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1.0 
Introduction

This section provides an introduction to the High Occupancy Vehicle (HOV) Pooled Fund Study (PFS) and identifies the purpose, goals, and objectives of this Communication Plan. An overview of the Communication Plan is given by Figure 1.1 on the following page.  The Communication Plan is made up of its purpose and objectives, an identification of and definition of HOV PFS participants and roles, the HOV PFS procedures and activities, the tools by which the procedure outcomes are communicated and communication plan objectives are carried out, the strategies used to widen and enhance the effectiveness of the HOV PFS and communication of its activities and finally, measures of effectiveness for assessing the overall and ongoing value of the HOV PFS. 

1.1
Purpose 

The purpose of this plan is to clearly define HOV PFS internal and external communication processes and responsibilities and to develop a strategic and measured approach to external communication and marketing.   By clearly defining internal and external communication processes in terms of roles and responsibilities, expectations will be formalized.  In developing this communications plan, the intent was not to document existing procedures but rather to define the most effective method for realizing specific communication objectives. 

In addition to defining and improving the HOV PFS communication process, this plan will also provide for a smoother transition and greater consistency in roles and responsibilities as the individuals that make up the FHWA management team, member agency representatives, project managers, and program support contractors, change over time.

1.2
Background

The HOV PFS serves as a forum and provides an opportunity for the participants to identify, address and collectively take on the key issues and challenges that are common among public agencies that are responsible for managing and operating HOV facilities.  The goal of the HOV PFS is to assemble regional, state, and local transportation management agencies and the Federal Highway Administration (FHWA) to:

1) Identify human-centered and operational issues;

2) Suggest approaches to addressing identified issues;

3) Initiate and monitor projects intended to address identified issues;

4) Provide guidance and recommendations and disseminate results;

5) Provide leadership and coordinate with others with HOV interests; and

6) Promote and facilitate technology transfer related to HOV issues nationally. 

The HOV PFS focuses on the critical program, policy, technical, and other issues that arise throughout the life cycle of an HOV facility.  The HOV PFS also provides an opportunity to facilitate the interaction, sharing of information, and successful practices with a broader audience to advance and improve upon the current state-of-the-practice related to the planning, design, implementation, management, operation, and performance of HOV facilities.
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1.3
Goals and Objectives

The overall goal of this HOV PFS Communication Plan is to improve HOV PFS communications, both internal and external, and improve the marketing and outreach efforts of the program.  At the project level, this plan provides procedures for communication with regard to timing and methods for agency members to receive and respond to information. HOV PFS members and non-members alike will benefit from more explicit guidelines, both for selecting individuals/groups for external review and the review process itself. Effective and timely communication will expedite technology transfer and increase the value of project deliverables for all participants.  Finally, a comprehensive and strategic approach to marketing HOV PFS accomplishments will enhance the long-term viability of the HOV PFS.  The components of this Communication Plan will result in the following Communication Plan objectives being met:

· More effective and timely communication of ongoing activities among agency members. 

· Communication procedures that encourage the ongoing participation/support from member agencies. 

· Increased awareness of the HOV PFS accomplishments and benefits through marketing and outreach among member and non-member states, regional, and local agencies. 

· More effective dissemination of project results and other deliverables to state, regional, and local agencies including HOV operators and other personnel.  

· Dissemination of key messages to the HOV PFS Members and Transportation Community:

· Common issues and concerns are addressed to allow agencies and practitioners to overcome the identified gaps in the state-of-the-practice.  

· HOV PFS focuses on delivering products that can assist in the day-to-day operation of HOVs.    

· By combining resources, the HOV PFS maximizes member agencies’ return on research technology transfer investment in HOV issues. 

· Outreach material will also incorporate the key messages and benefits of specific projects.

· Defined measures of effectiveness for the communication/outreach tools that allow for the ongoing assessment and revision. 

In support of the HOV PFS communication goals and objectives, this communication plan provides guidance and defines deliverables in greater detail.  The plan is organized as follows:

Section 2. Participants, Procedures and Marketing Tools begins with defining the communication roles and responsibilities of those involved in program development and project management (Subsection 2.1).   Subsection 2.2 provides guidance on communication procedures in terms of procedure objectives, the format of the communication, and the order of activities.  Subsection 2.3 provides guidance on the marketing and outreach tools to be used at both the program and project level in support of the communication goals and objectives. These tools include newsletters, brochures, fact sheets, exhibit displays, presentations, web pages, and outreach articles.  For each, the plan defines and discusses the content, audience, development, schedule, estimated hours and costs, and measures of effectiveness.

Section 3. Outreach Strategies outlines strategies for raising the awareness of the HOV PFS benefits and achievements among transportation professionals.  Strategies include agency informational meetings/presentations/non-member solicitations, a web page promotional effort, outreach activities at conferences, and interaction with the news media.  For each, the plan outlines a general strategy, identifies the audience and the marketing tools (outlined in Subsection 2.3) to be used. 

Appendix A describes the procedures outlined in Section 2.0 in greater detail and Appendix B includes templates that can be used to develop recurring and task-based correspondence that were referenced in Section 2.0 and specifically identified in Appendix A.  

2.0
Participants, Procedures and Marketing Tools

Many HOV PFS program development and management procedures are well established and recurrent.  By clearly defining these procedures in terms of their objectives, the format and the order of activities, procedural guidelines will reduce the effort required to improve the timeliness, predictability, and consistency of communication among all participants. This section:

· Defines the communication roles and responsibilities of those involved in program development and project management,

· Provides guidance on communication procedures in terms of procedure objectives, the format of the communication, and the order of activities

· Provides guidance on the marketing and outreach tools to be used at both the program and project level in support of the communication goals and objectives

2.1
Program Participant Roles

HOV PFS program and project participants each contribute communication roles to the HOV PFS as follows: 

FHWA Management Team:  FHWA provides overall direction for the HOV PFS Program.  FHWA staff includes employees from the Operations Office of Travel Management; Office of Research, Development, and Technology; and the United States Department of Transportation (USDOT) Intelligent Transportation System (ITS) Joint Program Office or their designated staff.  FHWA employees or designated staff serve as the project manager on selected projects and provide technical expertise as needed.
Chair:  The HOV PFS Chair assists FHWA in facilitating PFS meetings and providing overall direction for the HOV PFS Program.

HOV PFS Program Support Consultant:  The Program Support Consultant (PSC) is selected by FHWA and provides technical and management support to FHWA and facilitates communication between HOV PFS members and FHWA.

Agency Members:  HOV PFS membership is open to public and quasi-public agencies alike.  Members represent their respective agency and contribute to the development of the HOV PFS Program. 

Project Champion:  The Project Champion is typically a primary lead contact from one of the HOV PFS Member Agencies that has an interest in a specific project. 

Project Team Members:  Project Team Members consist of the Project Champion and Agency Members that have particular expertise or job responsibilities related to the subject of the selected project.  Project Team Members assist the Project Champion by providing technical guidance and reviewing, commenting on, and approving draft and final project deliverables.

Project Contractor:  The Contractor for a selected project refers to the individual(s) or team(s) selected by FHWA to complete a contract established for a particular HOV PFS project.

External Reviewers:  External Reviewers are invited on a project-by-project basis to review selected project deliverables.  External Reviewers consist of a broad audience that may include transportation professionals and practitioners who have experience and/or interest in project related subject matters.
The specific program and project roles of each of the participants identified above are further described in the next section.

2.2  
Program Procedures

The HOV PFS annual program cycle includes an annual meeting, at which time current project progress is reviewed and new projects are selected and quarterly conference calls, at which time project progress is reviewed.  Program tasks specifically defined in this section include annual meetings, quarterly conference calls, the projects selection process, project team conference calls and project deliverable reviews.
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Figure 2.1.  HOV PFS Annual Meeting Procedures
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Figure 2.2 HOV PFS Member Quarterly Conference Call Procedures
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Program Support Consultant e-mails

PFS Members to poll their

availability for a conference call on

initially selected dates/times

FHWA Management Team and

Program Support Consultant finalize

schedule for Conference Call

Program Support Consultant

posts meeting schedule on

HOV PFS web site

Program Support Consultant

finalizes progress report and

meeting material based on

FHWA's comments

Program Support Consultant

prepares draft agenda

Program Support Consultant

prepares draft progress report

and other meeting material

Program Support Consultant e-mails

FHWA draft agenda for review

Program Support Consultant e-

mails FHWA draft progress

report and meeting material for

review

Program Support Consultant e-mails

FHWA and PFS members schedule,

agenda, and any other available

information 2 weeks prior to the call

Program Support Consultant e-mails

2nd meeting notice to FHWA and

PFS members with all meeting

materials 1 week prior to the call

Program Support Consultant

posts meeting materials on

HOV PFS web site

Program Support Consultant e-mails

FHWA and PFS members a

reminder 1 day prior to the call

Program Support Consultant

prepares draft minutes for FHWA's

review within 1 week after the call

Upon FHWA's review and approval,

Program Support Consultant sends draft

minutes to PFS members for comments

Program Support Consultant posts

approved minutes on HOV PFS web site

Program Support Consultant posts

draft minutes in members only

portion of the HOV PFS web site

Program Support Consultant

finalizes agenda based on FHWA's

comments

Program Support Consultant sends a

follow-up e-mail to PFS members

within 2 days of the call

PFS Member

Quarterly Conference Call


Figure 2.3.  HOV PFS Annual Project Selection Procedures
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Program Support Consultant e-mails

