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PHASE 3: ACTION PLAN
Phase 3 gives you the tools your TPG will need to develop a coordinated public
transportation system that will serve all populations throughout your county by using
available resources in the best possible way. Phase 3 will also prepare your county to apply
for federal Section 5311 funding to help support your coordinated public transportation
system.
At the end of Phase 3:

1. You will have developed a system model and action plan based on
the needs of your county’s residents and used it to develop a transit
system that is responsive to those needs

2. You will have established and organized assistance, resources, and
expertise from community members to support the transit system

3. You will have developed the identity of your transit system and built

support for using the system through education and outreach based
on county needs assessed in Phase 2.

4. You will understand the difference of the two functions of your transit
system:
•

Mobility management – arranging the ride

•

Service delivery – providing the ride

5. Your county will have:
•

Created a budget for your transit system

•

Identified partners to provide transit

•

Identified partners interested in buying service from the system

•

Located additional sources of local match for the 5311 Grant
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Seven Principles of Coordinated Public Transportation Systems
1. Not About Picking a Model
• Picking a model is undesirable because you then “fit” players into slots.
• Decisions made along the way will “drive the model” that evolves.
• This is a search for leadership and partnership, not dictatorship.
2. Collaboration
• Every member of the TPG is an equal partner.
• Come to a consensus on how to deliver service.
3. Customer Driven
• Each and every decision should be made with the customer in mind.
• Every policy, everything you do, must be based on the customer.
4. Ridesharing
• Clients can ride together.
• The first goal is ridesharing, which will create excess capacity, which can
be used to serve other people.
• The System Development Group members will initially need to map the
services presently being provided, in order to identify overlaps.
5. Responsive
• Whoever calls for a ride will be able to receive one, whether they are
elderly, college students, low-income workers, families, schoolchildren
needing transportation outside a designated school bus area, etc.
• Professionalism must be maintained at all times whether the customer is
going to a probation appointment, the grocery store, or a GED class.
6. Economic Development
• Public transportation creates jobs for drivers, administrators, distributors,
mechanics, et al.
• System will use fuel, parts, paper, etc., which are purchased in the county.

And, last but not least:
7. Don’t make it Rocket Science
•

This is about “people helping people.”
Bill Jung, CEO Rides Mass Transit District
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Access to transportation enables people to live independently, participate in
the community, contribute to society, and have an enhanced quality of life.

The three goals when designing coordinated public transportation systems include:
1. Efficiency
•
•
•

More rides for the same or fewer assets
More shared resources (e.g., staff, equipment, funding, etc) between
different agencies and organizations
More coordination of human services transportation

2. Effectiveness
•
•
•

More communities have simplified access to services
Easy and single entry point for riders regardless of funding agency,
transportation provider, or type of service being provided
More modes (bus, paratransit, taxi, volunteer, etc.) to choose from

3. Customer Satisfaction
•
•

Better quality of transportation services
Riders feel transportation services/providers are more:
o Available
o Accessible
o Affordable
o Courteous and helpful
United We Ride, Logic Model, 1/2007
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Determining Commitment of TPG Agencies
You have entered the crucial stage in the development of a coordinated public
transportation system for your county. Each TPG member’s agency must now decide
how committed they are to making the transit system a reality, because the success of the
system hinges upon this support.
In the TPG are two types of agencies, those that provide client transportation, and those
that do not. Since their support will determine the scope and level of the forthcoming
transit system, we need to establish commitment from each group individually.
Therefore, we have different tools for each. Agencies that provide client-based
transportation will complete the Memorandum of Understanding, whereas agencies that
do not provide transportation will complete the Service Expectations and Agreements.
Memorandum of Understanding (MOU)
The Memorandum of Understanding will establish the expected level of
participation in the transit system for those agencies that provide client-based
transportation. There are three levels.
1. Continue providing transportation just for their clients
2. Expand services and provide some degree of public transportation for
the transit system
3. Stop providing client transportation and use the public transit system for
their clients
The MOU is the agency’s anticipated commitment to the transit system. It is not a
legally binding contract but must be signed by the agency director or the
authorized designee for the agency. The MOU outlines the specific resources the
agency might consider committing to the transit system.
It helps the System Development Group establish its initial start up strategy by
determining who is serious about being a part of the transit system.
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Service Expectations and Agreements (SEA)
The Service Expectations and Agreements (SEA) establish what agencies who do
not provide transportation expect from the future transit system:
1. What the transit system needs to provide for their clients
2. If the system could meet these needs, would they enter into a service
contract to purchase rides for their clients
3. How the system could best serve their clients and county residents
4. How their agency might support the system
The SEA asks the agency director or authorized designee for the agency what
they want from the system and what might they might offer to support the
system.
It helps the System Development Group to determine which agencies might be
interested in entering into a service contract with the system and will help build
the ridership of the potential system.

We need answers to these questions and clarification on each member agency’s expected
level of participation. The following forms can be used to develop the MOUs and SEAs.
Please note that every TPG member’s agency must enter into a SEA with the TPG;
however, only those agencies currently providing client transportation must complete
the MOU.
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Memorandum of Understanding (MOU)
Those organizations providing client-based transportation must complete a Memorandum of
Understanding, signed by the agency director or their authorized designee. Although not
a legally binding contract, the MOU is extremely important because it is a concrete statement
about the specific resources each party will commit to the transit system.
Each party who currently provides transportation decides if they want to:
• Continue providing transportation just for their clients/customers;
• Expand services and provide public transportation (demand response, etc.)
for the coordinated transit system; or
• Stop providing client transportation and utilize the transit system for their
clients.
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Memorandum of Understanding with County Coordinated Transit System
Date:
Organization:
Authorized Representative (Print
name):
Contact Information:

If a coordinated public system could provide transportation for the same level of
service for your clients/customers, would you prefer to (check one):
1. Continue providing transportation just for your clients?
2. Expand services and provide public transportation for the coordinated transit
system?
3. Stop providing client transportation and utilize the transit system for your
clients?
If you selected #2 or #3, put a check next to the resources you would consider
contributing to the system.

Money

Vehicles

Staff

Office space

Maintenance
facility











Other (Please list):
Comments:

Signature:

Title:
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Date:

Through the Service Expectations and Agreements (SEA), your TPG will begin to
establish which agencies or organizations might be interested in entering into a service
contract with the system.
Any client-based transportation agencies who selected number 3 on the MOU: Stop
providing client transportation and utilize the transit system for your clients are
encouraged to fill out the SEA to make certain the transit system will best serve the
interests of their stakeholders.
You may have questions about what service contracts are. Before we look at the SEA,
let’s take a look at service contracts.
What are service contracts?
•

A service contract is a formal agreement between the public transportation
system and any group that needs to transport people.

•

In exchange for transporting their clients, the agency gives the public
transportation system resources they would normally use to transport clients.
This may be vehicles, staff, or money.

•

The agency and public transit system come to a mutual agreement on the
number of rides and how much they will cost.

Your agency might seek a service contract with the public transportation system if:
•

You provide rides out of necessity (your clients have no other way to get
around), or if
You can no longer afford to transport your clients (fuel costs, vehicle upkeep,
drivers’ wages, insurance, etc.)

How do service contracts help your stakeholders?
•

The public transit system will be able to provide your clients more rides, more
often than you are able to provide.

•

This increased access to transportation will help them:
o

Live more independently,

o

Participate more in the community,

o

Contribute to society, and have an

o

Enhanced quality of life.

They will be able to increase their participation in daily activities such as work,
school, health, play and other community activities; equal access to services and
opportunities; and decreased dependence on government-funded services.
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The SEA can help agencies become more comfortable with the transit system by asking
what the countywide transit system needs to consider or provide for them to utilize it for
their clients/customers.
TPG members: Give a copy of the SEA to the head of your agency or organization.
After all SEAs have been returned, the TPG Team Leader should collect and maintain a
written record of all SEAs that have been completed.
Agency heads: Please tell us what your organization wants from a public transit system and
any potential commitments you might make to support the transit system if it meets your
needs.
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Service Expectations and Agreements Example: Sample Agency Village
Date:

7/12/10

Agency:

Sample Agency Village

Agency Director (Print name):

Dawn Piper, CEO

Contact Information:

DC-Piper@wiu.edu
800-526-9943

1. What specific conditions does the public transit system need to meet for your agency to
use it for your clients? (Examples: safe, affordable, available, accessible, evening hours,
etc.) Please elaborate.

The transit system needs to be all of the above. It must be safe for our clients to
ride and it must be dependable. Our clients are on limited incomes, so rides need to be
affordable so they can use the system.
2. If the system can meet these needs, would you be interested in entering into a service
contract to purchase rides for your clients?

Yes
3. Why or why not?

Our clients need to have more transportation options. At this time, they can get
to medical facilities and a few scheduled outings each month provided by the
senior center. The rest of the time, they are without transportation. I would
like them to be able to have more freedom and independence and the ability to go
places, as they would like.
4. What does your agency want from the public transit system?

I want our clients to be able to get where they need and want to go.
5. What commitments can you anticipate your agency making to support the public transit
system?

1. We would like to explore how a service contract with the transit system (using
funds we already use on transportation) could benefit our clients and our organization.
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2. If we decide it would be worthwhile, we would like to enter into a service contract
and would help our clients make the transition to public transit.
Comments:

We understand that this is a non-binding agreement, but want to learn more about how the
public transit system could help us and give our clients more independence.
Signature:

Dawn Cecilia Piper
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Service Expectations and Agreements
Agency heads: Please tell us what your organization wants from a public transit system
and any potential commitments you might make to support the transit system if it meets
your needs.
Date:
Agency:
Agency Director (Print name):
Contact Information:

1. What specific conditions does the public transit system need to meet for your
agency to use it for your clients? (Examples: safe, affordable, available,
accessible, evening hours, etc.) Please elaborate.

2. If the system can meet these needs, would you be interested in entering into a
service contract to purchase rides for your clients?
Yes

No

3. Why or why not?

4. What does your agency’s want from the public transit system?

5. What commitments can you anticipate your agency making to support the
public transit system?

Comments:

Signature:
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Workgroups
Workgroups are essential because of the specific tasks you must complete in Phase 3. They
are also important because they allow each member of the TPG to use their own particular
skills in the area that is most interesting to them. This strengthens the effort of the TPG as a
whole.
During Phase 3, you will meet on a regular basis with ICCT Clearinghouse Staff in
your individual Workgroups to complete the assignments in your Primer section. Each
Workgroup will have a chairperson or co-chairs who will work under the direction of
the ICCT Clearinghouse to keep their group on task and moving forward. Each group
will also have a secretary.
The TPG Team Leader will communicate regularly with Workgroup chairs and will
share information with the TPG through email. The secretary for each Workgroup will
be responsible for taking notes at group meetings and sending them to the Team Leader
for distribution to the whole TPG (including the Clearinghouse.) This will keep
everyone informed about Workgroup activities and assignments and provide an
opportunity for feedback.
After Workgroups complete specific assignments, the Clearinghouse will work with
Workgroup chairs and the Team Leader to schedule meetings with the entire TPG.
Meetings of the whole TPG are much less frequent in Phase 3 as most communication
is done via email.
The Clearinghouse has amassed various resources to assist each Workgroup, available
online under the Phase 3 folder specific for your Workgroup at the ICCT Clearinghouse
Toolbox: sites.google.com/site/icctClearinghouse/home .
It may happen that some questions may arise beyond the scope of the Primer, the
Toolbox, or Clearinghouse Staff. The ICCT Clearinghouse has a Technical Assistance
Oversight Committee to turn to for such instances. The Technical Assistance Oversight
Committee is made up of representatives from IDOT, Illinois Public Transportation
Association, various state departments (such as the Department on Aging), Rides Mass
Transit, RTAC board, and other transit leaders who have a wealth of knowledge and
can offer specific insights to your group.
Therefore, it is important to communicate with Clearinghouse Staff who can help you
access appropriate resources to help you complete your assignments in the most
efficient manner possible.
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Assignment – Workgroups

Your next assignment is for each member to select one of two Workgroups in
which to participate.

