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I. Letter from the SHA Administrator: 

It is the policy of the Maryland State Highway Administration (SHA) to assure non-
discrimination in the award of and performance on all SHA business activities.  I am 
personally committed to uphold the intent and spirit of Title VI of the Civil Rights Act 
of 1964 and other state and federal civil rights regulations to the fullest extent possible.  
This commitment extends to all SHA programs.  It is my vision that no person will be 
discriminated against on the basis of race, color, national origin, sex, physical or mental 
disability, language or age.   

 
It is our responsibility and desire to assure that no citizen, contractor - or person employed by a 
contractor - be discriminated against, be excluded from participation in, or denied the benefits of, any 
program or activity supported by SHA.  It is also the responsibility of each and every employee of 
SHA to work cooperatively to achieve the goals and objectives of this directive.  As an organization, 
SHA will work diligently to see that the vision and intent of the law is carried out in all phases of our 
operation. 
 
As Administrator, I am fully committed to the goal of achieving equal opportunity and non-
discrimination for all businesses associated with SHA, and associated transportation and related 
support industries. 

 
Neil Pedersen 
Administrator 

Maryland State Highway Administration 



II. Limited English Proficiency (LEP) Translation Procedures 
A. In-Person Translation 

1.  Use the “I Speak” cards located within this packet and ask the individual(s) to point to the language 
they speak. 
 
2.  Check the enclosed list of volunteer staff members to see who speaks the requested language.  Call 
that individual.  Proceed to step 3 if the listed volunteer(s) for the identified language is not available. 
 
3.  Phone CTS Language Link at 1-877-963-7466. (The cost is $1.73/min when interpreter is on the 
line.) 
 
4.  Give your name and office, and request a phone interpreter.  The operator can help you identify the 
language if you need assistance.  When prompted provide the RC access number ____.  (Each RC is 
handling the access# differently.  Speak with your LEP Liaison to obtain your RC’s access #).   
 
5.  The phone interpreter will ask to speak to the LEP individual and will speak with that person to 
determine the nature of the request.  You may respond through the interpreter and ask follow-up 
questions of your own. 
 

6.  Following the phone conversation, complete the SHA LEP Request Form to document the 
occurrence and how it was resolved.  A sample of this form is included in this packet and additional 
copies are available on the SHA’s Office of Equal Opportunity’s Intranet site.   

PLEASE RETURN FORMS to OEO T6 Officer (SHA – MS-C-406)  



 
B. Translation via Telephone 
 

1.  Place the LEP caller on hold. 
 
2.  If you can determine the language being spoken, refer to the list of volunteer staff members to 
identify who speaks that language.  Attempt to locate the volunteer staff member to assist in the 
translation.  Proceed to step 3 if a volunteer(s) is not available or the language being spoken cannot be 
determined. 
 
3.  Using the 3-way conference calling process, call CTS Language Link at 1-877-963-7466.  
 
4.  Give your name and office, and request a phone interpreter.  The operator can help you identify the 
language if you need assistance.  When prompted provide the RC access number ____.  (Each RC is 
handling the access # differently.  Speak with your LEP Liaison to obtain your RC’s access #).   
 
5.  The phone interpreter will ask to speak to the LEP individual and will speak with that person to 
determine the nature of the request.  You may respond through the interpreter and ask follow-up 
questions of your own. 

6.  Following the phone conversation, complete the SHA LEP Request Form to document the 
occurrence and how it was resolved.  A sample of this form is included in this packet and additional 
copies are available on the SHA’s Office of Equal Opportunity’s Intranet site.   

PLEASE RETURN FORMS to OEO T6 Officer (SHA – MS-C-406)  
 



 
How to Conference a Call – Three Way Conference Calling Process 

 
1.  After receiving the original LEP call, press the “transfer” button.  This will place the original caller 
on hold. 
 
2.  When you hear the dial tone, dial the extension of the third-party (CTS Languagelink or SHA Staff 
Interpreter) you wish to include in the conference call. 
 
3.  Inform the third-party of the purpose of the call when answering the line. 
 
4.  When you are ready to begin the actual conference call, press the “conference” button.  This will join 
the original caller with you and the third-party participant.  The “conference” light will be lit indicating 
the conference call has been successfully initiated. 
 