FHWA and PFS members to solicit

new project ideas

Program Support Consultant organizes

project ideas and prepares project

descriptions

FHWA and PFS members provide

project ideas

Program Support Consultant e-mails

project ideas and descriptions to

FHWA and PFS members for review

Program Support Consultant schedules

a PFS member conference call to

review and discuss project ideas with

PFS members

Program Support Consultant revises

and e-mails  project descriptions to

FHWA and PFS members for review

and ranking

FHWA and PFS members provide

comments on project descriptions

PFS members ask questions and

provide comments at conference call

FHWA and PFS members submit

comments and initial rankings on

project ideas to Program Support

Consultant

Program Support Consultant

summarizes and e-mails comments

and voting results to FHWA for review

Program Support Consultant prepares

and e-mails 2-page project proposals

to FHWA and PFS members for review

and ranking

Based on voting results, FHWA and

Program Support Contractor select

projects to advance for further

considerations

Program Support Consultant e-mail

voting results and revised list of

projects to PFS members

PFS members ask questions and

provide comments at conference call

Program Support Consultant schedules

a PFS member conference call to

review and discuss project proposals

with PFS members

PFS members submit new project

ideas during or after conference call

Program Support Consultant works

with PFS members on developing

project desciptions for project ideas not

previously presented

FHWA and PFS members submit

comments and rankings on 2-page

project proposals to Program Support

Consultant

Program Support Consultant

summarizes and e-mails comments

and voting results to FHWA for review

Based on voting results, FHWA and

Program Support Contractor select

projects to advance for further

considerations

Program Support Consultant e-mails

voting results and revised list of

projects to PFS members

Program Support Consultant revises 2-

page project proposals and e-mails to

FHWA and PFS members for review

PFS members ask questions, provide

comments and select projects at

annual meeting

Program Support Consultant collates

and summarizes comments and e-mail

summary to PFS members

PFS members provide comments on

project proposals to Program Support

Consultant

Program Support Consultant develops

preliminary statements of work for

FHWA's review

Program Support Consultant develops

draft statements of work and submits to

members for review

PFS members provide comments on

draft statements of work to FHWA and

Program Support Consultant

FHWA and Program Support

Consultant finalizes statements of work

FHWA distributes statements of work
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Program Support Consultant works

with Project Contractor to identify

potential schedule for a conference

call at each key milestone and/or on

a needed basis

Program Support Consultant e-mails

FHWA and Project Team Members

to poll their availability for a

conference call

FHWA and Program Support

Consultant finalize schedule for

Conference Call

Program Support Consultant

posts meeting schedule on

project web page

Project Contractor e-mails

handouts to Program Support

Consultant for distribution

Program Support Consultant works

with Project Contractor to prepare a

draft agenda

Project Contractor prepares

handouts

Program Support Consultant e-mails

FHWA draft agenda for review

Program Support Consultant e-mails

FHWA and Project Team Members

schedule, agenda, and any other

available information 2 weeks prior

to the call

Program Support Consultant

posts meeting information and

materials on project web page

Program Support Consultant e-mails

FHWA and Project Team Members

a reminder 1 day prior to the call

Program Support Consultant

prepares draft minutes for Project

Contractor and FHWA's review

within 1 week after the call

Upon FHWA's review and approval,

Program Support Consultant sends draft

minutes to Project Team Members for

review and comments

Program Support Consultant posts

approved minutes on project web page

Program Support Consultant posts

draft minutes in members only portion

of the project web page

Program Support Consultant and

Project Contractor finalize agenda

based on FHWA's comments

Program Support Consultant sends a

follow-up e-mail to Project Team

Members within 2 days of the call

Project Team Conference Call


Figure 2.4.  HOV PFS Project Team Conference Call Procedures



Figure 2.5.  HOV PFS Products/Deliverables Review Procedures


2.3
Outreach and Marketing

The HOV PFS Program outreach and marketing efforts will use several tools to educate and inform HOV PFS members and the transportation community about the accomplishments, successes, and benefits of the HOV PFS.  Specific outreach and marketing tools are described in the following section.

Tools List

The outreach and marketing activities focus on developing awareness, understanding, and support for effective information exchange of the HOV PFS Program. The ongoing responsibility for ensuring that the tools are current and accurate will belong to the agency members, FHWA, and primarily the PSC.  The following paragraphs provide descriptions of seven tools that the HOV PFS may consider to enhance its outreach capabilities: newsletters, brochures, program fact sheets, an exhibit display, presentations, web pages and outreach articles.  Along with a brief description of each potential outreach tool, effort in terms of cost and hours required to develop the tool is also provided.  The editor/designer identified for each tool will consist of the PSC or a contractor as identified in the HOV PFS program support contract.  Table 2.1 below illustrates the schedule for the development of each tool described.  Table 2.2 identifies the cost for the development of each tool.

Table 2.1: Outreach and Marketing Tools Development Schedule

	Tools
	June
	July
	August
	September
	October
	November

	
	Week
	Week
	Week
	Week
	Week
	Week

	
	1
	2
	3
	4
	1
	2
	3
	4
	1
	2
	3
	4
	1
	2
	3
	4
	1
	2
	3
	4
	1
	2
	3
	4

	

	Newsletter
	

	
	
	
	
	
	
	
	
	

	
	

	Brochure
	

	
	
	
	
	
	
	
	
	

	
	

	Program Fact Sheets
	

	
	
	
	
	
	
	
	
	
	

	
	

	Exhibit Display
	

	
	
	
	
	
	
	
	
	

	
	

	Presentation
	

	
	
	
	
	
	
	
	
	

	
	

	Web Pages
	Updated Weekly or Daily As Necessary

	Outreach Articles
	As Needed


	
	Tool Development/ Revisions
	
	Preliminary Draft for FHWA Review
	
	Draft for FHWA & PFS 

Members Review

	

	
	Final Draft for FHWA &PFS Members Review
	
	Revisions and Final Product
	


Table 2.2: Outreach and Marketing Tools Cost

	Tools
	Estimated Hours
	Schedule
	Annual Labor Cost
	Annual Direct Cost
	Total Annual Cost

	Newsletter (6 pages)
	50* 
	Quarter
	$20,000
	-
	$20,000

	Brochure (6 pages)
	50 
	Annual
	$5,000
	$1,200**
	$6,200

	Program Fact Sheets
	50 
	Annual
	$5,000
	$2,000**
	$7,000

	Exhibit Display
	40

(20)****
	Annual
	$4,000*** ($2,000)****
	$5,500***
    ($1,000)**** 
	$10,500

	Presentation
	30 
	Annual
	$3,000
	-
	$3,000

	Web Pages
	60 
	Annual
	$6,000
	-
	$6,000

	Outreach Articles
	40
	Annual
	$4,000
	-
	$4,000

	Total
	$47,000
	$9,700
	$56,700


*   
Number of hours per publication/article
**   
Based on printing 500 copies 

***
$4,000 and $5,500 for labor and direct costs, respectively for initial display design and development

**** 
Annual updates and maintenance
For each tool described below, content, audience, development process, estimated labor hours and cost, and measures of effectiveness are identified.

Newsletter

· Content

The HOV PFS Newsletter will be published quarterly and provide an update on current activities along with milestones on the HOV PFS initiatives.  The newsletter will be updated January, April, July, and October.

· Audience

Electronic copies of newsletters are provided to the agency members and FHWA for distribution at meetings, conferences, exhibits, etc.  The PSC will post the newsletters on the HOV PFS web site.

· Development

The newsletter editor will work with FHWA, PSC and Project Contractors requesting the status and updates on projects prior to printing.  The editor will work with the FHWA and PSC to obtain additional HOV PFS articles and news briefs such as membership information, web site information, etc.
· Estimated Hours and Cost

50 hours (for each publication)

Cost: $5,000 (for each publication)

· Measure of Effectiveness

In preparation for the quarterly publication of the newsletter, the PSC will gather feedback from recipients on the newsletter’s format and content.  Feedback will be solicited via a brief e-mail questionnaire.  Follow-up telephone interviews will be conducted as deemed necessary. Comments will be documented and presented to the FHWA Management Team, and lessons learned will be incorporated into the subsequent newsletter. One measure of effectiveness will be the degree to which the newsletter informs recipients of recent achievements of the PFC program. 

A similar newsletter that is considered an acceptable example of what the newsletter editor will develop for this tool include the Safety Activities Newsletter that is accessible at: http://safety.fhwa.dot.gov/facts_data/newslet.htm. 
Brochure

· Content

The HOV PFS annual brochure will highlight the HOV PFS activities throughout the year; provide contact information; highlight findings for initiated projects; include future initiatives; and provide information on becoming a member of the HOV PFS.  The brochure will be updated each year in July.  

· Audience 

 The brochure is provided to the agency members and FHWA to distribute at meetings, conferences, exhibits, etc.  The information provided in the brochure will be selected mindful of the intended audience; key decision-makers.  The intended audience of the brochure is executives, senior, mid-level managers, and technical staff that may be involved in or responsible for setting policies, allocating resources, planning, establishing direction for programs, creating policies and procedures, or training related to HOV systems and traffic operations programs.  The PSC will post the brochure on the HOV PFS web site and made available to all members.

· Development

The brochure editor will work the FHWA, the PSC, and the Project Contractors to develop articles for the brochure.

· Estimated Hours and Cost

50 hours

Cost: $6,200 ($5,000 for labor and $1,200 for printing and postage)

· Measure of Effectiveness

Brochures will be updated annually.  In preparation for the annual revision, the PSC will gather feedback from recipients to determine the extent to which the brochures met the intended objectives.   Feedback will be gathered through a brief survey, which will be e-mailed to recipients, and through informal follow-up telephone interviews. The findings will be documented, presented to the FHWA Management Team, and lessons learned will be incorporated into the subsequent version of the brochure. The measures of effectiveness will include: 

1) The degree to which the outreach/communications goals of the HOV PFS are addressed in the brochure.

2) The degree to which “key messages” (listed on page 2) are effectively communicated by the brochure. 

3) The degree to which the brochure format is the most cost effective method for disseminating the information.   

Additionally, the survey recipients and telephone interviewees will be asked to provide input as to, specifically, which aspects of the brochure were effective and which aspects were not.  

Program Fact Sheets

· Content

The HOV PFS will publish annual program fact sheets and activity updates. The fact sheets will summarize the HOV PFS’s initiatives throughout the year.

· Audience 

The intended audience of the program fact sheets is executives, senior, mid-level managers, and technical staff that may be involved in or responsible for setting policies, allocating resources, planning, establishing direction for programs, creating policies and procedures, or training related to HOV systems and traffic operations programs.  The fact sheets are provided to the agency members and FHWA to distribute.   The PSC will post the fact sheets on the HOV PFS web site. 

· Development

The program fact sheets editor will work with FHWA to develop a HOV PFS program fact sheets. 

· Estimated Hours and Cost 

50 hours
Cost: $7,000 ($5,000 for labor and $2,000 for printing and postage)

· Measure of Effectiveness

Program fact sheets will be updated annually.  In preparation for the annual revision, the PSC will gather feedback from recipients on the format, level of detail, and content of the fact sheet.   Feedback will be solicited via a brief e-mail questionnaire.  Follow-up telephone interviews will be conducted as deemed necessary. The findings will be documented, presented to the FHWA Management Team, and lessons learned will be incorporated into the subsequent version of the fact sheet. One measure of effectiveness will be the degree to which the fact sheet describes the HOV PFS purpose, method, and results.

Exhibit Display

· Content

The HOV PFS will develop an exhibit display for use at conferences. The quarterly newsletter, annual brochures, and program fact sheets described above will be available at the exhibit display.

· Audience 

The HOV PFS exhibit display will be presented at events and conferences approved by FHWA. The audience at each event will be conference participants. 

· Development

The exhibit display designer will work with FHWA to produce a HOV PFS exhibit display. The PSC and the FHWA will research opportunities at conferences, meetings, etc. for displaying the HOV PFS exhibit.

