BEST WORKPLACES FOR COMMUTERSSM
COMMUNITY COORDINATOR 

FREQUENTLY ASKED QUESTIONS & ANSWERS

This document provides answers to frequently asked questions about planning a Best Workplaces for CommutersSM list release. Your main resource for planning your list release will be the Community Coordinator Kit located at <www.bestworkplacesforcommuters.gov/coorkit> or <www.bwc.gov/coorkit>.  As you move forward, we encourage you to work closely with your EPA representative. You can also contact EPA’s Best Workplaces for Commuters Voicemail at 888 856-3131 or e-mail us at bwc@epa.gov.
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STEP 1: GET ORGANIZED

Where can I get a sample list release checklist?
You can find a sample list release checklist under Step 1 of the List release Coordinator Kit at <www.bestworkplacesforcommuters.gov/coorkit> or <www.bwc.gov/coorkit>.  

What budget do I need to run a successful list release?

List release budgets can vary widely depending on the level of resources you have available and what your coalition partners are willing to dedicate to the list release. In the past, coalition partners have contributed in-kind support by conducting phone calls, helping with mailings, sending e-mails, and other tasks. One major issue that can impact your budget is whether this is the first time you’re launching a list release in your metro area. In the first year, you’ll need to invest time laying the foundation for the list release, such as identifying and recruiting coalition partners, developing list release materials, and recruiting a “critical mass” of employers. In future years, you can build on this foundation rather than start from scratch, which should translate into a lower budget. Another key factor is the size of your metro region, which can impact the amount of work required to raise awareness about your list release, recruit employers, and garner media attention.  
What assistance will EPA provide? 

EPA is available to assist you, especially in the early stages of your list release as you develop an overall plan and schedule. 

More specifically, EPA can provide:

· Tele-seminars to help you plan your list release

· Sample materials and planning documents (compiled in the List release Coordinator Kit)

· Assistance developing materials

· Frequently asked questions documents

· One-on-one technical assistance

· Networking opportunities with other list release coordinators

How much time does a list release coordinator need to invest in coordinating a list release?

As a list release coordinator, the amount of time you need to devote to a list release depends, in part, on how active your coalition partners are in helping you carry out your list release strategy. This is why it’s important to select coalition partners that have an active interest in the success of your list release.

What should I call this list release? What should I call employers that make the list?

Your list release should be given a name that reflects the community you are representing.  For example: “New England’s Best Workplaces for Commuters” or “The Bay Area’s Best Workplaces for Commuters.”  Qualifying employers should be referred to as “ABC Company, one of New England’s Best Workplaces for Commuters.”

STEP 2: BUILD THE LIST RELEASE COALITION

Why is a coalition important?

Building a strong and well-balanced coalition will help ensure the success of your list release. There are three key roles the coalition fills: 1) Bestowing credibility with potential Best Workplaces for Commuters employers and the media, 2) showing the business community and other audiences that this is a program supported and endorsed by organizations that they look to for leadership, and most importantly, 3) using their existing relationships and communication channels to invite employers to apply. Coalition partners can also play an important role in getting the word out to their memberships and stakeholders.

Who should be part of the coalition? 

Coalition partners of successful Best Workplaces for Commuters list releases have included local/regional:

· Business group(s) such as chambers of commerce

· Human resources association

· Metropolitan Planning Commission (or similar group)

· Transportation group (such as local rideshare organizations and/or the major transit agency)

· Environmental and public health group 

· Departments of transportation (state or local)

· U.S. Environmental Protection Agency

Not all list releases include all these groups.  Keep in mind the two key reasons for the coalition partners (from previous question).  Sometimes the organizations that are actually doing a great deal of the work are not part of the official named coalition while other coalition partners may be included primarily for the weight of their organization’s name.

What is a coalition versus a task force?

Past list releases have adopted different structural approaches to working with supporting organizations. How you involve supporting organizations in your list release is ultimately a strategic question – what’s the most practical, effective way to work with a large number of supporting organizations? One successful approach has been to establish a “coalition” and a supporting “task force.” A coalition is the group that is included on “official” list release materials – invitation letters, promotional announcements. In many list releases, a “task force” is also created with a much larger group of organizations—local TMAs, clean air groups, and other local organizations. The “task force” members can be instrumental in helping to get the word out about the list release and identifying employer prospects. However, they aren’t included in the named coalition, primarily to limit the number of organizations to a size that is manageable for the list release coordinator. Also, task force members may not want the responsibility of being part of an official coalition. The list release coordinator can simply keep the task force members informed and provide them with tools to promote the list release.

How big should the coalition be? 

