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 Introduction 

1.1. What is the Unified Planning Work Program (UPWP)? 
The UPWP lists the planned tasks and work activities to be performed by a Metropolitan Planning Organization 
(MPO) during a calendar year. The UPWP reflects federal, state, regional, and local transportation related 
priorities. The UPWP links current workload with long-range planning and future transportation improvements.  

The UPWP must include: 

 Work activity schedules, deliverables, and estimated completion dates 
 Staffing (in-house, consultant, and/or responsible agency) 
 Programs (priorities, plans, and processes) 
 Funding sources and amounts identified for each work activity, including federal and state funds and local 

matching funds 
 Summaries and publicly accessible website locations of: 

 Organization Prospectus 
 Long-Range Transportation Plans (LRTPs) / Metropolitan Transportation Plans (MTPs) 1 
 Transportation Improvement Program (TIP) 
 Public Participation Plan (PPP) 
 Title VI Program  

Additional UPWP content may be required based on the MPO’s population size or geographic location. Some 
elements that may be included: 

 Air quality attainment activities in nonattainment areas, including a description of the anticipated activities 
within the next one or two-year period; 

 Progress in developing and maintaining a Congestion Management Process (CMP) in Transportation 
Management Areas (TMAs); 

 Progress in assisting planning area local governments or in developing American with Disabilities Act 
Transition Plans; 

 Coordination with other MPOs on large data or equipment purchases; and 
 Coordination on use of regional travel demand models (TDMs). 

1.2. Federal Regulatory Basis 
The regulatory basis for the development of the UPWP includes:  

 23 CFR § 450.308 identifies the requirements for UPWPs to be prepared in TMAs.  

 
1 For the purposes of this document, MTP will be referred to as LRTP. 
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 23 CFR § 450.308 (c) requires MPOs to develop the UPWPs in cooperation with State and public transit 
agencies  

 23 CFR § 420.111 governs work programs required for the expenditure of FHWA highway planning and 
research funds. 

 23 CFR § 420.111 identifies several requirements to denote work activities receiving FHWA highway 
planning and research funds. FHWA requires a: 

 Description of the work to be performed;  
 Cost estimate for each activity; and 
 Financial summary indicating the shares of funding to be provided from Federal, state, and local 

sources.  

Appendix A – Applicable Federal Regulations contains a list of federal laws that are pertinent to the 
development and implementation of UPWPs. While no Wisconsin statutes outline UPWP contents or 
requirements, many of the work activities within a UPWP require the MPO to follow state or local regulations, 
guidance, or procedures. The Open Meetings Law is one example of a state law that MPOs are frequently 
engaged in during the implementation of their UPWP: 

 https://www.doj.state.wi.us/office-open-government/open-government-law-and-compliance-guides. 

MPOs should be cognizant of all laws, rules, guidance, or procedures affecting implementation steps that can 
influence timelines and deliverables. Such laws, rules, guidance, or procedures may be pertinent in completing 
UPWPs according to annual deadlines.  This handbook is not a comprehensive source for all laws, rules, 
guidance, or procedures that may impact the timeliness of required MPO deliverables.  

 

https://www.doj.state.wi.us/office-open-government/open-government-law-and-compliance-guides
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 UPWP Overview and Timeline 

All eligible planning activities identified in the UPWP are intended to be completed within the calendar year of 
the UPWP. The UPWP development and approval process contains four phases: 

Phase 1. Development 
Phase 2. Review 
Phase 3. Approval 
Phase 4. Implementation 

An outline of the steps in the process are listed below by phase. Each step may vary by local MPO practices. 
However, most MPO’s generally follow the basic framework to complete their UPWPs. 

Phase 1. UPWP Development 

 WisDOT distributes annual MPO funding Kickoff Letter.  

 WisDOT distributes an annual MPO funding Kickoff Letter to each MPO communicating preliminary 
budget allocations for federal fiscal and state fiscal year funds.  

 Kickoff letters list budgeted funding, expected statewide priorities, special instructions, and UPWP 
approval timelines.  

 Many MPOs begin drafting the annual UPWP prior to receiving the kickoff, however, no UPWP budgets 
may be approved by MPO TACs or Policy Boards before receiving the Kickoff Letter from WisDOT.  

Phase 2. Mid-Year Review Meeting and Draft UPWP Review and Revision 

 WisDOT hosts a Mid-Year Review Meeting with the MPO, FHWA, and FTA to review the current work 
program and discuss planned work program activities for the following year and work program 
development schedules.  

 WisDOT coordinates with all parties to schedule the Mid-Year Review Meeting and will distribute a meeting 
agenda, via email, no later than seven days prior to the scheduled Mid-Year Review Meeting.  

 MPOs submit a two-page (maximum) summary of major work program activities to the meeting attendees 
no later than one calendar week prior to the MPO’s scheduled Mid-Year Review Meeting.  

 MPO develops the draft UPWP in consultation with WisDOT, FHWA, and FTA. 

 The MPO submits an electronic draft UPWP by the deadline specified in the Kickoff Letter to the 
following agency contacts: 

» WisDOT – BPED MPO Liaison 
» WisDOT – Statewide MPO/RPC Coordinator 
» WisDOT – Travel Forecasting Liaison 
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» WisDOT – Regional MPO Liaison 
» FHWA – Wisconsin-Division Community Planner/Representative(s)  
» FTA – Regional Representative 

 MPO revises the draft UPWP to incorporate the comments and requested changes received from WisDOT, 
FHWA, and FTA. 

 MPO distributes revised final draft UPWP to agency contacts no later than seven calendar days prior to 
presenting the revised final draft for approval to the MPO Policy Board. MPOs should not submit the 
final draft to the MPO Policy Board prior to receiving the final draft review notice from WisDOT that 
confirms there are no outstanding or unaddressed items.  

Phase 3. UPWP Approval   

 MPO submits the revised final draft UPWP to the MPO Policy Board for approval. 

 The MPO Policy Board approves the final UPWP. 

 MPO distributes, via email, the Policy Board-approved UPWP and signed Board Resolution approving the 
UPWP to the WisDOT, FHWA, and FTA agency contacts no later than the annual UPWP submission 
deadline listed in the deliverables timeline below.  

 WisDOT review and endorsement of UPWP. 

 WisDOT reviews the final UPWP and signed Board Resolution. 

 WisDOT sends UPWP endorsement letter document package to FHWA and FTA, requesting federal approval 
of UPWP, no later than the submission deadline listed in the deliverables timeline below. FHWA and FTA 
approve the UPWPs. 

 FHWA and FTA review WisDOT’s endorsement of MPO UPWPs. 

 FHWA and FTA distribute UPWP approval letter to WisDOT no later than the deadline listed in the 
deliverables timeline presented in Table 1.  

 WisDOT authorizes the MPO UPWP. 

 WisDOT distributes a UPWP authorization letter to each MPO, listing final approved UPWP 
federal/state/local budget allocations, no later than the submission deadline listed in the deliverables 
timeline below. Beginning on the effective date of the UPWP authorization letter, the MPO is authorized 
to perform the eligible activities within their approved UPWP.  

 The authorization letters include funding information, per 2 CFR § 200.331(a)(1), to inform MPO of the 
federal funding subrecipient award details.  

 UPWP work activities performed prior to the effective date of the authorization letter or outside the 
scope of the approved UPWP are not eligible for reimbursement.  

 MPO posts the final UPWP on their agency website. 

https://www.ecfr.gov/current/title-2/part-200/section-200.331#p-200.331(a)
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Phase 4. UPWP Implementation  

 MPO implements UPWP activities. 

 MPO amends UPWP, as necessary, according to the thresholds and procedures detailed in this handbook.  

The following schedule will be updated annually and shared with the MPOs during the Q1 MPO/RPC Quarterly 
Directors Meetings.  

Table 1: 2026 MPO/RPC Program Year Calendar  

Deliverable / Event Date* Responsibility 

2026 Q1 MPO/RPC Quarterly Directors Meeting (Virtual) January 27, 2026 MPO, WisDOT, FHWA, FTA 

Submit Multi-Year Contract Administration Email January 31, 2026 MPO 

Publish 2025 Obligated Projects Lists to MPO Websites March 31, 2026 MPO 

Submit UPWP Amendment for Multi-Year Contract Administration March 31, 2026 MPO 

2026 Q2 MPO/RPC Quarterly Directors Meeting (Virtual) April 28, 2026 MPO, WisDOT, FHWA, FTA 

Incorporate 2026 PM1 Performance Measures Update in TIP May 5, 2026 MPO 

2027 UPWP Kickoff Letters Distributed June 1, 2026 WisDOT 

Mid-Year Review Meetings July 2026 MPO, WisDOT, FHWA, FTA 

2026 Q3 MPO/RPC Quarterly Directors Meeting (Virtual) July 28, 2026 MPO, WisDOT, FHWA, FTA 

Draft 2027 UPWP Submission August 3, 2026 MPO 

Draft 2027 TIP Submission September 14, 2026 MPO 

Annual Conference MPO/RPC/WisDOT (ECWRPC Host) September 23-25, 2026 MPO, WisDOT, FHWA, FTA 

Final Board-Approved 2027 UPWP Submission October 30, 2026 MPO 

Final Board-Approved 2027 TIP Submission November 2, 2026 MPO 

2027 UPWP Authorization Letter Distribution Early December, 2026 WisDOT 
*Dates are subject to change.  
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 Contents of the UPWP 

This section explains the required contents of an UPWP. The UPWP discusses, in sufficient detail, the work 
responsibilities, completion schedules, and final products the MPO will deliver in a given calendar year.  A full list 
of the content requirements for Wisconsin MPO UPWPs can be found in Appendix B – MPO UPWP Checklist. 
Sample materials have also been provided in the appendix of this handbook. The location of associated sample 
materials is referenced in the content descriptions below.    