· Estimated Hours and Cost 

40 hours for initial labor, 20 hours each year for annual maintenance
Cost: $10,500 ($4,000 for labor, $5,500 for labor and direct costs for initial display design and development, $1,000 for annual maintenance)

· Measures of Effectiveness

1) The PFS display will be designed to capture the attention of a broad audience and to provide information that is relevant to that audience. In measuring the effectiveness of the display, the focus will be on the subjective input of individuals that represent the PFS program and the FHWA at events where the display is used.   Measures of effectiveness will include: The display’s effectiveness at generating questions and comments from the event participants.

2) The clarity of the information included in the display. 

3) The ease of use (transfer, set-up and breakdown) of the display. 

Presentations

· Content

The HOV PFS will develop presentations that will include updates and status of selected projects. The presentations will be updated regularly to stay current with the developing activities of the HOV PFS.

· Audience 

The presentations will be available to FHWA and each member agency. The audience of the presentations will vary for each member agency.  Each agency is encouraged to use the presentations to provide HOV PFS Program information and education.

· Development

The presentation editor will develop presentations with assistance from FHWA to provide an overview of the HOV PFS initiatives.

· Estimated Hours and Cost 

30 hours initially, 15 hours annually to update the slides
Cost: $3000 initially, $1500 hours annually to update the slides

· Measure of Effectiveness

Because the presentations will be updated regularly, there will be opportunity to enhance its layout and organization.  Prior to the first and subsequent updates, the PSC will identify the member agencies that have delivered the presentations.  Feedback will be solicited via a brief e-mail questionnaire sent to these individuals.  Follow-up telephone interviews will be conducted as deemed necessary. The findings will be documented, presented to the FHWA Management Team, and lessons learned will be incorporated in the revision of the presentation.   Measures of effectiveness will include:

1) The clarity of the information included in the presentations. 

2) The presentation layout and the use of graphics.

3) The appropriateness of the level of detail and length of the presentation for the particular audience.  

Web Pages

· Content

The HOV PFS web page includes an overview of the HOV PFS along with information regarding past and future meetings including upcoming meeting announcements, agendas, meeting summaries, and project documents.  The web page also lists current projects and status reports, a section on submitting new project ideas, and information on how to become a member of the HOV PFS. The HOV PFS web page houses HOV inventory database and displays relevant HOV PFS information.  The HOV inventory will be updated quarterly or monthly as necessary.  Other relevant information will be updated weekly or daily as necessary by the PSC. 

· Audience 

The audience for the HOV PFS web pages includes members, non-members, and FHWA.

· Development

The PSC is responsible for updating the HOV PFS web site.  The PSC with assistance from FHWA will research opportunities for other web sites to provide links to the HOV PFS web site. 

· Estimated Hours and Cost

60 hours (per year)

Cost: $6000

· Measures of Effectiveness

Unlike the other outreach tools mentioned, the HOV PFS web site allows for direct and immediate feedback.  The feedback function will be incorporated into the design of the site.  Users of the site will be asked to answer a brief questionnaire and/or submit suggestions for improvements on-line.  In addition to soliciting suggestions for improvement, measures of effectiveness will include:

1) Web site usability/user friendliness.

2) Relevance of information included.

3) Completeness of information. 

4) Adequate direction for gaining additional information and/or contacting individuals. 

Outreach Articles

· Content

The HOV PFS will provide articles for a variety of transportation publications.  The articles will include information about the HOV PFS Program and the projects it supports along with HOV PFS initiatives, benefits, and accomplishments, lessons learned and recommendations.

· Audience 

The articles are provided to organization newsletters, journals, and other publications through the HOV PFS Support Consultant or the FHWA.

· Process of Development

The article editor works with FHWA to research opportunities for submitting articles including professional organizations, newsletters and publications.  A list of professional organizations and agencies, along with their contact people, have been identified in a sample Distribution Plan which is available on the HOV PFS web site and is also included in Appendix B – Template B.5.2.  Deadlines for submitting outreach articles or similar notices/ documents for various publications are listed below:

· ITS Council Newsletter

· July Publication (submit by the end of May)

· January Publication (submit prior to Thanksgiving)

· March Publication (submit mid-January)

· ICDN Newsletter
· 1st of each Month Publication (submit prior to the 1st of the Month)

· 15th of each Month Publication (submit prior to the 15th of the Month)

· Estimated Hours and Cost

4 hours (per article, including executing the Distribution Plan)

Cost: $4,000

· Measures of Effectiveness
As a rule, contact information and an invitation to provide feedback will be included as part of each article that is published.  Responses will be documented and considered in the development of future articles.  

3.0
Outreach Strategies

This Section outlines strategies for raising the awareness of the HOV PFS benefits and achievements among transportation professionals.  Strategies include agency informational meetings/presentations/non-member solicitations, a web page promotional effort, outreach activities at conferences, and interaction with the news media.  For each, the plan outlines a general strategy, identifies the audience and the marketing tools (outlined in Subsection 2.3) to be used.
3.1
Agency Informational Meetings/Presentations/Non-Member Solicitation

Each member agency will conduct its internal and external briefings to provide information on the HOV PFS initiatives, benefits and accomplishments, and solicit input into project ideas.  The briefings may include administrators and managers on various levels, and provision of exhibits and presentations at agency meetings and conferences.  Each member agency should also conduct briefings as described to non-member agencies to solicit membership into the HOV PFS.

Audience:  
Founders/Sponsors 

Tools:
HOV PFS Program Fact Sheets



HOV PFS Newsletter



HOV PFS Brochure

HOV PFS Exhibit Display



HOV PFS Web Page

3.2
Web Page Promotional Effort

The HOV PFS will coordinate with and request from professional organizations, federal, state, and local agencies to link from their web pages to the HOV PFS web page.  The HOV PFS will also, at key project milestones, provide information on the HOV PFS project products and key findings to professional organizations and agencies for posting on their web sites.   

Audience: 
National/Regional Transportation Community

     
Local and Regional Governments 

    


Travelers

Tools:
HOV PFS Web Page



HOV PFS Slide Presentations



HOV PFS Outreach Articles

3.3
Community Outreach/Conferences

The PSC will inform the transportation community of the activities and achievements of the HOV PFS program through the use of project products and presentations and exhibit displays at conferences and events, in addition to targeted publications and articles. The HOV PFS will seek for opportunities to participate and present in transportation conferences and meetings to promote information dissemination and exchange related to the HOV PFS initiatives, benefits/accomplishments, key lessons learned and recommendations.  The HOV PFS will target major regional, national, and international conferences/meetings including, but not limited to, TRB, ITE, ITSA and AASHTO.  The HOV PFS will also look for opportunities to host sessions at national transportation conferences. Regional workshops may also be developed in the future to inform the community of HOV PFS activities. 

Audience:  
National/Regional Transportation Community

Tools:
HOV PFS Exhibit Display



HOV PFS Web Page



HOV PFS Program Fact Sheets



HOV PFS Newsletter



HOV PFS Brochure



HOV PFS Slide Presentation

3.4
News Media

Outreach will occur with the transportation news media primarily on a project level in order to keep the public aware of HOV PFS initiatives.


Audience:  News Media


Tools:
HOV PFS Brochure



HOV PFS Newsletter

APPENDIX A

Detailed Process
This page left intentionally blank.

Table A.1: HOV PFS Annual Meeting – Detailed Process

	Communication Objective
	Recipients
	Process
	Timing
	Template

	Scheduling
	FHWA

PFS Chair

PFS Members
	The HOV PFS Annual Meeting is held each year in May or June over 2 days.  To schedule the Annual Meeting the PSC follows these steps:
	
	N/A

	
	
	First 

Send an e-mail to the FHWA Management Team and PFS Chair to check availability.  Determine a range of possible meeting dates. (Alternatively, schedule may be determined during previous PFS Member Conference Call)
	4 months prior to the target date for the meeting.
	N/A

	
	
	Second

Work with FHWA Management Team to select a location and hotel accommodation for the Annual Meeting.
	4 months prior to the target date for the meeting
	N/A

	
	
	Third
Confirm the location of meeting facilities and hotel accommodations for the Annual Meeting and research airfares for potential meeting participants.
	4 months prior to the meeting
	N/A

	
	
	Fourth

E-mail the FHWA and PFS Members when a final date has been chosen and post meeting information on PFS web site.
	3 months prior to the meeting
	B.1.1

	Draft Agenda
	FHWA
	At the direction of the FHWA Program Manager, the PSC develops a draft agenda for the Annual Meeting.  The draft agenda is sent via e-mail to the FHWA Program Manager for review and comment. The FHWA to submit comments via phone or e-mail to the PSC.  The PSC updates the agenda based on the FHWA comments.
	3 months prior to the meeting
	B.1.2

	Draft Invitation and Travel Instructions
	FHWA
	With direction for the FHWA Program Manger, the PSC prepares a draft Annual Meeting invitation letter, travel instructions and other supporting material.  The draft invitation letter, travel instructions, and other materials are sent via e-mail to the FHWA Program Manager for review and comment.  The FHWA to submit comments to the PSC.  The PSC updates these materials based on the FHWA comments.
	2 months prior to the meeting
	N/A

	Announcement #1
	FHWA

PFS Members
	The PSC e-mails the Annual Meeting Invitation and draft agenda along with available meeting materials to the PFS Members to confirm their attendance, and notify them of the location, date, and time of the meeting.  PFS Members e-mail the PSC to confirm their attendance.  Information on airfare prices and hotel rooms may also be included along with instructions for members requiring financial assistance explaining reimbursement for certain transportation expenses and a travel expense report.  The PSC makes travel arrangements for PFS Members that require financial assistance.  The PSC posts the announcement information and available meeting materials on the PFS web site.
	2 months prior to the meeting
	B.1.3

B.1.4

B.1.5

B.1.6

	Project Presentations
	Project Contractors
	The PSC e-mails each Project Contractor to inquire their availability for attending the Annual Meeting and to request them to prepare a presentation on their project for the Annual Meeting.  Any handouts for the Annual Meeting need to be e-mailed to the PSC one week prior to the meeting.  The Project Contractors e-mail project presentations and handouts to the PSC.     
	2 months prior to the meeting
	B.1.7

	Announcement #2
	FHWA 

PFS Members
	The PSC sends a second e-mail to all PFS Members.  This announcement will include;

· Agenda

· Purpose of the Annual Meeting

· Location, date, and time of the Annual Meeting

· Other Meeting Materials

The PSC posts all meeting materials on the PFS web site.
	2 weeks prior to the meeting
	B.1.8

	Schedule Agenda Review Conference Call
	FHWA 

PFS Chair
	The PSC sends an e-mail to the FHWA and Chair to check availability for a conference call to review the agenda and go over meeting logistics.  The PSC e-mails the FHWA and the PFS Chair when a date is selected.  
	2 weeks prior to the meeting
	N/A

	Agenda Review Conference Call with Chair
	FHWA 

PFS Chair
	The PSC, FHWA Program Managers, and PFS Chair hold a conference call to review the agenda and go over meeting logistics.  The PSC updates the agenda and meeting materials based on comments from the FHWA and PFS Chair. The PSC e-mails any additional handouts to the FHWA and PFS Members.
	Prior to the meeting
	N/A

	Follow Up
	FHWA

PFS Members
	The PSC sends a follow up e-mail to the FHWA and PFS Members that briefly summarizes:

· results and accomplishments of the meeting

· list of action items

· next steps
	Within 2 days of the Annual Meeting
	B.1.9

	Draft Meeting Minutes Review
	FHWA
	The PSC prepares the meeting minutes.  Draft minutes are sent to the FHWA for review and comment.
	Within 1 week of the meeting
	N/A

	Draft Meeting Minutes
	FHWA

PFS Members
	Upon FHWA approval, the PSC distributes via e-mail draft minutes to the PFS members for review and comment and posts the draft minutes on the members only portion of the PFS web site.  
	