Public Education and Outreach Group – PE&O
Most agencies that completed the Service Expectations and Agreements (SEA)
•
•
•
•
•

Develops the identity of the public transit system
Builds support for public transportation in the county
Provides education and outreach
Builds relationships with the public; elected officials; media; employers;
business leaders; etc
Help identify resources and service contracts for SDG

System Development Group (SDG)
Agencies that completed the Memorandum of Understanding (MOU)
•
•
•
•

A partnership of client-specific providers who build transit capacity for the
county through information sharing and honest, open, and fair discussions
Examine current client-specific services to locate duplication
Research potential service contracts to fill in service gaps
Develop a System Service Plan and System Budget

Any agency that provides client-specific transportation (whether they want to
continue providing rides or not) or wants to explore the possibility of providing
transportation for the transit system should be a part of the System Development
Group.

The Clearinghouse and Team Leader will help each Workgroup to select a chairperson or cochairs and a secretary to take meeting notes to share with the TPG. The TPG Team Leader
can be a part of a Workgroup, but cannot chair either working group.
After each TPG member chooses a group, use the worksheets on the following pages to set
up meeting dates and share contact information.

14

Public Education and Outreach (PE&O) – Group Members
Purpose:
Members provide education and outreach to build understanding of and support for the
coordinated public transportation system to the general public; legislators at the township,
county, state, and federal levels; media; employers; business leaders; tourism agencies; etc.
Assignment:
Discuss with Clearinghouse Staff and the team leader who is the most appropriate chair (or
co-chairs) and secretary of the Workgroup. Note – the chair should not be the TPG Team
Leader.
Use the chart below to print contact information for group members. Select several potential
dates for first Workgroup meeting and check Clearinghouse staff availability, as
Clearinghouse Staff will assist with facilitation of Workgroup meetings.
Role

Name & Organization

Email

Chair or
co-chairs
Secretary
Members
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Phone

System Development Group (SDG) – Group Members
Purpose:
A partnership of client-specific providers who build transit capacity for the county through
information sharing; honest, open, and fair discussions; locating current duplication of
services; finding ways to fill in service gaps; and developing a service plan and budget
Any agency that provides client-specific transportation (whether they want to
continue providing rides or not) or wants to explore the possibility of providing
transportation for the transit system should be a part of the System
Development Group.
Assignment:
Discuss with Clearinghouse Staff and the Team Leader who is the most appropriate chair
(or co-chairs) and secretary of the Workgroup. Note: The chair should not be the TPG Team
Leader.
Use the chart below to share contact information with group members. Select several
potential dates for first SDG meeting and check Clearinghouse Staff availability.
Clearinghouse Staff will assist with facilitation of SDG meetings.
Role

Name & Organization

Email

Chair or
co-chairs
Secretary
Members
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Phone

Workgroup Chair and Secretary – Contact Sheet
Note for TPG Team Communicator – use this chart to list the chair, co-chairs and
secretary of each Workgroup. Team Leader – make sure to maintain an ongoing record
of contact information so other members of the TPG can reach them and send this out to
the group.
Forward this information to the Clearinghouse.
Workgroup

Chairs

Public Education &
Outreach Group

System Development
Group
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Secretary

System Success Resource Tools
Now you know which agencies are interested in looking into the possibility of
providing some form of transportation for the transit system. You also know what other
agencies will expect from your transit system for them to consider a service contract.
Your next assignment will be to find out what assistance, resources, and expertise
might be available to help your Workgroups along the way. Some of the resources and
expertise will be useful immediately while others will be used after the system is up
and running. The TPG Team Leader will collect these and share them with the
Workgroups later in Phase 3.
These following assignments will help county businesses, residents, and TPG agencies
develop into the mindset that the public transportation system will need their support in
order to be successful.
The following three tools can help you establish and organize assistance, resources, and
expertise available to help support the transit system.
1. 10 Simple Ways You Can Support Your County Transit System
2. CARE – Checklist of Assistance, Resources, and Expertise
3. CARE Log
10 Simple Ways You Can Support Your County Transit System

This is a simplified version of the CARE worksheet. TPG members can begin to share
these with interested businesses and community members to help educate them about
the benefits of a public transportation system while locating resources throughout the
county. The Public Education and Outreach Group will use this information later in
Phase 3.
CARE – Checklist of Assistance, Resources, and Expertise Worksheet

Have each member of the TPG give the CARE worksheet to their agency director
regarding potential assistance, resources, and expertise they might contribute to the
public transit system. Make sure to get the contact name and number so the appropriate
Workgroup can contact them later to follow up.
CARE Log

Once you have collected the CARE worksheets from TPG agencies, organize them by listing
all of the agencies beneath the assistance, resources, and expertise they can provide plus any
details provided. At your next TPG meeting, share this information with the group. The
Workgroups will use this information later in Phase 3.
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10 Simple Ways You Can Support Your County Transit System
The ____________ County Transit Partnership Group is a volunteer group that has been
meeting for ________ months to develop a public transit system. We want county residents
of all ages to have access to a reasonably priced public transportation system so they can
get to the doctor, to work, school, or any other place they want to go.
We are asking anyone who wants to make this reality to help us by learning about the
system and helping connect us to the best resources throughout the county. Just circle the
ways you can help and fill in the requested information.
10 Simple Ways to Support Your County Transit
System:

Notes:

1.

Go to an outreach meeting and learn
how public transit can help our county
and tell other people what you learn.

If you want us to contact you
about a meeting in your area
be sure to give us an email or
phone number on the next
page. (We will only use your
information to keep you
updated about transit.)

2.

Help us develop relationships with
contacts you have in the county with
newspapers, radio or local TV stations,
advertising, billboards, or sign makers.

Please print names and
contact information:

3.

Help us find professionals in the county to
create brochures, pamphlets, etc., for
customers and translate them into
different languages, or Braille, audio,
and/or other formats.

Please print names and
contact information:

4.

Help us find professionals in our county
with expertise in marketing, web design,
accounting, insurance, and legal issues.

Please print names and
contact information:

5.

If you own a business, provide a service,
discount, and/or prize to help promote the
system. (This will be good/free
advertisement for your business.)

Nothing is too small – we can
always group prizes and give
as packages.

6.

Schedule a ride and see how easy it is to
use – better yet, ride with a friend.

When the system is up and
running

7.

Buy transit passes for your employees or
customers.

When the system is up and
running
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What you could provide?

8.

Display brochures, pamphlets, flyers about
public outreach meetings, etc., in your
office or building.

We are building interest for the
system so you do not have to
wait for the system to be
running to help with this. Please
give us your name and
business contact information.

9.

Help us find the best deals to buy or rent
office equipment and supplies in the
county.

Please print names and
contact information:

10.

Help locate maintenance facilities,
mechanics, and/or bus garages for the
transit system.

Please print names and
contact information:

Other ideas to help support the system?

What town/village are you from?

If you want us to contact you, or let you know about upcoming meetings, please
print the following:
Name:
Phone:
Email:
For more information about the transit project or to share information with us,
please contact:
_________________________________.

Thanks for your help! _________________ County Transit Partnership Group.
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Providing (or helping to locate) an accessible facility in your
community for public outreach meetings?

A, R

Maybe

X
Providing (or helping to pay for) printing of educational
materials for Public Education and Outreach Group (PE&O)
before the transit system is started? (After which time printing
will be a reimbursable expense for the system.)

Would Your Organization Consider:

A, R

Expertise

Resources,

Assistance,

CARE Worksheet Example: Heflin Health Care Center

X

Yes

Group can use our facility
for meetings

Might be able to make
donation to help support

Provide:

Please List What You Could

We appreciate anything you can do to help support our public transportation system or connections you can help us make. Be sure
to contact Jane Smith (Team Leader) at (123) 456-7890 for more information.

Our Workgroups, the Public Education and Outreach (PE&O) and the System Development Group (SDG) will keep a record of this
information and contact the agencies who indicate potential support. At that time, agencies can determine in what manner they can
help support the system. We are not asking for a long-term commitment.

It is likely that your agency has completed either the Memorandum of Understanding or the Service Expectations and Agreements to
determine your commitment and interest in the public transportation system. At this time, we are asking our TPG member agencies
to consider ways that you might provide assistance, resources, and expertise to support a countywide public transit system.

As you know, your agency has been represented on the Sample County Transit Partnership Group (TPG) that has been meeting for
14 months to develop a public transit system. We want county residents of all ages to have access to a reasonably priced public
transportation system so they can get to the doctor, to work, school, or any other place they want to go.

(SAMPLE) Checklist of Assistance, Resources, and Expertise (CARE) Worksheet

Checklist of Assistance, Resources, and Expertise (CARE) Worksheet

As you know, your agency has been represented on the ____________ County Transit Partnership Group (TPG) that has been
meeting for ________ months to develop a public transit system. We want county residents of all ages to have access to a
reasonably priced public transportation system so they can get to the doctor, to work, school, or any other place they want to go.

It is likely that your agency has completed either the Memorandum of Understanding or the Service Expectations and Agreements to
determine your commitment and interest in the public transportation system. At this time, we are asking our TPG member agencies
to consider ways that you might provide assistance, resources, and expertise to support a countywide public transit system.

Our Workgroups, the Public Education and Outreach (PE&O) and the System Development Group (SDG) will keep a record of this
information and contact the agencies who indicate potential support. At that time, agencies can determine in what manner they can
help support the system. We are not asking for a long-term commitment.

Phone:

We appreciate anything you can do to help support our public transportation system or connections you can help us make. Be sure
to contact _______________ (Team Leader) at _______________ for more information.

Date
Organization
Name and Title
Contact Information

Email:
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Helping PE&O bring community members
and elected officials together for a public
outreach meeting?

Providing food or other refreshments for a
public outreach meeting?

Working with the PE&O Group to become a
public transportation advocate? (Attending
a briefing session, sharing information you
learn with your community and/or
professional circles.)

R

A, R, E

Providing (or helping to locate) an
accessible facility in your community for
public outreach meetings?

A, R

A, R

Providing (or helping to pay for) printing of
educational materials for Public Education
and Outreach Group (PE&O) before the
transit system is started? (After which time
printing will be a reimbursable expense for
the system.)

Would Your Organization Consider:

A, R

Expertise

Resources,

Assistance,

Maybe

Yes
Provide:

Please List What You Could

Assistance,
Resources,

A, R, E

A, R, E

A, R

R

Helping PE&O find professionals in the county
to create brochures, pamphlets, etc., for
customers and translate them into different
languages, or Braille, audio, and/or other
formats.

Providing outreach opportunities for the
PE&O? (Newspaper articles, filming and
video editing to show how system will work,
newsletters, etc.)

Helping PE&O develop relationships with
contacts you have in the county with
newspapers, radio or local TV stations,
advertising, billboards, or sign makers.

Providing a discount and/or prize to help the
PE&O Group promote the system.

Would Your Organization Consider:

A, E

Creating (or assisting PE&O with creation of)
marketing materials.

Expertise

A

Displaying and promoting transit system
information (brochures, pamphlets, etc.)
within public areas of your organization's
office or building?

Maybe

Yes

Please List What You Could

Provide:
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Providing artwork or signage for logos,
educational materials, and/or vehicles.

Providing marketing, web design,
accounting, insurance, and legal expertise?

Providing other assistance, resources, or
expertise to PE&O to help share the message
of how public transportation can help the
county? If so, please list:
__________________________

Examining how collaborating with the public
transit system could expand your current
transportation resources and/or reduce the
amount of funds spent on transportation?

Purchasing transportation from the public
transit system for your clients? (Drivers will be
trained to serve all populations.)

Listing transportation costs as a separate
item in your budget and sharing with System
Development Group to estimate actual
transportation costs in the county.

E

A, R, E

A, R

R

A, E

Would Your Organization Consider:

A, E

Expertise

Resources,

Assistance,

Maybe

Yes
Provide:

Please List What You Could

Assistance,
Resources,

Would Your Organization Consider:

A, R, E

Providing GIS or other mapping services for
the System Development Group as they
determine duplication of current services?