While developing the annual UPWP, MPOs must seek input from the public, local governments, regional 
transportation agencies (including local transit agencies), WisDOT, FHWA, and FTA. The UPWP must 
demonstrate continuing, cooperative, and comprehensive (3C) planning products and leverage resources to 
prevent duplicative activities across partner agencies. Overall, UPWPs contain prioritized deliverables, and 
performance measure objectives to support MPO LRTP long-range goals. 

The UPWP includes all regionally significant transportation planning studies, budgets, funding, expenditures, 
and activities within the metropolitan planning area (MPA). For instance, some studies may be performed by 
other agencies, such as Safe Streets and Roads for All (SS4A), but still need to be included in a UPWP. UPWPs 
are based on sound financial analysis, fiscal planning principles, and outlines transportation planning activities 
regardless of funding source or the agency conducting the study. 

The UPWP must be developed using the following structure: 

3.1. Cover Page 
1. Name of the MPO and planning area represented; 

2. Calendar year covered by the UPWP. 

3.2. Title Page 
1. Name of the MPO and planning area represented; 

2. Name of the MPO primary contact person, corresponding phone number, and email address; this can be 
either the Executive Director or Transportation Director; 

3. Calendar year covered by the UPWP; 

4. Names, acronyms, and logos of the agencies (i.e. WisDOT, USDOT, etc.) that provide funds for the UPWP; 

5. USDOT disclaimer noting that the document was prepared with Federal funds but does not necessarily 
reflect the official views or policy of the U.S. Department of Transportation. The disclaimer should read: 

“The preparation of this report has been financed in part from grants from the Federal Highway 
Administration and Federal Transit Administration, U.S. Department of Transportation, under the 
Metropolitan Planning Program Section 104 (d) of Title 23, U.S. Code, and by the Wisconsin Department of 
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Transportation (WisDOT). The contents of this report do not necessary reflect the official views or policy of 
the U.S. Department of Transportation or WisDOT.” 

3.3. Introduction/Preface 
1. Table of Contents; 
2. Fully executed MPO Resolution (see Appendix D example); 
3. Fully executed federal self-certification document (see Appendix E example)2;  
4. Prospectus which discusses the operational procedures and bylaws; 
5. List of MPO committees, membership, representatives, structure, purpose, officers, and voting procedures; 
6. List or table indicating MPO staff, agency employees, contact information, and responsibility in the UPWP 

metropolitan area transportation planning process; 
7. Examples of responsibilities, including work on LRTP, TIP, bike/ped, freight, CMP (for TMAs), etc.;  
8. Indicate the percent of each staff person’s time that will be spent on MPO work activities, including 

contractors and/or consultants, and their hours.  
9. Map of MPO area identifying the planning area boundary, urbanized area boundary, and air quality 

nonattainment area boundary (if applicable), including date the map was most recently updated; 
10. The planning priorities and the ten (10) planning factors maintained from Infrastructure Investment and 

Jobs Act (IIJA) (see Appendix F example); 
11. The previous year’s accomplishments including studies completed, model status, number of 

TIPs/LRTPs/amendments filed, data collected, Title VI activities, etc.  
12. An overview of the current transportation planning activities, as well as those projected through the end of 

the UPWP year; 
13. List or table of scheduled MPO board and committee meetings (see Appendix L example). 

3.4. Work Elements 
The MPO Work Elements section consists of descriptions of the major work products and tasks the MPO intends 
to complete during the work program calendar year. These elements must include, at a minimum, the following 
categories: Short Range Planning, Long-Range Planning, Transportation Improvement Program (TIP), FHWA 
Safe and Accessible Transportation Options (SATO), FTA SATO, Multi-Year Planning Consultant Contracts, and 
Administration, including Title VI requirements. The MPO may include additional work program elements.  

The Work Elements section should include individual task sheets describing each task (see Appendix G 
example). These sheets should indicate the total number of staff hours that will be devoted to work activities 
within each category/element of the Work Program. List the projects to be undertaken as separate items within 
the category/element.   

 
2 FHWA has suggested MPOs include a self-certification summary that explains how the MPO is meeting the self-certification requirements as a best 

practice 
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Work categories/elements may include:  

 Required 

 UPWP Development: Tasks required to complete the UPWP for the next year and to coordinate the 
present UPWP.  

 Administration: Tasks required for program administration, development, review, reporting, anticipated 
staff development and an annual audit as required by 23 CFR § 420.121. The annual audit shall be 
performed in accordance with 2 CFR § 200.  

 Transportation Improvement Program: Actions to be taken to develop and/or implement the 
Transportation Improvement Program (TIP), including descriptions of planned public participation efforts 
for solicitation, review, and approval of projects.  

 Long-Range Transportation Plan: Actions to be taken to develop and/or implement the Long-Range 
Transportation Plan (LRTP). 

 Public Involvement: Tasks necessary to implement the MPO’s public involvement program including the 
Title VI statement which is evaluated annually. 

 Safe and Accessible Transportation Options: Tasks required to carry out the requirements under Section 
11206 of IIJA. Refer to Section 5. Safe & Accessible Transportation Options for further guidance.  

 Congestion Management Process (for TMAs) / ITS: Actions to provide information on transportation 
system performance, strategies to alleviate congestion and enhance the mobility of persons/goods. This 
is not limited to and may include descriptions of regional transit, ridesharing, and high occupancy 
vehicle use.  

 Optional 

 Air Quality Planning: Description of the metropolitan transportation air quality planning activities for any 
needed conformity analysis. Description of nonattainment/maintenance areas and tasks related to State 
Implementation Plan submissions.  

 Data Collection: Tasks to monitor travel characteristics and factors affecting travel. Data may include 
socioeconomic characteristics, community data, land use data, transportation system data, and natural, 
physical, and human environmental data.  

 Housing Coordination: Tasks that encourage and promote the development of a transportation system 
that better connects housing and employment in the transportation planning process. For TMAs, tasks 
that address the integration of housing, transportation, and economic development strategies through a 
process that provides efficient integration, including developing a housing coordination plan.  

 Multimodal Planning: Tasks for bicycle/pedestrian, intermodal freight, and intermodal passenger 
planning. Discussion on MPO coordination to aid the general public, municipal governments, and other 
state agencies in program development and implementation in the MPO area.   
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 Project/Corridor Studies: Tasks necessary to perform project or corridor studies, including and not 
limited to development of a conceptual purpose and need statement, consultation with local officials 
and project cost estimation. PL funded activities cannot be directly related to specific construction 
project implementation.  

 Special Project Planning: Descriptions of planning tasks for projects such as bicycle, airport, port, freight, 
or special transit studies. 

 Transit Planning: Tasks related to transit planning.  

 Transportation Alternative Program (TAP): Actions to plan for safe bicycle-pedestrian 
facilities/infrastructure, including and not limited to rail corridor abandonments, environmental 
mitigation, and safe routes to school projects. 

 Transportation System Management (TSM)/Transportation Demand Management (TDM) Planning: 
Descriptions of planning for travel behavior modifications; including but not limited to eliminating trip 
making, changing the time-of-day trips are made, and/or consolidating person trips in fewer vehicles. 

Each task sheet must include: 

 Task number and title 
 Objective(s): Describe the purpose of the study or work item identifying at least two(2) objectives; 
 Previous Work: Summarize any work completed if a continuing item; 
 Methodology: Describe how the task will be performed. The methodology should include:  

 Each project/activity to be performed, in sufficient detail to determine eligibility.  
» If applicable, indicate in the task description if the activity will utilize SATO funding.  

 Who will perform the work (e.g., MPO, State, public transportation operator, local government, or 
consultant).  
» If applicable, indicate if the work activities are to be completed by consultants under an approved 

multi-year contract. 
 Product(s): Describe any documents, new processes, model changes, etc. that will be a result of described 

work activities. 
 Time Schedule: Provide a schedule for the task that identifies: 

 When the activities will take place during the year; 
 What milestones or benchmarks will be used to measure progress; and 
 Estimated completion date(s). 

