HOV Pooled Fund Study

HOV Performance Monitoring, Evaluation, and Reporting Handbook
Final Work Plan, Staffing, and Schedule



INTRODUCTION


The Texas Transportation Institute (TTI), a part of The Texas A&M University System, and Battelle Memorial Institute are preparing a High-Occupancy Vehicle (HOV) Facility Performance Monitoring, Evaluation, and Reporting Handbook and related products for the Federal Highway Administration (FHWA).  This work plan presents the work tasks, staffing schedule, and deliverables for the project  

The major objective of this project is to develop a handbook which will serve as a technical reference for monitoring, evaluating, and reporting on the performance of HOV facilities.  The document will be a comprehensive technical reference, providing information on developing, implementing, conducting, and enhancing a continuous performance monitoring, data management, evaluation, and reporting program for HOV facilities.  The use of the handbook will also help enhance the planning, management, design, and operation of HOV facilities.


In addition to the handbook, other project deliverables include a technical presentation, a brochure, a primer, and related materials to assist with outreach activities to build awareness of the benefits of HOV facilities.  The documents developed in the project will help advance the state-of-the-practice in monitoring and evaluating HOV facilities.  The results will assist in communicating the benefits of performance monitoring to technical staff and policy makers.


The audience for the handbook and the other project materials include representatives from state departments of transportation, Metropolitan Planning Organizations (MPOs), transit agencies, enforcement agencies, and other groups involved in planning, developing, managing, operating, monitoring, and evaluating HOV facilities.  The targeted end users of the handbook are first level supervisors and technical staff involved in the collection, warehousing, and dissemination of data, and monitoring, evaluating, and reporting on the results of these programs.  The brochure, primer, and other information is targeted to top level staff and policy makers.


This project will build upon the previously completed work, as well as current initiatives.  Previous projects include the Federal Transit Administration (FTA) -sponsored report, Suggested Procedures for Evaluating the Effectiveness of Freeway HOV Facilities, and the National Cooperative Highway Research Program (NCHRP) HOV Systems Manual, as well as efforts by state departments of transportation, and other agencies.  The handbook will build on the initial list of key topics and technical issues identified in Section 6 of the FHWA task order request.
WORK TASKS


TTI will work in a team approach with the FHWA Contract Officer Task Order Manager (COTM) and the HOV Pooled Fund Study (PFS) members in completing the work tasks outlined in this section.  The work plan summarizes the main tasks, deliverables, staffing, and schedule.  It also highlights the involvement of the Transportation Research Board (TRB) HOV Systems Committee, the Road Pricing Committee, the Freeway Operations Committee, and other stakeholder groups.


The major elements of the work tasks are presented in this section, along with the staffing, deliverables, and schedule.  The schedule follows the timeline in the FHWA task order request based on a January 12, 2004 contract signing date.  Table 1 at the end of the work task presents the overall deliverables schedule.
Task A – Annotated Outline, References, and Detailed Work Plan


This work task contains three subtasks – conducting the kick-off conference call, developing a list of technical references and the detailed work plan, and completing the annotated outline of the handbook.  Completing the annotated outline includes the additional data collection activities and initiating the stakeholder outreach.
Subtask A.1 – Kick-off Conference Call
A kick-off conference call will be held with the COTM, Jon Obenberger and the HOV pooled-fund study (PFS) members upon initiation of the project contract.  TTI will prepare a PowerPoint presentation addressing the proposed approach and the products to be completed in the task order prior to the meeting.  The PowerPoint presentation will cover the proposed work plan, the key issues, and the deliverables.  It will highlight the key milestones, the schedule, and the stakeholder involvement and outreach associated with each work task.  The approach for completing the literature review and assessing the current practice will be described.  The development of the annotated outline, the handbook, the outreach material, and distribution plan will be highlighted.

The PowerPoint presentation will be provided electronically to the COTM prior to the meeting.  An initial draft of the two-page project fact sheet will also be developed and submitted prior to the kick-off meeting.  The fact sheet will highlight the purpose of the project, the need for the various products, the anticipated benefits from the project in advancing the state-of-the-practice, key technical topics, and cross-cutting issues.  The fact sheet will also contain the key milestones, project deliverables, and contact information.

Staffing
Katie Turnbull will be responsible for this task.