	B.1.10

	Meeting Minutes
	FHWA 

PFS Members
	The PSC posts the approved meeting minutes on the PFS web site.
	2 days after the PFS Members comment deadline
	N/A


Table A.2: HOV PFS Quarterly Member Conference Call – Detailed Process

	Communication Objective
	Recipients
	Process
	Timing
	Template

	Initial Selection of Dates
	FHWA 

PFS Chair
	The PSC sends an e-mail to the FHWA Management Team and PFS Chair to check availability.
	At least 4 weeks prior to target date for meeting
	N/A

	Scheduling
	PFS Members
	Based on the Chair and FHWA’s availability, the PSC sends a list of potential dates/times to the PFS Members to poll their availability.  The PSC then determines the best date and time for a conference call.  The PSC posts the meeting schedule on the HOV PFS web site. 
	4 weeks prior to target date for meeting
	B.2.1

	Draft Agenda
	FHWA
	At the direction of the FHWA, the PSC develops a draft agenda.   The draft agenda to be sent via e-mail to the FHWA Program Manager for review and comment.  The FHWA to submit comments to the PSC.  The PSC updates the agenda based on the FHWA comments.    
	3 weeks prior to meeting
	B.2.2

	Progress Reports and Meeting Material Review


	FHWA
	A progress report is developed by the PSC based on information gathered from the Project Contractors and the FHWA.   The report includes: 

-Status of active projects 

-Status of new projects and scope of work development 

-Status of Pooled Fund Study membership and funding 

A draft of the progress report along with meeting materials are sent via e-mail to the FHWA Program Manager for review and comment.  The PSC updates the progress reports and meeting materials based on FHWA review. 
	3 weeks prior to meeting
	B.2.3

	Announcement #1
	FHWA

PFS Members
	The PSC sends a meeting announcement to the FHWA and all PFS Members and posts additional meeting information on the PFS web site.  This announcement identifies the time and date of the scheduled meeting, the agenda, purpose of the call, and available meeting materials.   
	3 weeks prior to the meeting
	B.2.4

	Announcement #2
	FHWA 

PFS Members
	If any of the material to support the meeting is not sent to members with Announcement #1, the PSC sends a second announcement to all the FHWA PFS Members.  This announcement includes;

-Agenda with conference call dial-up information and participation code,

-Progress Reports,

-Other meeting materials.

The PSC posts all meeting materials on the PFS web site. 
	2 weeks prior to the meeting
	B.2.5

	Schedule Agenda Review Conference Call with Chair
	FHWA 

PFS Chair
	The PSC sends an e-mail to the FHWA and Chair to check availability for a conference call to review the agenda and go over meeting logistics.  The PSC e-mails the FHWA and the PFS Chair when a date is selected.
	2 weeks prior to the meeting
	N/A

	Agenda Review Conference Call
	FHWA 

PFS Chair
	The PSC, FHWA Program Managers, and PFS Chair hold a conference call to review the agenda and go over meeting logistics. 
	Prior to the meeting
	N/A

	Reminder
	FHWA 

PFS Members
	The PSC sends a meeting reminder to FHWA and all members via e-mail.
	1 day prior to the meeting
	B.2.6

	Follow Up
	FHWA

PFS Members
	The PSC sends a follow up e-mail to the FHWA and the PFS Members that briefly summarizes

· results and accomplishments of the meeting

· list of action items

· next steps
	Within 2 days of the Conference Call
	B.2.7

	Draft Meeting Minutes Review
	FHWA
	The PSC prepares the meeting minutes.  Draft minutes are sent to the FHWA for review and comment.
	Within 1 week of  the conference call
	N/A

	Draft Meeting Minutes
	FHWA 

PFS Members
	Upon FHWA approval, the PSC distributes via e-mail draft minutes to the PFS members for review and comment and posts the draft minutes on the members only portion of the PFS web site.  
	After the FHWA approves the draft meeting minutes
	B.2.8

	Meeting Minutes
	FHWA 

PFS Members
	The PSC posts the approved minutes on the HOV PFS web site.
	2 days after the PFS Members comment deadline
	N/A


Table A.3: HOV PFS Process for Annual Selection of Projects – Detailed Process

	Communication Objective
	Recipients
	Process
	Timing
	Template

	Solicit New Project Ideas
	FHWA

PFS Members 
	The PSC e-mails the PFS Members to solicit new project ideas for the upcoming year.  FHWA and PFS Members provide project ideas.  
	Mid- January
	B.3.1

	Project Descriptions for Member Review
	FHWA 

PFS Members
	The PSC prepares the project selection process that identifies a schedule and milestones.  The PSC organizes the new project ideas by topical areas outlined on the web site and develop project titles along with a brief project description for each project idea.  The PSC e-mails the project ideas and descriptions to the FHWA and the PFS Members for their review and comments.  The FHWA and PFS Members to submit comments to the PSC.
	Mid- February (or as outlined in the Project Selection Schedule)
	B.3.2

	Project Statements and Ranking Ballots
	FHWA 

PFS Members
	The PSC will revise the project descriptions based on comments.  The PSC e-mails the updated project descriptions to the FHWA and the PFS Members for their review and a ballot for initial project ranking.  
	End of February (or as outlined in the Project Selection Schedule)
	B.3.3

B.3.4

	Conference Call 
	FHWA 

PFS Members
	The PSC will follow the same procedure for conducting a conference call as outlined Table A.2.  The conference call will provide members with an opportunity to ask questions related to the project descriptions and to review and discuss project ideas with PFS Members.  The FHWA and the PFS Members submit comments and initial rankings on project ideas to the PSC. The PSC summarizes and e-mails comments and voting results to FHWA for review.
	Mid-March (or as outlined in the Project Selection Schedule)
	See Table A.2

	Ranking Result 
	PFS Members
	The PSC and FHWA, based on the received ballots, select top ranked projects to advance for further considerations.  The PSC e-mails the voting results and revised list of projects to the PFS Members.
	Mid-March (or as outlined in the Project Selection Schedule)
	B.3.5

	2- Page Project Proposals
	FHWA 

PFS Members
	The PSC develops 2-page project proposals for projects selected for further consideration.  The PSC e-mails the proposals to the FHWA and the PFS Members for review and ranking.  
	End of March (or as outlined in the Project Selection Schedule)
	B.3.6

	Conference Call 
	FHWA 

PFS Member
	The PSC will follow the same procedure for conducting a conference calls as outlined in Table A.2.  The conference call will focus on the review of the 2-page project proposals and provide members an opportunity to discuss and ask questions and provide comments.  Members will be asked to submit rankings on projects 1 week after the call to the PSC.  The PSC summarizes and e-mails comments and voting results to FHW for review.
	Mid-April (or as outlined in the Project Selection Schedule)
	See Table A.2

	Ranking Result
	PFS Members
	The PSC and FHWA, based on the rankings, select top ranked projects to advance for further considerations.  The PSC e-mails the ballot results and revised list of projects to the PFS Members.
	Mid-April (or as outlined in the Project Selection Schedule)
	B.3.7

	Revised 2- Page Project Proposals
	FHWA 

PFS Members
	The PSC revises the list of projects and 2-page project proposals for projects selected for further consideration.  The PSC e-mails the proposals to the FHWA and the PFS Members for review and comment.
	Mid-May (or as outlined in the Project Selection Schedule)
	B.3.7

	Final Project Proposals
	FHWA 

PFS Members
	The PSC revises and finalizes the project proposals and e-mails them to the PFS Members for review and comment prior to the Annual Meeting.
	10 days prior to the Annual Meeting
	B.3.8

	Annual Meeting
	
	At the Annual Meeting outlined in Table A.1, members  ask questions,  provide comments and make the final selection of projects. .  
	May or Early-Mid June
	N/A

	Summary
	FHWA 

PFS Members
	The PSC collates and summarizes comments on the selected projects from the Annual Meeting.  The summary will be integrated into the meeting minutes.
	Within 1 week of the Annual Meeting
	N/A

	SOW
	FHWA 

PFS Members
	The PSC develops a preliminary Statement of Work (SOW) for FHWA review.  A draft SOW will be developed based on FHWA comments and then sent to PFS Members for review.  The PFS Members provide comments on draft SOW to the FHWA and the PSC.  The FHWA and the PSC will finalize the SOW and FHWA will distribute the SOW within a year.  
	Draft SOW within 3-4 months

Final SOW within 6 months
	N/A


Table A.4: HOV PFS Project Team Conference Call – Detailed Process

	Communication Objective
	Recipients
	Process
	Timing
	Template

	Scheduling
	FHWA 

Project Team 
	The PSC will work with the Project Contractor to identify a date and time for a Project Team Conference Call at each key milestone and/or on a needed basis.  The PSC will email the Project Team Members and FHWA to check availability.  The FHWA and the PSC determine the best date and time for a conference call.  The PSC posts the meeting schedule on the project web page.
	At least 4 weeks prior to target date for meeting 
	B.4.1

	Agenda and Handouts
	FHWA
	At the direction of the FHWA Project Manager, the Project Contractor will develop an agenda and meeting handouts  with assistance by the PSC.  The draft agenda is sent via e-mail to the FHWA Manager for review and comment.  The Project Contractor updates the agenda based on the FHWA comments.
	3 weeks prior to the meeting
	B.4.2

	Announcement
	FHWA 

Project Team 
	The PSC sends a meeting announcement to the Project Team Members and the FHWA.  This announcement identifies the time and date of the conference call along with the agenda and any meeting materials.  A brief description on the purpose and focus of the conference call will also be included in the e-mail.  The PSC posts all meeting materials on the PFS project web page.
	At least 2 weeks prior to the meeting
	B.4.3