 Estimated Time & Cost: Identify the proposed funding by activity/task and a summary of the total amounts 
and sources of Federal and matching funds. This section should identify:  

 The estimated number of person-hours by position (e.g., planner, GIS, director). It is not necessary to show 
staff hours for each item—the total number of hours for the work category/element is acceptable. 

 The estimated amount of funding by source (e.g., Federal, SATO, State, MPO). 
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If any work activity is to be performed by a consultant, MPOs must submit a preliminary draft of the RFP to 
WisDOT at least two weeks prior to soliciting bids in order to facilitate a review to ensure work activities within 
the RFP are eligible activities under FHWA Metropolitan Planning Funds (PL) and FTA Section 5303.  A copy of 
the executed contract must be submitted to WisDOT once finalized.   

3.5. Performance Management   
IIJA require states and MPOs to coordinate in establishing specific performance targets and collaboratively work 
toward meeting these established targets.  TIPs and LRTPs must address MPO projects, goals and objectives and 
advance efforts in meeting the established performance targets for the State and/or MPO. Procedures can be 
found in the TIP Guidance Document (link on the WisDOT website):   

https://wisconsindot.gov/Pages/doing-bus/local-gov/plning-orgs/mpo.aspx 

3.6. Summary of Budget Revenues  
The UPWP includes: 

 Table 1 (Summary Budget Table) – Lists budget allocation per work element (See Appendix H example). 
 Table 2 (Local Funding Sources) – Identifies participating agencies with respective funding commitments 

(See Appendix I example). 

3.7. Eligible Costs  
Costs associated with UPWP activities are eligible for federal reimbursement when costs are: 

 Within the MPA, for eligible transportation planning activities; 
 Verifiable from the MPO's records; 
 Necessary and reasonable to accomplish MPO objectives and meet the other criteria for allowable costs 

cited in 2 CFR § 200; 
 Included in the approved work programs or amendment thereto; and 
 Not incurred prior to FHWA/FTA approval. 

Federal funds may be used to fund eligible activities, not positions.  

Activities leading directly to implementation of an infrastructure improvement, including project development 
activities (NEPA, PE, etc.), are not eligible for federal Planning funding.  

State and local agencies shall adhere to the requirements of 2 CFR Part 200 regarding Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards when utilizing and reporting federal 
funds.  

https://wisconsindot.gov/Pages/doing-bus/local-gov/plning-orgs/mpo.aspx
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3.8. Period of Availability 
Costs incurred between January 1 and December 31 of the work program year are eligible for reimbursement. It 
is expected that work activities within the annual work program will be completed by the end of that calendar 
year and be paid for with current-year funds. No requests for an extension of the period of availability to incur 
reimbursable costs will be permitted except for multi-year consultant contracts. More information on multi-year 
contracts can be found in Section 4. 

WisDOT allocates funds to the MPOs on a calendar year basis to align with the MPOs’ annual work programs. 
Funding is subject to state and federal budget processes.  

3.9. Indirect Cost Allocation Plans (ICAPs) 
An ICAP is a method used by many MPO host agencies (municipalities, counties, and RPCs) to claim a portion of 
indirect costs that are incurred for common or joint purposes. The ICAP identifies the central services applicable 
to each organizational unit and the basis for distributing the indirect costs proportionately among the 
applicable business units (e.g., MPOs). The costs and distribution methodology included in the ICAP should be 
well-documented and records maintained.   

The host agency is responsible for preparing and submitting the ICAP to their cognizant approval agency. 
WisDOT, as the pass-through entity for metropolitan planning funding apportioned to MPOs, is the cognizant 
approval agency for most MPO host agencies. Wisconsin MPOs, or their host agencies, should submit their cost 
allocation plan and indirect cost rate proposal to WisDOT annually. WisDOT and federal agencies may not 
review ICAPs on an annual basis. However, MPOs should retain documentation of submittal and certification 
and may proceed with implementation of the ICAP and indirect cost rate proposal if not advised otherwise. 

If the MPO will be charging indirect costs in the UPWP, they must include a clear explanation of the basis and 
methodology for indirect costs. RPCs and MPOs, with an MPO-specific ICAP, should identify the fiscal year and 
basis for costs, typically the most recent audited year. It should include a table identifying the indirect cost 
categories and associated costs for the year as well as an explanation of the personnel costs that are included as 
indirect. This documentation should be included as an appendix of the UPWP. A full list of guidelines for cost 
allocation plans are provided in Appendix VII to Part 200—States and Local Government and Indian Tribe 
Indirect Cost Proposals. Prior to preparation, MPOs should review cost principles in 2 CFR Part 200, Subpart E to 
determine if the costs proposed are reasonable, allowable, and allocable. 

Direct Costs  

Typical federal award direct costs attributed to a specific activity include: 

 Employee compensation for the time devoted to activities. 
 Cost of activity materials, consumed, or expended. 
 Equipment and other approved capital expenditures. 
 Travel expenses incurred specifically to carry out the activity. 
 Professional services acquired to perform eligible approved work. 

https://www.ecfr.gov/cgi-bin/text-idx?SID=179a5989a30a33b8e0163b2b4866ba5f&mc=true&node=ap2.1.200_1521.vii&rgn=div9
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Indirect Costs 

Indirect costs are eligible expenses for overhead operations necessary to conduct the work activities identified in 
the UPWP. After direct costs have been determined, indirect costs remain. Each cost incurred for the same 
purpose in like circumstances must be treated consistently as either a direct or an indirect cost. Therefore, a cost 
cannot be assigned as a direct cost if any other cost incurred for the same purpose has been allocated to the 
federal award as an indirect cost. MPO indirect costs are allowable when supported by an ICAP.  

The proposal and related documentation must be retained for audit in accordance with the records retention 
requirement contained in 2 CFR Part 200. 

Indirect Cost Rate 

The indirect cost rate calculation must be clearly shown and include: 

 Whether the rate is fixed, provisional or estimated for budget purposes,  
 Whether the rate will be applied as established or applied based on actual costs accrued to date; and 
 The point at which the indirect costs are trued up to actual audited costs and how any correction is 

applied. 

Fringe benefits can be readily associated with individual staff and salaries, either using actual costs or a fringe 
rate. Fringe benefit costs for staff salaries charged as direct costs should be charged as direct costs. Fringe 
benefit costs for staff salaries charged as indirect should be charged as indirect.  

The indirect cost rate typically distributes costs across activities based on direct salaries charged to each of the 
activities. Direct fringe benefit costs should be combined with salaries as the basis for distributing indirect costs 
in this manner. These direct fringe costs should not be included among the indirect cost categories. 

3.10. Other documents to be included in UPWP: 
There are other documents that should be included as part of the UPWP by reference and include links to their 
website locations, including the:  

 Public Participation Plan,  
 Cooperative Agreement,  
 Title VI Program, and  
 CMP (in TMAs).  

Title VI Program  

As a subrecipient of WisDOT each MPO is required to prepare and submit a compliant Title VI Program per FTA 
C 4702.1B to the department every three years.  
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 Multi-Year Consultant Contracts 

In Wisconsin, the costs associated with an annual work program must be incurred within a 12-month period, 
January 1 – December 31, to be eligible for reimbursement. However, consultant contracted planning services 
often exceed the 12-month timeframe.  

WisDOT has implemented a pilot program that permits MPOs to administer multi-year consultant contracts for 
planning activities beyond the annual work program’s twelve-month term under certain conditions. This option 
only applies to multi-year consultant contracts that are solely related to specific planning studies identified in 
the work program and initiated within the 12-month period. This option does not prevent MPOs from 
structuring consultant contracts in a phased approach over multiple work programs.  

4.1. Conditions for Multi-Year Contract Administration for Planning Activities 
 MPOs anticipating any multi-year contracts should notify WisDOT at the Mid-Year Review Meeting of the 

preceding year.  
 Multi-year consultant contracts will only be approved for specific planning project(s) identified during the 

development of the work program. Consultant contracts for staffing support are not eligible under this 
policy, nor are the staff hours associated with managing multi-year consultant contract(s). Staff hours should 
instead be budgeted as a separate line item from the contractual services in the current and subsequent 
UPWPs.  

 The MPO must clearly identify the tasks to be completed by the consultants under a multi-year contract 
under each applicable work element. A tentative schedule of activities and estimate of the associated costs 
should also be identified in the approved work program. General placeholders of potential projects and/or 
activities in which a multi-year contract may cover will not be accepted.  

 MPOs must adhere to WisDOT Bureau of Planning and Economic Development’s “Vendor Procurement 
Guidance for MPOs and RPCs Receiving Federal Planning (PL) and State Planning and Research (SPR) Funds” 
and any other applicable procurement requirements. 

 A preliminary draft RFP for multi-year consultant contracts must be submitted to WisDOT at least two weeks 
prior to soliciting bids in order to facilitate review to ensure work activities within the RFP are eligible 
activities under FHWA Metropolitan Planning Funds (PL) and FTA Section 5303.   

