	Best Workplaces for CommutersSM
LIST RELEASE CHECKLIST

	TASK
	LEAD
	SCHEDULE

	STEP 1:  GET ORGANIZED
	
	

	1.  Define geographic area for list releasetc "Define geographic area for campaign"
	
	

	2.  Verify key building blocks of a successful list release are in place (participation/buy-in of key local TDM leaders and emergency ride home program)
	
	

	3.  Participate in BWC tele-seminars / trainingtc "Identify potential coalition partners"
	
	

	4.  Identify available list release resources such as budget and staffing tc "STEP 1\: PLAN THE CAMPAIGN " \l 4
	
	

	5.  Join the Best Workplaces For Commuters Network to stay connected with other community coordinators and supporters and learn about other activities that promote BWC.
	
	

	
	
	

	STEP 2:  BUILD THE LIST RELEASE COALITIONtc "STEP 2\: BUILD THE CAMPAIGN COALITION"
	
	

	1. Propose participation to potential partners

· TDM partners (such as transit, TMAs)

· Business groups (such as chamber of commerce, HR organization)
	
	

	2.   Confirm partners & acquire electronic versions of logos, if needed
	
	

	3.   Confirm how each partner will contribute to the list releasetc "Propose participation to potential coalition partners"
	
	

	4. Brief partner organizations on: 

· How employers qualify for BWC 
· Whom partners should contact if any questions come up
	
	

	 5.  Participate in meetings, as needed, to highlight National Best Workplaces for Commuters, other regional efforts and results, how employers qualifytc ""
	
	

	
	
	

	STEP 3:  ESTABLISH KEY DATEStc "STEP 3\: ESTABLISH KEY DATES"
	
	

	1.  Determine application deadline & list release date (allow 5 weeks minimum between application deadline & list release)tc "Set application deadline for getting on the Best Workplaces list (this will be based on the media announcement date and will allow sufficient time to verify each BWC application)"
	
	

	
	
	

	STEP 4:  DEVELOP LIST RELEASE MATERIALStc "STEP 5\: INVITE EMPLOYERS TO APPLY"
	
	

	Develop materials you will need for a successful list release.  See Web-based Community Coordinator’s Kit for good sample materials. 
	
	

	· Web pages / Web Site Announcementstc ""
	
	

	· Invitation / Announcement E-mailstc "Confirm coalition partners & acquire electronic versions of logos, if needed"
	
	

	· Invitation Letters (for e-mailing or regular mail)tc ""
	
	

	· Newsletter Articles and Other Promotional Materials
	
	

	· Other Promotional Materials

Think about the use of public service announcements, transit signs, Web sites, and other creative approaches to promoting BWC in your area. The Web-based Community Coordinator’s Kit has several great ideas you might want to consider. 
	
	

	STEP 5:  INVITE EMPLOYERS TO APPLYtc "STEP 5\: INVITE EMPLOYERS TO APPLY"
	
	

	1.  Activate Web pages / Web sitestc ""
	
	

	2.  Send E-mailstc ""
	
	

	· E-mail existing BWC employers they automatically qualify for BWC local listtc "Contact existing employer participants to tell them they automatically qualify as Best Workplaces for Commuters"
	
	

	· Send e-mails inviting employers to applytc ""
	
	

	3.  Send Newsletters that include BWC storiestc ""
	
	

	4.  Send Invite Letters / Promotional Flyerstc ""
	
	

	· Develop lists of employers & employer contacts for letter e-mail mailingtc ""
	
	

	· Tailor letter for coalition partners (for example, Chamber of Commerce sends letters to members using its president’s signature block)tc ""
	
	

	· Review and approve letter/e-mail before distribution
	
	

	5.  Distribute other outreach materials such as transit signs, PSAs 
	
	

	
	
	

	STEP 6:   MAKE TARGETED  EMPLOYER FOLLOWUP CALLS tc "STEP 5\: INVITE EMPLOYERS TO APPLY"
	