Expertise

A, E

(If applicable) Expanding your transit services
to provide public transportation within the
coordinated system.

Consider joining the transit system’s Advisory
Board?

A, R, E

Helping the transit system find the best deals
for purchase or rental of office equipment
and supplies in the county.

Locating maintenance facilities, mechanics,
and/or bus garages for the transit system.

R

Providing administrative support for the
system?

R

A, E

Maybe

Yes

Please List What You Could

Provide:
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Assisting with the development of a
complaint and resolution process for
customers?

Assisting with development of evaluation
plan to ensure transit system excellence?

A, E

A, E

Providing a facility where drivers’ trainings
could be held?

R

Assisting in training and support of a “mobility
manager” for the system to advise clients of
transportation options and/or assist first-time
users or people needing extra help?

Assisting with recruitment and/or supervision
of drivers?

A, E

A, E

Providing dispatching for the transit system?

Would Your Organization Consider:

A, E

Expertise

Resources,

Assistance,

Maybe

Yes
Provide:

Please List What You Could

Assistance,
Resources,
After the system is running, scheduling a ride
to see how easy it is to use.

Would Your Organization Consider:

A

Expertise

A, R, E

Provide other assistance, resources, or
expertise to help the development and
maintenance of the system? If so, please list:
___________________________________________

Additional comments:

Maybe

Yes

Please List What You Could

Provide:
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Providing (or helping to locate) an
accessible facility in your community for
public outreach meetings?

Helping PE&O bring community
members and elected officials together
for a public outreach meeting?

A,
R

A,
R

Bold text = Yes
Regular text = Maybe

Providing (or helping to pay for) printing
of educational materials for Public
Education and Outreach Group (PE&O)
before the transit system is started?
(After which time printing will be a
reimbursable expense for the system.)

A,
R

Assistance, Resources, Expertise

1. County Board

2. County Board

1. Heflin Health Care Center

1. Will help get information out to
constituents about the meeting by
putting information on our website,
flyers in our offices, and in water
bills

2. Can use the county building for
meetings in Downtown

1. Group can use our facility for
meetings

2. Can assist with color printing of
brochures up to $200

1. Might be able to make donation
for printing

1. Heflin Health Care Center
2. Peter Piper’s Printers

Could Provide:

Participating Organizations

Once you have collected your CARE worksheets, organize them into groups based on assistance, resources, and expertise.

CARE Log Example

CARE Log

R

A,
R

A,
R

A,
R

Providing food or other refreshments for a
public outreach meeting?

Helping PE&O bring community members
and elected officials together for a public
outreach meeting?

Providing (or helping to locate) an
accessible facility in your community for
public outreach meetings?

Providing (or helping to pay for) printing of
educational materials for Public Education
and Outreach Group (PE&O) before the
transit system is started? (After which time
printing will be a reimbursable expense for
the system.)

Assistance, Resources, Expertise

A,
R,
E

Working with the PE&O Group to become a
public transportation advocate? (Attending
a briefing session, sharing information you
learn with your community and/or
professional circles.)

Participating Organizations

Could Provide:
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Providing a discount and/or prize to help
the PE&O Group promote the system.

Helping PE&O develop relationships with
contacts you have in the county with
newspapers, radio or local TV stations,
advertising, billboards, or sign makers.

Providing outreach opportunities for the
PE&O? (Newspaper articles, filming and
video editing to show how system will work,
newsletters, etc.)

Helping PE&O find professionals in the
county to create brochures, pamphlets,
etc., for customers and translate them into
different languages, or Braille, audio, and/or
other formats.

Creating (or assisting PE&O with creation of)
marketing materials.

Displaying and promoting transit system
information (brochures, pamphlets, etc.)
within public areas of your organization's
office or building?

Providing artwork or signage for logos,
educational materials, and/or vehicles.

R

A,
R

A,
R,
E

A,
R,
E

A,
E

A

A,
E

A,
E

A,
R,
E

A,
E

R

A,
R

A,
R,
E

E

Consider joining the transit system’s Advisory
Board?

Providing GIS or other mapping services for
the System Development Group as they
determine duplication of current services?

Listing transportation costs as a separate
item in your budget and sharing with System
Development Group to estimate actual
transportation costs in the county.

Purchasing transportation from the public
transit system for your clients? (Drivers will be
trained to serve all populations.)

Examining how collaborating with the
public transit system could expand your
current transportation resources and/or
reduce the amount of funds spent on
transportation?

Providing other assistance, resources, or
expertise to PE&O to help share the
message of how public transportation can
help the county? If so, please list:
__________________________

Providing marketing, web design,
accounting, insurance, and legal expertise?
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Assisting with recruitment and/or supervision
of drivers?

Providing a facility where drivers’ trainings
could be held?

R

Providing administrative support for the
system?

A,
E

A,
E

Helping the transit system find the best deals
for purchase or rental of office equipment
and supplies in the county.

R

Providing dispatching for the transit system?

(If applicable) Expanding your transit
services to provide public transportation
within the coordinated system.

A,
R,
E

A,
E

Locating maintenance facilities, mechanics,
and/or bus garages for the transit system.

R

A

A,
E

A,
E

A,
E

Assisting with development of evaluation
plan to ensure transit system excellence?

Assisting with the development of a
complaint and resolution process for
customers?

Assisting in training and support of a
“mobility manager” for the system to advise
clients of transportation options and/or assist
first-time users or people needing extra
help?

Provide other assistance, resources, or
expertise to help the development and
maintenance of the system? If so, please list:

After the system is running, scheduling a ride
to see how easy it is to use.

A,
R,
E

___________________________________________
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Workgroup One: Public Education and Outreach
Education is not only a critical part of supporting the coordinated public transportation
system after it is up and running, but is also of immediate importance.
Examples of materials you will use in your education and outreach activities.
Materials:

Examples:

Develop:

PowerPoint template for
public outreach for
need/facts about public
transportation

Sample PowerPoint presentations
available from other counties

X

Sample letters to editors and
legislators

ICCT and You document and
other Phase 1 information

X

Additional marketing
materials: Public Service
Announcements

Sample newspaper articles
available

X

Contact information for
media and legislators

N/A

X

Testimonials from users
legislators at city, county,
state, federal levels – TPG
members if possible

Melissa Blake article

X

Other materials as needed
including survey results,
scorecard, graphs, open
ended responses from
surveys

Provided in Phase 2

X

To create an effective public education and outreach campaign for your county, you
will follow the Education PLAN:
P
L
A
N

Prepare
Lay the Groundwork
Awareness
Now go do it!
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P

Prepare
1. Review Open-ended Responses from Community and Agency Surveys
2. Summarize Responses
3. Review Common Myths about Public Transportation

4. Learn the Facts
Your Workgroup will develop a variety of educational strategies to help people
understand the need for public transportation in your county. In addition, it will be up to
your group to find ways to eliminate stereotypes, stigmas, and misconceptions people
currently have about public transportation.
1. Review Open-ended Responses from Community and Agency Surveys

To determine what people in your county know (or think they know) about public
transportation and what it might mean for their community you will need to carefully review
the open-ended responses from the community and agency surveys provided to you at the
end of Phase 2.
Take time individually to review. You can highlight the surveys themselves and make notes
about what you find interesting in the boxes below:
Positive thoughts about what public transit might mean for your county:

Stereotypes and stigmas about what public transportation is or who uses it:
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Misconceptions about the system itself:

Common themes you have found:

Quotes to use from the surveys to help educate others:
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2. Summarize Responses

As a group, discuss what you have noted and summarize your answers. The PE&O secretary
should use the following chart to organize group findings. Once complete, be sure to share with
the Team Leader to distribute to the whole TPG.
Positive thoughts about what public transit
might mean for your county:

List Examples:

Stereotypes and stigmas about what
public transportation is or who uses it:

List Examples:

Misconceptions about the system itself:

List Examples:
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Common themes you have found:

List Examples:

Quotes to use from the surveys to help
educate others:

List Examples:
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Review Common Myths about Public Transportation
Common Myths
1. Public transportation only means big buses
2. Public transportation means that people are picked up at bus stops
3. Rural areas will not have service because big buses won’t travel out into the
country
4. The county will have to raise taxes to fund the system
5. Funding will run out which will make your county worse off than before

Which of these myths did you find?
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Learn the Facts about Public Transit in Rural Areas
1. MYTH: Public transportation only means big buses
FACT: Small buses or vans similar to what you might see a senior center
provide public transportation in rural areas. These vehicles are equipped with
wheelchair lifts and can accommodate people with special needs as well as
the general public.
2. MYTH: Public transportation means that people are picked up at bus stops
FACT: Most rural systems provide service that is “Demand Response” which
means the rider calls in to schedule a ride in advance (usually at least 24
hours before they need a ride). At that time, they also schedule where,
and at what time, they will be picked up.
3. MYTH: Rural areas will not have service because big buses won’t travel out into
the country
FACT: Since smaller vehicles are used and the system is generally Demand
Response, rural residents will also have access to service. Vehicles pick up
at people’s homes, even if they live in rural areas.
4. MYTH: The county will have to raise taxes to fund the system
FACT: The county will not have to raise taxes because there are funds
already being used throughout the county on transportation for
specialized groups, including seniors, individuals with disabilities, workforce
development, etc.
a. Short answer:
i. No need to raise taxes because there is money available in
the county that is not being used as efficiently as possible.
The Primer helps your county identify these resources
b. Long answer:
i. The Primer Process brings as many of these entities together
as possible to find ways to work together and benefit not only
their clients, but also the general public.
ii. The System Development Group consists of agencies
providing client-specific transportation.
iii. The SDG works to find ways to reduce duplication of current
transportation services and try to find common-sense ways to
share resources and open up the system to the public.
iv. The Public Education & Outreach Group helps the SDG
accomplish their goals through identifying agencies that
would benefit from the public transportation system providing
rides for their stakeholders, many of whom are in the PE & O
Group and explaining to the public the realities of rural public
transportation.
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v. The SDG will work to develop service contracts for the public
transportation system to provide rides for these stakeholders,
which will in turn, be used as a local match to help support
the public system.
5. MYTH: Funding will run out which will make your county worse off than before
FACT: The federal funding (5311 Grant) that is available to help you create
a rural public transportation system for your county is ongoing and
generally increases at a rate of 3% per year. It is reimburses 80% of
Administrative Costs of the transit system and 50% of Operating Costs of the
system.

Review Phase 1 of the Primer about other facts you want people to understand about public
transportation and how it can benefit your county.
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L

Lay the Groundwork
1. Characteristics and Considerations
2. Education Map
3. Q & A Outline
4. Transit Tidbits
5. Elected Officials – Who, What, and Where
6. Mission Statement
Identity

1. Characteristics and Considerations
Each county has unique qualities to be considered as you begin to lay the groundwork for your
education plan. For instance, one county may have geographic issues that will affect their
education plan, whereas another may have political issues between towns that will need to be
dealt with.
What things should you consider as you develop your education plan?
Characteristics:

Considerations:

People:
What types of people live in your
county?
Places:
What geographic characteristics
do you need to consider?
(Population centers, size of
county, urban or rural, etc.)
Things:
What is the history of your
county? Are there political rifts,
negative feelings between
groups or towns, etc.
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2. Education Map

Now that you have taken a look at some of the characteristics within your county, it is time to
map out some specifics for your education plan. Below is an example to help get you started.
Sample Education Map
Whom to
educate?

What do you want
them to know?

What materials will you
use/how deliver?

About
Funding

Public, county
board,
township
supervisors,
agencies with
transportation
needs for
their clients

Taxes are not going to
be raised to support
the system, but do
need local
match/service
contracts

PowerPoint
presentation, ICCT
materials about
funding, letters to
editor, etc.

Clients of
Dedicated
System
(Currently
Receiving
Transportation)

Senior center,
nursing homes

How the public system
will be able to benefit
them (more service,
longer hours, more
places to go, more
independence.)