 An administrative modification to the work program will need to be processed to reflect the terms of the 
executed consultant contract(s), including the contract end date and updated amount. The actual negotiated 
contract end dates and amount may not exceed UPWP amounts.  

 A copy of the executed contract and administrative modification must be sent to WisDOT no later than June 
30th. MPOs will need to administer a phased approach to multi-year contracts if they cannot meet the June 
30th deadline each year. 

 Approved activities and unspent funding associated multi-year consultant contracts will remain eligible for 
reimbursement through the end of December of the subsequent year. Any unspent funding not invoiced 
on or before December 31st of the subsequent year will not be eligible for reimbursement by WisDOT. 
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 UPWPs must clearly demonstrate any remaining funds and activities to be completed under a multi-year 
consultant contract that was initiated under the previous year’s UPWP. The costs from the previous year’s 
consultant contract(s) should be accounted for in a footnote in the summary budget table or in a separate 
budget table. Costs approved for a multi-year contract under previous year’s UPWP budget should not be 
comingled with the costs or funding for the subsequent year’s UPWP activities.  
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 Safe & Accessible Transportation Options (SATO) 

Section 11206 of IIJA requires MPOs to use no less than 2.5% of its allocated PL funds on planning activities that 
will increase safe and accessible transportation options (SATO)3 for people of all ages and abilities.  

Under a provision in IIJA, the USDOT Secretary can determine if the interests of the Federal-aid Highway 
Program would be best served by decreasing or eliminating the non-Federal share. In March 2023 and August 
2024, FTA and FHWA, respectively, expanded guidance that MPOs can waive the non-Federal match of 
metropolitan planning funds (PL and 5305(d)) for SATO-eligible activities, authorizing 100% federal 
reimbursement. The intent of this waiver is to encourage and make it easier for MPOs to advance SATO 
planning activities within their transportation planning processes. The waiver only applies to the eligible 
planning activities identified in IIJA §11206(c).  

During the development of the UPWP, MPOs may elect to expand the amount of FHWA PL funding that will 
utilize the SATO non-federal match waiver (referred to as an expanded SATO election) for eligible planning 
activities. Any PL funding not earmarked for an expanded SATO election will require a 20% non-federal (state 
and local) match. The expanded SATO election will impact the sum of non-SATO PL funds available to an MPO 
during the work program year.  

5.1. SATO-Eligible Activities 
Under Section 11206(c) of IIJA, the expanded SATO election may be used to conduct the following types of 
planning activities: 

 Adoption of Complete Streets standards or policies.  
 Development of a Complete Streets prioritization plan that identifies a specific list of Complete Streets 

projects to improve the safety, mobility, or accessibility of a street. 
 Development of transportation plans to:         

 Create a network of active transportation facilities, including sidewalks, bikeways, or pedestrian and 
bicycle trails, to connect neighborhoods with destinations such as workplaces, schools, residences, 
businesses, recreation areas, healthcare and childcare services, or other community activity centers. 

 Integrate active transportation facilities with public transportation services or improve access to public 
transportation. 

 Create multiuse active transportation infrastructure facilities, including bikeways or pedestrian and 
bicycle trails, that make connections within or between communities. 

 Increase public transportation ridership. 
 Improve the safety of bicyclists and pedestrians.  

 
3 SATO planning activities is used interchangeable with Complete Streets planning activities.  
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 Regional and megaregional planning (i.e., multi-jurisdictional transportation planning that extends beyond 
MPO and/or state boundaries) to address travel demand and capacity constraints through alternatives to 
new highway capacity, including through intercity passenger rail. 

 Development of transportation plans and policies that support transit-oriented development. 

The expanded SATO election can be used to develop the portions of a Long-Range Transportation Plan (LRTP), 
Transportation Improvement Program (TIP), or multi-jurisdictional plan that are eligible under Section 11206(c). 
Any SATO-eligible activities within the development of these plans must be broken out and clearly indicated as 
such in the UPWP. 

5.2. Conditions of Expanded SATO Elections 
 At a minimum, MPOs should indicate in the task description if a planning activity falls under SATO. 

WisDOT encourages MPOs to include a dedicated work element for SATO activities in the UPWP.   
 Sufficient detail should be included in the task description to be confident that the activity is eligible under 

the SATO requirements.  
 The estimated amount of Federal SATO funding, by person hour and/or dollar amount, to be spent on 

eligible project(s) and/or task(s) should be clearly identified. 
 A subitem in the Budget Summary Table should be included to detail the number of hours and funding 

earmarked for Federal SATO funding.  
 FHWA and FTA SATO work activities and expenditures shall be tracked separately from non-SATO work 

activities through the reimbursement process. Please refer to Section 6. The MPO Expense Reimbursement 
Process for further guidance.  
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 The MPO Expense Reimbursement Process 

WisDOT processes MPO reimbursements for UPWP work expenses. Each quarter, the MPOs submit 
reimbursement requests for these expenses via email to WisDOT Central Office Planning. WisDOT disburses 
payments for reimbursement requests within fourteen (14) calendar days of its determination that all 
reimbursement request supplementary documentation is complete, accurate, and sufficient. 

Required supplementary documentation that must be provided by an MPO with each quarterly reimbursement 
request includes: 

1. An Invoice, detailing the billing period timeframe, eligible work activities completed during that time, and 
the amount of funds spent on those work activities. The invoice can be a preprinted invoice form used with 
accounting software or a simple Word document containing the required information.  

2. The WisDOT Reimbursement Spreadsheets (2): Non-SATO & SATO (Excel format) (Appendix J) relevant to 
the quarterly expenses seeking reimbursement.  In submitted reimbursement spreadsheets, MPOs must 
identify quarterly expenses by work program element, total expenses incurred for the quarter, remaining 
balances by work program element, total annual remaining balance, expected federal reimbursement for 
the quarter, expected state reimbursement for the quarter, and expected local match obligation for the 
quarter.  MPOs cannot comingle non-SATO and SATO funds in submitted reimbursement spreadsheets, 
therefore it is required that MPOs submit one reimbursement spreadsheet for non-SATO expense 
reimbursement and one reimbursement spreadsheet for SATO expense reimbursement.  A dated signature 
is required on non-SATO and SATO reimbursement spreadsheets for both the reimbursement preparer and 
reimbursement authorizer.  The total expected reimbursement for non-SATO expenses is the expected 
federal reimbursement plus the expected state reimbursement.  The expected local match obligation is not 
reimbursable.  The total expected reimbursement for SATO expenses is the expected federal reimbursement; 
at the time of this update, the expected federal reimbursement for SATO expenses is 100% of expenses for 
SATO-eligible activities. 

3. A table or spreadsheet showing the Breakdown of Staff Hours (Appendix K) spent on MPO Work Program 
activities during the billing period which indicates how many work hours are being charged to MPO work 
element activities. This document can be an existing printout from the MPO’s accounting/payroll software, 
or a standalone document prepared by MPO staff.  Staff hours may be demonstrated as fractional or 
rounded to the nearest whole number.  

Calculations (table) showing staff expenditures (salary and benefits), direct costs, and indirect costs 
matching Total Expenditures of the quarterly submittal must be included.  

4. A Written Progress Report summarizing the eligible work done by the MPO by work program element 
during the billing period. The descriptions of the various work activities within each work element must be 
updated for each submittal and include a level of detail about work activities that MPO staff engaged in and 
products that were developed and/or distributed during the billing period as well as the purpose and 
outcome of the activities and products. SATO-eligible activities must be clearly identified as such in the 
progress report. Progress report activities shall be consistent with the UPWP and any changes/revisions that 
need to be made to the UPWP shall be identified in the progress report as well. Reimbursement requests 
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associated with activities tied to multi-year contract administration must be submitted as separate 
reimbursement requests from quarterly request submissions. 

All reimbursement requests must be sent via email to an MPO’s assigned BPED liaison and the Statewide 
MPO/RPC Coordinator. 
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 UPWP Changes and Amendments 

7.1. Amendment Requirement Thresholds 
If unanticipated changes in funding or work activities occur during the calendar year, the UPWP may need to be 
amended. The magnitude of the change determines the need for an amendment.  

UPWP Amendments will be required if changes meet any of the following criteria:  

 Funding:  

 If it becomes necessary to: 

» add additional funds to perform existing or additional UPWP activities 

» reduce funds or delete UPWP activities  

» when the transfer of funds from one work program element to another element exceeds 10% of the total 
work program budget or when the total transfer of funds from work program elements exceeds, in 
aggregate, 10% of the total work program budget, i.e.: 

Individual or Aggregate Transfer(s) > 10% Total Budget = Amendment Required 

 Work Activities:  

 When there will be a significant change in work activities. 

