SAMPLE

Smart Commute Work Plan


**Please note that this work plan only outlines significant benchmarks for planning; for each activity, there may be additional tasks that need to be completed.  More detail will be added to the work plan as these details become apparent.
	
	Activity
	Lead Responsibility
	Status
	Date to be Completed
	Notes

	Logistics 
	
	
	
	
	

	
	Secure space outside for event
	Jennifer Smith will follow up and secure necessary permits
	City transportation official contacted; need to sign permit 
	2/27/09


	

	
	Secure bus with bike rack for demonstration
	Jane Jones
	Confirmed
	2/27/09


	Bus will be at event at 9am.

	
	Secure bikes for spin component
	Art Anderson
	PEAC is confirmed to attend and bring adaptive cycles
	2/27/09


	

	
	Secure MichiVan
	Mike Johnson
	Organization contacted
	2/27/09


	

	
	Set up lunchtime walk & route
	Jennifer Smith
	Route determined
	3/16/09

	The walk will begin at 12:15 and last a ½ hour. Destinations include the transit station and showcase active transportation options.

	
	
	
	
	
	

	Info Fair
	
	
	
	
	

	
	Compile exhibitor list
	Jennifer Smith & Jane Jones
	Completed
	4/1/09


	

	
	Contact exhibitors
	Jennifer Smith & Jane Jones
	Ongoing
	3/31/09
	

	
	Develop exhibitor form & instructions
	Jennifer Smith & Jane Jones 
	Exhibitor form complete; need to develop exhibitor instructions
	3/31/09
	J. Smith will send out reminder email with instructions.

	
	
	
	
	
	

	Marketing
	
	
	
	
	

	
	City Proclamation of Smart Commute Week
	Jennifer Smith
	In development
	5/11/09
	

	
	Save the Date postcard
	Jennifer Smith 
	Jennifer Smith will followed up with graphic designer
	2/20/09
	

	
	Postcard Distribution
	Team
	Strategize where to put out postcards in community
	ongoing
	

	
	Compile mailing list to send STD
	Jennifer Smith & Jane Jones 
	Complete
	3/6/09
	

	
	Send out the STD postcard
	Jennifer Smith & Jane Jones 
	Sent out!
	3/28/09
	

	
	Create e-mail blast
	Jennifer Smith & Jane Jones 
	Completed
	Drafted 3/23/09; Sent out 4/1/09
	

	
	Update Smart Commute webpage 
	Jennifer Smith & Jane Jones 
	Need to contact web developer
	4/1/09
	

	
	Request partner organizations post the web link to SC webpage on their websites
	Team to disseminate
	Ongoing
	4/1/09
	

	Marketing
Cont.
	Publish SC articles in organizational newsletters
	Mike Johnson-worksite publication; Dan Blake- bike advocate newsletter
Jennifer Smith-Chamber Newsletter

Jane Jones- University paper
	Completed
	4/3/09
	

	
	Web postings
	Team
	
	ongoing
	

	
	Local Newspaper Journal articles
	Jane Jones & Jennifer Smith
	Need to contact local outdoor reporter to talk about articles, blog and information.
	2/27/09
	Monthly/bi-monthly articles featuring commuters 

	
	Smart Commute posters (with event details (e.g., times and destinations)
	Jennifer Smith & Jane Jones 
	Completed
	4/1/09
	

	
	News Releases
	Jennifer Smith & Jane Jones
	Drafted and sent out
	5/8/09
	

	
	Media Alerts
	Jennifer Smith & Jane Jones
	Drafted
	Send out 5/12/09
	

	
	Post Smart Commute info on community sign
	Jennifer Smith 
	completed
	
	Start on 4/28/09 and will post 2 weeks before event.

	
	Tables at Events
	Jennifer Smith
	Tables confirmed at local events
	ongoing
	

	
	Create Smart Commute Banner
	Jane Jones
	Completed
	5/1/09
	

	
	
	
	
	
	

	Sponsors
	
	
	
	
	

	
	Revise 2008 sponsorship form 
	Jane Jones
	Sent to Team on 3/4/09
	3/2/09
	

	
	Contact potential sponsors
	Team
	Contacted X, Y, Z potential sponsors; received X# sponsorships 
	3/18/09 for sponsor to be on poster and 2nd STD; 5/4/09 for web, etc.
	

	
	
	
	
	
	

	Prizes
	
	
	
	
	

	
	Secure prizes for event; initial ideas include:
	Team
	Have gift certificate for bike shop; need to follow up with local restaurant for coupons
	5/8/09
	

	
	Create mechanism for drawings at the event including forms
	Jane Jones
	Need to revise registration form.
	5/1/09
	

	
	
	
	
	
	

	Commuter Challenge
	
	
	
	
	

	
	Target specific worksites to participate
	Team
	
	2/27/09
	

	Press Event
	
	
	
	
	

	
	Invite VIPs
	Jennifer Smith
	Letter drafted and sent; receiving RSVPs 
	4/30/09
	

	
	Media Alert
	Jane Jones
	Drafted
	5/8/09
	

	
	Media Packets
	Jane Jones
	
	5/11/09
	Will contain quick facts, agenda, media alert, and news release.

	
	Event Agenda
	Jennifer Smith
	
	5/8/09
	

	
	Write talking points
	Jennifer Smith
	
	5/8/09
	Talking points will include the value of smart commuting, how easy it is to do, recognition of worksites.
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