5.  Simply hang up the phone to end the conference call.  Remember to follow Step 6 outlined above. 



 
C. Translation For Written Documents 

*** Due to the costs associated with the translation of documents into other languages, the 
identification of vital documents needing translation will be completed through the Title VI 
Coordinator. Please forward all requests to SHA’s Office of Equal Opportunity, Mail Stop C-406.*** 

1.  Any in-coming correspondence (such as e-mails, faxes or letters) received at SHA that require 
translation should be submitted to the Office of Equal Opportunity at MS C-406, to the attention of the 
Title VI Coordinator who will facilitate the translation. 

 
2.  Any SHA literature or outgoing correspondence requiring translation, (i.e. e-mails, faxes, letters, 
press releases, literature, flyers or announcements) should also be submitted in print and electronically 
to the Office of Equal Opportunity at MS C-406, to the attention of the Title VI Coordinator, who will 
facilitate the translation process. 

 
***  Vital documents are defined as: any document that "contains information that is critical 
for accessing the recipient's program(s) and/or activities or is required by law." 



D. On-Site Translators and Interpreters 
 

1.  Determine what language is necessary for an on-site interpreter. 
 

2.  Check the enclosed list of volunteer staff members to see who speaks the requested language.  Call 
that individual to check their availability to attend the event that requires the interpreter.  Proceed to step 
3 if the listed volunteer(s) for that particular language is not available. 
 
3.  Phone CTS Language Link at 1-800-535-9250. (The cost is $63 hr. for on-site interpreter). 

 
4.  Give your name, office and state to the operator.  When prompted, provide the RC access number 
____.  (Each RC is handling the access# differently.  Speak with your LEP Liaison to obtain your RC’s 
access #.)  The operator will ask for the following information: language needs to be translated, date, 
time frame, location and a point of contract name and phone number.  This information will be 
forwarded to the interpreter. 
 

5.  After receiving the information in step 4, the operator will supply you with a job number and a 
confirmation via phone, fax, or email of the interpreter’s name (at a later date). 
 
6.  Following the meeting, complete the SHA LEP Request Form to document it and how it was 
resolved.  A sample of this form is included in this packet, and additional copies are available on SHA’s 
Office of Equal Opportunity’s Intranet site.   
 
PLEASE RETURN FORMS to OEO T6 Officer (SHA – MS-C-406) 
 



III. “I Speak” Cards for Foreign Language Identification 

 



  



             

       



       



           

 



 



 



V. SHA Staff Language Volunteer Listing (as of December 2005) 

Last Name First Name Office  Telephone Language/Dialect
Adzimahe William OMT-BRK (410) 321-3189 Akan
Baassiri H.B. D-1 (410) 677-4023 Arabic (Lebanese)
Kamel Randah Bridge (410) 545-8343 Arabic
Rahwanji Saed OOTS (410) 787-5870 Arabic
Saab Wissam OMT-BRK (410) 321-4099 Arabic (Lebanese)
Mahmud Abdelwahab OMT-BRK (410) 321-4106 Arabic, Amharic
Das Atasi OMT- (410) 321-3188 Bengali
Kam Paul OOM (410) 582-5585 Chinese (Cantonese) 
Soh Fai-Tat HDD (410) 545-8877 Chinese (Cantonese) 
Wei Phil Bridge Quality (410) 545-8066 Chinese (Cantonese) 
Soh Fai-Tat HDD (410) 545-8877 Chinese (Mandarin)
Kam Paul OOM (410) 582-5585 Chinese (Mandarin)
Li Xuezhi Lynn Bridge Design (410) 545-8381 Chinese (Mandarin)
Wei Phil Bridge Quality (410) 545-8066 Chinese (Mandarin)
Woo Richard OPR (410) 545-0340 Chinese (Mandarin)
Gabriel Norman  OFIT (410) 545-5705 Colloquial English
Point-du-Jour Jean Yves OOTS (410) 787-5866 Creole
Havlik Dana OHD (410) 787-4091 Czech
Hanif Safar OOC  (410) 545-0084 Dari (Persian)
Igbinosun Equa CHART (410) 787-5873 Edo 
Mahmud Abdelwahab OMT-BRK (410) 321-4106 Eritrea, Tigre, Tigrnia 
Adzimahe William OMT-BRK (410) 321-3189 Ewe
Merette Andre OFIT ITD (410) 545-8677 French
Point-du-Jour Jean Yves OOTS (410) 787-5866 French