» Example: Change from having staff perform UPWP activities to hiring a consultant to perform them  

» Example: Significant change in scope of work activities within a specific work element (i.e. Short-Range 
Planning). 

 FHWA Approval Letter contingencies: 

 Any additional contingencies included in the FHWA UPWP approval letter 

7.2. UPWP Amendment Process 
When an UPWP amendment is expected, the MPO will notify WisDOT. All UPWP Amendments should be 
discussed with the WisDOT BPED MPO Planning Liaison and Statewide MPO/RPC Coordinator prior to starting 
the formal amendment process.  

A draft copy of the Work Program Amendment must be sent to the following for comment no later than two 
weeks prior to obtaining Policy Board approval: 

 WisDOT – BPED MPO Planning Liaison 

 WisDOT – Travel Forecasting Liaison 

 WisDOT – Regional MPO Liaison 
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 WisDOT – MPO/RPC Statewide Coordinator 

 FHWA – Division Planning Representative(s)  

 FTA – Regional Representative 

After review comments have been addressed, the MPO will obtain Policy Board approval through resolution. 
The resolution and the amendment are forwarded to WisDOT. 

WisDOT will forward an endorsement for approval to FHWA. FHWA replies with their determination. WisDOT 
will forward a copy of the federal determination to the MPO.  

Federal approval of UPWP amendments is required before any expenses related to the proposed amendment 
may be incurred by the MPO. WisDOT will hold any reimbursement requests for expenses related to UPWP 
amendments until FHWA has approved the Amendment.  
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MPO notifies WisDOT of upcoming amendment prior to 
submitting the formal draft. 

1. WisDOT
a) MPO Planning Liaison
b) Travel Forecasting Liaison
c) Regional MPO Liaison
d) MPO/RPC Statewide Coordinator

2. FHWA Division Planning Representative(s)

3. FTA Regional Representative

UPWP amendment draft must be sent to:

a)  MPO addresses review comments and obtains Policy Board approval through resolution.
b)  The resolution and the amendment are forwarded to WisDOT.

Policy Board Approval:

a)  WisDOT will forward an endorsement for approval to FHWA.
b)  FHWA reply with their determination. 
c)  WisDOT will forward a copy of the federal determination to the MPO. 
d)  FHWA approval is required before any expenses related to the amendment are incurred    

by the MPO. WisDOT will hold any reimbursement requests for expenses related to 
UPWP Amendments, until FHWA has approved the Amendment.   

WisDOT Endorsement and FHWA Approval:
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Appendices 

A. Applicable Federal Regulations 

B. MPO UPWP Checklist 

C. Reimbursement Request Checklist 

D. Example Policy Board Resolution 

E. Annual MPO Certification 

F. Metropolitan Planning Factors 

G. Sample Work Elements 

H. Table 1 – Summary Budget 

I. Table 2 – Local Share Dues 

J. MPO Reimbursement Request – Invoice spreadsheet 

K. Staff Time and Total Expenditure Table 

L. MPO Meeting Schedule 
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Appendix A.  Applicable Federal Regulations 
 23 CFR § 420 (Planning and Research Program Administration) 

 23 CFR § 450.308 (Funding for Transportation Planning and Unified Planning Work Programs) 

 2 CFR § 200 (Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards) 

 49 CFR § 32 (Governmentwide Requirements for Drug-Free Workplace (Financial Assistance)) 

 49 CFR § 26 (Participation by Disadvantaged Business Enterprises in Department of Transportation 
Financial Assistance Programs) 

 23 USC §143 (Highway Use Tax Evasion Projects) 

 49 USC § 5303 (Metropolitan Transportation Planning) 

 Title VI of the Civil Rights Act of 1964 and the Title VI assurance executed by each state under Title 23 
Section 324, USC and Title 29, Section 794, USC 

 Title VI Circular 4702.1B (Title VI Requirements and Guidelines for Federal Transit Administration 
Recipients) 

 Infrastructure Investment and Jobs Act (IIJA) 
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Appendix B.  MPO UPWP Checklist 
Checklist Key 

Reference Key Requirement Comments, including location in the program 

 COVER PAGE  

 Name of MPO agency and area represented  

 Calendar Year of UPWP  

 TITLE PAGE  

 Name of MPO agency and area represented  
 Contact person and information  

 Calendar Year of UPWP  

 Agencies providing funds or support – including agency 
logos 

 

A USDOT Disclaimer   
 INTRODUCTION/PREFACE  

 Table of Contents  

B MPO Approval Resolution-signed    

C Self-Certification-signed   

 Prospectus  

 Committee Lists  

 
Staff-names, positions, and responsibilities with 
percentage of time they will spend on MPO work 
activities 

 

 Map of the MPO Coverage Area  

 1. Planning boundary 1.  

 2. Urbanized area boundary 2.  

D 3. Air quality boundary 3.  

E Ten planning factors    

 Summary of previous year’s accomplishments   

 Status of current activities   

 WORK ELEMENTS  

 UPWP Development  
 Administration  

 TIP development  

 LRTP development  
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F Congestion Management Process/ITS   

 Transit Planning*  

 Multimodal Planning  

 1. Bicycle/pedestrian 1.  

 2. Intermodal freight*  2.  

 3. Intermodal passenger* 3.  

D Air quality planning  

 1. Modeling 1.  

 2. CMAQ Application Process 2.  

 Public Involvement Plan  

 Surveillance (Data Collection)  

 Project/Corridor Studies  

 Special Studies  

 TSM/TDM Planning  

 TE Planning  

G SATO – FTA   

 SATO – FHWA  

H Multi-Year Contract Administration   

I Expanded FHWA SATO Election   

J PERFORMANCE MANAGEMENT  

 BUDGET SUMMARY  

K Table 1: Budget Summary  

 1. FHWA SATO dollars identified in separate line item 1.  

G 2. FTA SATO dollars identified in separate line item 2.  

 3. Double-check totals and percentages 3.  

 Table 2: Funding Sources  

 1. Federal 1.  

 2. State 2.  

K 3. Local 3.  

L ELIGIBLE COSTS  

M INDIRECT COST ALLOCATION PLAN   
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 Direct Costs  

 Indirect Costs  

 Processing Indirect Costs  

 Indirect Cost Rate Proposal  

 ADDITIONAL ITEMS  

           N Link to current Title VI Program  

 ANNUAL MEETING SCHEDULE  
* Denotes items present on an ‘as needed’ basis 

Check List Key 

Checklist Key Guidance 

A 

Disclaimer language should be: “The preparation of this report has been financed in part through grant[s] 
from the Federal Highway Administration and Federal Transit Administration, U.S. Department of 
Transportation, under the Metropolitan Planning Program, Section 104(f) of Title 23, U.S. Code. The contents 
of this report do not necessarily reflect the official views or policy of the U.S. Department of Transportation.” 

B & C Needs to reference 23 CFR 450.336. 

D Only applies to nonattainment and maintenance areas. 

E Language needs to match the current 23 CFR 450.306 (b) code. 

F Only required for TMAs. 

G May not apply to every MPO depending on if they elected to accept the funds or opt out.  

H Only applies to MPOs that elected for this option. If an MPO elected to participate in this option, all projects 
shall be identified in separate work elements and follow the guidance in section 4 of this handbook. 

I Only applies to MPOs that elected for this option. If an MPO elected to participate in this option, the 
guidance in section 5.2 of this handbook shall be followed.  

J Outline tasks to develop, update, implement, document performance measures and how to incorporate into 
the planning process and project selection. 

K Refer to Appendices H & I. 

L Refer to section 3.7. 

M Refer to section 3.9. 

N Link must bring user directly to Title VI Program.  

https://www.ecfr.gov/current/title-23/section-450.336
https://www.ecfr.gov/current/title-23/part-450/section-450.306#p-450.306(b)
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Appendix C.  MPO Reimbursement Request Checklist 

Checklist 
Key 

[Date] 
 

[Name of MPO] 
 

MPO 
Review 
 

Liaison 
Review 
 

 1 Invoice    

  Quarter or period of the request   

  Amount of reimbursement    

 2 Reimbursement Workbooks   

A  
Workbooks submitted for:  
1. Non-SATO work activities  
2. SATO (FHWA & FTA) work activities  

  

  Quarterly totals for work elements entered   

B  Electronic copy of entire workbooks submitted   

  Positive remaining balance   

C  Work Element totals within 10% thresholds    

  Amount of reimbursement matches amount on invoice   

D 3 MPO Staff Hour Table(s)    

  Staff Titles   

  Staff Names – (optional)   

  Full-time, Part-time, Intern, Consultant indicated   

  

Calculations (table) showing  
1. staff expenditures (salary and benefits),  
2. direct costs,  
3. and indirect costs  
Matching Total Expenditures of the quarterly submittal 

  

 4 Written Progress Report    

E  Headings and description of work performed aligned with Work 
Elements in UPWP   

  Work activities within approved Work Program   

  Significant work product completed or milestones   

  1.    

  2.    