	Reminder
	FHWA 

Project Team 
	The PSC sends a meeting reminder to the FHWA and Project Team Members via e-mail.
	1 day prior to the meeting
	B.4.4

	Follow Up
	FHWA

Project Team
	The PSC sends a follow up e-mail to the FHWA and the Project Team Members that briefly summarizes: 

results and accomplishments of the meeting

list of action items

next steps
	Within 2 days of the meeting
	B.4.5

	Draft Meeting Minutes Review
	FHWA
	The PSC prepares the meeting minutes.  Draft minutes are sent to the FHWA for review and comment.
	Within 1 week of the meeting
	N/A

	Draft Meeting Minutes
	FHWA

Project Team
	Upon FHWA approval, the PSC distributes draft minutes via e-mail to the Project Team Members for review and comment and posts the draft minutes on the members only portion of the PFS web site. 
	2 days after the FHWA approves the draft meeting minutes
	B.4.6

	Meeting Minutes
	FHWA 

Project Team
	The PSC posts the approved meeting minutes on the PFS web site.
	2 days after the Project Team Members comment deadline
	N/A


Table A.5 HOV PFS Products/Deliverable Review – Detailed Process

	Communication Objective
	Recipients
	Process
	Timing
	Template

	Deliverable Review
	FHWA 

Project Team 
	Upon receiving deliverable(s) from the Project Contractor, the PSC e-mails the report/white paper to the FHWA and the Project Team Members for review.  The e-mail will include the focus of the review and a deadline for submitting comments.  The FHWA and PSC to submit comments to the PSC and Project Contractor.  The PSC posts the report/white paper on the project web site.
	Upon receiving deliverables from the Project Contractor
	B.5.1

	Project Team Conference Call 
	FHWA 

Project Team 
	The FHWA, the Project Contractor, and the PSC will set up a Project Team Conference Call (follow the procedure outlined in Table A.4) to discuss comments on the deliverable. 
	As needed
	See Table A.4

	Consolidate Deliverable Review Comments
	FHWA 

Project Team 
	The PSC consolidates comments discussed at the conference call and sends the updated deliverable via e-mail to the Project Contractor.
	2 days after the Conference Call
	N/A

	Draft Distribution Plan Review
	FHWA

PSC
	The Project Contractor prepares a Distribution Plan and support material and sends these documents to the FHWA and PSC.  The FHWA and PSC provide comments on the Draft Distribution Plan and support material to the Project Contractor.  The Project Contractor finalizes the Distribution Plan and support material.
	According to Contract
	B.5.2

	Final Draft Report/White Paper External Review
	FHWA

Project Team

External Review
	In addition to the review by the Project Team, The PSC prepares a notice to request for external reviewers.  The Project Contractor works with the FHWA and PSC to determine who to receive and/or where to place the notice.  (See Template B.5.2 for a sample list of individuals, organizations, and publications to receive a notice)  The PSC/Project Contractor distributes notice to request external review of draft report.  External reviewers provide comments to the PSC.  PSC consolidates comments and sends them to the Project Contractor. 
	Upon receiving Final Draft of deliverables from the Project Contractor
	B.5.3

	EDL # and FHWA Doc #
	Project Contractor
	The PSC requests for an EDL # and FHWA Publication # for final deliverables by completing the request form and e-mailing it to Kristy Frizzell at kristy.frizzell@fhwa.dot.gov.  The FHWA provides the EDL # and FHWA Document #.  The PSC e-mails the EDL # and FHWA Publication # to the Project Contractor.
	Upon receiving Final Draft from the Project Contractor
	N/A

	Final Report/White Paper
	Project Team 
	The PSC e-mails a notice to the Project Team Members indicating the availability of the final report/white paper and where and how to obtain an electronic copy of the report/document.  The PSC posts the final report/document on the project web page.
	Upon availability of final deliverables
	B.5.4

	Execution of the Distribution Plan
	As specified in Distribution Plan
	The Project Contractor executes distribution of the Final Report/Document based on the Distribution Plan.  The Project Contractor to copy the PSC on all correspondence. 
	Upon FHWA’s request
	N/A


APPENDIX B

Communication Templates

This page left intentionally blank.

 Table B.1: HOV PFS Annual Meeting Templates
	Template B.1.1

Sample Meeting Announcement E-mail

	To:

HOV PFS Members 
Cc:

FHWA Task Order Manager 
Subject:
HOV PFS Annual Meeting 

Dear HOV Pooled Fund Study Member,

This year’s HOV Pooled Fund Study Annual Meeting will be held on June 15 and 16 at the National Highway Institute in Arlington, Virginia.  Please mark your calendar.  A block of rooms has been reserved for two nights at the Holiday Inn Arlington, located at 4610 North Fairfax Drive in Arlington, Virginia (phone: 703-243-9800).  If you will travel on assistance provided by your agency, you may want to making your travel arrangement and hotel arrangement at your earliest convenience.  Please mention "FHWA HOV Annual Meeting" when making your hotel reservation.  Please be sure to make the hotel reservation by May 14.  If any assistance is required by the FHWA to allow you to attend and participate in this meeting, please contract me or Paul Lamb (paul_lamb@urscorp.com) at your earliest convenience for detailed travel instructions.  URS will make air travel arrangement and hotel reservations for those who require FHWA's assistance for attending the annual meeting.  More detailed instructions for travel and hotel reservation will follow in the next few days.

Please feel free to contact me if you have any questions.  Once again, thank you for your continued support to the HOV Pooled Fund Study.




	Template B.1.2

Sample Annual Meeting Agenda

	To view a sample of an Annual Meeting Agenda go to:

http://hovpfs.ops.fhwa.dot.gov/meetings/mtg_detail.cfm?id=25.




	Template B.1.3

Sample Annual Meeting Invitation E-mail

	To:

HOV PFS Members 
Cc:

FHWA Task Order Manager 
Subject:
HOV PFS Annual Meeting 

Dear HOV Pooled Fund Study Member,

You are invited to attend and participate in the HOV Pooled Fund Study Annual Meeting to be held on June 15th and 16th, 2004 in Arlington, Virginia.  Attached please find the invitation letter and the draft agenda for the meeting.

More details related to the annual meeting will be discussed during the HOV PFS conference call next Wednesday, and additional information will be forwarded to you in the coming weeks.

Please let me know if you have any questions.

Thanks!




	Template B.1.4

Sample Annual Meeting Invitation Letter

	
 

	Subject:  High Occupancy Vehicle (HOV) 

            Date: April 9, 2004


Pooled Fund Study Annual Meeting

 FILLIN "Enter Line 2 of Subject if Necessary" \* MERGEFORMAT 
From:
Jon Obenberger FILLIN "Enter Title of Person Signing Memo" \* MERGEFORMAT 

Transportation Specialist



In Reply Refer To:  HOTM-1


Operation Office of Travel Management

To: 
HOV Pooled Fund Study Members

On behalf of the Federal Highway Administration (FHWA), you have been invited to attend and participate in the annual meeting of High Occupancy Vehicle (HOV) Pooled Fund Study (PFS) members to be held June 15-16, 2004 in Arlington, Virginia.  The intent of this correspondence is to confirm your attendance at this meeting.  As a member of the HOV PFS, it is critical that you attend and participate in the deliberations that will occur during this meeting.  Your participation in this meeting will ensure that the key issues, needs, and perspectives of your agency are considered and integrated into the development of the projects that will be selected to initiate in 2005.

The purpose of this meeting is to update members on progress made in 2004 and to finalize and select the projects that will be initiated by the HOV PFS in 2005.  The draft agenda for this meeting is attached.  The meeting will be held at the National Highway Institute located in Arlington, Virginia.  Additional details related to the logistics associated with this meeting will be forwarded in the coming weeks.

Please contact Ming-Shiun Lee by May 7, 2003 to confirm your ability to attend the HOV PFS Annual Meeting to ensure cost-effective airfare and adequate preparations.  Ming can be reached at 612-373-6335 or mailto:ming_shiun_lee@urscorp.com.  A block of rooms is available for two nights at the Holiday Inn Arlington, located at 4610 North Fairfax Drive in Arlington, Virginia (phone: 703-243-9800).  If any assistance is required by the FHWA to allow you to attend and participate in this meeting, please contract Ming at your earliest convenience for detailed travel instructions.  If you are unable to attend, please feel free to suggest a replacement from within your agency.  

If you have any questions related to this meeting or need any additional information, please contact Ming at your convenience at the contact information above.

Thanks. 

Attachment




	Template B.1.5

Sample Travel Instructions

	INSTRUCTIONS TO THE INVITATIONAL TRAVELER

You have been invited by the Federal Highway Administration (FHWA) to attend the High Occupancy Vehicle (HOV) Pooled Fund Study (PFS) Annual Meeting on June 15-16, 2004.  FHWA has agreed to reimburse you for certain transportation expenses according to the approved Federal Travel Regulation.  To assist you in the preparation of your claim, the following basic reimbursement rules are provided:

	TRANSPORTATION

Airfare —For FHWA approved air travel, the HOV PFS facilitator will obtain the necessary airline tickets for you.  You may make your reservations by calling Paul Lamb at (612) 373-6463 and they will arrange for E-tickets to be delivered to you.  If you are seeking FHWA covered air travel, do not purchase any common carrier transportation tickets using cash or any personal credit or charge card.  This will result in suspension of coverage.
	own credit card upon check-in at the hotel to cover any incidental expenses.  A block of rooms for 2 nights at the per diem rate has been established, and FHWA will reimburse members for this rate.  Additional details will be forthcoming.

M&IE—The M&IE allowance covers: meals and tips (to bellhops, maids, sky caps, etc.), and transportation between places of lodging or business and places where meals are taken.  Laundry expenses are not covered.

	Taxi—Taxicab may be authorized for transportation to and from the residence or place of business and the airport.  The cost of the taxi and tip is reimbursable under $75.00, but a receipt is required.

POV (Privately-Owned Automobile)—POV may be authorized in lieu of taxi cab for transportation to and from your residence or official duty station and the airport.  Reimbursement for mileage is 36.0 cents per mile and parking is limited to the cost of one-way taxi fare plus tip in each direction.

Rental Car—Use of rental car must be specifically authorized in advance.  Cost of additional insurance (collision damage waiver or collision damage insurance) is not a reimbursable expense.  Travelers are required to waive this insurance.

SUBSISTENCE

FHWA reimburses subsistence (meals, and incidental expenses [M&IE]) based on a per diem allowance of $51.00 per day for Arlington, Virginia.  