 
Last Name First Name Office Telephone Language/Dialect
Vasilios Frank OFIT-ITD (410) 545-8685 Greek
Sutton Mona OPPE (410) 545-5643 Gujarati
Patel Dilip OOTS (410) 787-5811 Gujarati
Patel Nilesh D-7 (410) 792-9496 Gujarati
Patel Rajan Bridge Design (410) 545-8075 Gujarati
Patel Vitthalbhai I. OMT-BRK (410) 321-4093 Gujarati
Pujara  Karuna OHD (410) 545-8390 Gujarati
Sanghavi Sonal HDD  (410) 545-8414 Gujarati
Shah Gopal OMT-BRK (410) 321-3171 Gujarati
Shah Milan "Mike" D-1 (410) 677-4095 Gujarati
Shah Romi OFIT Audits (410) 545-8702 Gujarati
Benyowitz Joel D-7 (301) 624-8137 Hebrew
Dave Prakash Bridge (410) 545-8355 Hindi
Ganvir Ravi  D-1 (410) 677-4020 Hindi
Khan Azim D-3 (301) 513-7363 Hindi
Kohli Prabhjot D-3 (301) 933-8817 Hindi
Kulkarni Moreshwar OHD - CDD (410) 545-8825 Hindi
Nigam Abhay HISD (410) 545-5506 Hindi
Patel Dilip OOTS (410) 787-5811 Hindi
Patel Nilesh D-7 (410) 792-9496 Hindi
Patel Rajan Bridge Design (410) 545-8075 Hindi
Patel Vitthalbhai I. OMT-BRK (410) 321-4093 Hindi
Pujara  Karuna OHD (410) 545-8390 Hindi
Sanghavi Sonal HDD  (410) 545-8414 Hindi
Shah Gopal OMT-BRK (410) 321-3171 Hindi
Shah Milan "Mike" D-1 (410) 677-4095 Hindi
Shah Romi OFIT Audits (410) 545-8702 Hindi



 
Last Name First Name Office Telephone Language/Dialect
Shrestha Shiva OPPE (410) 545-5677 Hindi
Sutton Mona OPPE (410) 545-5643 Hindi
Veeramachaneni Raja OPPE (410) 545-0412 Hindi
Duzs-Moore Anna OMT-BRK (410) 545-4133 Hungarian
Okehie Charles Bridge (410) 545-8346 Ibo
Mba Mba E. OFIT Audits (410) 545-8708 Ibo/Igbo
Odunze Joseph OFIT General (410) 545-5707 Igbo
Odunze Joseph OFIT General (410) 545-5707 Ikwerre
Aromin Cesar OMT (410) 321-4094 Ilocano
Agostino Maurizio Bridge Design (410) 545-8308 Italian
Mahmud Abdelwahab OMT-BRK (410) 321-4106 Italian
Ngangana Togba OMT-BRK (410) 321-4099 Kpelleh
Anuzis Donatas OMT-BRK (410) 321-4134 Lithuanian
Ngangana Togba OMT (410) 321-4099 Lorma
Rajan  Sue OPPE (410) 545-8514 Malayalam
Wu Holly  D-5 (410) 841-1049 Mandarin
Xiang Hua OPR (410) 545-2922 Mandarin
Ganvir Ravi  D-1 (410) 677-4020 Marathi
Kulkarni Moreshwar OHD - CDD (410) 545-8825 Marathi
Sanghavi Sonal HDD  (410) 545-8414 Marathi
Shrestha Shiva OPPE (410) 545-5677 Nepali
Fobujong Suh Ade OPPE (410) 545-5657 Ngeumba
Wakil Abdul HDD  (410) 545-8392 Pashto
Mondanipour Nader Bridge (410) 545-8357 Persian
Sajedi Danesh OMT-BRK (410) 321-3190 Persian 
Wakil Abdul HDD  (410) 545-8392 Persian (Dari)
Alemi Narguess I. OMT-BRK (410) 321-3105 Persian (Farsi)