Meetings at senior
centers and nursing
homes throughout the
county, information
letters for them and
family members

Public

Everyone
throughout
the county

Truth about public
transportation and
what it can do for the
county

Community meetings,
newspaper articles,
presentations

Other

Fill in the sections on the next pages to help map out the people you need to educate, what
you want them to know, what materials you will use, and how to deliver your message.
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Education Map
Whom to
educate?

What do you want
them to know?

What materials will you
use/how deliver?

Whom to
educate?

What do you want
them to know?

What materials will you
use/how deliver?

About Funding

Clients of
Dedicated
System
(Currently
Receiving
Transportation)
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Whom to
educate?

What do you want
them to know?

Public

Add additional sections and questions as necessary.
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What materials will you
use/how deliver?

3. Q & A Outline

Invite media from throughout the county (newspapers, radio, and television) to TPG meetings
and any presentations your Workgroup makes. After meetings, send out press releases about any
decisions made and information you want the public to know.
Develop concise statements for the media about what your groups are trying to accomplish and how
people can provide feedback throughout the process. An example of a publicity statement could be
something as simple as this:
Community volunteers working to develop a coordinated public transit system to
serve _______ County are dedicated to:
1. Develop a public transit system that encourages public feedback
2. Develop transit system to meet public needs
3. Serve the entire county with the resources available
Visit their website at www.--------countytransit.com or contact _________ for
additional information about the project or to give feedback.

Work individually or as a group to complete the following outline to lay the groundwork for your
education plan.
Q & A Outline
1. Why does your county need public transportation?
Things to Address

What issues is your county facing that public transit can help with?
• Job loss
• Poverty
• People moving away
• Lifeline

Your Answers
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2. How can public transportation benefit your county?
Things to Address

What are benefits of public transportation for different populations:
• Elderly
• Youth
• Low income
• Job seekers
• Rural residents
• Those with disabilities
Needing medical care

Your Answers

3. What stereotypes and stigmas do you want to change about public transit?
Things to Address

What stereotypes and stigmas came out in the open-ended
questions and what is the truth?
• That bus is only for senior citizens, I’m not elderly so I can’t ride it.
• Truth: It will serve everyone

Your Answers
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4. What does public transportation look like in most rural counties?
Things to Address

•
•
•
•

Smaller vehicles
Demand response
Schedule rides in advance
Not fixed route

Your Answers

5. What is the service area of the system?
Things to Address

•

Entire county including rural areas.

Your Answers
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6. Who will the transit system serve?
Things to Address

•

It will serve all populations across the county

Your Answers

7. Taxes will not be raised to support the system.
Things to Address

•

Taxes will not be raised to fund the system

Your Answers
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8. System funding is federal.
Things to Address

•

Funding is federal 5311

•

Reimburses % of Administration and Operating Expenses.

Your Answers

9. What is local match?
Things to Address

•

Transportation dollars already being spent in county

•

Will tap into those funds for local match

•

This will help agency clients as well as general public

•

Why would an agency want to participate?

•

Who could they contact for information about service
contracts?

Your Answers
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10. System will be safe.
Things to Address

•

Drivers will be trained to serve all populations, will attend safety
training, random drug testing, etc.

Your Answers

11. Public transit system is not a taxi and will not be available 24/7.
Things to Address

•

Will provide as many services as possible with the available
resources.

•

Need residents to give input about what they need from the
system (hours, cost, where they need to go, days of the week)
to serve them best.

Your Answers
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12. How much will it cost?
Things to Address

•

Fare structure is not set yet – again, input is requested from
public

Your Answers

13. When will the system start?
Things to Address

•

Do not have a date for the start of the transit system, but Primer
Process takes 24 months or more depending on the TPG and
Workgroups and their ability to work together and complete
assignments.

•

When did your county start Primer Process?

Your Answers
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14. What are some comments people made about why they need public transportation
and the difference it will make in their lives?
Things to Address

•

List Comments

•

Add anything else you want to include in your marketing plan

Your Answers

15. Additional items.
Things to Address

Your Answers

Discuss your answers within your Workgroup. After you have completed the outline and shared
ideas as a group, send the completed outline to the Team Leader to distribute to the TPG and ask
for comments.
On the next page are things to keep in mind as you develop your educational plan.
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4. Transit Tidbits
To Educate About Funding:
Local funds:
• Advertising, donations, and fares will not provide sufficient funds to support
the system.
• Local service contracts will provide much of the local match needed for
the 5311 Grant.
• Service contracts often come from funds already being used for
transportation.
5311 Federal funds:
• Offset the costs of the transit system but local match of 30 – 40% is
necessary.
• Reimburse 80% Administrative and 50% Operating Costs for the transit
system

To Educate Clients of Dedicated Systems:
Public transportation is:
• Accessible – accommodations are available
• Available and reliable – but advance planning (calling ahead) is
necessary.
• Through “Mobility Management” the transit system will help the rider
arrange the ride instead of just providing the ride.
Public transportation is not:
• A personal taxi service or a replacement for the client-dedicated service
that drove them to the doctor’s office.
Drivers will be trained to serve all populations and will understand:
•
•
•

The needs and characteristics of people with disabilities.
How to communicate effectively with people who have developmental,
hearing, or communication disabilities.
How to assist people with physical or sensory impairments.
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To Educate General Public:
•
•
•
•

A coordinated public transportation system is being developed to meet
needs of the county.
It is available for everyone throughout the county and is truly “public” – not
client-specific transportation.
We need input from the public about their needs and desires for the transit
system.
Will not be a taxi—but will be available to help them access places and
events to enrich their lives.

To Educate Elected Officials:
•

Public transportation does not require additional state or local taxes.

•

In Illinois, there are no rural public transportation systems that tax.
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5. Elected Official: Who, What, and Where

Since your PE&O is also responsible for educating legislators about the need and benefits
of public transportation for the county, you will want to communicate frequently with local
elected officials such as county board members and township officials so that they
understand how public transportation can benefit area residents.
Most elected officials will be very receptive about public transportation for the county once
you explain that taxes will not need to be raised to support the transit system.
After you have developed your education plan, you will want to contact state level
legislators to share what you are working on in your county. Since many of us do not
communicate with state level legislators on a regular basis, I have put together a few
resources to help guide you. What follows is a brief demonstration of how easy it is to
locate your elected officials through the Illinois State Board of Elections website:
www.elections.state.il.us/DistrictLocator/DistrictOfficialSearchByDistrict.aspx
At this site, you can find out who the elected officials are in your area by district, name,
address, or zip code.

A simple way to search is by using your address.
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The search brings up the following information:

Just click on the name of the official to access their contact information.
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Once you know whom to contact, you can then use the Action Tips that the Center for Tax and
Budget Accountability have put together for the best ways to reach them:
www.ctbaonline.org/Actiontips.htm

By following CTBA’s Action Tips, you will be able to communicate effectively with your
legislators and keep them informed about your activities on behalf of public transportation in
your county.
Communication with County Board

Since your Workgroup will be working closely with governmental entities you should
communicate with your County Board to determine the status of the Section 5311
Operating/Capital Assistance Funding Request for New Grantees letter that IDOT sent out
September 2007. An example of the letter is on the next page.
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September 14, 2007
RE: Section 5311 Operating/Capital Assistance Funding Request for New Grantees
Dear Ms. / Mr. (County Board Chair):
As a result of the Safe, Accountable, Flexible, Efficient Transportation Equity Act: A Legacy
for Users (SAFETY-LU), federal funding that the state receives for rural public transportation
will increase over the next three years. This has allowed the Illinois Department of
Transportation, Division of Public and Intermodal Transportation to expand the Section 5311
Operating and Capital Assistance program to fund Illinois counties that currently are without
countywide public transportation. In anticipation of the increase in federal funds, IDOT has
contracted with RLS and Associates to devise a fair and equitable methodology for service
expansion to Illinois’ unfunded or under-funded service areas.
Based on this methodology, your County is eligible to receive $--,--- in FY2008, $--,--- in
FY2009, and $--,--- in FY2010 for a total of $---,---.
There are four ways your county can take advantage of utilizing these funds:
1. By having an existing state-funded public transportation provider
expand into your County to provide general public transportation.
2. Your County initiates its own public transportation service by either
operating itself or contracting it out.
3. Capital option allows your County to purchase a new public
transportation paratransit vehicle for future service.
4. Rollover option allows your County to bank these funds in order to
eventually provide public transportation in the county, but will not be
able to initiate new service in FY2008.
Counties that choose any of these options will be required to fill out a Funding Request
Form (attached) in order to keep these funds earmarked for their county. Each public body
submitting a Funding Request Form to the Illinois Department of Transportation must pass a
resolution by the governing board authorizing the intent to provide general public
transportation service. A sample resolution is also attached.
Please note that funds must be used prior to FY2010. If service has not been initiated for
FY2010, these funds will lapse.
To help you get started, IDOT requires all interested parties submit the Funding Request
Form and Board Resolution by November 1, 2007.
We should all be striving towards the same goal; that every citizen in Illinois be given the
option of safe and efficient public transportation.
If you have any questions, please feel free to contact me at (312) 793-6043.
Sincerely,
Gary A. De Leo
Section Chief, Rural and Small Urban Program
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Sample Board Resolution
(Revised 8/07)
Number_____________
Resolution authorizing intent of requesting Public Transportation Financial Assistance under
Section 5311 of the Federal Transit Act of 1991, as amended (49 U.S.C. § 5311).
WHEREAS, the provision of public transit service is essential to the transportation of persons in
the non-urbanized area; and
WHEREAS, Section 5311 of the Federal Transit Act of 1991, as amended (49 U.S.C. § 5311),
makes funds available to help offset certain operating deficits and administrative expenses of a
system providing public transit service in non-urbanized areas; and
NOW, THEREFORE, BE IT RESOLVED BY THE GOVERNING BOARD OF THE Name of
Applicant:
Section 1. That a request for funding be made to the Division of Public and Intermodal
Transportation, Department of Transportation, State of Illinois, for financial assistance under
Section 5311 of the Federal Transit Act of 1991, as amended (49 U.S.C. § 5311), for the
purpose of off-setting a portion of the Public Transportation Program operating deficits of Name
of Applicant.
Section 2. That Click here and type Title of Certifying Official of the Name of Applicant is hereby
authorized and directed to execute and file on behalf of the Name of Applicant such request for
funding.

Section 3. That the Click here and type Title of Certifying Official of the Name of Applicant is
authorized to furnish such additional information as may be required by the Division of Public
Transportation and the Federal Transit Administration in connection with the aforesaid request
for funding.

PRESENTED and ADOPTED this _______ day of ________________, 20_____

___________________________________
(Signature of Authorized Official)

________________________________
(Attest)

___________________________________
(Title)

________________________________
(Date)
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FY 2008 (2009, 2010)
SECTION 5311 FUNDING REQUEST

County Name

------------- County

Address
Contact Person:
Name
Title
Phone #
Fax #
Email address
Use of FY 2008 (2009, 2010) Section 5311 programmed funds
In FY 2008 (2009, 2010) we understand that the Illinois Department of Transportation’s Division
of Public and Intermodal Transportation has programmed $--,--- for use in the provision of
general public transportation. At this time we intend to take the following actions:
O Formally apply for these funds in FY 2008 and use them for operating assistance activities.
O Formally apply for these funds in FY 2008 and use them for capital assistance to purchase
a paratransit vehicle through IDOT’s Consolidated Vehicle Procurement to be used for
general public transportation.
O Request to bank these funds for future use.
Planning efforts undertaken to date
O Requested technical assistance from the ICCT Clearinghouse/Rural Transit Assistance
Center and are working through the “Transportation Coordination Primer” process.
O Requested technical assistance from the ICCT Clearinghouse/Rural Transit Assistance
Center and have not begun the “Transportation Coordination Primer” process.
O Have begun informal discussions with local stakeholders but have not requested technical
assistance from the ICCT Clearinghouse/Rural Transit Assistance Center.
O Have not undertaken any local service coordination planning initiatives yet.
O Would like the ICCT Clearinghouse/Rural Transit Assistance Center to contact us so we
can learn more about the “Transportation Coordination Primer” process.
O Other (please describe):______________________________________________

Authorized Official:

________________________________________________________________________
Printed Name
Signature
Title
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6. Mission Statement
Next, draft a mission statement for your coordinated public transit system that will be a
commitment to future riders throughout the county.
Following is the Rides Mass Transit Mission Statement:
1.