Lodging—Members should contact Paul Lamb of URS to make hotel reservations. Members will need to use their


	RECEIPTS

For lodging and all transportation (except for token fares), ORIGINAL receipts are mandatory to support your claim. Attach with tape all receipts (airline ticket card, hotel, etc.) to an 8½” x 11” sheet(s) of white paper to ensure that no receipts are lost in transit between the traveler and the voucher processing offices.  More than one receipt may be taped to each sheet of paper.   Do not use staples.

REIMBURSEMENT CLAIM

Your claim must be submitted with receipts and your original signature to the address on the Travel Expense Form.

For further information on this travel, please contact:

Name: Paul Lamb


E-mail: paul_lamb@urscorp.com


Telephone: (612) 373-6463        

Fax: (612) 370-1378





	Template B.1.6

Sample Travel Expense Report

	



	Template B.1.7

Sample Project Annual Meeting Presentation Request E-mail

	To: 

Project Contractor

Cc: 

FHWA Task Order Manager 

Re: 

HOV Pooled Fund Annual Meeting Presentation

<CONTRACTOR>,

The Annual in-person meeting of the HOV PFS members has been scheduled for Tuesday, June 15 and Wednesday, June 16.  We are in process of preparing draft agenda for the members to review related to proposed agenda for that meeting.  I would like to see if you would be available and willing to make a presentation on the <PROJECT> and various products you are producing.  It would provide an opportunity for you to provide a detailed status report and overview on the project.

We have some flexibility related to when we could accommodate you on the agenda.  We could have you on mid-to late morning on the 15th or immediately after lunch on the 16th.  We would expect a 1 hour time slot on the agenda for this project and your presentation.  Focus of presentation would be to provide a vary brief overview of the project, review in detail technical reference being prepared, schedule for remainder of project, and overview of other products to be developed.  Approximate time of presentation would be at least 30 min.  It would allow time for you to either respond to questions from members in attendance or structure in a way to get feedback on any issues that you want related to specific issues that you are addressing in the technical reference.

I would also want to discuss with you if this presentation and/or the associated costs with travel would fit within the existing task order contract.  If it doesn't, I would discuss what would be required in terms of support, to allow you to attend and make the presentation.

Thanks.




	Template B.1.8

Sample Meeting Announcement E-mail

	To:

HOV PFS Members 
Cc:

FHWA Task Order Manager 
Subject:
HOV PFS Annual Meeting 

Dear HOV Pooled Fund Study Member,

This year's HOV PFS Annual Meeting will be held on June 15-16 at the National Highway Institute in Arlington, Virginia.  The agenda is attached.  You may also access and download the agenda along with other meeting material on the HOV PFS web site via the following URL: http://hovpfs.ops.fhwa.dot.gov/meetings/mtg_detail.cfm?id=25.
Please note that dress apparel for the meeting will be business casual.

The National Highway Institute is in the FHWA Learning Center at the following address: 

Arlington Center Building 

4600 North Fairfax Drive, Suite 800 

Arlington, VA 22203 

Our meeting will be held in Room No.8.  You may obtain the directions to the NHI on http://www.nhi.fhwa.dot.gov/direction.asp.  

Coffee and bagels will be provided.

Thanks.



	Template B.1.9

Sample Follow Up E-mail

	To:

HOV PFS Members 
Cc:

FHWA Task Order Manager 
Subject:
HOV PFS Annual Meeting – Follow Up

Dear HOV Pooled Fund Study Member,

This year's HOV PFS Annual Meeting held last week was very successful.  On behalf of FHWA, I would like to thank everyone for attending and participating in the meeting.  Here is a brief summary of the Annual Meeting:

· Project Selection: Five projects were selected at the meeting:

· [List of selected projects]

· Next Conference Call: [DATE] [TIME]

· 2005 Annual Meeting: [DATE, TIME, LOCATION]

Draft minutes from the annual meeting will be provided for your review later this week.

I would also like to remind you to provide your comments on the attached items that we have discussed at the meeting:

- Proposal Charter Revisions

- Draft HOV PFS Communication Plan

You may also access and download the documents at the HOV PFS web site at the following URL: [http://HOVpfs.ops.fhwa.dot.gov/xxxxx].

Please provide your suggestions and comments on the above documents to me by <DATE>.

Please let me know if you have any questions and suggestions.

Thanks.


	Template B.1.10

Sample Draft Meeting Minutes Review E-mail

	To:

HOV PFS Members 
Cc:

FHWA Task Order Manager 
Subject:
HOV PFS Annual Meeting Draft Minutes

Dear HOV PFS Member,

Attached for your review are the draft minutes from the HOV PFS Annual Meeting on <DATE>.  The draft minutes have also been posted on the member-only portion of the HOV PFS web site.  You may access the web site and view/download the minutes at: http://HOVpfs.ops.fhwa.dot.gov/.

I'd appreciate if you could provide your comments and suggestions on the draft minutes to me by <DATE>.

Please let me know if you have any questions.

Thanks.




Table B.2: HOV PFS Quarterly Member Conference Call Templates

	Template B.2.1

Sample Scheduling E-mail

	To:

HOV PFS Members 
Cc:

FHWA Task Order Manager 
Subject:
HOV PFS Member Conference Call Schedule 

Dear HOV PFS Member,

We are in the process of scheduling for the next HOV PFS member conference call.  Currently, we are considering dates in mid-February to hold the conference call.  Please let us know of your availability on the following dates:

- Thursday, February 13 in the afternoon (ET) - preferred date

- Wednesday, February 19

Please provide your availability for the above dates to me by <DATE>.  Once the schedule for the call is determined, the agenda, meeting material, and call-in information will be provided to you via e-mail.

Thank you for your input, and we look forward to your participation in the next call.




	Template B.2.2

Sample Quarterly Member Conference Call Agenda

	To view a sample of a Quarterly Member Conference Call Agenda go to:

http://hovpfs.ops.fhwa.dot.gov/meetings/mtg_detail.cfm?id=24and click on Agenda




	Template B.2.3

Sample Progress Report

	To view a sample of a Progress Report go to:

http://hovpfs.ops.fhwa.dot.gov/meetings/mtg_detail.cfm?id=24and click on Attachment 1 –Progress Report




	Template B.2.4

Sample Meeting Announcement E-mail

	To:

HOV PFS Members 
Cc:

FHWA Task Order Manager 
Subject:
HOV PFS Member Conference Call 

Dear HOV Pooled Fund Study Member,

Please mark your calendar!

The next HOV Pooled Fund Study member teleconference is scheduled for:

Date: <DATE>

Time: <TIME>

Agenda and other meeting material will be provided to you next week.  You may also obtain the most updated meeting information by visiting the HOV PFS web site at http://HOVpfs.ops.fhwa.dot.gov/.

Please let me know if you have any questions.

Thank you.



	Template B.2.5

Sample Meeting Announcement E-mail

	To:

HOV PFS Members 
Cc:

FHWA Task Order Manager 
Subject:
HOV PFS Member Conference Call 

Dear HOV Pooled Fund Study Member,

The next HOV Pooled Fund Study Quarterly Conference Call is scheduled for:

Date: <DATE>

Time: <TIME>

Please mark your calendar!

Attached please find the agenda and material to support the conference call.  You may also obtain the agenda and the material at the following URL: < http://hovpfs.ops.fhwa.dot.gov/meetings/mtg_detail.cfm?id=24.>

The purpose of this call is to:

1. Review and discuss project selection process, schedule and milestones.

2. Review and discuss proposals for projects selected to advance.

3. Review and discuss draft HOV PFS Communications Plan.

4. Discuss and identify HOV PFS future direction.

5. Discuss agenda and logistics related to the Annual Meeting.

Please feel free to contact me if you have any questions.

Thanks!




	Template B.2.6

Sample Meeting Reminder E-mail

	To:

HOV PFS Members

Cc:

FHWA Task Order Manager

Subject:
HOV PFS Conference Call Reminder 

Dear HOV Pooled Fund Study Member,

This is a reminder that the next HOV Pooled Fund Study Quarterly Conference Call will be from <2:00 p.m. - 4:00 p.m. (ET)> on <DATE>.  Attached please find the agenda and materials for the conference call.  You may also obtain the agenda and meeting materials at the HOV PFS web site at the following URL: < http://hovpfs.ops.fhwa.dot.gov/meetings/mtg_detail.cfm?id=24>.

The purpose of this call is to:

1. Review and discuss project selection process, schedule and milestones.

2. Review and discuss proposals for projects selected to advance.

3. Review and discuss draft HOV PFS Communications Plan.

4. Discuss and identify HOV PFS future direction.

5. Discuss agenda and logistics related to the Annual Meeting.

The Annual Meeting will be held on June 15th and 16th at the National Highway Institute in Arlington, Virginia.  A formal invitation letter has been sent to you last week.  More detailed logistics and travel instructions related to the Annual Meeting will be provided during the conference call.  Please let me know if you have any questions.

Thank you.




	Template B.2.7

Sample Meeting Follow Up E-mail

	To:

HOV PFS Members

Cc:

FHWA Task Order Manager

Subject:
HOV PFS Conference Call Follow Up 

Dear HOV Pooled Fund Study Member,

The next conference call for the HOV Pooled Fund Study has been scheduled for <DATE> at <TIME>.  The agenda and supporting materials will be forwarded to you on a later date.  

The focus of this call will be to: 1) review the status and progress of current projects, 2) review and discuss comments and questions on the project ideas that are selected through the first round voting, and 3) discuss items related to the upcoming annual meeting, including travel arrangement.

Yesterday’s conference call was very successful.  On behalf of FHWA, I would like to thank everyone for participating and providing comments.  I would also like to remind you to provide your comments and initial rankings on the proposed project ideas.  Please send your comments and rankings to me by Monday, March 10.  As we discussed yesterday, please note that projects #5 and #12 are now combined as one project for this initial ranking exercise.

Next Steps:

· Mid-March: Management Support Team to integrate and summarize comments and rankings on new project ideas and submit the results to members.

· March 31: Management Support Team to develop 1-page proposals for projects that are selected in the first round voting and submit project proposals for members review.

· April 16: Members to provide comments or ask questions on project proposals at conference call.
Please feel free to contact me if you have any questions.  Once again thank you for your continued support to the HOV Pooled Fund Study.




	Template B.2.8

Sample Draft Meeting Minutes Review E-mail

	See Template B.1.10 on page 48 to view a sample e-mail.



Table B.3: HOV PFS Process for Annual Selection of Projects Templates
	Template B.3.1

Sample Solicit New Project Ideas E-mail

	To:

HOV PFS Member

Cc:

FHWA Task Order Manger

Subject: 
Soliciting Project Ideas for HOV PFS

Dear HOV PFS Member,

The purpose of this e-mail is to request your assistance in providing ideas or concepts for potential projects to consider pursuing in 2003.  Our immediate goal is to gather project ideas or concepts of greatest interest to members by the end of January 2003 so that initial project descriptions can be developed for members review and consideration in the February members teleconference.  

