld's city limits, options are more limited and they typically have to rely on others.

Question 9: Has the LEP population you serve shown interest about how to give input
regarding transportation in the area, including planning or construction of roadways, bicycle
trails, or pedestrian projects, or public transit projects?

02/19/2024 63303541 Posibly

02/15/2024 63281748 no

02/13/2024 63264761 Not really, most of this population are just learning how life in this country works..

02/08/2024 63243571 Not really

02/01/2024 63197074 Not that I am aware of

02/01/2024 63195800 No

02/01/2024 63195187 yes.
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Description of Issue Existing Condition Requirement
The parking lot behind the Chesterfield Lofts 
building does not have enough accessible 
parking spaces 90 Parking Spaces/ 2 Accessible 76-100 Spaces= 4 accessible Spaces

The threshold is too high on front exterior door 11/16" high 1/2" high
The doors on the front exterior entrance, the 
rear exterior entrance, and the entrance 
between the lobby and rear vestibule close too 
quickly

Rear Exterior = 2.7 sec. to close completely Rear 
Vestibule= 3.2 sec. to close completely   Front 
Exterior= 3.2 sec. to close completely

5 seconds to close within 12 degrees of 
the latch.

The exterior door to the OTO offices and the 
door from the lobby close too quickly

Exterior = 3.3 sec. to close completely       Lobby 
= 4.2 sec to close completely

5 seconds to close within 12 degrees of 
the latch.

Restroom door requires too much force to open 16 lbs to open 5 lbs to open

The lavatory cabinet does not have adequate 
knee clearance under countertop

Cabinet shielding plumbing extends to the front 
of the lavatory countertop 8" of knee clearance

The lavatory cabinet does not have adequate 
toe room under the countertop

The cabinet extends to the floor, 5 inches from 
wall. 9" of toe space

The men's toilet is mounted too far from the 
side wall The center of the toilet is 20" from the side wall 16-18" of sidewalk

The grab bar behind the toilet is not mounted in 
a compliant position

The bar is only extends 21.5" from the center of 
the toilet to the open side.

The bar should extend 24" to the open 
side of the toilet

Accessibility Issues at Chesterfield Lofts Building 1

21.5"Draf
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Description of Issue Existing Condition Requirement
Accessibility Issues at Chesterfield Lofts Building 1

The grab bar on the side wall does not extend 
far enough beyond the rear wall The bar extends 48" from the rear wall

The bar should extend 54" from rear 
wall

48"
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Skip Navigation 

 
ACCESSIBLE FORMATTING FOR 

MS WORD 
Contents 
Headings............................................................................................................................................1 

How-To ...................................................................................................................................................... 2 

Modify Headers ......................................................................................................................................... 2 

Object Placement ...............................................................................................................................3 

Images ...............................................................................................................................................4 

How-To ...................................................................................................................................................... 4 

Notes ......................................................................................................................................................... 5 

Tables ................................................................................................................................................5 

How-To ...................................................................................................................................................... 5 

Hyperlinks .........................................................................................................................................6 

Publishing Accessible Documents .......................................................................................................6 

Accessibility Checker ................................................................................................................................. 6 

Document Properties ................................................................................................................................ 7 

PDF Settings (Bookmarks) ......................................................................................................................... 7 

Publish as HTML ........................................................................................................................................ 8 

 

Headings 
All documents need to be organized using headings and subheadings. These elements should be created 
using MS Word’s Heading Styles. This will ensure screen readers recognize the document’s heading 
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structure and allow users to navigate the document using these headings. Headings created by 
independent of MS Word’s Style tool will not be recognized.  

How-To 
MS Word’s Styles can be found in the Home Ribbon at the top of the screen, shown in Figure 1. It is 
important to not skip headings in your document structure (i.e. do not jump from Heading 1 to Heading 
3). You can either select a style before you being typing, or highlight existing text and select a style for 
that text. Use the Normal style for body text. Heading 1 should be used for the first level heading. 
Subsequent headings (i.e. Heading 2, Heading 3) should be used as subheadings. Three levels should be 
appropriate for most documents.  

Modify Headers 
Headings can be modified several ways. Characteristics of individual headings may be changed from the 
Styles section on the Home Ribbon. Characteristics of all the entire heading structure of document 
theme can be edited on the Design Ribbon.  

 
FIGURE 1 LOCATION OF MS WORD'S HEADING STYLES 

Modify Individual Heading Styles 
One option is to right-click on the heading style you want to change and click “Modify,” see Figure 2 
Using this method, you can change size, font, boldness, and other characteristics of the heading.  