	

	1.  Develop list of priority employers/contacts for follow up calls (such as largest metro region employers tc "Establish targeted lists of employers and agree on territories (in cooperation with coalition members & local partners)"w/reputations for worker, environmental, public leadership) 
	
	

	2.  Review suggested talking points from Web-based Community Coordinator’s Kit
	
	

	3.  Call employers from target liststc "Call companies from target lists"
	
	

	
	
	

	STEP 7: RESPOND TO INTERESTED EMPLOYERStc "STEP 6\: RESPOND TO INTERESTED EMPLOYERS"
	
	

	1.  Answer basic questions from employers about applying/qualifying (e.g. qualifying criteria)tc "Answer basic questions from employers about joining"
	
	

	2.  Assist with difficult questions from employers about applying/qualifying (e.g. employer proposals)tc "Assist with difficult questions from employers "
	
	

	
	
	

	STEP 8: CREATE LIST OF BEST WORKPLACEStc "STEP 7\: CREATE LIST OF BEST WORKPLACES"
	
	

	1.  Compile employer applicationstc "Compile applications"
	EPA
	

	2.  Call employers to verify their benefits after they enroll through Web and send welcome packet with certificatetc "Call employers to verify their benefits after they submit on-line application form"
	EPA
	

	3.  Compile draft lists (those with benefits verified by EPA)tc "Compile draft list (those with benefits verified by EPA)"
	EPA
	

	4.  Share draft list with coalition partners before finalizingtc "Share draft list with coalition and local partners before finalizing"
	EPA
	

	5.  Finalize list of BWCstc "Finalize list"
	EPA
	

	
	
	

	STEP 9: PLAN MEDIA ANNOUNCEMENTtc "STEP 8\: PLAN MEDIA ANNOUNCEMENT"
	
	

	1.  Strategy & plan
	
	

	· Develop media announcement strategy & plan (e.g. timing, location, speakers, messaging, “media visuals,” etc.)tc "Plan media announcement"
	
	

	· Develop list of target media organizations & contacts
	
	

	
	
	

	2.  Media kit/event materials tc "Invite (fax/e-mail) participants "
	
	

	· Determine spokespersons and develop talking points tc "Invite (fax/e-mail) participants "
	
	

	· Produce press release tc "Invite (fax/e-mail) participants "
	
	

	· Produce final list of BWCs tc "Invite (fax/e-mail) participants "
	
	

	· Produce interesting anecdotes about a few local BWCs along with fact sheet on metro congestion and air quality tc "Invite (fax/e-mail) participants "
	
	

	· Produce contact list for media tc "Invite (fax/e-mail) participants "
	
	

	· Review and approve all media materials before they are distributed 
	EPA
	

	4.  Invite/pitch mediatc ""
	
	

	· Make pre-announcement media calls to media organizations
	
	

	· Send embargoed press release to media
	
	

	· Hold media briefings with major media organizations
	
	

	· Track media “hits”
	
	

	
	
	

	STEP 10: POST-EVENT FOLLOWUP & PROMOTION tc "STEP 9\: POST-ANNOUNCEMENT FOLLOWUP " \l 2
	
	

	1.   E-mail or send thank you letter to all BWCs, coalition partners, include congratulations and list of “media hits”tc "Mail follow up packets (thank you letter, certificate) " \l 2
	
	

	2. Hold follow-up/evaluation call with coalition partners
	
	

	3.   Look for continuing activities to promote BWC locally and within BWC companies

· Develop a PSA (public service announcement) congratulating BWCs & inviting other employers to apply/qualify

· Ask a transit agency to run PSAs praising BWCs

· Ask coalition partners (e.g., Chamber of Commerce) to run ad/blurb in newspapers/newsletters praising BWCs

· Brainstorm other entities to run PSA/announcement (e.g., sports stadiums)
	
	