The number of coalition partners will vary from list release to list release. As a reference, past list releases have included 6 to 10 coalition partners. When determining the number of coalition partners, you should balance the desire for a diverse coalition that will reach your intended audience with the need to keep the group’s size manageable for practical coordination purposes. 

Keep in mind that by joining the “task force,” many groups can contribute to the activities and promotional efforts associated with building and marketing the list without being one of the official coalition partners.

Who should probably not be part of the coalition?

In general, coalition partners should be organizations that represent the region as a whole.  Small, local organizations don’t generally fit well.  We strongly discourage including companies in the coalition.  National organizations (with the exception of EPA and DOT) are generally inappropriate for regional Best Workplaces for Commuters list releases.

How should I recruit coalition partners? 

The most effective way to recruit coalition partners is to contact them directly via a phone call or meeting. This will give you the opportunity to introduce the list release and discuss how the list release furthers the goals of their organization and ways in which they can lend their support. Once you’ve put your coalition together, you might want to hold a meeting or conference call with all of the key groups to discuss the list release. You can use the meeting to identify common goals and objectives and how you can all work together to achieve a successful list release. 

How do I get task force members involved?

This should require a lower level of effort than recruiting and communicating with coalition partners. The list release coordinator, for example, could create an e-mail list of potential task force members and send regular updates, tools, and information. Task force members could also be invited to certain calls or meetings with coalition partners, if this would be helpful for your list release.

What materials should I use to recruit the coalition partners?
Refer to Step 2 of the List release Coordinator Kit for a number of sample materials to use in recruiting coalition partners, including:

· Powerpoint presentation and talking points

· Web video of TV news coverage from successful San Francisco list release

· Media results flyer

· Sample list release logo

· List of Best Workplaces for Commuters

· Sample certificate for employers

You could also send these list release materials to potential task force members, perhaps through a broadcast e-mail. 

STEP 3: ESTABLISH KEY DATES

How much time should I allow for this list release?

EPA recommends at least 4 to 6 months of list release planning and execution. This will give you time to assess your community, create a sense of awareness and excitement about the list release, build a successful coalition, give employers the opportunity to qualify, and generate the Best Workplaces for CommutersSM list.  This will also allow you time to resolve any issues that may come up during the course of the list release.
What are the key dates I need to establish?

The two most important dates are: 1) the deadline for employers to apply for designation on the list of Best Workplaces for Commuters and 2) the media announcement date.

What is the “apply by” date?

This is the date by which employers must apply in order to be recognized as Best Workplaces for Commuters.

What is the “media announcement” date?

This is the date when you will announce the list of Best Workplaces for Commuters to your local media.

When would be a good “media announcement” date?

When setting your media announcement date, consider whether there are any local events, such as a Clean Air Week, that would serve as good opportunities for your media announcement. Also, be sure to consult with EPA before finalizing your date so that your announcement can be coordinated with other Best Workplaces for CommutersSM list releases being conducted around the country.

How long should I allow between the “apply by” and the “media announcement” dates?

Be sure to allow four to six weeks between the deadline for employers to apply and the media announcement date.
Why so long between the “apply by” and “media announcement” dates?

This time is needed to allow EPA to verify that each employer that applies actually qualifies for the list. It also provides enough time for you to work with EPA to finalize the list of Best Workplaces for Commuters and prepare your employer recognition and media outreach materials.
Who should buy into these dates? 

You should secure buy-in from your coalition partners and other participating organizations.

STEP 4: DEVELOP LIST RELEASE MATERIALS

What materials should I develop?

There are a number of key materials that will help you get the word out about your list release. For many of these materials, you can simply create a sample “template” version and let your coalition partners and task force members tailor it for their membership or constituencies. Key materials include:

· Invitation e-mail

· Invitation letter

· Newsletter articles

· Web site announcements

· Promotional flyer

In addition, consider developing a number of other materials to support your promotional efforts, such as:

· Interior signs for buses or transit

· Public service announcements

What should I keep in mind when developing new materials?

It’s important that your materials match the overall “brand identity” of Best Workplaces for CommutersSM–both in the messages used and the “look and feel” of the product. Consistency in your marketing will help ensure that all employers–regardless of where or how they are contacted–come away with the same positive impression of the program. Adhering to the brand identity will help protect and increase the value of the brand for your qualifying employers. Best Workplaces for CommutersSM is a registered service mark.
Where can I find sample materials?

Refer to Step 4 of the List release Coordinator Kit for sample materials, which include sample e-mails and letters inviting employers to apply, announcements for newsletters or Web sites, promotional flyers, bus signs, and public service announcements. 

Should EPA review my materials?