Deliverables and Schedule

The kick-off conference call is scheduled for January 28, 2004.  TTI staff will provide the COTM with the agenda, PowerPoint presentation, project fact sheet, and work plan prior to the call for review and distribution to the HOV PFS members.
Subtask A.2 – References and Detailed Work Plan

TTI will expand on the work plan presented in the proposal and will develop a detailed work plan for the project in this task.  This document contains the detailed work plan.  TTI will also develop an annotated list of references on HOV facility performance monitoring, evaluation, and reporting as part of this task.
The annotated list will include a brief description of the various reports and documents, along with an assessment of their applicability and usefulness to this project.  The approach for collecting and analyzing additional information required for the handbook, including information that may not be documented in literature, is presented in Subtask A.3.  The approach for involving various stakeholder groups is also presented in Subtask A.3 and noted in other subtasks.  TTI will identify the technical topics, issues, and potential case studies for the Handbook.  The work plan will include an estimated level of effort and schedule to collect this information.  The detailed work plan will include recommended strategies for collecting information on specific techniques and lessons learned, as well as institutional, coordination, technical, and procedural issues related to HOV performance monitoring.  No work will be initiated on collecting this information until the detailed work plan and approach are approved by the COTM.

Staffing
Katie Turnbull will be responsible for this task.

Deliverables and Schedule

· Initial list of references and detailed work plan – Prior to January 28, 2004 Conference Call.
· Finalize list of references and detailed work plan – April 19, 2004.

Subtask A.3 – Annotated Outline

TTI will prepare an annotated outline in this task that will serve as the basis for the handbook to be prepared in Task B.  The annotated outline will provide the foundation, context, and framework for the handbook.  The annotated outline will describe the intended structure, key topics, and supporting issues to be presented in each chapter of the handbook.  The outline will include the objectives, section topics, descriptions, key issues and information to be covered, state-of-the-practice summaries, trends, and profiles of successful practices.  The use of photographs, charts, diagrams, tables, and other graphics will be highlighted.

TTI will develop and submit three versions of this outline that will vary in the level of detail.  These three versions will allow TTI and the COTM to focus and agree on the key messages, themes, organization, content, and format prior to initiating the development of the draft Handbook.  The outline provided by FHWA in the task order request provides the starting point for the annotated outline.  TTI will work with the COTM and the PFS members on the development of the three outlines.  An initial draft will be prepared by TTI and reviewed by the COTM.  It is understood that the annotated outlines are working documents and not intended for publication.  The focus and content of the three outlines are described next.

Initial Annotated Outline.  The initial annotated outline will address high-level issues, key components, themes, and messages.  It will present the chapters, sections, and subsections of the handbook.  The outline will present the justification and focus for the handbook including the purpose, objective, summary of current practices, the intended audience, and anticipated benefits.  The purpose, objective, context, and subject matter will be presented for each chapter.

Draft Annotated Outline.  This task will expand on the initial outline and will address any comments and issues raised by the COTM and the PFS members on the initial annotated outline.  The draft annotated outline will contain more detailed information on each chapter.  The discussion of topics in each section will be at a greater level of detail and more information will be provided on the anticipated case studies.

Final Annotated Outline.  The final annotated outlined will be completed to address any comments from the COTM and the PFS members on the draft annotated outline.  The final annotated outline will provide more detail on the specific sections, allowing the draft Handbook to be developed in Task B to proceed quickly.

As part of the development of the annotated outline, TTI staff will obtain information through e-mails and telephone calls from representatives from state departments of transportation, transit agencies, MPOs, consulting firms, and other groups responsible for HOV performance monitoring and evaluation.  TTI will develop a draft of the information requested and a draft list of individuals to obtain information from for the review by the COTM and the PFS members.  Based on review comments, the information request will be finalized and transmitted electronically to the agreed upon list.
TTI staff will also enlist the support of the TRB HOV Systems, Freeway Operations, and Pricing Committees and other appropriate groups.  Individuals from these groups will be included in the information request list as appropriate.  Individuals in this groups will also be asked if they would like to review other draft products.  The results from the information request will be summarized for each area and in table format (see example after Table 1) and used with the case studies.  Possible case studies include Seattle, Los Angeles, Houston, and Minneapolis.

Staffing
Katie Turnbull will be responsible for development of the annotated outline.  Other staff including Bill Eisele, Ginger Goodin, and Shawn Turner will assist with some topical areas as appropriate.