Please submit your project ideas to Ming-Shiun Lee at ming_shiun_lee@urscorp.com by January 27, 2003.  You may also submit new project ideas or concepts using the HOV Pooled Fund Study web site via the following URL: http://hovpfs.ops.fhwa.dot.gov/cfprojects/new_search.cfm?new=1.

Please note that there will be no limits in the number of projects submitted by each member.  The HOV PFS members are encouraged to submit new project ideas at any time in the process to select projects.

Thanks.




	Template B.3.2

Sample Project Descriptions for Member Review E-mail

	To:

HOV PFS Member

Cc:

FHWA Task Order Manger

Subject: 
Project Ideas and Descriptions for Review

Dear HOV Pooled Fund Study Member,

The purpose of this e-mail is to provide to you a list of new project ideas for your review and consideration for the HOV PFS project selection in <YEAR>.  Please review this initial list of project ideas and provide your comments to me by <DATE>.  Our plan is, once we receive your comments, we will revise these project ideas and develop initial project statements.  The initial project statements will be sent to member agencies along with ballots by <DATE>.  We will further discuss those project statements during our conference call on <DATE>.

Attached please find the list of new project ideas and a memo which provides a glance at the process and proposed schedule for project selection.  Please feel free to contact me should you have any questions.

Thank you.



	Template B.3.3

Sample Project Statements and Ranking Ballot E-mail

	To:

HOV PFS Member

Cc:

FHWA Task Order Manger

Subject: 
Project Statements Review and Ranking Ballot

Dear HOV Pooled Fund Study Member,

The next conference call for the HOV Pooled Fund Study has been scheduled for Wednesday, April 16 at 2:00 pm ET.  The agenda along with materials support the call will be forwarded to you on a later date.  

The focus of this call will be to: 1) review the status and progress of current projects, 2) review and discuss comments and questions on the project ideas that are selected through the first round voting, and 3) discuss items related to the upcoming annual meeting, including travel arrangement.

Yesterday’s conference call was very successful.  On behalf of FHWA, I would like to thank everyone for participating and for providing comments.  I would also like to remind you to provide your comments and initial rankings on the proposed project ideas.  Please send your comments and rankings to me by Monday, March 10.  As we discussed yesterday, please note that projects #5 and #12 are now combined as one project for this initial ranking exercise.   

Next Steps:

- Mid-March: Management Support Team to integrate and summarize comments and rankings on new project ideas and submit results to members.

- March 31: Management Support Team to develop 1-page proposals for projects that are selected in the first round voting and submit project proposals for members review.

- April 16: Members to provide comments or ask questions on project proposals at conference call.

Please feel free to contact me if you have any questions.  Once again, thank you for your continued support to the HOV Pooled Fund Study.




	Template B.3.4

Sample Ranking Ballot 

	To view a sample of a Ranking Ballot go to:

 http://HOVpfs.ops.fhwa.dot.gov/meetings/mtg_detail.cfm?id=24  and click on #3 Project Selection Schedule & Voting Ballot.




	Template B.3.5

Sample Voting Results E-mail

	To:

HOV PFS Member

Cc:

FHWA Task Order Manger

Subject: 
Ranking Results

Dear HOV Pooled-Fund Study Member:

Thanks for your help in ranking the project ideas.  I've summarized the voting results and consolidated all of the comments received from you in the attached document.  Shortly after this ranking exercise, FHWA has indicated that three of the projects will be funded and move forward by FHWA.  Those projects are:

<List of Projects>

Therefore, as indicated in the attachment, the following <10> projects will advance to the next round of project selection process:

<List of Advanced Projects>

The following projects are dropped from the initial list:

<List of Dropped Projects>

Over the next 2 weeks we will be working up 2-page project proposals for the project ideas that advance to the next round of project selection.  The 2-page project proposals will be sent to you for review and comments by <DATE>.  We will review and answer questions related to those project proposals during the <DATE> conference call, and we will be asking you to submit comments and rankings on the 2-page proposals by <DATE>.  Please contact Jon or me if you have any other comments after reviewing the voting results.  

Again, thanks for your help.



	Template B.3.6

Sample 2-Page Project Proposal Review E-mail

	To:

HOV PFS Member

Cc:

FHWA Task Order Manger

Subject: 
2-Page Project Proposals for Review and Ranking

Dear HOV Pooled Fund Study Member,

Attached please find the 2-page project proposals and ballot for you to cast your rankings.  I'd appreciate if you could return the attached ballot with your rankings and comments to me by <DATE>.

The 2-page proposals for the projects are also available at the HOV PFS web site.  You may access and download the proposals at the following URL:  http://hovpfs.ops.fhwa.dot.gov/meetings/mtg_detail.cfm?id=25

Your participation is key to the success of the HOV PFS and we look forward to hearing from you.  Please let me know if you have any questions.

Thanks.




	Template B.3.7

Sample Summary of Selected Project E-mail

	To:

HOV PFS Member

Cc:

FHWA Task Order Manger

Subject: 
Summary of Selected Projects

Dear HOV Pooled-Fund Study Members:

Thank you for your input and comments on the project proposals.  I've summarized in the attached document the results of the 2nd round voting and consolidated the comments received.  As indicated in the attachment, the following <X> projects will advance to the next round of project selection process at the Annual Meeting:

<List of selected projects>

Attached please also find the revised project proposals.  Please review and provide any additional comments back to me by <DATE>.  We will continue working on revising the 2-page project proposals, and the revised 2-page proposals will be sent to you by <DATE> for your preparation for the annual meeting.

Please contact me if you have any questions.  Again, thanks for your help.




	Template B.3.8

Sample 2-Page Project Proposals E-mail (prior to the Annual Meeting)

	To:

HOV PFS Member

Cc:

FHWA Task Order Manger

Subject: 
HOV PFS Annual Meeting Material

Dear HOV Pooled Fund Study Member,

Attached please find the agenda and material for your preparation for the HOV Pooled Fund Study Annual Meeting.  You may also access and download the agenda and meeting material on the HOV PFS web site via the following URL: http://hovpfs.ops.fhwa.dot.gov/meetings/mtg_detail.cfm?id=25.

Printed copies of the meeting material will be prepared and distributed at the meeting.

Please note that dress apparel for the meeting will be business casual.

Please contact me if you have any questions.  

Have a safe trip.




Table B.4: HOV PFS Project Team Conference Call Templates
	Template B.4.1

Sample Scheduling E-mail

	See Template B.2.1 on page 50 view a sample scheduling e-mail.




	Template B.4.2

Sample Conference Call Agenda

	To view a sample agenda for a Project Team Conference Call, go to an individual project web page on HOV PFS web site.




	Template B.4.3

Sample Meeting Announcement E-mail

	See Template B.2.5 on page 51 to view a sample meeting announcement e-mail.




	Template B.4.4

Sample Meeting Reminder E-mail

	See Template B.2.6 on page 52 to view a sample meeting reminder e-mail.




	Template B.4.5

Sample Meeting Follow Up E-mail

	See Template B.2.7 on page 53 to view a sample meeting follow up e-mail.




	Template B.4.6

Sample Draft Meeting Minutes Review E-mail

	See Template B.1.10 on page 48 to view a sample draft meeting minutes review e-mail.




Table B.5: HOV PFS Products/Deliverable Review Templates
	Template B.5.1

Sample Deliverable Review E-mail

	To:

HOV PFS Project Team Members

Cc:

FHWA Task Order Manager

Subject:
Request Review and Comments: Draft Chapters for XXX Project

Dear XXX Project Team Member:

The HOV Pooled-Fund Study project web page for XXX Project has available, for your review and comments, an electronic copy of the Draft Technical Reference Document for Chapters 1, 2, and 3.  

The draft technical reference document chapters comprise the "Overview" section of the handbook.  Chapter 1 - Introduction, provides a brief introduction, describes the intended audience, identifies the mission of the document, and presents the organization of the document.  Chapter 2 - Overview of XXX, contains expanded information on the breadth and depth of XXX not suited for a brief introductory chapter intended to familiarize readers on the handbook purpose.  Chapter 3 - Key Steps in XXX, provides a high-level executive summary of the technical reference document.

You may access and download the draft chapters through the HOV Pooled-Fund Study maintained web page for XXX at <URL of project web page>.  The web page has the following lines:

Deliverables: Draft Chapters for Review 

- 00 Draft Table of Contents (doc file, 181,760 bytes) 

- 01 Draft Chapter 1 (doc file, 976,896 bytes) 

- 02 Draft Chapter 2 (doc file, 2,632,704 bytes) 

- 03 Draft Chapter 3 (doc file, 792,576 bytes) 

For the draft chapters, please concentrate your review on:

- Is the right content provided?

- Is it in the right context?

- Is there the appropriate level of detail?

- Is there anything missing?

The writing team also encourages you to provide input on the present organization of the technical reference "Overview" section, including designating Chapter 3 as the chapter providing a high-level executive summary of the technical reference.  The writing team has been assessing whether the presentation order of Chapters 2 and 3 should be changed so that Chapter 1, Introduction, is followed by the Executive Summary.  Your attention is directed to commenting on the merits of this consideration.

We’d like to get your comments and suggestions back by April 17, 2003.  Upon reviewing the draft chapters, you may conveniently submit your comments and suggestions via e-mail to <PROJECT CONTRACTOR and E-MAIL> and copy me at ming_shiun_lee@urscorp.com.  

Please forward this e-mail to others in your organization or region that may have an interest in providing guidance toward the development of the technical reference, and encourage these stakeholders to submit comments on the draft chapters.  If you have any questions, please contact <PROJECT CONTRACTOR> or me.

Thank you for your continued interest and support of the XXX Project.




	Template B.5.2

Sample Distribution Plan and Support Materials

	To view sample distribution plan and support materials, go to:

http://HOVpfs.ops.fhwa.dot.gov/cfprojects/new_detail.cfm?id=60&new=0 and click on Sample Distribution Letter, Sample Distribution Plan, or Sample Notice.




	Template B.5.3

Sample External Review Notice

	DRAFT DOCUMENT ON HIGH OCCUPANCY VEHICLE (HOV) XXXX

Feedback is requested on the draft High Occupancy Vehicle (HOV) XXXX document that is available on the HOV Pooled Fund Study Web site at <URL of Project Web Page>.  <Provide a brief description of the document>

This feedback will help provide guidance toward the development of the final handbook.  Please provide all feedback to <PROJECT CONTRACTOR> via e-mail at <E-MAIL>.  A final version of the handbook will be available in <DATE>.

