[bookmark: _Toc107232670]PUBLIC TRANSIT SERVICES
TITLE VI COMPLAINT PROCEDURES
V. Title VI Complaint Procedures 

[bookmark: _Toc107232671]How to file a Title VI Complaint? 

The complainant may file a signed, written complaint up to one hundred and eighty (180) days from the date of the alleged discrimination. The complaint should include the following information: 

Your name, mailing address, and how to contact you (i.e., telephone number, email address, etc.) 
How, when, where and why you believe you were discriminated against. Include the location, names and contact information of any witnesses and other information that you deem significant. 

The Title VI Complaint Form (see Appendix C) may be used to submit the complaint information. The complaint must be filed in writing with Public Transit Services at the following address in order for PTS to properly investigate any complaint: 


Public Transit Services
Attn: Title VI Coordinator 
PO Box 204
Weatherford, Texas 76086

NOTE: Public Transit Services encourages all complainants to certify all mail that is sent through the U.S. Postal Service and/or ensure that all written correspondence can be tracked easily. For complaints originally submitted by facsimile, an original, signed copy of the complaint must be mailed to the Title VI Coordinator as soon as possible, but no later than one hundred eighty (180) days from the alleged date of discrimination. 

If information is needed in another language, contact 1-866-521-1391 (Si necesita información en otro idioma, comuníquese con 1-866-521-1391)

[bookmark: _Toc107232672]What happens to the complaint after it is submitted? 

All complaints alleging discrimination based on race, color or national origin in a service or benefit provided by Public Transit Services will be directly addressed by Public Transit Services for investigation. Public Transit Services shall also provide appropriate assistance to complainants, including those persons with disabilities, or who are limited in their ability to communicate in English. Additionally, Public Transit Services shall make every effort to address all complaints in an expeditious and thorough manner. 

A letter acknowledging receipt of complaint will be mailed within seven (7) days (see Appendix D). A copy of the complaint shall be forwarded to Public Transit Services funding sources within ten (10) days. Please note that in responding to any requests for additional information, a complainant's failure to provide the requested information may result in the administrative closure of the complaint. 

[bookmark: _Toc107232673]How will the complainant be notified of the outcome of the complaint? 

A representative of Public Transit Services will send a final written response letter (see Appendix E or F) to the complainant. In the letter notifying complainant that the complaint is not substantiated (Appendix F), the complainant is also advised of his or her right to 1) provide additional information to Public Transit Services for consideration of the complaint within seven (7) calendar days of receipt of the final written decision from Public Transit Services, and/or 2) file a complaint externally with the U.S. Department of Transportation and/or the FTA. Every effort will be made to respond to Title VI complaints within sixty (60) working days of receipt of such complaints. 

In addition to the complaint process described above, a complainant may file a Title VI complaint with the following offices: 

Texas Department of Transportation Civil Rights Division/Attention: Title VI Program Administrator
125 E. 11th Street
Austin, Texas 78701-2483
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Appendix C: Title VI Plan Complaint Form 

	Name:                        

	Address:                                         

	Telephone (Home):                                                            Telephone (Work):                

	Electronic Mail Address:     

	      Accessible Format       Large Print                   TDD              Audio Tape                 Other
Requirements?     

	Section II:

	Are you filing this complaint on your own behalf?                                      Yes *                   No

	*If you answered “yes” to this question, go to Section III.      

	If not, please supply the name and relationship of the person for whom you are complaining                

	Please confirm that you have filed for a third party:                  

	Please confirm that you have obtained the permission of the aggrieved party if you are filing on behalf of a third party.                     Yes                               No

	Section III:

	I believe the discrimination I experienced was based on (check all that apply):

[  ] Race                  [  ] Color                         [  ] National Origin
Date of Alleged Discrimination (Month, Day, Year):          
Explain as clearly as possible what happened and why you believe you were discriminated against. Describe all the people who were involved.  Include the name and contact information of the person(s) who discriminated against you (if known) as well as names and contact information of any witnesses.  If more space is needed, please use the back of this form.
     



	Section IV:

	Have you previously filed a Title VI complaint with this agency?                  Yes                              No


	Section V:

	Have you filed this complaint with any other Federal, State, or local agency, or with any Federal or State court?   [  ]  Yes                    [  ] No

If yes, check all that apply:

[  ] Federal Agency:                                            [  ] State Agency:                   

[  ] Federal Court:                                                [  ] Local Agency:                               

[  ] State Court:                


	Please provide information about a contact person at the agency/court where the complaint was filed.

	Name:                            


	Title:                         


	Agency:                           


	Address:                                        


	Telephone:                                        


	Section VI:

	Name of agency complaint is against:                                  

	Contact person:                                


	Title:                                   


	Telephone number:                                   



You may attach any written materials or other information that you think is relevant to your complaint.

[bookmark: _Hlk138843989]Signature and date required below:


___________________________________________________	 		    
Signature 									Date
 
Please submit this form in person at the address below, or mail this form to:

Public Transit Services Title VI Coordinator
1850 Mineral Wells Hwy Weatherford Texas 76088
PO Box 204
Weatherford, Texas 76086

If information is needed in another language, contact 1-866-521-1391 (Si necesita información en otro idioma, comuníquese con 1-866-521-1391)