Yes, for your major promotional materials, please allow time for your EPA contact to review them, which will help ensure consistency across all Best Workplaces for CommutersSM materials. We will do our best to get constructive comments back to you in a timely manner.
STEP 5: INVITE EMPLOYERS TO APPLY
Which employers should I target?

You should develop a targeted list of employer prospects to focus your promotional efforts. You may want to start with coalition partners' mailing lists. Key criteria to use in screening employers include:

· Number of employees

· Whether the employer has an existing relationship with a coalition partner

· Quality of current commuter benefits (if known)

· Whether the employer has received previous awards for corporate responsibility, environmental protection, or worker-friendliness

· Participation in other voluntary programs

· Whether any other work sites of this employer (or its competitors) have already qualified as Best Workplaces for CommutersSM
What individuals at these employers should I target?

Try to identify the right contact at the organization, preferably the human resource manager, employee transportation coordinator, environmental/health official, facilities manager, or public relations official.
When should mailings go out? 

To kick off your list release, you should mail or e-mail an invitation letter with the logos of your coalition partners to your targeted list of employers. As part of this mailing, you could also include a brief fact sheet or flyer describing the list release.  (See examples of these materials in Step 4 of the List release Coordinator Kit.)
STEP 6: MAKE TARGETED FOLLOWUP CALLS

What messages should I use to convince employers to apply?

When encouraging employers to apply, it’s important to keep your pitch clear and simple. Key points to emphasize include:
· Mention that the organization came recommended as a great benefit provider

· Suggest that the organization may already qualify for the list

· Position the list as an opportunity to be recognized for offering great benefits

· Explain the prestige and distinction that comes with becoming part of the list

· Mention other large, well-respected employers (including competitors) already on the list

· If possible, use an event to encourage them to act quickly to join the program 

· Close by offering assistance with the application and/or setting a time to follow up
What kinds of follow up calls should I do?

Past experience indicates that follow up phone calls and meetings are one of the most effective ways to build the Best Workplaces for CommutersSM list. Work with your coalition partners and task force members to select a targeted group of employers for your follow up calls. The number of calls to make will depend on both the available resources and staff time for your list release. For past list releases, it has been common to make follow up calls to a list of between 75 and 100 employers.

What would be good things to say during these follow up calls?

Refer to Step 4 of the List release Coordinator Kit for a sample script for calling and inviting employers to apply.
When should follow up calls be made? 

You should begin making follow up calls at least one week following your mailing. In making your calls, it’s important to be persistent. You want to create a sense of urgency for employers. Don’t hesitate to make 3 to 4 calls to an employer. Also, don’t let too much time pass between each call. Letting too much time pass between calls implies your call may not be that important!
STEP 7: RESPOND TO INTERESTED EMPLOYERS

What should I do if an employer asks a question I can’t answer?

Tell them you do not know the answer but that you will find out. Then contact your EPA representative or the Best Workplaces for Commuters Voicemail at 888 856-3131 or e-mail at bwc@epa.gov. 

Are there any materials answering the most common and tough questions employers might ask? 

Refer to Step 7 of the List release Coordinator Kit for a document with potential questions and answers. The Best Workplaces for Commuters Web site, located at <www.bestworkplacesforcommuters.gov> or <www.bwc.gov>, is also a good source for information. If you cannot get the information you need from there, contact your EPA representative or call 888 856-3131 or e-mail bwc@epa.gov.

STEP 8: CREATE LIST OF BEST WORKPLACES 

What should an employer do if it wants to be considered?

Point them to the “Do I Qualify?” page on the Best Workplaces for Commuters Web site located at <www.bestworkplacesforcommuters.gov> or <www.bwc.gov>.

What does EPA do when an employer applies?

When EPA receives an employer application, the customer service team contacts the applicant to confirm the information is correct and complete.  The applicant will then receive a Welcome Aboard Kit, including a certificate and other information, to welcome them into the program. We also add their name to the list of Best Workplaces for CommutersSM.

How will I know an employer has applied and been approved?

EPA will create the list of Best Workplaces for Commuters for your list release and provide regular updates on the list to the list release coordinator during the list release.

What should I do when a new employer qualifies?

Depending on your relationship with that company you can use the occasion to either strengthen an existing relationship or establish a new one.  We recommend you call and congratulate any new Best Workplaces for Commuters in your service area and remind them of the services you can provide.  Also let them know about your role in the list release and your relationship with the coalition and EPA, and mention the plans for the media announcement.

STEP 9: PLAN A MEDIA ANNOUNCEMENT

What is the difference between an awards ceremony and a media event?

The main difference is in the objective.  An awards ceremony is an event intended to recognize Best Workplaces for Commuters and make them feel good about this designation.  Generally, an awards ceremony attempts to recognize all qualifying employers—or at least all that are able to attend.