To provide affordable, efficient transportation for all
residents of the Rides Mass Transit District.

2.

To provide accessible transportation to all residents
including the elderly and disabled in a manner to
promote independence, self-sufficiency, and economic
opportunity.

3.

To develop and maintain employment opportunities.

Keep your Mission Statement as concise as possible while capturing the goals you envision for
the transit system.
Proposed Mission Statement

Before you finalize your mission statement, make sure everyone on the TPG has had the chance
to give input and are in agreement with it. Make any necessary changes so that everyone on the
TPG can support the mission statement.
Once approved by the TPG as a whole, write it below. Then publicize your mission statement
and use it in all future marketing materials.
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Final Mission Statement

7. Identity

Your PE&O is responsible for shaping the identity of your county’s transit system.
Therefore, you will want to select a name that people can easily recognize as a public
transportation system and a logo and motto to enhance the identity of your public
transportation system, and maybe design a website to get more information out to a greater
number of people.
Name

Since you want anyone who hears the name of your system to know that it is a public
transit system that serves the entire county, the Clearinghouse recommends in most cases
using the County Name and either Public Transit (or Public Transportation) with or
without the word System at the end. It may not be very creative, but it is clear.
Therefore, if we lived in Piper County, you could call your system Piper County Public
Transit System—PCPTS or Piper County Public Transportation—PCPT, which is less
wordy.
Proposed Name (and Acronym if appropriate) of Public Transit System

Once you decide on the name, send it to the Team Leader for TPG feedback. Once
approved by the TPG as a whole, write it below.
Public Transit System Name and Acronym
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Logo

Now that you have a name for the transit system, you can create a logo to expand the
system’s identity.
There are various ways to go about selecting a logo for your transit system. One PE&O
Group (Macoupin County) came up with an innovative way to use the development of the
logo itself as an educational piece about their transit system. They invited area high school
art students to submit logos and then the PE&O voted on the one they liked the best and
provided a pizza party to the winning class.
Your group may want to further this idea by building a team of art students across the
county. That way the logo that is developed will represent the entire county – not just one
school or area. This can be beneficial if there is a negative history between towns, if one
town has a larger population than others in the county, or if one town gets most of the
resources in the county.
Through extending the offer to the entire county, you are demonstrating that the transit
system will serve the entire county, not just one or two areas. In addition, as they are
working on the logo, you are educating the students and their teachers about how the transit
system could benefit them.
Website

There are step-by-step directions in the Toolbox that you can use to develop a simple (and
free) website for your transit system in less than five minutes. After the transit system is up
and running and money is available for website hosting, the system may choose to go with
another web host.
An immediate benefit from having a web presence for your group is that you can use that
space to post the logos that have been created and then invite the rest of the county to select
their favorite ones. This is another way to build support for public transportation and to get
people excited about future possibilities for themselves and their county with better access
to transportation.
Motto

It is not necessary for your system to have a motto, but it is another way you can better
identify your transit system and/or engage county residents. One of my favorite mottos is
from Pike County—which we are sharing on the condition that you do not “steal” it: Pike
County Public Transit—Putting Pike County on Wheels. Your PE&O can come up with
an equally creative idea, or you could have a contest in the county to have other people
come up with a motto.
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Other ideas are to have school children write essays about what public transportation could
do for their families, have coloring contests of public transportation in the county, or to
have children (or adults) come up with ‘jingles’ that might be used by the system. You
might be able to get your local radio station involved in hosting a fun contest to design the
jingle. There might be a restaurant in your county that might like some extra publicity and
would donate some pizzas to the winner of the contest.
The most important things your Workgroup can do is to keep things simple, try to engage
and educate as many people in the county as possible, remember how public transportation
can change lives and enhance your communities, and HAVE FUN!
Make sure you send all transit system identity materials including the logo, website, and
motto to the Team Leader to distribute to the TPG and request feedback before sharing
with the public.
A

Awareness
1. Create Presentation
1. Follow Up CARE
2. Train Presenters
3. Troubleshoot
4. Create Schedule

1. Create Presentation

Develop a presentation using survey results and open-ended questions to educate the public
and elected officials. There are examples of PowerPoint templates you can use in the
Toolbox on our website. sites.google.com/site/icctClearinghouse/home
Deliver the presentation to the Team Leader and TPG members and ask for feedback from
them. Make changes to the presentation as necessary and then share finished product with
TPG via email. Ask TPG members for suggestions of groups that PE&O can contact for
outreach meetings.
2. Follow up CARE

Review the 10 Simple Ways You Can Support Your County Transit System and the CARE
Logs for things your PE&O needs to follow up on, as well as for assistance, resources, and
expertise offered by respondents.
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10 Simple Ways You Can Support Your County Transit System – Follow up
PE&O To Do:
1. Go to an outreach meeting and learn how
public transit can help our county and tell
other people what you learn.

Contact interested parties about
outreach meetings in their areas.

2. Help develop relationships with contacts you
Make contacts as needed.
have in the county with newspapers, radio or
local TV stations, advertising, billboards, or sign
makers.
3. Help find professionals in the county to create
brochures, pamphlets, etc., for customers to
translate them into different languages, or
Braille, audio, or other formats.

Make contacts as needed.

4. Help find professionals in our county with
expertise in marketing, web design,
accounting, insurance, and legal issues.

Make contacts as needed. Share
appropriate contacts with SDG.

5. If you own a business, provide a service,
discount, and/or prize to help promote the
system. (This will be good/free advertisement
for your business.)

Make contacts and develop prize
packages for promotions.
Your PE&O could use prizes for
developing logos, for the purpose to
encouraging community
participation and education.

6. Schedule a ride and see how easy it is to
use—better yet, ride with a friend.

After the system is running, develop
promotion for first time riders and
those riding with friends.

7. Buy transit passes for your employees or
customers.

After the system is running, develop
promotion for organizations that buy
transit passes.

8. Display brochures, pamphlets, flyers about
public outreach meetings, etc., in your office
or building.

As you develop flyers about
upcoming meetings, contact those
who said they would display them in
their business.

9. Help us find the best deals to buy or rent office If made, share appropriate contacts
with SDG and/or transit system.
equipment and supplies in the county.
10. Help locate maintenance facilities,
mechanics, and/or bus garages for the transit
system.

If made, share appropriate contacts
with SDG and/or transit system.

Make sure to communicate frequently with the Team Leader and SDG so both Workgroups
do not contact the same agencies for assistance, resources, and/or expertise.
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CARE Log – Follow up
Agencies that marked “Maybe” or “Yes”
on CARE Log

PE&O To Do:

A,
R

Providing (or helping to pay for) printing of
educational materials for Public Education
and Outreach Group (PE&O) before the
transit system is started?

Contact for printing assistance
and/or resources as needed.

A,
R

Providing (or helping to locate) an accessible
facility in your community for public outreach
meetings?

Contact for outreach meeting
facilities as needed.

A,
R

Helping PE&O bring community members and
elected officials together for a public
outreach meeting?

Contact for assistance and
resources for outreach meetings
as needed.

R

Providing food or other refreshments for a
public outreach meeting?

Contact as needed.

A,
R,
E

Working with the PE&O Group to become a
public transportation advocate? (Attending a
briefing session, sharing information you learn
with your community and/or professional
circles.)

Contact as needed. Share
information and answer
questions, and if interested, see
if they want to present the
PowerPoint or have PE&O do a
presentation for their group.

R

Providing a discount and/or prize to help the
PE&O Group promote the system.

Make contacts and develop
prize packages for educational
promotions.

A,
R

Helping PE&O develop relationships with
contacts you have in the county with
newspapers, radio or local TV stations,
advertising, billboards, or sign makers.

Make contacts as needed.

A,
R,
E

Providing outreach opportunities for the
PE&O? (Newspaper articles, filming and video
editing to show how system will work,
newsletters, etc.)

Make contacts as needed, using
as many outreach opportunities
as possible. Utilize offered
expertise and skills as
appropriate to enhance
message.
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A,
R,
E

Helping PE&O find professionals in the county
to create brochures, pamphlets, etc., for
customers and translate them into different
languages, or Braille, audio, and/or other
formats.

Use assistance, resources, and
expertise as appropriate for
getting message out in various
formats.

A,
E

Creating (or assisting PE&O with creation of)
marketing materials.

Contact for assistance and
expertise for marketing
materials.

A

Displaying and promoting transit system
information (brochures, pamphlets, etc.) within
public areas of your organization's office or
building?

As you develop flyers about
upcoming meetings and system
information brochures, contact
those who said they would
display them in their business.

A,
E

Providing artwork or signage for logos,
educational materials, and/or vehicles.

Contact for assistance and
expertise for artwork and
signage. Share as appropriate
with SDG and Transit System.

E

Providing marketing, web design, accounting,
insurance, and legal expertise?

Contact for marketing and web
design expertise. Share
accounting, insurance, and
legal expertise contacts as
appropriate with SDG and
Transit System.

A,
R,
E

Providing other assistance, resources, or
expertise to PE&O to help share the message
of how public transportation can help the
county? If so, please list:
__________________________

Contact those who list
additional ideas.

A,
R

Examining how collaborating with the public
transit system could expand your current
transportation resources and/or reduce the
amount of funds spent on transportation?

If contact is made, share
assistance and resources as
appropriate with SDG and
Transit System.

R

Purchasing transportation from the public
transit system for your clients? (Drivers will be
trained to serve all populations.)

If contact is made, share
resource with SDG and Transit
System.

A,
E

Listing transportation costs as a separate item
in your budget and sharing with System
Development Group to estimate actual
transportation costs in the county.

If contact is made, share
assistance and expertise as
appropriate with SDG.
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A,
R,
E

Providing GIS or other mapping services for
the System Development Group as they
determine duplication of current services?

If contact is made, share
assistance, resources, and
expertise with SDG.

A,
E

Consider joining the transit system’s Advisory
Board?

If contact is made, share
information with Team Leader.

R

Locating maintenance facilities, mechanics,
and/or bus garages for the transit system.

If contact is made, share
resource as appropriate with
SDG and Transit System.

A,
R,
E

(If applicable) Expanding your transit services
to provide public transportation within the
coordinated system.

If contact is made, share
information with SDG.

R

Helping the transit system find the best deals
for purchase or rental of office equipment and
supplies in the county.

If contact is made, share
resource as appropriate with
Transit System.

A,
E

Providing administrative support for the
system?

If contact is made, share
assistance and expertise as
appropriate with SDG.

A,
E

Providing dispatching for the transit system?

If contact is made, share
assistance and expertise as
appropriate with SDG.

A,
E

Assisting with recruitment and/or supervision of
drivers?

If contact is made, share
assistance and expertise as
appropriate with SDG.

R

Providing a facility where drivers’ trainings
could be held?

If contact is made, share
resource as appropriate with
Transit System.

A,
E

Assisting in training and support of a “mobility
manager” for the system to advise clients of
transportation options and/or assist first-time
users or people needing extra help?

If contact is made, share
assistance and expertise as
appropriate with Transit System.

A,
E

Assisting with the development of a complaint
and resolution process for customers?

If contact is made, share
assistance and expertise as
appropriate with Transit System.
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A,
E

Assisting with development of evaluation plan
to ensure transit system excellence?

If contact is made, share
assistance and expertise as
appropriate with Transit System.

A

After the system is running, scheduling a ride
to see how easy it is to use.

After system is running, contact
interested parties to use system.
Develop promotional events
around showing how easy it is to
schedule a ride and use the
system.

A,
R,
E

Provide other assistance, resources, or
expertise to help the development and
maintenance of the system? If so, please list:

If contact is made, share
assistance, resources, and
expertise as appropriate with
SDG and Transit System.