  3.    

F  Two Signatures included:   

      1. Preparer    
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       2. Supervisor, Director   

  
MPO reviewer: 
 
 

   

  
Liaison reviewer: 
 
 

Date 
Approved:   

 

Checklist Key 

Checklist Key  Guidance 

A Refer to Appendix J.  

B Electronic copy refers to the excel version. PDF versions can be submitted in addition to the excel versions.  

C 

The 10% threshold applies to the total work program budget and is exceeded in the following instances:  
When the transfer of funds from one work program element to another element exceeds 10% of the total 
work program budget or when the total transfer of funds from work program elements exceeds, in 
aggregate, 10% of the total work program budget. 
If total expenditures at any point in time during the program year exceed 10% of the total work program 
budget.   

D Refer to Appendix K for an example. 

E Verify non-SATO and SATO work activities are separated.  

F Can be the same person signing.  
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Appendix D.  Example Policy Board Resolution  
Chippewa-Eau Claire MPO 

Resolution 20-08 

ADOPTION OF THE 2025 UNIFIED WORK PROGRAM FOR THE CHIPPEWA-EAU CLAIRE MPO and ANNUAL MPO 
CERTIFICATION, FOR THE PERIOD: JANUARY 1, 2025 THROUGH DECEMBER 31, 2025 

WHEREAS, the Chippewa-Eau Claire MPO is the Metropolitan Planning Organization for the Eau Claire (WI) Urbanized Area, and 
the Policy Council has the responsibility to direct, coordinate, and administer the transportation planning process in the urbanized 
area; and  

WHEREAS, the Federal Highway Administration and Federal Transit Administration, under 23 CFR 450 Subpart C, have determined 
the necessity for a Unified Planning Work Program; and 

WHEREAS, the Chippewa-Eau Claire MPO has been recognized as the Metropolitan Planning Organization for the Eau Claire 
Urbanized Area; and 

WHEREAS, the Policy Council has reviewed the clarifications of transportation planning activities outlined in the 2025 Unified 
Planning Work Program and finds them consistent with the transportation planning process.  

NOW, THEREFORE, BE IT RESOLVED that the Policy Council of the Chippewa-Eau Claire MPO hereby certifies that the 
metropolitan transportation planning process is addressing major issues facing the metropolitan planning area and is being 
conducted in accordance with all applicable requirements of: 

1. 23 U.S.C. 134, 49 U.S.C. 5303, and this subpart; 
2. In nonattainment and maintenance areas, sections 174 and 176(c) and (d) of the Clean Air Act, as amended (42 

U.S.C. 7404, 7506(c) and (d)) and 40 CFR part 93; 
3. Title VI of the Civil Rights Act of 1964, as amended (42 U.S.C. 2000d-1) and 49 CFR part 21; 
4. 49 U.S.C 5332, prohibiting discrimination on the basis of race, color, creed, national origin, sex, or age in 

employment or business opportunity; 
5. Section 1101(b) of the FAST Act (Pub. L. 114-357) and 49 CFR part 26 regarding the involvement of disadvantaged 

business enterprises in DOT funded projects; 
6. 23 CFR part 230, regarding the implementation of an equal employment opportunity program on Federal and 

Federal-aid highway construction contracts;  
7. The provisions of the Americans with Disabilities Act of 1990 (42 U.S.C. 12101et seq.) and 49 CFR parts 27, 37, and 

38; 
8. The Older Americans Act, as amended (42 U.S.C. 6101), prohibiting discrimination on the basis of age in programs 

or activities receiving Federal financial assistance; 
9. Section 324 of title 23 U.S.C. regarding the prohibition of discrimination based on sex; and 
10. Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794) and 49 CFR part 27 regarding discrimination against 

individuals with disabilities.  

Adopted this 9th day of October 2024 

APPROVED: 

___________________________________________ 
Gary Spilde, Chairperson 
Chippewa-Eau Claire 
Metropolitan Planning Organization 

ATTEST: 

___________________________________________ 
Eric Anderson, Secretary 
Chippewa-Eau Claire 
Metropolitan Planning Organizati
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Appendix E.  Annual MPO Certification  

Self-Certification Language 

In accordance with 23 CFR 450.336(a) the (name) MPO hereby certifies that the metropolitan transportation 
planning process is addressing major issues facing the metropolitan planning area and is being conducted in 
accordance with all applicable requirements of: 

(a) For all MPAs, concurrent with the submittal of the entire proposed TIP to the FHWA and the FTA as 
part of the STIP approval, the State and the MPO shall certify at least every 4 years that the 
metropolitan transportation planning process is being carried out in accordance with all applicable 
requirements including:  

(1) 23 U.S.C. 134, 49 U.S.C. 5303, and this subpart;  

(2) In nonattainment and maintenance areas, sections 174 and 176(c) and (d) of the Clean Air Act, 
as amended (42 U.S.C. 7504, 7506(c) and (d)) and 40 CFR part 93;  

(3) Title VI of the Civil Rights Act of 1964, as amended (42 U.S.C. 2000d-1) and 49 CFR part 21;  

(4) 49 U.S.C. 5332, prohibiting discrimination on the basis of race, color, creed, national origin, sex, 
or age in employment or business opportunity;  

(5) Section 11101(e) of the Infrastructure Investment and Jobs Act (Public Law No:  117-58) and 49 
CFR part 26 regarding the involvement of disadvantaged business enterprises in DOT funded 
projects;  

(6) 23 CFR part 230, regarding the implementation of an equal employment opportunity program 
on Federal and Federal-aid highway construction contracts;  

(7) The provisions of the Americans with Disabilities Act of 1990 (42 U.S.C. 12101 et seq.) and 49 
CFR parts 27, 37, and 38;  

(8) The Older Americans Act, as amended (42 U.S.C. 6101), prohibiting discrimination on the basis 
of age in programs or activities receiving Federal financial assistance;  

(9) Section 324 of title 23 U.S.C. regarding the prohibition of discrimination based on sex; and  

(10) Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794) and 49 CFR part 27 regarding 
discrimination against individuals with disabilities. 

By: _________________________________________________________________   Date: ____________________ 

    MPO Policy Board, Chair 

  

https://www.govinfo.gov/link/uscode/23/134
https://www.govinfo.gov/link/uscode/49/5303
https://www.govinfo.gov/link/uscode/42/7506
https://www.govinfo.gov/link/uscode/42/2000d-1
https://www.ecfr.gov/current/title-49/part-21
https://www.govinfo.gov/link/uscode/49/5332
https://www.ecfr.gov/current/title-49/part-26
https://www.ecfr.gov/current/title-49/part-26
https://www.ecfr.gov/current/title-23/part-230
https://www.govinfo.gov/link/uscode/42/12101
https://www.ecfr.gov/current/title-49/part-27
https://www.ecfr.gov/current/title-49/part-27
https://www.ecfr.gov/current/title-49/part-37
https://www.ecfr.gov/current/title-49/part-38
https://www.govinfo.gov/link/uscode/42/6101
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Self-Certification Summary Example 

The MPO Policy Board is charged with implementing the metropolitan planning process in accordance with 
applicable requirements of Infrastructure Investment and Jobs Act, the Clean Air Act, the Civil Rights Act, and 
the Americans with Disabilities Act. By federal law, agencies providing transportation services and/or receiving 
federal money must categorically adhere to the requirements as listed in the Self-Certification.  

With the approval of the Self-Certification, the Policy Board is certifying that regulations and policies of the MPO 
as a sub-recipient of federal aid are in compliance with applicable federal and state equal employment 
opportunity requirements, employment practices, procurement activities, and transportation services. The 
Unified Planning Work Program includes documentation that as an agency the MPO Policy Board adheres to 
the applicable requirements of IIJA and the Clean Air Act.  

The ten requirements for self-certification are listed below.  

(1) 23 U.S.C. 134, 49 U.S.C. 5303, and this subpart.  

a) These citations summarize the metropolitan planning requirements.  

i. The MPO has an approved Transportation Improvement Program (TIP), Long-Range Transportation 
Plan (LRTP), Unified Work Program (UPWP), Congestion Management Process (CMP), Public 
Participation Plan (PPP), required interagency agreements, approved metropolitan area boundaries, 
and annual listings of obligated projects.  

(2) In nonattainment and maintenance areas, Sections 174 and 176(c) and (d) of the Clean Air Act as amended 
(42 U.S.C. 7504, 7506(c) and (d) and 40 CFR 93):  

a) All state and local transportation officials will take part in a 3C planning process in nonattainment areas 
to determine which planning elements will be developed, adopted, and implemented to maintain or 
improve the air quality for said area.  

b) In nonattainment areas that include more than one state, the affected states may jointly undertake and 
implement air quality planning procedures.  

i. For nonattainment areas, activities not conforming to approved State Implementation Plans (SIPs) 
will not be financially supported by the federal government. Priority of funding will be given to 
those projects or programs that achieve and maintain national primary ambient air quality 
standards. Refer to 42 USC §§ 7408. 7410, 7504, 7505a, 7506 (c) and (d), 7511, 7512, and §7604; 49 
USC Chapter 53; and 23 USC §134.  