 
FIGURE 2 MODIFYING INDIVIDUAL HEADINGS 

Modify Heading Structure Characteristics 
The Design Ribbon contains  many predesigned heading structures, see Figure 3. These structures 
include justification, underlining, and other layout characteristics. 

 
FIGURE 3 PREDESIGNED HEADING STRUCTURES 
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Once a structure has been chosen, heading themes can be found by clicking on the “Themes” button. 
Themes primarily include font and color and are common across Office Products.  

 
FIGURE 4 HEADING THEMES 

Return to Top 

Object Placement 
It is important to place any object, whether image, chart, or table, ‘in-line’ with the document’s content. 
Using features such as text wrapping, in-front of text, or behind text makes the object inaccessible. 
Screen reading software may skip over these objects or place them in the wrong reading order.  

To ensure an object is placed in-line, ensure the In Line with Text is selected in the Layout Options. These 
options can be accessed in multiple ways. 

Generally, the layout options can be accessed from the Layout Ribbon. The Wrap Text button is in the 
Arrange portion of the Ribbon, as shown in Figure 5 

 
FIGURE 5 LAYOUT OPTIONS ON LAYOUT RIBBON 
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For images, click once on the image and then click on Layout button, as shown in Figure 6. 

 
FIGURE 6 LAYOUT OPTIONS FOR IMAGES 

If it is not feasible to place an object in-line, use the alternative text to describe how the object relates 
to the content on that page.  
Return to Top 

Images 
All images need to have alternative text added. The text describes the content picture and is read by 
screen reading software. It is important these descriptions be clear and concise.  

How-To 
Right click on photo and click “Format Picture”. In the “Format Picture” dialogue box, click on Layout & 
Properties tab. Add a short title and a concise description. Please limit description to 100 words.  

 

 
FIGURE 7 HOW TO ADD ALTERNATIVE TEXT 
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Notes 
If more than one similar image is grouped using MS Word’s grouping tool, please use this process to add 
alternative text to the group. 

Return to Top  

Tables 
Tables should be kept as simple as possible. If it is necessary to merge and split cells to convey 
information, a program such as Adobe Acrobat Pro should be used to appropriately tag the table. 
Regardless of the table’s complexity, alternative text should be added to the table. The alternative text 
should highlight key bits of information contained in the table. Finally, the heading row of the table 
should be identified using the MS Word’s Table Properties function.  

How-To 
The alternative text option for tables is available through the Table Properties dialogue box. It is 
important to include key bits of information from the table in the description. Navigate to the Alt Text 
tab to insert the description, as shown in Figure 8. 

 
FIGURE 8 ALTERNATIVE TEXT FOR TABLES 
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It is important to use MS Word’s Table Property to indicate which row in a table is functioning as a 
header row. First, highlight row that is functioning as header. Then, in the Row tab of the Table 
Properties dialogue, select ‘repeat as header row at the top of each page.’  

 
FIGURE 9 HEADER ROW FOR TABLES 

Return to Top  

Hyperlinks 
Hyperlinks should contain text that describes where the link will take the reader. “Click Here” provides 
no information about the destination of the link. The text ‘TAP Funding Application’ would be much 
more descriptive.  

Return to Top  

Publishing Accessible Documents 
Accessibility Checker 
MS Word has a tool to check accessibility issues with your document. The Tool is available on the Review 
ribbon as shown in Figure 10. It identifies both critical issues and offers warnings on non-critical issues. 

 
FIGURE 10 ACCESSIBILITY CHECKER   
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Document Properties 
Before publishing a Word document, complete the summary document properties, including title, 
subject, and author. These options are available from the File screen, as shown in Figure 11. 

 
FIGURE 11 ACCESSING DOCUMENT PROPERTIES 

The summary properties provide valuable information to all users, not just those using assistive 
technology.   

 
FIGURE 12 DOCUMENT PROPERTIES 

PDF Settings (Bookmarks) 
It is important to include Bookmarks in the Accessible PDF. MS Word can convert the document’s 
heading structure into bookmarks, if the appropriate option is selected. When Saving as a Word 

Draf
t



Return to Top 

document as a PDF, click on the “Options” button, as shown in Figure 13. Select the option to create 
bookmarks using Headings. 

 
FIGURE 13 PUBLISHING BOOKMARKS 

Publish as HTML 
Publishing as an HTML file is another accessible option, as shown in Figure 14. HTML is an appropriate 
alternative format to post online alongside an accessible PDF version.  