___________________________________________

Keep a list of all parties who assist your PE&O and be sure to follow up and thank them for
their interest.
3. Train Presenters

Bring all interested parties together to review the PowerPoint Presentation and take turns
delivering the presentation. Review the Common Transit Myths and Facts, Transit Tidbits,
and other pertinent information you want to share with people.
You may want to do some initial outreach meetings (with friendly groups) to troubleshoot
the presentation, having several people on hand for assistance. You might have one person
to do the presentation, another person to take notes about common questions asked, while a
third person is available to help answer questions and provide technical support.
4. Troubleshoot

Once you have tested your presentation and compiled a list of frequently asked questions,
make changes to PowerPoint if necessary. Develop a FAQ Sheet to go along with the
presenter so that they have answers readily available.
5. Create Schedule

Develop a meeting schedule for presentations and determine what your strategy will be to
ensure that public outreach is provided throughout the entire county. Return to your
Education Map and Q&A Outline to refresh your memory on the unique characteristics and
considerations for countywide outreach.
You can use the City, Village, and Township Outreach Meeting Schedule to determine
when meetings are held throughout your county.
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Contact Name

Meeting Address

City, Village, and Township Outreach Meeting Schedule

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Phone & Fax Number

Monday

Tuesday

Wednesday

Thursday

Friday

1st 2nd 3rd 4th 1st 2nd 3rd 4th 1st 2nd 3rd 4th 1st 2nd 3rd 4th 1st 2nd 3rd 4th
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22.

21.

20.

19.

18.

17.

16.

15.

14.

13.

12.

Contact Name

Meeting Address Phone & Fax Number

Tuesday

Wednesday

Thursday

Friday

1st 2nd 3rd 4th 1st 2nd 3rd 4th 1st 2nd 3rd 4th 1st 2nd 3rd 4th 1st 2nd 3rd 4th

Monday

(SAMPLE) Public Education and Outreach Meeting Schedule

Use the Public Education and Outreach Meeting Schedule to help track who will be
providing the presentations.
Review the Follow up CARE section to make appropriate contacts to assist you with
meeting location, set up, and attendees. Keep the TPG updated on your meeting
schedule and invite them to attend.
Sample Schedule
Location

Outreac
h Group

Group
Contact

PE&O
Presenters

3/9/10
7pm

Caroltown
County
Building

County
Board

Rhonda
Evans
309-111-2222

Mickey and
Minnie

3/15/10
9:30am

Heflinville
Community
Center

Residents

John
Belvidere
712-589-0021

Fred and
Ginger
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Public Education and Outreach Meeting Schedule
Date

Location

Outreach
Group
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Group
Contact

PE&O
Presenters

N

Now Go Do It!

In the Public Education & Outreach section you have created an Education PLAN,
which stands for Prepare, Lay the Groundwork, Awareness, and Now Go Do It! To
recap all that you have accomplished, you have:
Prepared by:
1. Reviewing Open-ended Responses from Community and Agency Surveys
2. Summarizing Responses
3. Reviewing Common Myths about Public Transportation
4. Learning the Facts
Laid the Groundwork by:
1. Determining the Characteristics and Considerations of your county
2. Building an Education Map
3. Creating a Q & A Outline
4. Learning Transit Tidbits
5. Learning about Elected Officials – Who, What, and Where they are and how
to reach them
6. Developing a Mission Statement to reflect your commitment to the
community
7. Created an Identity for your county’s coordinated public transportation
system
Awareness was created through:
1. Creating a PowerPoint Presentation to educate stakeholders across the
county
2. Following Up the CARE Worksheets and Logs to find local assistance,
resources, and expertise
3. Training Presenters to provide outreach
4. Troubleshooting your outreach methods
5. Creating a Schedule of who to educate first

Now Go Do It!
Now that you have designed your Education PLAN it’s time to put it into action.
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Make sure to get your PowerPoint presentation and Education PLAN to everyone in the
county, especially in the rural areas. Share feedback you receive with the Team Leader
and TPG.
As the SDG moves closer to developing the transit system, you will want to adjust your
presentations accordingly. You will also be able to create more materials to further
enhance your identity within the county. At this time you will finally be able to educate
people about who to call to get a ride, how much fares are, where the system will go,
what the days and hours of service are, etc.
Make sure that the media are aware of the presentations you make in the county, follow
up with Press Releases, Letters to the Editor, newspaper articles, marketing promotions,
and any other ideas your PE&O has to provide continued outreach to the public and
elected officials.
A Final Word

Good luck with your Public Education and Outreach PLAN. If you follow these
guidelines, they should help you to create an outstanding educational campaign.
Remember to have fun with it, keep it simple, and educate as many people as possible
throughout the county. Because of your hard work, people will understand what public
transportation can and cannot do for them and you will bring them options they never
had before.
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Workgroup Section Two: System Development Group
The SDG is a partnership of client-specific providers who build transit capacity for the county
through information sharing; honest, open, and fair discussions; locating current duplication
of services; finding ways to fill in service gaps; and developing a service plan and budget
Materials your Workgroup will use in your Contract Development activities.
Materials:

Examples:

Maps/Map Overlay

TPG Toolbox

Narratives

TPG Toolbox

Time Tracking Logs

TPG Toolbox

SEAs

TPG Toolbox

Other materials as needed
including survey results,
scorecard, graphs, open
ended responses from
surveys

Provided in Phase 2

Develop:

X

X
X
X

X

To create the best-coordinated public transportation system to meet your county’s
needs, you will follow the outline on the next page:
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System Development Group Outline
Transit Capacity Building = Developing Local Match = Filling in Service Gaps
Building Materials:
1. Partners
2. Information
3. Honest, Open, Fair Discussion

1. Partners
•
•
•

Agencies who filled out MOU (actively participate in SDG)
Agencies who filled out SEA (their needs are considered by SDG)
Individuals and Agencies who filled out CARE Worksheet (their contributions
to system considered at end, after service plan developed)

2. Information
•
•
•
•

Maps/Map Overlay (p. 84)
Narratives (p. 85,86)
Time Tracking Logs (pp. 103-125)
Current budget figures including Miles and Trips (See documents found in
ICCT Toolbox – Phase 3 Resources - 5311 Annual Financial Report)

sites.google.com/site/icctclearinghouse/tools

•
•
•

SEAs (p. 12; these provide sources for riders/service contracts)
Survey Results (from Phase Two; these provide sources for riders/service
contracts)
CARE Worksheet and CARE Log (pp. 17-29); these are compiled by the TPG
Team Leader; the CARE Log is a valuable document which shows the nonprovider assistance, resources, and expertise available for use by the transit
system)

3. Honest, Open, Fair Discussion
•
•
•
•
•
•
•
•

Don’t make it “rocket science.” This is about “people helping people.”
Therefore, make each and every decision with the customer in mind.
Therefore, this is not a matter of dividing the funding pie.
First goal: Develop ridesharing, which creates excess capacity (for serving
additional people). Analyzing the results of the map overlay and timetracking logs will produce opportunities for ridesharing.
Second goal: Use SEAs/survey results to find riders/service contracts.
Develop a System Service Plan and System Budget
Develop a Single Public Transportation Entity (TPG will select an Advisory
Council, p. 99)
Meet with IDOT DPIT
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Service Contracts
What are Service Contracts?
•

A service contract is a formal agreement between the public transportation
entity and any agency or organization that needs to transport people. In
exchange for transporting agency clients, the agency gives the public
transportation entity resources they would normally use to transport clients.
This may be vehicles, staff, or money.

•

Your agency might seek a service contract with the public transportation
entity if you currently provide rides out of necessity (your clients have no
other way to get around) or you can no longer afford to transport your
clients (fuel costs, vehicle upkeep, drivers’ wages, insurance, etc.).

Functions of a Service Contract
•

Shows explicit agreement by the agency to use the public transportation
system and end any dedicated client-provider system they may have
operated.

•

Income from the contract represents local match requirement for receiving
additional federal transit funding through the state.

Characteristics of a Service Contract
•

Each contract opens a new route.

•

Anyone can use the bus which provides the contracted service.

•

The public transportation operator reserves the right to mix clients.

•

No single client group has the exclusive use of the bus while it is providing
service.

•

No contract is too small—$100 contracts are valued as much as $150,000
contracts.

Financial Structure of a Service Contract
•

Cost per trip (e.g., $5.00 per trip).

•

Fixed yearly fee with a set number of routes or trips based on a preestablished daily mileage average. If the actual is over or under, the
contract is re-negotiated.

•

Pre-set mileage rates (e.g., $0.85 per mile).

•

“Non-client” riders pay a cash fare or, if eligible, use vouchers from a
human service agency or other entity that has subsidized the cost of their
ride.
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Coordination is not about models, it is about your strategy to fill in needs
identified in Phase 2.
As mentioned at the beginning of Phase 3, the Primer Process follows the Rides MTD
process of providing transportation, which is an example of a “Consolidated” Coordination
system.
Coordination is not a single strategy that all transit system across the country follows.
Instead, it is a range of strategies from simple arrangements to more complex collaborations.
There are many variations of coordination models and no two examples are alike. Therefore,
your SDG will need to develop your own coordination strategy that makes the most sense for
SDG partners and the county.
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Developing the Action Plan for your Transit System
Any group that wants to participate in the development of the coordinated
transit system MUST have their DECISION MAKERS AT THE TABLE at this time.

At this point you may be wondering what your next step should be and possibly feeling
overwhelmed by the puzzling task of how to develop a coordinated public transportation
system that meets residents’ needs and best utilizes available resources throughout the
county.
Therefore, this section contains various tools to help your SDG gather all of the necessary
information to determine what role, and to what degree, each party wants to be involved
in the coordinated transit system. If you take your time and follow the Primer page by
page, these tools will give you all of the resources you will need to develop the system
model and a concrete plan of action for your county.
Rides Mass Transit District Method

We follow the Rides Mass Transit District method because it is a three time
national award-winning example of how coordination can be achieved when
partners work together. As of October 2009, Rides served 240,605 people in 15
counties with a combined service area of 6,302 miles, and serving 623 people per
square mile. Those numbers continue to rise as more services are provided.
Rides’ formula for success:
• Put customers first
• Focus on flexibility
• Develop service around established travel
patterns
• Design routes around what people
want/need
All routes are deviated fixed-routes—it is about
the destination (e.g., grocery store). Other stops
along the way are the “fixed” part of the route
(e.g., hospital, factory, post office).
Deviated Fixed-Route, A.T. Stoddard
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If You Build It, Will They Come?

The most important aspect of a coordinated public transportation system is the customer;
therefore, every decision made in setting up the system should first ask this question:

What is the impact on the
customer?

The goal of your system is to be responsive to the needs of your customers—not the other
way around. Your job is to provide rides, whether they are to the grocery store or the video
store; an adult basic education class or an accounting class; taking seniors to the doctor or to
play BINGO, for someone going to the insurance office or to the probation office, etc. It is
not the system’s responsibility to determine where the customers “should go”, but to take
them where they want (and need) to go.
Your system should develop mechanisms to meet the needs of your customers. If you expect
customers to fit the constraints of the system, you are failing in your mission of putting the
customer first. Every policy and system decision should be based on the customer and their
needs.
Instead of “setting up” a system or “picking” a model, decisions made by the group will drive
the “model” which evolves.
Process drives the model,
the model does not drive the
process.

