SAMPLE FOLLOW-UP MEETING AGENDA

Background: 

After your list of Best Workplaces for CommutersSM has been released to the media, and you've received the bulk of the media coverage that you anticipate receiving (wait at least a month after releasing the list), you should convene a meeting of all your coalition partners for a debriefing on the results of the campaign. You may also choose to invite other TDM service organizations to participate in this meeting (or conference call). 

Here are some considerations for developing the list of participants: do you want a smaller group discussion that strengthens ties between the coalition partners and possibly expands their roles and responsibilities for the next annual list? do you want a larger group discussion that includes transportation service providers that will help energize and engage them for the coming year? are there any decisions to be made during this call (keep it smaller) or is it primarily a progress update (can accommodate more callers)?  You could have one call for coalition partners and one call for all other partners.

Sample Agenda:

Your call should highlight the following categories:

I. 
Thank you to all! Welcome and introductions. Explain the purpose of the call (progress update?).

II. 
Overview of the overall campaign action plan that was used to create, finalize, and distribute the list.

III. 
Recruitment results: what are the numbers—employers, emissions implications, related successes.

IV. 
Media coverage results (if possible, distribute copies by e-mail or through Web site link beforehand): number of articles, which media outlets (name them!!!), core messages being reported.

V. 
Questions, comments, suggestions on next year's campaign efforts.

VI. 
Brief overview of the plan for next year. Example: will the list be released at the same time next year? which organization will oversee/manage the campaign?

VII. 
Set a date (if necessary) for next call/meeting.

Be sure to distribute minutes to all coalition partners as a follow-up. 