Deliverables and Schedule

· Initial Annotated Outline – April 12, 2004

· Draft Annotated Outline – May 17 2004

· Final Annotated Outline – June 26, 2004

· Draft Information Request– April 19, 2004

· Final Information Request – April 30, 2004

· Information Request Results Summary – May 28, 2004

Conference calls will be held as appropriate with the COTM and the PFS members to discuss comments on the annotated outlines.  TTI will not proceed with any work on the handbook in Task B until receiving approval from the COTM on the Final Annotated Outline.
Task B – Produce Technical Document

Subtask B.1 – Handbook Mockups

TTI will develop two mockup versions of the handbook in this sub-task.  The mockups will illustrate two different methods of presenting the handbook information to the target audience.  It is anticipated that the two formats will use different page layouts, reference and cross-reference methods, and graphics.  The mockups will be appropriate for both printed and electronic versions of the handbook.
Staffing
Chris Sasser and other TTI graphics staff as appropriate will develop the mockups under the direction of Katie Turnbull.
Deliverables and Schedule

· Two Mockups of the Handbook – September 9, 2004.  The agreed upon format will be used in the development of the Handbook to be prepared in Subtask B.2.

Subtask B.2 – Draft Handbook

TTI will develop the draft handbook in this subtask.  The draft handbook will be responsive to the task order objectives and key technical topics and issues.  It will follow the annotated outline developed in Task A and will use the format agreed upon in Subtask B.1, along with any additional direction provided by the COTM.  This subtask represents the major element of this project.  TTI researchers will collect the additional information on the case studies and other elements to be included in the various chapters.  The photos, illustrations, tables, and other graphics will also be completed.  TTI will submit chapters of the initial draft handbook incrementally for the COTM, the PFS members, and other identified individuals to review.  

Staffing
Katie Turnbull will take the lead in developing the draft handbook.  She will be assisted by Tina Collier, Ginger Goodin, Bill Eisele, Shawn Turner, and other staff as appropriate.

Deliverables and Schedule

The initial draft chapters of the handbook will be completed incrementally based on the following schedule.
· Chapters 1-2 – September 24, 2004
· Chapters 3-4 – October 1, 2004
· Chapters 5-6 – October 22, 2004
· Chapters 7-8 and Appendices – October 29, 2004
The Contractor shall receive approval from the COTM prior to initiating any work on the Final Handbook in Subtask B.3.

The TTI TOL will have two meetings/calls with the COTM to discuss the review comments submitted by the COTM for both the initial and the revised draft of the Handbook.  It is anticipated that one meeting will take place in the Washington, D.C. area and the other will occur by teleconference or at a location that both the COTM and TTI TOL are at for another reason.  Only the TTI TOL will attend these meetings.  Other key TTI personnel will participate via teleconference as needed.

Subtask B.3 – Final Handbook

TTI will prepare the final High Occupancy Vehicle (HOV) Systems Performance Monitoring, Evaluation and Reporting Handbook in this task.  TTI researchers will address the review comments on the draft Handbook and will expand on topic areas as agreed upon with the COTM.  The graphics and other supporting materials will be finalized.

The handbook will conform to the FHWA publication guidelines and the requirement specified in Section 4 of the task order request.  FHWA will be responsible for publication and distribution of the final document.

Staffing
Katie Turnbull will be responsible for finalizing the handbook, with assistance from other staff as appropriate.

Deliverables and Schedule

· Final Draft Handbook – June 1, 2005
· Final Document for Printing – July 16, 2005
Conference calls or meetings will be held as appropriate to finalize the handbook for printing.

Task C – Outreach Material, Tri-fold Brochure, and Distribution Plan


This task includes the development and update of different outreach material throughout the course of the project.  TTI will submit to the COTM for review and approval a project fact sheet, a PowerPoint presentation, and a tri-fold brochure.  A distribution plan will also be developed for dissemination of these materials and the Handbook.

Subtask C.1 – Project Fact Sheet, Presentation, and Outreach Material

TTI will develop, submit, and maintain outreach material to support the needs of the COTM and the HOV PFS members throughout the project, including the following outreach material.

Project Fact Sheet.  The project fact sheet will identify the purpose, the key elements, and the anticipated benefits of HOV performance monitoring programs.  The fact sheet will identify successful practices in developing measures and methods for HOV performance monitoring, evaluation, and reporting.  The information contained in the project fact sheet will highlight the key elements to be included in the final Handbook.  The audience for the fact sheet is individuals engaged in planning, designing, operating, and maintaining HOV systems and transportation management systems.  FHWA will be responsible for publication and distribution of this fact sheet.

Staffing
Katie Turnbull will be responsible for the project fact sheets.

Deliverables and Schedule

· Initial draft copy of the project fact sheet prior to the January 28, 2005 kick—off conference call
· Updated fact sheet at appropriate key milestones during the project – Ongoing.