Following is the process you will use to develop the system model for your county.
A

Agencies Identify Overlap

C

Coordinate Ridesharing

T

Transportation Action Plan
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A

Agencies Identify Overlap
1. Map Daily Trips

2. Narratives to Record Occasional and Long-Distance Trips
1. Map Daily Trips

To identify what services are duplicated have all SDG members that provide rides (including
those for specialized clients) complete the following:
Hand out a county map to all providers and have each select a different colored marker to
outline the daily routes they provide both in and outside the county.
After each provider completes their individual map, overlay all existing routes on one
map so you can see what routes are currently being duplicated and where resources could
be reallocated to provide service that is more comprehensive. (You might ask if your
county assessor or another source has GIS software to produce a collective map.)
Make sure to look at both fixed-route and demand-response trips.
Fixed-Route

Demand-Response

A.T. Stoddard

2. Narratives to Record Occasional and Long-Distance Trips

The next two assignments are for each provider to record all occasional and long-distance
trips on the following pages. Reproduce sheets as necessary.
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Narrative 1. Occasional Trips
Provide narrative for trips you provide on an occasional basis (trips you make
every 1 to 2 months.)
Trip:

Trip:

Trip:

a. Where does this trip
begin and end?

a. Where does this trip
begin and end?

a. Where does this trip
begin and end?

b. Where does payment
for this trip come from?

b. Where does payment
for this trip come from?

b. Where does payment
for this trip come from?

c. How many times per
month is this trip
made?

c. How many times per
month is this trip
made?

c. How many times per
month is this trip
made?

d. What kind of trip is this?
(e.g., medical,
employment,
education)

d. What kind of trip is this?
(e.g., medical,
employment,
education)

d. What kind of trip is this?
(e.g., medical,
employment,
education)

e. Other information
about this trip:

e. Other information
about this trip:

e. Other information
about this trip:

85

Narrative 2. Long-Distance Trips
Provide narrative for any long-distance trips (outside your normal travel pattern
and/or outside county) provided in the last year.
Trip:

Trip:

Trip:

a. Where does this trip
begin and end?

a. Where does this trip
begin and end?

a. Where does this trip
begin and end?

b. Where does payment
for this trip come from?

b. Where does payment
for this trip come from?

b. Where does payment
for this trip come from?

c. How many times per
month/week is this trip
made?

c. How many times per
month/week is this trip
made?

c. How many times per
month/week is this trip
made?

d. What kind of trip is this?
(e.g., medical,
employment,
education)

d. What kind of trip is this?
(e.g., medical,
employment,
education)

d. What kind of trip is this?
(e.g., medical,
employment,
education)

e. Other information
about this trip:

e. Other information
about this trip:

e. Other information
about this trip:
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C

Coordinate Ridesharing
1. Time Tracking Log: Individual
2. Time Tracking Log: Combined SDG

3. Cost Per Mile
Next, we will look at the current routes that SDG agencies/organizations operate to
determine if there are any opportunities for other riders to fit on those vehicles.
The Time Tracking Log will give you a more accurate view of the days and times that
duplication exists so you can determine where you could begin to combine trips.
Remember that in the coordinated public transit system, all drivers will be trained to serve
all populations. As perception shifts to public transportation instead of
client transportation, more people will begin to use the system. The
efforts of your Public Education and Outreach Group will play an
important role in educating potential riders about the
system.

The Benefits of Coordinating Transportation Services
Jon E. Burkhardt, 8/06

1. Time Tracking Log

1. Each SDG member should complete the Time Tracking Log (pages103-125) to
show what times throughout the day their organizations provide transportation.
2. After completing the individual logs, transfer this information onto a combined
SDG log and color code time slots by locations served.
As patterns become evident, providers may want to begin ridesharing right away. Keep TPG
members aware of any ridesharing opportunities that arise.
Cost Per Mile

At the end of the Primer is a budget documentation worksheet you will provide to IDOT
when submitting your 5311 Grant application and for quarterly reimbursements. Each SDG
member should complete these forms to determine their total cost per mile.
Once the steps to develop the coordinated system model have been completed, the System
Development Group should review the results of all needs assessments, Inventory of Resources,
and additional information collected up to this point. Refer back to this body of data throughout
the process of developing the action plan to ensure you are meeting the needs of the customer.
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Remember these principles:
1. Not About Picking a Model
• Picking a model is undesirable because you then fit players into slots
• This is a search for leadership and partnership, not dictatorship
2. Collaboration
• Every member of the TPG is an equal partner
• Come to a consensus on how to deliver service
3. Customer Driven
• Each and every decision should be made with the customer in mind
4. Ridesharing
• Clients can ride together
• The first goal is ridesharing which will create excess capacity, which
will be used to serve other people
TPG Meeting

It is now time to contact the Team Leader to schedule an update meeting with the full TPG.
At this meeting, the TPG has three tasks:
1. Each Workgroup should share their progress and receive feedback.
2. After the SDG develops service routes and a funding strategy, it will be time for the
Transit Advisory Board and the Transit System to take over activities. Therefore, the
TPG should communicate on best ways to continue PE&O efforts.
3. Review the CARE Logs to see what assistance, resources, and expertise have been
offered, and determine possible ways to utilize them.
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T

Transportation Action Plan
1. Develop Service Routes
2. Develop Funding Strategy
3. Form a Transit Advisory Board

Your next step as the System Development Group will be to develop your transportation
action plan. As you begin, keep in mind that those who need public transportation face very
real problems of limited mobility that impact them on a daily basis. These are problems
affecting real people, not political issues or leverage points for agencies. Thus, you should
continue to work together to create a non-partisan public transportation action plan that puts
the needs of your community above political gain.
1. Develop Service Routes
Routes are commonly thought of as linking areas where people live with destinations
where employment, educational, medical, retail, or service entities are located. As you
begin to develop coordinated service routes, the necessary mindset is a “seat” mentality.
Piper County Public Transit (PCPT) has a service contract to pick up Happy
Camper employees at 8:00 a.m. at the Wal-Mart parking lot “A” and must
drop them off at work “B” by 9:00 a.m. sharp.
Instead of driving an empty bus back (deadheading) PCPT can pick up
riders in the vicinity of “B” who need to come back towards “A” and drop
them off along the way “C, D, E, F . . . ”
•

Happy Camper pays the cost of “A” to “B” trip and pays a higher
price because of their time restraint (service contract).

•

If there is space on the “A” to “B” route, the public can also pay a
fare to ride.

•

The public can ride back towards “A” for a fare.

•

These public riders are anyone who needs a ride.
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Routes & Integration
As more decisions are made, you will be better
able to organize routes around customer need.
Several key things will happen:
1. Program integration and bundling will occur.
2. Routes are networked and new groups are
brought into the mix.
The Benefits of Coordinating
Transportation Services
Jon E. Burkhardt, 8/06

Mobility Managers

The public transportation system will not only provide rides, it will also provide
“Mobility Management” for the community. Mobility Management goes beyond
getting a rider from one point to another; it considers a rider’s needs, where they want
to go, how they are going to pay, and any special circumstances surrounding their ride.
•

Successful service contracts result from understanding that coordination is in
the best interest of the whole community.

•

In a coordinated public transit system, all populations receive services that
meet their needs, based on available resources.

Thus, the coordinated public transit system has two separate functions – mobility management
and service provision. The chart below explains the differences between the two:
Mobility Management includes all of the dispatch, billing, and other activities
within the centralized transit system
•
•
•

Arranging and assigning the ride
Acting as the customer’s contact point
Internal scheduling

Service Provision includes all of the delivery components and providers
•
•

Determining how the ride will occur
Providing the ride

Your transit system should provide both functions.
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Bill Jung, CEO Rides Mass Transit

2. Develop a Funding Strategy
At this time you must develop a strategy to obtain funding in addition to the 5311 grant, and
explore the reasons this is necessary.
Before we go further, let us look at the four basic economic tenets of a coordinated public
transportation system.

The Four Basic Economic Tenets of Coordinated Public Transit Systems

1. Economies of Scale
• When everyone plays together, costs go down.
• Joint purchasing, operating, maintenance, training, etc., equal long-term
benefits.
• Individual providers take a bigger percentage of hits than a coordinated
system due to economies of scale.
• Initially, coordination may not save money, but from the beginning, it will
limit the risks due to market fluctuations (insurance, fuel, maintenance
costs, etc.) to which individual providers are exposed.
2. Network Effect
• Everyone (e.g., clients, general population, elderly) can ride together.
• There is little value in one phone if there are no other phones to call.
• Develop networking routes and pool resources so ALL populations can
ride together and get more rides.
• Shift mindset from who you “can serve” to the open seat mentality—
there is an open seat on this vehicle, therefore we need a rider.
3. Economies of Scope
• Outputs, as you develop the system you will build more services.
4. Integration
• Customers will need different levels of service throughout their lives.
•

Connect them with local activities, e.g., plays, appointments, community
colleges, throughout their lives.

•

Integrate programs to provide door-to-door, door-through-door, and
other needed services.
Bill Jung, CEO Rides Mass Transit
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Revenue Streams and Examples
Transit providers receive revenue through:
Federal Transit Administration (FTA). Programs administered through the federal
government that provide funds for capital and/or operating expenses, and fare
reimbursements.
•
•
•
•

5311 [Rural] Other Than Urbanized Area Formula Program
5310 Elderly and Individuals with Disabilities Formula Program
5317 New Freedom
5316 Job Access Reverse Commute

Other (non-DOT) federal programs: (DHS, DHFS, DCFS, DOA, DOL, DOE)
•
•
•
•
•
•
•
•
•
•
•

Title IIIB Older Americans Act
Temporary Assistance for Needy Families (TANF)
DOL Welfare to Work
Workforce Investment Act
Community Services Block Grant
Medicaid-Title XIX
Community Development Block Grant
Social Services Block Grant-Title XX
Administration on Developmental Disabilities
Mental Health Programs
Vocational Rehabilitation Programs

State Government Appropriation
•

Downstate Operating Assistance Program (DOAP); for operating expenses only

City/County Appropriations
•

Local Match

Service Contracts made with third parties
•

A social service agency contracts with a transit system to provide rides to their
clients.

Fare Revenues
•

Fares paid by public rider

Donations
•

United Way
IDOT - DPIT
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Fares make up a small percentage of system revenue for rural transit systems. (In most areas
of downstate Illinois, with the average fare box recovery rate of 15%.) The following chart
explains the different ways they are paid.
Fare Payment
Fare Collected

No Fare Collected
Donation (no fare is required)

Cash, tickets or tokens collected from
riders
Rider pays his/her own fare
Note: Fare may be subsidized by the
county/city (for example, a rider buys
a token for .25, but the actual fare is
$1.00)

A senior center combines the funds it
receives from three federal
programs (5310 Elderly and
Individuals with Disabilities, Older
Americans, Title IIIB, and Social
Service Block Grants - Title XX) to
provide service to those 60 and
older.
Donations only accepted from
persons 60 & older.

Cash, tickets or tokens paid by third party

Service Contract

A social service agency uses TANF
(Temporary Assistance for Needy
Families) to buy tokens for clients who
have transportation needs.

The sponsoring agency pays upfront
for the rider’s trip

Reimbursement for services paid by third
party

Local decision—a local subsidy pays for
the fare; no fare is required

A medical center uses Medicaid funds
to reimburse the fares of clients who
are eligible for the service.