(3) Title VI of the Civil Rights Act of 1964, as amended (42 U.S.C. 2000d-1) and 49 CFR part 21: Title VI of the Civil 
Rights Act of 1964 prohibits exclusion from participation, denial of benefits, and discrimination under federally 
assisted programs on grounds of race, color, or national origin. Title VI assurance regulations were also 
executed by each state, prohibiting discrimination on the basis of sex or disability. Refer to 23 USC §324 and 29 
USC §794.  

a) Reference Title VI accomplishments identified in the UPWP. 
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(4) 49 U.S.C. 5332, prohibiting discrimination on the basis of race, color, religion, disability national origin, sex or 
age in employment or business opportunity:  

a) The agency should document their adherence to these requirements on their website.  

(5) Section 11101(e) of the Infrastructure Investment and Jobs Act (Public Law No:  117-58)) and 49 CFR Part 26 
regarding the involvement of disadvantaged business enterprises in USDOT funded projects:  

a) The Disadvantaged Business Enterprise (DBE) program ensures equal opportunity in transportation 
contracting markets, addresses the effects of discrimination in transportation contracting, and promotes 
increased participation in federally funded contracts by small, socially, and economically disadvantaged 
businesses. 

(6) 23 CFR Part 230, regarding the implementation of an equal employment opportunity program on Federal 
and Federal-aid highway construction contracts:  

b) The agency should document the MPO’s Equal Employment Opportunity (EEO) policies on their 
website.  

(7) The provisions of the Americans with Disabilities Act of 1990 (42 U.S.C. 12101 et seq.) and 49 CFR parts 27, 37, 
and 38:  

a) Programs and activities funded with federal dollars are prohibited from discrimination based on 
disability.  

b) Compliance with the applicable regulations is a condition of receiving federal financial assistance from 
the U.S. Department of Transportation.  

c) Refer to the American with Disabilities Act of 1900 as amended (PL 101-336); 49 CFR Parts 27, 37, and 
38.  

(8) The Older Americans Act, as amended (42 U.S.C. 6101):  

a) Confirms opportunity for employment with no discriminatory personnel practices because of age.  

i. Also, the Older American Act Amendments of 2006 included provisions relating to transportation. 

(9) Section 324 of title 23 U.S.C. regarding the prohibition of discrimination based on sex:  

a) No one on the basis of sex shall be denied participation in or benefits of any program or activity 
receiving Federal assistance under Title 23.  

(10) Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794) and 49 CFR Part 27 regarding discrimination 
against individuals with disabilities:  

a) This law protects qualified individuals from discrimination based on their disability. The 
nondiscrimination requirements of the law apply to employers and organizations that receive financial 
assistance from any Federal department or agency. 
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Appendix F.  Metropolitan Planning Factors 
METROPOLITAN PLANNING FACTORS - The Federal Transportation Bill, the Safe, Accountable, Flexible, and 
Efficient Transportation Equity Act of 2005, A Legacy for Users (SAFETEA-LU) created the planning factors that 
were to be considered by MPOs when developing transportation plans and programs. The Infrastructure 
Investment and Jobs Act (IIJA) maintained the planning factors. The ten metropolitan planning factors include: 

(1) Support the economic vitality of the metropolitan area, especially by enabling global competitiveness, 
productivity, and efficiency;  

(2) Increase the safety of the transportation system for motorized and non-motorized users;  

(3) Increase the security of the transportation system for motorized and non-motorized users;  

(4) Increase accessibility and mobility of people and freight;  

(5) Protect and enhance the environment, promote energy conservation, improve the quality of life, and 
promote consistency between transportation improvements and State and local planned growth and 
economic development patterns;  

(6) Enhance the integration and connectivity of the transportation system, across and between modes, for 
people and freight;  

(7) Promote efficient system management and operation;  

(8) Emphasize the preservation of the existing transportation system;  

(9) Improve the resiliency and reliability of the transportation system and reduce or mitigate stormwater 
impacts of surface transportation; and  

(10) Enhance travel and tourism.  

The following matrix illustrates (Name of MPO)’s work elements and the metropolitan planning factors to be 
addressed in each project. 

METROPOLITAN PLANNING FACTORS 
TO BE CONSIDERED IN THE 20xx UPWP 

Task No. UPWP Elements 
Metropolitan Planning Factors 

1 2 3 4 5 6 7 8 9 10 
3100 LRTP’s Implementation X X X X X X X X  X 
3100 Bicycle and Pedestrian Plan Implementation X X X X X X X X  X 
3201 TIP Projects X X X X X X X X  X 
3201 Performance Measures X X X   X X X X X 
3300 Transportation Improvement Program 20xx-20xx X    X X X X X X 
3900 20xx Unified Planning Work Program X X X X X X X X X X 
  

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=50d83bc36a57f1eab16c2b698164ef41&term_occur=999&term_src=Title:23:Chapter:I:Subchapter:E:Part:450:Subpart:C:450.306
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Appendix G.  Sample Work Element 
Task 1 – Short Range Transportation Planning 

Objective 

Develop short range transportation plans which address immediate transportation needs of the MPO 
communities. These plans are developed in conjunction with, or as a result of, the recommendations of the 
Long-Range Transportation Plan. 

Previous Work 

Short Range projects have been developed in response to the requests made by the MPO communities. 
Examples of previous projects include access control plans for CTH “K,” Stewart Avenue, and the Town of 
Weston; impact studies; river crossing feasibility for the Rib River; Cedar Creek Interchange analysis; traffic 
analysis and intersection turning movement studies, and assistance with preliminary design on road 
construction projects. 

Methodology 

This program consists of strategies to address short-range transportation concerns and issues as they arise. 
Strategies may include studies of traffic flow and operation improvements for arterials and collectors; 
development of plans to manage and control access to principal and minor arterials; development of plans to 
improve safety of motorists, bicyclists, and pedestrians; and traffic impact studies for proposed land use 
developments as requested by the MPO communities. In accordance with the multimodal emphasis of 
SAFETEA-LU, all system management plans will include multimodal analysis. Implementations of management 
systems identified in the LRTP also generate Short Range Planning projects. Intelligent Transportation System 
(ITS) strategies will be considered to possibly increase the efficiency of the area transportation system. Use of ITS 
may help solve transportation problems in the Wausau area as a whole. 
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Product  

100 Work Element – Short Range Planning 

Activity Description Schedule 

ITS Strategies 

1. Continue to use ITS strategies in the Wausau area, 
specifically those associated with the Highway 51/29 
project. 

2. The I39 ITS Corridor Strategic Deployment Plan 
developed by WisDOT will be used and examples of 
strategies which may be investigated are message 
boards, continuous count loop detectors, and bridge 
de-icing equipment. 

January – December 20xx 

Highway 51/29 Project 

1. Assist WisDOT as required, in the continuing 
development of the Highway 51/29 project. 

2. Help disseminate information regarding the County 
and MPO communities as it relates to the Highway 
51/29 project. 

March – September 20xx 

State Highway Safety Plan 
Improvement 

1. Utilize elements of the State Highway Safety Plan to 
inform and request that area communities look at 
standardizing safety issues regarding operations and 
maintenance in their community plan. 

January – December 20xx 

Development of LRTP 
Identified Projects 

1. Continue the implementation of the LRTP. This will be 
based on the recommendations set forth in the 
document. 

2. Working with the communities to develop the initial 
planning or review designs or assist in public 
involvement of the projects identified in the LRTP 

January – December 20xx 

Short Range Studies 

1. Undertake or assist on miscellaneous short-range 
transportation studies requested by the MPO 
communities, such as: I-39 Interchange Access, Central 
Wisconsin Airport road access needs, TIP identified 
reconstruction projects, grant applications. 

January – December 20xx 

Performance Measures 

1. Create Performance Measures to monitor and track 
transportation and land use impacts and planning 
assumptions that are related to the projects, policies, 
and recommendations in the Long-Range 
Transportation Plan. 