· Draft copy of the final project fact sheet – April 27, 2005

· Final Project Fact Sheet – June 26, 2005

Project Presentation.  This PowerPoint presentation will highlight the need for the handbook, the purpose of the project, key findings, the products to be developed, intended audiences, and the project schedule.  The information provided in the project fact sheet will serve as the basis for the PowerPoint presentation.  The PowerPoint presentation will include speaker notes.  TTI will periodically update the presentation at key milestones during the project to ensure current information is being provided to the target audience.  The presentation will use Microsoft PowerPoint.

Staffing
Katie Turnbull will be responsible for the project presentation.

Deliverables and Schedule

· PowerPoint Presentation – May 28, 2004

· Update PowerPoint Presentation – Key Milestones

Subject Presentation.  TTI will develop a PowerPoint presentation focusing on HOV monitoring, evaluation, and reporting.  The presentations will highlight the contents of the handbook.  Topics to be addressed include challenges in current performance monitoring programs, examples of comprehensive programs, issues and opportunities, and resources needed for performance monitoring.  The purpose, intended audience, list of chapters, and anticipated benefits of the Handbook will be described.  Information on how to obtain copies will be included.

The intended audience of this presentation is executives, senior and mid-level managers, and technical staff responsible for setting policies, allocating resources, and planning and operating HOV facilities, transportation management systems, and traffic operations programs.

The presentation will be approximately 30 to 40 minutes in length.  The format of this presentation will be in Microsoft PowerPoint and will include the speaker’s notes to accompany the presentation.  FHWA will be responsible for publication and distribution of this presentation.

Staffing
Katie Turnbull will be responsible for the subject presentation.

Deliverables and Schedule

· Draft Subject PowerPoint Presentation – May 28, 2005
· Final Subject PowerPoint Presentation – June 26, 2005
Subtask C.2 – Tri-Fold Brochure

TTI will develop a brochure that identifies the key aspects and benefits of successful HOV performance monitoring and evaluation programs in this task.  The information contained in the brochure will highlight the same concepts and information contained in the subject presentation and the fact sheet.  The intended audience for this brochure is community leaders, executive managers, and other key individuals that have the potential to allocate resources, influence local practices, and direct participation of agency staff in traffic management- and HOV system-related issues.  TTI will work with the HOV PFS members to obtain the necessary testimonials to include in the brochure.  FHWA will be responsible for publication and distribution of this document.
Staffing
Katie Turnbull, Tina Collier, and TTI graphics staff will be responsible for the brochure.

Deliverables and Schedule

· Draft Brochure – April 27, 2005
· Final Brochure – June 26, 2005
Subtask C.3 – Primer

TTI will develop a primer in this subtask.  The purpose of this primer is to identify, for a non-technical audience, the key aspects, key issues, benefits, and recommended practices of successful practices related to HOV performance monitoring.  The information contained in the primer shall highlight the same concepts, lessons learned, and recommended best practices identified in the technical document, presentation, fact sheet, and brochure.  The length of this primer is assumed to be 16-24 pages in length.  The intended audience for this primer is community leaders, executive managers, and other groups that have the potential to allocate resources and set policies on local projects.  FHWA will be responsible for publication and distribution of this primer.

Staffing
Katie Turnbull, Tina Collier, and TTI graphics staff will be responsible for the primer.

Deliverables and Schedule

· Annotated Primer Outline – February 21, 2005
· Draft Primer – April 27, 2005
· Final Primer – June 26, 2005
Subtask C.4 – Questions and Answers

In this subtask, TTI will develop a list of 20 key questions and answers frequently associated with HOV performance monitoring.  The purpose of this material is to provide the general background information and answers to the questions commonly asked by a non-technical audience on the performance and use of HOV facilities.  The audience for this deliverable includes the public, the media, community leaders, and other groups.  The questions and answers will focus on the key issues typically associated with HOV performance monitoring, evaluation, and reporting.

Staffing
Katie Turnbull, Tina Collier, and TTI graphics staff will be responsible for the questions and answers.

Deliverables and Schedule

· Draft Question and Answer Sheet – April 27, 2005
· Final Question and Answer Sheet – June 26, 2005
Subtask C.5 – Distribution Plan

TTI will develop a distribution plan in this subtask to help disseminate the handbook and the other the products from the project.  The purpose of this plan is to raise the awareness of the availability of the various products and to help advance the state-of-the-practice.  The plan will identify the audiences that should receive copies of the different items and the activities needed to support their distribution.  The distribution will include the following, along with other techniques and methods to help transfer the products into practice.

· Distribution letter to FHWA Resource Centers and Division Offices.

· Electronic notice identifying the availability of document and where to obtain a copy.

· Distribution list of agencies, organizations, web sites, listserv, and other interests that should be notified of the availability of the products.