 
FIGURE 14 SAVING AS HTML 
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Title VI/ADA/LEP 
Implementation Guide 

General Public Notices 
Action Documentation 
Title VI/ADA Notice on Public Notices: The 
standard Title VI notice in English and Spanish 
shall be included on all press releases, agendas, 
and other forms of public notice. 

• Press Release Folder,
• Individual Committee Folders

Display of Notice of Title VI Policy: The OTO will 
always have the Notice of Title VI Policy on 
Display on the community bulletin board. The 
notice shall also be display at off-site meeting 
locations during OTO public meetings/workshops. 

• Notice on Community Board,
• Photo of notice at off-site events

Conducting Public Meetings 
Action Documentation 
Initial Verbal Contact: At public meetings, OTO 
staff will engage each participant in a short 
conversation. The staff member will be on the 
lookout for individuals demonstrating limited 
English proficiency.  

• New Hire Training Sheet
• Annual Training Sheet

Public Transit Access: Offsite meeting locations 
should be accessible by transit. If multiple 
meetings are being held to discuss the same 
topics, at least one location should be accessible 
by transit.  

• Annual Offsite Meeting Log

Accessible Meeting Locations: Offsite meeting 
locations should be ADA accessible. If meetings 
need to be held in a community with no 
accessible meeting rooms, meeting packets 
should be assembled so they can be taken out to 
citizens unable to access meeting room.  

• Annual Offsite Meeting LogDraf
t
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Internal Title VI Training 
Action Documentation 
New Hire Training: Each new hire will be given a 
copy of the Title VI/ADA/LEP Resources reference 
sheet by the Title VI/ADA Coordinator. 

• New Hire Training Completion Sheet (Signed
by New Hire)

Annual Training: Each staff member shall 
complete one civil rights training each year. The 
Title VI Coordinator shall identify a wide range of 
webinars that might be of interest to staff 
members.  

• Annual Training Sheet (Training
Topic/Date/Signature or Email)

Title VI Coordinator Training: The Title VI 
Coordinator will attend a minimum of four hours 
of civil tights  

• Coordinator Training Log
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Appendix J: OTO Title VI/ADA/LEPP Resources 
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3/25/2024 

OTO Title VI/ADA/LEPP Resources 
Title VI 
Title VI/A ADA Program- insert updated link

Description: The Title VI/ADA program describes the OTO’s commitment to and policies related to 
complying with Title VI requirements. It contains analyses, demographic profiles, and assurances.     

Compliant Procedures- insert updated link

Description: The Title VI Compliant Procedures outlines the process for filing a Title VI compliant. It 
contains background information, step-by-step instructions, and contact information for MoDOT and 
USDOT Civil Rights Offices.  

Compliant Form- insert updated link

Description: The Title VI Complaint form should be completed by anyone wishing to file a Title VI 
compliant with the OTO. Instructions for completing the Title VI form can be found in the Title VI 
Compliant Procedures  

Limited English Proficient 
Limited English Proficient Plan- Insert updated link

Description: This plan identifies the Limited English Proficient Populations the OTO might encounter and 
how to best engage these populations 

Language Link Poster- Front Desk or Title VI Coordinator’s Office 
Description: These posters have language information from our over-the-phone interpreter. 

I Speak Cards- https://www.lep.gov/sites/lep/files/media/document/2022-06/i-speak-booklet.pdf 
Description: “I Speak Cards” are designed to identify the language spoken by an LEP person. Once a 
person’s language is identified, a interpreter can be contacted.  

Contact Info Cards- M:\EMPLOYEE RESOURCES\Civil Rights\ContactInfoCards.pdf  
Description: These cards are designed to collect contact info and reason for visit from LEP individuals. 
This will allow us to contact them again once we have identified an appropriate interpreter.  

ADA 
Title VI/ADA Program-  Insert updated link

Description: The Title VI/ADA Program describes OTO’s effort to comply with ADA and identified actions 
for improving accessibility. 

Formatting Accessible Documents in MSWord- M:\EMPLOYEE RESOURCES\Civil Rights\Accessible 
Formatting for Word.pdf 
Description: This document can be used by OTO staff to help format accessible documents in MSWord. 

Wave Web Accessibility Evaluation Tool- http://wave.webaim.org/  
Description: This website identifies accessibility issues in any website. The OTO will use this site to 
internally monitor and improve its websites.  
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https://media.ozarkstransportation.org/documents/Title-VI_ADA-Program.pdf
https://media.ozarkstransportation.org/documents/TitleVIADA_Policy_Compliant_Procedure_2017.pdf
https://media.ozarkstransportation.org/documents/TitleVIADA_Complaint_Form_2017.pdf
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