 
Last Name First Name Office Telephone Language/Dialect
Charharbaghi Ali Bridge Design (410) 545-8458 Persian (Farsi)
Izadi Moj Bridge Design (410) 545-8337 Persian (Farsi)
Khan Shameem BIRE (410) 545-8421 Persian (Farsi)
Moini Ali D-4 (443) 858-1111 Persian (Farsi)
Mosleh Daryoosh OOTS (410) 787-7618 Persian (Farsi)
Toolabi Hamidreza OMT (410) 321-4117 Persian (Farsi)
Barreira Victor HDD  (410) 545-8799 Portuguese
Desousa Paulo OMT-BRK (410) 321-3232 Portuguese
Chaudhry Akhtar D-5 Utilities (410) 841-1043 Punjabi
Khan Azim D-3 (301) 513-7363 Punjabi
Khan Shameem BIRE (410) 545-8421 Punjabi
Kohli Prabhjot D-3 (301) 933-8817 Punjabi
Hanif Safar OOC  (410) 545-0084 Pushtu
Berenson Lena  Bridge (410) 545-8354 Russian
Bocharov Galina OOM (410) 582-5568 Russian
Duzs-Moore Anna OMT-BRK (410) 545-4133 Russian
Schulgin Vassily D-2 (410) 810-3280 Russian
Smolyak Alexander Bridge (410) 545-8344 Russian
Mosleh Daryoosh OOTS (410) 787-7618 Shahmirzadi
Aguila-lemaster Liza OOTS (410) 787-4076 Spanish
Amaya Jose D-3 (301) 948-2477 Spanish
Bartosh Margot OED (410) 545-8622 Spanish
Femenia Luis CHART/Colleg (410) 582-5605 Spanish
Forbes Shandale OHD (410) 545-8972 Spanish
Hawkins Adeela D-3 (301) 948-2477 Spanish
King Miriam  OOTS (410) 787-4049 Spanish
Lozano Xiomaro D-3 (301) 948-2477 Spanish



 
Last Name First Name Office Telephone Language/Dialect
Viamonte Lucy OMT (410) 822-4494 Spanish (Castilian)
Aromin Cesar OMT (410) 321-4094 Tagalong
Daus Aida Consultant (410) 545-0432 Tagalong (Ilocano)
Veeramachaneni Raja OPPE (410) 545-0412 Telugu
Kelly Ungkana OHD (410) 545-8841 Thai
Chaudhry Akhtar D-5 Utilities (410) 841-1043 Urdu
Khan Azim D-3 (410) 513-7363 Urdu
Khan Shameem BIRE (410) 545-8421 Urdu
Kohli Prabhjot D-3 (301) 933-8817 Urdu
Paracha Jawad OOTS (410) 787-5891 Urdu
Olagoke Yinka Bridge Design (410) 545-8332 Yoruba
Igbinosun Equa CHART (410) 787-5873  Yoruba 

 



 

VI. SHA LEP Response and Tracking Form 

Maryland State Highway Administration 
Limited English Proficiency (LEP) Tracking Form 

 
PPLLEEAASSEE  FFIILLLL  OOUUTT  CCOOMMPPLLEETTEELLYY  

  
SSttaaffff  MMeemmbbeerr  OOffffiiccee//EExxtteennssiioonn  
    
DDaattee::  DDuurraattiioonn  ooff  CCaallll::  
  
CCuussttoommeerr  CCoonnttaacctt::  ________  WWaallkk--iinn//IInn--ppeerrssoonn      ________  PPhhoonnee  CCaallll      ________  EE--mmaaiill      

________  FFaaxx          ________  MMaaiill      ________  OOtthheerr____________________________________  
  
PPlleeaassee  bbrriieeffllyy  eexxppllaaiinn  tthhee  sseerrvviicceess  oorr  iinnffoorrmmaattiioonn  rreeqquueesstteedd::  
  
  
  
  
  
  
  
  
  
  
LLaanngguuaaggee  SSppookkeenn//RReeqquueesstteedd::                      
  
  
TTrraannssllaattiioonn  SSeerrvviiccee::      ________  IInn--ppeerrssoonn          ________  TTeelleepphhoonniicc    
  

________  WWrriitttteenn    ________  OOtthheerr____________________________________________  
  
PPrroovviiddeerr  ooff  TTrraannssllaattiioonn::    ________  SSHHAA  EEmmppllooyyeeee    ________  NNoonn--SSHHAA  SSttaattee  EEmmppllooyyeeee  
        ________  PPrriivvaattee  BBuussiinneessss  ________  CCoommmmuunniittyy  GGrroouupp//OOrrggaanniizzaattiioonn                

________  CCTTSS  LLaanngguuaaggeelliinnkk  ________  OOtthheerr______________________________________________  



  
NNaammee  ooff  IInnddiivviidduuaall((ss))//CCoommppaannyy  WWhhoo  AAssssiisstteedd  wwiitthh  TTrraannssllaattiioonn::  ________________________________________________________________________________  
  
                        
  
CCoommmmeennttss//RReessoolluuttiioonn::    
  
  
  
  
  
  
  
  
  
  

PLEASE RETURN FORMS to OEO T6 Officer (SHA – MS-C-406)  
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