A media event has a different objective.  It is designed to capture the attention of the media so that they will air or publish stories about Best Workplaces for Commuters.  Often some participating companies will be highlighted as a way of making the story more compelling, but there is not an effort to recognize all employers.

It is possible to combine these two types of events, but generally, awards ceremonies do not make good media events.

When should I organize an awards ceremony and when should I organize a media event?

It depends on your objective.  If you are trying to do both, you should probably consider having two separate events.  The media event or the awards event should be scheduled to coincide with the official release date of the list.

What’s the importance of a media announcement?

Creating publicity around the Best Workplaces for Commuters list is what the program is all about.  Employers that are recognized as Best Workplaces for Commuters appreciate as much media coverage as possible, and that also leads to much greater interest in future participation.

What is the right setting for a media announcement? 

It can be almost anything, but the more unusual, the better to attract media.  Work with a public relations firm to brainstorm ideas for locations, settings, props, and participants.  EPA can also assist you in this area. Be careful to ensure the event is relatively short, interesting, upbeat, and even fun. 

Who are the right media organizations to target? 

We believe the best media include business-related, general, and human resource outlets, although any media attention is good.  Both larger, regional media outlets and smaller, local outlets are good and appropriate targets.

Who are the right people (e.g., reporters, editors) at media organizations to target?

You should rely on a public relations firm for specific guidance for your region. But generally speaking, try to determine which reporters have reported on similar activities in your area in the past, as they can be good targets for this story. These can be reporters covering transportation, air pollution, the environment, as well as employee benefits.

What are the main messages to send to them?

Think about the message(s) the reporter will view as interesting to his/her viewership/readership.  What are hot news items?  Can this be linked to current events or local stories of import (e.g., regional traffic or road construction, companies being recognized for other things)?

Who are the right media spokespersons to have at this event?

Again, ask yourself who will attract the media.  It’s not always important local politicians; getting a local business leader or two can often be more effective.  Someone from the coalition who is media-trained should also be available to answer questions and create sound bites for the media. EPA can often send a spokesperson from the Best Workplaces for CommutersSM program. Ask your EPA representative for more details.
Should I invite all recognized employers?

For award events, yes. For media events, no.

Do you have any sample media materials (e.g., press releases, media fact sheets)?

Refer to Step 9 of the List release Coordinator Kit for sample media materials from previous list releases.

Who should I invite to an awards ceremony?

Invite everyone you can think of; they can always choose not to come.  However, if you are inviting relatively high-level individuals, be sure your event makes them feel appropriately recognized.  Also, do not set up any false expectations.  If you are inviting CEOs, they should know whether or not they are going to have an opportunity to speak. 
Who would be good speakers for an awards ceremony?

Try to keep an awards ceremony crisp.  Too many speakers will drag it out.  A notable speaker (mayor, other elected official), a representative from a local business group, and an out-of-towner (EPA or DOT representative, state legislator) can make a nice mix. In our experience, large companies like to be recognized by regional, state, and federal agencies. Many small companies prefer to be recognized by the local business community and their peers.

What would be some good “talking points” for these speakers?

Each speaker should prepare remarks that are appropriate for their unique perspective on the list release. However, general talking points may include:

· Thank you to all participants

· Provide local context (e.g., state of traffic, air pollution, economy)

· How Best Workplaces are helping to improve these circumstances

· Interesting anecdotes about awardees
Should we hand out certificates/plaques at the awards ceremony? 

It depends on how many employers you are recognizing.  If it can be done in a reasonably short period of time, then it may be a good idea.  

Who can provide these certificates/plaques?

EPA provides all new Best Workplaces for Commuters with a certificate suitable for framing.  Some local coalitions have developed certificate designs with a local flair (the Bay Area with the Golden Gate Bridge, for example).  Work with a local printer or plaque company to print or create your plaques and certificates. Be sure to coordinate with EPA to ensure a consistent “brand identity” for all program materials.

STEP 10: POST-ANNOUNCEMENT FOLLOWUP AND PROMOTION 
What are the main things that need to be done as follow up to the media event?

Key activities include:

· Track and clip media coverage.

· Provide these clippings to all stakeholders, coalition partners and Best Workplaces

· Thank all your speakers, hosts, and other participants with a letter

· In correspondence with the Best Workplaces for Commuters awardees, remind them to use the list release logo and designation in their publicity, on their Web site, and in their job postings

· Leverage media coverage by getting coalition partners (e.g., transit agencies, chambers of commerce) to place PSAs/ads congratulating the list of Best Workplaces for CommutersSM in newspapers, business publications, transit ads, and other venues. 