Staffing
Katie Turnbull will be responsible for the distribution plan.

Deliverables and Schedule

· Draft Distribution Plan, the Distribution Letter, and the Electronic Notice – April 27, 2005

· Final Draft Distribution Plan, the Distribution Letter, and the Electronic Notice –June 26, 2005
Task D – Technical and Administrative Support


In this task, TTI will provide technical and administrative support related to the different activities that may be initiated as part of this project.  These activities will help public agencies address key issues associated with various HOV facilities.  It is anticipated that the activities pursued in this task will be aimed at increasing the awareness, advancing the state-of-the-practice, and identifying the research and technology transfer needs necessary to consider and to use various proven and innovative lane management strategies.  These activities may focus on policies, planning, designing, implementing, managing, operating, enforcing, marketing, performance monitoring, and evaluating of HOV systems, facilities, and various support services.


Activities conducted in this task may also involve performing literature reviews and conducting interviews to compile, document, analyze, and summarize related information.  Specific products may include preparing presentations, briefing material, position or technical white papers, and web page information.  It may also involve updating the inventory of existing and planned HOV facilities, facilitating the interaction and review of various products developed with the appropriate stakeholder groups, and other related activities.  The compilation of this information may involve the preparation of tables, graphs, databases, brochures, reports, white papers, or other related items.  These activities also may involve developing case studies on innovative applications identified in the process of developing the HOV Facility Performance Monitoring, Evaluation, and Reporting Handbook.

Staffing
Appropriate TTI staff will assist with any tasks.

Deliverables and Schedule

Prior to initiating any specific activity, the administrative support, services, and technical expertise necessary for each activity will be identified in greater detail by TTI and will be presented to the COTM.  Information on the scope, issues to be addressed, technical expertise required, format and final products to be developed, estimate of hours, schedule, and cost will be provided.  For the purposes of preparing the schedule estimate by month, time has been allocated to this task on a monthly basis.  The actual schedule will be based on direction from the COTM.

DELIVERABLES AND SCHEDULE


The schedule for the deliverables produced in each task is highlighted in Table 1.

Table 1. Deliverables Schedule.

	Deliverable
	Due*

	Task A.  Annotated Outline
	

	A.1. Kick-off Meeting

-Initial Draft Project Fact Sheet

-Initial Project Presentation
	February 1

February 1

February 1

	A.2. List of References and Work Plan

-List of References

-Work Plan (Draft)
	February 1

February 1

	A.3. Annotated Outline

-Initial Annotated Outline

-Draft Annotated Outline

-Final Annotated Outline
	April 12
May 17
June 26

	Task B.  Produce Technical Document
	

	B.1. Technical Document Mockups
	September 9

	B.2. Draft (Initial/Revised)
	November 18/
February 26, 2005

	B.3.  -Final Draft
	June 1, 2005

	 -Final Document for Printing
	July 16, 2005

	Task C.  Distribution Plan, Outreach Material, and Tri-fold Brochure
	

	      C.1.  -Project Fact Sheet (Draft/Final)
	April 27, 2005/
June 26, 2005

	-Project Presentation (Draft/Final)
	April 27, 2005/

June 26, 2005

	-Subject Presentation (Draft/Final)
	April 27, 2005/

June 26, 2005

	      C.2.  Tri-Fold Brochure (Draft/Final)
	April 27, 2005/

June 26, 2005

	      C.3.  Primer (Annotated Outline/Draft/Final)
	February 21, 2005

April 27, 2005/

June 26, 2005

	      C.4.  Questions and Answers (Draft/Final)
	April 27, 2005/

June 26, 2005

	      C.5.  Distribution Plan, Letter & Notice (Draft/Final)
	April 27, 2005/

June 26, 2005

	
	

	*Number of calendar days since contract signed on January 12, 2004.
	




Example of Information Requested
Reporting Agency ____________________________

HOV Facilities (type, length, hours of operation for each facility) ___________________



Performance Monitoring – Type of information collected and method to collect, analyze, and monitor for HOV lane and general-purpose lanes.

	
	Collected
	Method

	Travel Times
	
	

	Travel Speed
	
	

	Vehicle Type (bus, vanpool, carpool)
	
	

	Vehicle Occupancy
	
	

	Number of Buses
	
	

	Number of Passengers
	
	

	Crash Data
	
	

	Enforcement Data (number of citations)
	
	

	Supporting Facilities
	
	

	Park-and-Ride Lots

· Number

· Occupancy Rates
	
	

	Surveys
	
	

	· Users

· Non-Users

· General Public
	
	

	Other Data Collection Activities
	
	


How is Information Reported?
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