January – December 20xx 
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100 Work Element Program Funding Allocation 

Source Amount (in Dollars) Percent 

FHWA – PL $80,000 80% 

WisDOT - PL $4,540 4.53980% 

Local  $15,460 15.46020% 

Total $100,000 100% 

 

 

100 Work Element Staff Hour Summary 

Position Total Work Program Hours 

Director 100 

Transportation Planner 300 

Assistant Planner 250 

Total 650 

 

101 Consultant 

Project Cost 

LRTP Financial Plan $80,000 

Consultant Breakdown: Source of Funding 
Federal State  Local 

$64,000 (80%) $3,631 (4.53980%) $12,368 (15.46020%) 
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Appendix H.  Table 1 - Summary Budget 

NON-SATO WORK PROGRAM ELEMENTS Total $ % Federal $ % WisDOT $ % Local $ % 

100 Program Administration $34,395 28% $27,516.00 80% $2,233.98 6.49507% $4,645.02 13.50493% 

200 Long Range Transportation Planning $30,202 24% $24,161.60 80% $1,961.64 6.49507% $4,078.76 13.50493% 

300 Short Range Transportation Planning $54,363 43% $43,490.40 80% $3,530.91 6.49507% $7,341.69 13.50493% 

400 Transportation Improvement Program $6,040 5% $4,832.00 80% $392.30 6.49507% $815.70 13.50493% 

TOTAL NON-SATO FUNDS $125,000 100% $100,000 ~ $8,118.84 ~ $16,881.16 ~ 

         

SATO WORK PROGRAM ELEMENTS Total $ % Federal $ % WisDOT $ % Local $ % 

500 SATO (FHWA) $15,000 75% $15,000 100% $0 0% $0 0% 

600 SATO (FTA) $5,000 25% $5,000 100% $0 0% $0 0% 

TOTAL SATO FUNDS $20,000 100% $20,000 ~ $0 ~ $0 ~ 

 

Note: The MPO only bills for direct costs. Indirect costs (i.e. office rental) are not included in the MPO budget. 
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Appendix I.  Table 2 – Local Share Dues 
The Table illustrates local share dues required to provide matching funds for the MPO planning grant. 

Unit of Government Equalized Value, 2023 Percent of Total Value 
Estimated Local 

Dues 2025* 
Town of Campbell 498,778,700 3.54% 1,932.02 
Town of Medary 254,118,800 1.81% 984.33 
Town of Holland 664,708,300 4.72% 2,574.75 
Town of Shelby 694,283,600 4.93% 2,689.31 
Town of Onalaska 951,153,600 6.76% 3,684.30 
City of La Crescent 636,123,300 4.52% 2464.03 
City of La Crosse 5,461,333,600 38.82% 21,154.50 
City of Onalaska 2,935,095,900 20.86% 11,369.11 
Village of Holman 1,316,428,800 9.36% 5,099.19 
Village of West Salem 657,918,600 4.68% 2,548.45 

Total – LAPC 14,069,943,200 100.00% 54,500.00 

*2025 dues may fluctuate +/- 5% based on 2024 equalized values as they become available.  
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Appendix J.  MPO Reimbursement Request Spreadsheets 

Non-SATO Example 

 

  

Year: 20xx Quarter: 1

F G H

Date: K

Date: K

MPO/RPC Name:

WisDOT MPO/RPC Reimbursement Request Spreadsheet

A B C
Work Program Element Expenditure Balance Remaining

Total Expenditure and Balance: D E

Total Quarterly Reimbursement: I

Federal: State: Local:

Authorized by Signature: J

Prepared by Signature: J



  
 
 
 APPENDICES 

JULY  2026 41 
 

BUREAU of PLANNING and ECONOMIC DEVELOPMENT 

UPWP HANDBOOK 

Spreadsheet Key 

Key Element Guidance 

A Work Program Element Non-SATO work elements from UPWP. 

B  Expenditure 
Funds expended within work element(s) that MPO is seeking reimbursement for. If an 
MPO elected to participate in the multi-year consultant contract opportunity, it needs to 
be listed on a separate line to align with the UPWP.  

C Balance Remaining Calculation: work element budget – expenditures to date through all quarters [item B].  

D Total Expenditure Total funds expended across all work elements. Items F-H need to add to this amount.  

E Total Balance Calculation: total budget – total expenditures to date through all quarters.  

F Federal 80% of item D 

G State Calculation: item D x . [state match percentage listed in endorsement table on final page of 
authorization letter].  

H Local Calculation: item D x. [local match percentage listed in endorsement table on final page of 
authorization letter]. The percentages used in items F-H need to add to 100%. 

I Total Quarterly 
Reimbursement Calculation: Federal amount (item F) + State amount (item G). 

J Prepared by Signature / 
Authorized by Signature 

Signatures can be electronic and can also be the same person for the “prepared by” and 
“authorized by” rows.  

K Date Verify that the date is provided. If the spreadsheet is revised, please provide the current 
date.  
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SATO Example 
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Spreadsheet Key 

Key Element Guidance 

A Work Program Element SATO work elements from UPWP. If funding was elected for both FHWA and FTA 
SATO, please verify that they are on separate lines.  

B  Expenditure 
Funds expended within work element(s) that MPO is seeking reimbursement for. If 
an MPO elected to participate in the multi-year consultant contract opportunity, it 
needs to be listed on a separate line to align with the UPWP. 

C Balance Remaining Calculation: work element budget – expenditures to date through all quarters [item 
B].  

D Total Expenditure Total funds expended across all work elements.   

E Total Balance Calculation: total budget – total expenditures to date through all quarters. Item D 
and E need to add to the total budget. 

F Federal See item D. 

G State NA  

H Local NA 

I Total Quarterly 
Reimbursement See item D. 

J Prepared by Signature / 
Authorized by Signature 

Signatures can be electronic and can also be the same person for the “prepared by” 
and “authorized by” rows.  

K Date Verify that the date is provided. If the spreadsheet is revised, please provide the 
current date.  
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Appendix K.  Staff Time and Total Expenditures Table 
 

Full or 

Short-
Range 
Hours 

Short-
Range $ 

Long-
Range 
Hours 

Long-
Range $ 

TIP 

Hours TIP $ 
Admin 
Hours Admin $ 

Special 
Study 
Hours 

Special 
Study $ 

Total 
Hours Total Cost 

MPO Director FT 55.00  17.00  25.00  24.00    121.00  

Associate Planner FT   302.00  35.00  3.50    340.50  

Principal Planner FT   70.00        70.00  

GIS FT   32.00    3.00    35.00  

Total Hours  55.00  421.00  60.00  30.50    566.50  

Total Base Salaries   1,925.02  10,325.22  1,622.23  1,119.99    14,992.46 

FB Rate (81.00% of Base Salaries)  81.29%  1,564.85  8,393.37  13,158.71  910.44    12,187.37 

Indirect Cost Rate (57.30% of Base 
Salaries) 

 
 1,103.42  5,918.42  929.86  641.98    8,593.68 

Direct Travel and Other Expenses   185.43  1,025.02  685.20  2,058.20    3,953.85 

Consultant ‐ invoice attached           4,528.05  4,528.05 

   4,778.72  25,662.03  4,556.00  4,730.61  4,528.05  44,255.41 
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Appendix L.  Example MPO Meeting Schedule 

Table 4: Tentative MPO Meeting Dates 

January 

WisDOT MPO/RPC 
Directors Meeting 

MPO Technical Advisory 
Committee Meeting 

April 

WisDOT MPO/RPC 
Directors Meeting 

 

July 

WisDOT MPO/RPC 
Directors Meeting 

Mid-Year Review 
Meeting 

October 

WisDOT MPO/RPC 
Conference 

MPO Technical Advisory 
Committee Meeting 

MPO Policy Board 
Meeting 

February 

MPO Policy Board 
Meeting 

May 

MPO Technical Advisory 
Committee Meeting 

 

August November 

March 

 

June 

MPO Policy Board 
Meeting 

September 

 

December 

Note: TAC meetings are scheduled as needed, while Policy Board meetings will always fall on a Monday 
evening at 5 pm prior to a Janesville City Council Meeting.  

All meetings hosted by the MPO are tentatively scheduled. To confirm the meeting date, time, and location, 
agendas and information packets will be sent out to all members of the TAC and Policy Board at least one week 
prior to the meeting.  
 


	1. Introduction
	1.1. What is the Unified Planning Work Program (UPWP)?
	1.2. Federal Regulatory Basis

	2. UPWP Overview and Timeline
	Phase 1. UPWP Development
	Phase 2. Mid-Year Review Meeting and Draft UPWP Review and Revision
	Phase 3. UPWP Approval
	Phase 4. UPWP Implementation

	3. Contents of the UPWP
	3.1. Cover Page
	3.2. Title Page
	3.3. Introduction/Preface
	3.4. Work Elements
	3.5. Performance Management
	3.6. Summary of Budget Revenues
	3.7. Eligible Costs
	3.8. Period of Availability
	3.9. Indirect Cost Allocation Plans (ICAPs)
	Direct Costs
	Indirect Costs
	Indirect Cost Rate

	3.10. Other documents to be included in UPWP:
	Title VI Program


	4. Multi-Year Consultant Contracts
	4.1. Conditions for Multi-Year Contract Administration for Planning Activities

	5. Safe & Accessible Transportation Options (SATO)
	5.1. SATO-Eligible Activities
	5.2. Conditions of Expanded SATO Elections

	6. The MPO Expense Reimbursement Process
	7. UPWP Changes and Amendments
	7.1. Amendment Requirement Thresholds
	7.2. UPWP Amendment Process

	Appendices