In addition, a proposed approach for Phase 2 of this project has also been developed and is located at <http://HOVpfs.ops.fhwa.dot.gov/xxxxxxx>.  Please also comment on the proposed approach and suggest any changes to be considered for Phase 2 of the project with your review.  For more information about joining the HOV Pooled-Fund Study, contact Jon Obenberger at jon.obenberger@fhwa.dot.gov.




	Template B.5.4

Sample Final Report/White Paper E-mail

	To:

HOV PFS Project Team Members

Cc:

FHWA Task Order Manager

Subject:
Now Available: HOV PFS XXX Handbook

Dear HOV XXX Project Team Member,

The final handbook for the HOV XXX Project for the HOV Pooled Fund Study is now available.  <Provide a brief description on the handbook>  

The final handbook is available on the HOV Pooled Fund Study maintained website for the project at: <project web page URL>.

On behalf of FHWA and the project writing team, I'd like to thank you for your input, guidance, support, and commitment to the project.  If you have any questions and/or difficulties to access to the project web page or project documents, please contact me at 612-373-6335 or e-mail at ming_shiun_lee@urscorp.com.

Thank you.
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Project Selection Process 





Purpose  


The project selection process is for solicitation of project ideas, prioritization of new projects, selection of projects to initiate in the coming year, and development of statements of work.  





Participants  


FHWA Management Team, Program Support Consultant and Pooled Fund Study Members





Communication Procedures  


The process begins in January with the PSC e-mailing the PFS Members to solicit new project ideas for the upcoming year.  By mid-February, the PSC outlines a project selection process that identifies a schedule and milestones.  The PSC is responsible for organizing the new project ideas by topical areas and developing project titles along with a brief project description for each idea.  The PSC e-mails the project ideas and descriptions to the FHWA and the PFS Members for their review. Comments are submitted to the PSC.  Based on these comments, project descriptions are updated and e-mailed to the to the FHWA and the PFS Members for their review and a ballot for initial project ranking.  





In March, the PSC will set up a conference call, the intent of which is to provide members with an opportunity to ask questions related to the project descriptions and to review and discuss project ideas with other PFS Members.  The FHWA and the PFS Members submit comments and initial rankings on project ideas to the PSC. The PSC summarizes and e-mails comments and voting results to FHWA for review by Mid-March. Top ranked projects are advanced for further consideration.  The PSC e-mails the voting results and revised list of projects to the PFS Members and develops 2-page proposal descriptions for those projects that will receive further consideration.  The PSC e-mails the proposals to the FHWA and the PFS Members for review and ranking by the end of March or as outlined in the project selection schedule. 





In April a second conference call is held to review the 2-page project proposals and provide members an opportunity to discuss, ask questions, and provide comments.  Members are asked to submit rankings on projects within one week after the call to the PSC.  The PSC summarizes the comments and the second-round voting results to the FHWA Management Team for review.  Again, the PSC e-mails the ballot results, the revised list of projects, and the revised 2-page project descriptions to the FHWA Management Team and the PFS Members for review and comment.  At least ten days prior to the Annual Meeting, the PSC finalizes the project proposals and e-mails them to the PFS Members for review and comment.  At the annual meeting, the participants ask questions, refine the project proposals and make the final selection of projects.  The PSC incorporates the refinements and distributes the selected proposals by e-mail to the FHWA and PFS Members by the end of June.  





Based on the 2-page project proposals and additional comments, the PSC develops a preliminary draft Statement of Work (SOW) for FHWA review.  Based on FHWA comment, a revised draft SOW will be developed and sent to PFS Members for review.  The PFS Members provide comments on draft SOW to the FHWA and the PSC.  The FHWA and the PSC will finalize the SOW and FHWA will distribute the SOW within one year.





Figure 2.3 illustrates the activities related to project selection process, while Appendix A - Table A.3 goes through the detailed tasks required for communications.








Project Team Conference Calls





Purpose


A Project Team conference call is held when a specific project milestone is reached, and involves only the Project Champion and members of the project review team.  Such milestones usually include availability of project deliverables.  





Participants


-FHWA Management Team


-Program Support Consultant


-Project Champion (Pooled Fund Study Member) and project team members


-Project Contractor





Communication Procedures


The PSC works with the Project Contractor to identify a date and time for a project team conference call.  The PSC is responsible for posting the project meeting schedules on the project web page.  With input from the FHWA Project Manager, the Project Contractor will develop the agenda and any meeting handouts.  The PSC is responsible for distributing the meeting announcement, including the meeting agenda, dial-up information, and any handouts, to the Project Team Members.  The PSC also posts the material on the project web site.  





The PSC sends a follow-up e-mail to participants within two days following the meeting. This e-mail summarizes the results of the meeting and lists action items.  The PSC is also responsible for drafting meeting minutes, which are distributed to the FHWA management team and the project team members for review.  The approved meeting minutes are posted on the HOV PFS web site.





Figure 2.4 highlights the process for preparing and conducting a project team conference call, while Appendix A - Table A.4 details communication tasks, processes, and timelines related to the preparation of a Project Team conference call.





Member Quarterly Conference Calls 





Purpose


Quarterly conference calls for HOV PFS Members are held to discuss the Pooled Fund Study’s  financial and membership status,  the progress  of current HOV PFS projects, and the selection and development of new projects.  Conference calls are also held as necessary to address specific agenda items. 





Participants


-FHWA Management Team


-Program Support Consultant


-Pooled Fund Study Members





Communication Procedures


Quarterly conference calls are scheduled and coordinated by the PSC.  Dates are selected based on the availability of the FHWA Management Team and PFS Members.  At the direction of the FHWA, the PSC develops the agenda along with a progress report, which is based on information gathered from the Project Contractors and the FHWA.  At a minimum, this progress report will include the status of active projects, the status of new projects and scope of work development efforts, and the status of Pooled Fund Study membership and funding. 





The PSC is responsible for developing and distributing announcements for the meeting.  The first announcement will include the agenda, dial-up information, the progress report and any other supporting material.  This information is also posted on the PFS web site.  Within two day following the conference call, the PSC sends a follow-up e-mail that summarizes the results of the meeting and lists actions items.  The PSC is also responsible for drafting meeting minutes, which are distributed to the FHWA management team and the PFS members for review.  The approved meeting minutes are posted on the HOV PFS web site. 





Figure 2.2 illustrates the activities related to the preparation and facilitation of HOV PFS Member Conference Calls.  Appendix A - Table A.2 describes in detail the processes and timeline for carrying out the communication tasks highlighted in Figure 2.2.








Annual Meeting 





Purpose  


A HOV PFS Annual Meeting is held each year in May or June over two days.  The first day of the meeting focuses on an update and status of current projects.  The second day focuses on developing final project proposals and selecting projects to initiate in the upcoming year.  





Participants  


FHWA Management Team, Program Support Consultant, Pooled Fund Study Members and Project Contractor





Communication Procedures  


The PSC is primarily responsible for planning and preparing for the annual meeting.  Preparation begins four months in advance with the PSC polling the FHWA Management Team and the PFS Chair to develop a range of possible meeting dates.  The PSC then works with the FHWA Management Team to identify possible locations, meeting facilities, and lodging accommodations and to research airfares for potential meeting participants.  Final dates and the location are selected three months prior to the meeting. The PSC develops a draft agenda, invitation letter, travel instructions and other supporting material.  Once reviewed and approved by the FHWA Program Manager, this information (announcement #1) is distributed to the PFS Members.  Members confirm their plans to attend with the PSC.  The PSC makes travel arrangement for PFS Members that require financial assistance and posts the information and available meeting materials on the PFS web site. Project Contractors are asked by the PSC to prepare project presentations for the Annual meeting.  If the Contractors have handouts, they must be e-mailed to the PSC at least one week in advance of the meeting.  





Two weeks prior to the meeting, the PSC sends a second e-mail announcement to the participants. This announcement includes the agenda, annual meeting purpose statement, location, date, and time information, and any other meeting materials that have been developed.  The PSC also posts all meeting materials on the PFS web site. Also two weeks prior to the meeting, the PSC sets up a conference call for the PSC, the FHWA Program Managers, and the PFS Chair to review the agenda and to discuss meeting logistics.  The PSC updates the agenda based on conference call and distributes the revised agenda and any additional handouts to the FHWA and PFS Members. The PSC sends a follow-up e-mail to participant within two days following the Annual Meeting. This e-mail summarizes the results of the meeting and lists action items.  The PSC is also responsible for drafting meeting minutes, which are distributed to the FHWA management team and the PFS members for review.  The approved meeting minutes are distributed to attendees by e-mail and posted on the members-only portion of the HOV PFS web site.





The communication tasks associated with preparing and conducting the Annual Meeting are presented in Figure 2.1.  More detailed descriptions of processes and timelines for performing associated communication tasks are detailed in Appendix A - Table A.1.










































































Project Deliverable Reviews





Purpose


Project deliverable review is a critical project management task. 





Participants


-FHWA Management Team


-Project Team Members


-Project Contractor


-Program Support Consultant


-External Reviewers





Communication Procedures


The Project Deliverable Review Process begins with the PSC receiving project deliverables from the Project Contractor. The PSC distributes, by e-mail, the deliverable to the FHWA and the Project Team Members along with a summary of the review objectives and a deadline for review comments.  Comments are submitted to the PSC and Project Contractor.  The PSC also posts the deliverable on the project web site.





Once the deadline has been reached, the FHWA, the Project Contractor, and the PSC participate in a project team conference call to review the comments. Within two days following the conference call, the PSC will consolidate and forward the comments to the Project Contractor.  The Project Contractor updates the deliverable accordingly. 





In addition to the review by the Project Team, the PSC prepares a notice of request for external reviewers.  The Project Contractor works with the FHWA and PSC to determine which individuals or organizations will receive the notice and/or where the notice will be posted.  Once external reviewers are identified, they are provided with the deliverable, a summary of the review objectives and a deadline for providing comments to the PSC.  The PSC, in turn, consolidates the comments of the external reviewers and forwards them to the Project Contractor.





The PSC is responsible for submitting a request for an EDL # and FHWA Publication # for each final deliverable. The FHWA provides the EDL # and FHWA Document #.  





The PSC e-mails a notice to the Project Team Members indicating the availability of the final deliverable and where and how to obtain an electronic copy of the report/document.  The PSC posts the final report/document on the project web page.





The Project Contractor executes distribution of the Final Report/Document based on the Distribution Plan.  The Project Contractor will carbon copy the PSC on all distribution related correspondence.





Figure 2.5 illustrates the tasks associated with the deliverable review process, and Appendix A - Table A.5 presents, in greater detail, the process and timeline for implementing the required communication tasks.
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