The agency is invoiced for the trip(s)
taken by eligible riders

A city council makes a
recommendation that riders should
ride free along certain routes. Fare is
paid by the city or county.
IDOT - DPIT
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Local Match

As a transit system with a 5311 Grant overall, you will need to generate between 30 –
40 percent local match, 80 percent for Operating Expenses and 20 percent for
Administration Expenses. As you may recall, 5311 funds can be matched by everything
but Federal Transit Administration funds.
Various resources can be used to meet local matching fund requirements, as well as to
help start transportation services prior to the 5311 grant.
1. Discuss within your SDG how to generate other funds that can be used to meet local
matching requirements and help start transportation services.
2. Have the Team Leader send an email out to the TPG to request their ideas.
3. Refer to the CARE Logs to see what resources were offered.
4. Review the Service Expectations and Agreements (SEAs) to locate agencies that
might be interested in entering into service contracts.
Some examples to consider include:
1. Local government contributions (city, county, township)
2. Charitable donations (United Way, private foundations, direct
fundraising)
3. Grants (check restrictions and guidelines for each type—some planning
or technical grants may be used for demonstration projects)
4. Vehicle advertising (develop a marketing plan to sell advertising space
on your vehicles from your community business partners)
5. Medical groups (solicit donations from local medical clinics, hospitals,
and all multi-county medical groups)
6. Service clubs (Rotary, Lion's, philanthropic organizations)
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Following is a summary of local match funding from 21 rural Illinois transit providers.
Funding Category

Number of Providers Using Funds

Public Health

1

DHS Employment Trips

2

Advertising

4

Municipal Subsidy

4

DFI Funds

5

United Way

6

Senior Agency Contract

6

Title 3b Funds

8

Rehab Contracts

8

DOAP State Funds

9

County Subsidy

11

Fund Raising/Donations

13

Other-Fares, nonprofit, specialized subsidy

15

Public Aid Billings for Transportation

17

Rural Transit Assistance Center, 2007

Additionally, local match could come from agencies that formerly operated dedicated
provider-client systems. These agencies could lease their buses (if accessible) to the
public transportation system at no (or low) cost and the public transportation system
could operate and maintain them. In exchange for transporting agency clients, the
agency would give the public transportation entity resources they would normally use
to transport clients, including vehicles, staff, and/or money.
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Service Contracts

As we have discussed, service contracts are formal agreements between the public
transportation entity and any agency or organization that needs to transport people, such
as:
•

Educational programs (adult education, English as a Second Language,
community colleges, and trade or vocational schools)

•

Housing authority

•

Agencies who work with individuals with special needs

•

Employment centers

•

Senior living facilities

•

Medical facilities

•

Civic organizations

Agencies and organizations enter into service contracts for different reasons. Perhaps they
started their transportation program because their clients had no other options to get around.
Now they may find that they can no longer afford to provide transportation due to the costs
of fuel, vehicle maintenance, driver and administrative salaries, insurance, etc.
Please refer to page 80 to review the functions, characteristics, and financial structure of
Service Contracts.
Due to the nature of public transportation, you may have one customer whose ride is
paid under a service contract, another rider paying the trip fare out of pocket, and still
another using a voucher from an agency that has subsidized the cost of their ride.
Therefore, it is important to develop a tracking system of riders so drivers will have an
accurate way to count them. This will determine who should be billed for which trips.
Beginning on the next page is a Service Contract template you can use with interested
agencies.
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Service Contract Template
This agreement made this ______ day of ____________, between [County Transit
System] hereinafter referred to as PROVIDER, and ____________________,
hereinafter referred to as RECIPIENT.
WHEREAS, it is the mutual concern of the parties hereto that the transportation
services provided hereunder be of high professional quality.
NOW THEREFORE, the parties hereto agree as follows:
(1) This agreement shall become effective ______________. Either party upon
thirty (30) days written notice may terminate this agreement.
(2) Service eligible for delivery under this agreement would be the
transporting of RECIPIENT’S consumers in ___________ County from their
designated homes to the _______________ at _______________________ and
[Any other service provided].
The PROVIDER will issue a numbered fare card to each of the RECIPIENT’S
consumers. If applicable, a minimum of _____________ units of service will be
delivered under this AGREEMENT. [Additional service criteria here: miles, hours
etc.]
(3) RECIPIENT will compensate PROVIDER for services described in the
AGREEMENT at $_____________ per _______________.
(4) The PROVIDER shall, for the period of this contract, carry and maintain in
full force and effect, insurance in such company or companies while it is
performing hereunder, in the following minimum types and amounts:
Type of Insurance

Amount

PERSONAL INJURY & PROPERTY

COMBINED SINGLE LIMIT

DAMAGE LIABILITY INSURANCE

$1,000,000.00 PER
OCCURANCE
Full Statutory Limits

WORKMEN’S COMPENSATION (For
[County Transit System] employees
only)

(5) PROVIDER shall develop, maintain, and make information and reports
available to RECIPIENT.
(6) RECIPIENT will notify dispatchers if for any reason the regular route cannot or
should not be made. This will be done in time to notify drivers before they
begin the day’s route. The Director of _____________ and the County Supervisor
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of [County Transit System] will work directly together to handle overall
operations of the AGREEMENT. Day to day communications concerning
changes in routes or consumers will be between the [County Transit System]
dispatchers and a designated RECIPIENT employee.
(7) PROVIDER’S employees will communicate accidents and incidents
involving the RECIPIENT’S consumers in the following manner:
•

Accidents should be reported by phone to the designated RECIPIENT
employee as soon as prudently possible after the occurrence. The
PROVIDER will provide copies of follow-up accident reporting to the
RECIPIENT within (3) three business days after the completion of any
investigation.

•

Designated PROVIDER’S employees will provide the RECIPIENT with
copies of written incident reporting regarding improper or unusual
physical or verbal activity of its consumers during transport. This reporting
would be provided as soon as possible after the completion of the
scheduled route. Incidents of a serious nature requiring immediate
action would be communicated by phone or in person immediately
and followed by written report.

(8) Based on the costs presented under the AGREEMENT, RECIPIENT agrees to
reimburse the PROVIDER for services rendered on a monthly basis. Payment will
be due within 15 days of receipt of invoice.
(9) PROVIDER will operate as a subcontractor to the recipient and will meet all
of the necessary requirements of the RECIPIENT’S sponsoring agency or
organization and/or grant requirements.
(10) Compensation under this contract is considered funding of last resort and
is not intended to replace other State and Federal program obligations.
(11) The AGREEMENT and any addenda constitute the entire agreement
between the PROVIDER and RECIPIENT. If any provision of the AGREEMENT is in
conflict with the laws of the State of Illinois or the United States of America, said
provision shall be considered invalid and the remaining provisions shall remain
in force.
Executed this ____________________ day of _______________ 20 _____.
APPROVED:
___________________________________ _______________________
DATE
___________________________________ _______________________
DATE
___________________________________ _______________________
[County Transit System]
DATE
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Last TPG Meeting

You should schedule a final meeting of the TPG so that each Workgroup can update the TPG
regarding their accomplishments and any items that need to be completed.
Your many months of hard work have paid off, and now it is time to transition from the
TPG into the Transit Advisory Council.
3. Form a Transit Advisory Council
The purpose of the Advisory Council is to provide input on service quality and design
so that the transit system has key information to make policy decisions that meet public
needs.
The Transit Advisory Council provides input that helps the system:
1. Look at transportation services from a broader perspective.
2. Design services to meet the needs of all populations.
3. Function in an open and honest manner that limits hidden agendas.

To form the Transit Advisory Council, your TPG should democratically select a President,
Vice President, and Secretary. A ballot process may be a good strategy to collect votes.
Role

Council Member

1. President
2. Vice President
3. Secretary

The next three Advisory Council Members should include a transit rider representative and
the chairs from each Workgroup (or another active member from each Workgroup). If not
already selected as President or Vice President, a natural choice for the transit
representative is your TPG’s Team Leader. If your TPG Team Leader is chosen as
President or Vice President, another TPG member that has taken a leadership role
throughout the Primer Process should be appointed.
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Representatives

Council Member

4. Rider Representative
5. Public Education & Outreach
6. System Development Group

Finally, your TPG should select five representatives from across the county including:
Representatives

Council Member

7. Human Service Agency
8. Medical and Healthcare Facility
9. Education Sector
10. Employment and Job Training Group
11. Government/County Board

It is important for the Advisory Council and the contracted service providers to understand
that conflicts may arise between logistics and the needs of riders. You must set aside
differences and work together on the common ground of providing rides and focusing on the
customer.
Personal, political, or historical issues between council members and transit system providers
are not important. The mother with a sick child needs to get to the doctor. The person who
cannot afford gas needs to get to work. The adult child who lives outside the area needs to
make sure their parent can get medical care. And, the husband who cannot drive to the
nursing home needs to spend time with his wife.
As mentioned previously, the Advisory Council is vital to making the needs of the customers
known. You are the voice of the people you represent. You know what needs to be done.
You must set aside your differences and work together.
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In the System Development Group section, you have developed a system model based
on the needs of your county’s residents and created an action plan to develop a transit
system that is responsive to those needs. To recap all that you have accomplished in
this section:
Agencies Identified Overlap and Duplication by:
1. Mapping their Daily Trips
2. Writing Narratives to record occasional and long-distance trips
Coordinated Ridesharing to Find Excess Capacity by:
1. Completing Individual Agency Time Tracking Logs
2. Combining and color-coding the Time Tracking Logs to see where gaps of
service were happening
3. Determining the Cost Per Mile of their current transportation services
Created a Transportation Action Plan by:
1. Developing Service Routes
2. Developing a Funding Strategy
3. Forming a Transit Advisory Board
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What Next?
Your next steps to apply 5311 Funding consist of:
•

Send letter of intent to IDOT

•

Request Transit 101 Presentation

•

Request 5311 Grant Manual from IDOT


Transportation Plan meets all requirements



DOAP requirements certified by IDOT

•

Contact the Illinois Public Transportation Association (IPTA)

•

HSTP Participation

Evaluation

You should continue to monitor the progress of your system through establishing an
evaluation and assessment plan. Your system’s success will be maintained through
monitoring of routes, rides, and service contracts. At least annually, you should reassess the
services provided to meet the ever-changing demands of the public and contracting
agencies. The Advisory Council can assist with ensuring service continually meets the
needs of riders.
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x
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11:30
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Route Name/Destination

Sample Transit Agency

Provider Name

TIME TRACKING LOG – Complete for each day of the week transportation provided
PM

After 7

7

6:30
6

5:30

5

4:30

4

3:30

3

2:30

2

1:30

1

12:30

10:30

10

9:30

9

8:30

Raised roof vehicle has 200,000 miles on it and needs to be replaced
Receive $7,000 service contract per month from Public Aid
More passengers at beginning of month due to grocery store trips
Etc.

Use this section to write any comments for the day of the week or vehicles/passengers – such as:

•
•
•
•
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Additional comments for the day of the week or vehicles/passengers:
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Additional comments for the day of the week or vehicles/passengers:
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Additional comments for the day of the week or vehicles/passengers:
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Additional comments for the day of the week or vehicles/passengers:

An excellent overview regarding scheduling and dispatch information can be found in the
National Rural Transit Assistant Program—2009 Training Package on Scheduling &
Dispatching for Rural Transit Systems at:
portal.nationalrtap.org/iframe/resourcedetail.aspx?id=196
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GENERAL
VIEW

DUTIES

WHO

ROLE

Big picture plus details of individual rides

1. Answering calls from riders for
countywide system
2. Providing mobility management for
riders
3. Figuring out how to coordinate rides
with Transit Operators
4. Communicating with Transit
Operators and drivers
5. Scheduling
a. Enter/update customer data
b. Schedule trips
c. Produce driver
schedules/manifests
d. Change or cancel trips
e. Resolve schedule issues,
service requests, complaints
f. Prepare data or reports
g. Work with individual transit
operators
6. Dispatch
a. Route monitoring
b. System coordination
c. Communication with:
i. Customers
ii. Agencies
iii. Drivers
d. Record keeping

1. Logistics of running countywide
system
2. Record keeping for countywide
system
3. Overseeing Transit System Dispatch
4. Accounting
5. Tracking fares from Transit
Operators
6. Developing service contracts with
interested agencies
7. Completing quarterly paperwork to
IDOT
8. Working with County Board to get
paperwork completed
9. Distributing reimbursements to
Transit Operators
10. Coordinating training of Transit
Operators
11. Site visits of Transit Operators
12. Auditing

Big picture

One agency, usually administrator

Scheduling and Dispatch

One agency

Administrator

Roles within the Rural Countywide Public Transit System

Individual details - riders

Transit Operators are agencies
that provide rides to customers.
They are responsible for:
1. Managing their own drivers
2. Having drivers complete
Driver Manifests—keep
records of trips, no shows,
etc.
3. Sharing information with
countywide Transit System
Dispatch about next day’s
trips
4. Communicating with
countywide Transit System
Administrator about issues
faced
5. Collecting
fares/tokens/coupons from
riders
6. Adhering to Countywide
Transit System policies and
trainings
7. Taking care of vehicle
maintenance

Can be multiple operators or
“sub-grantees”

Transit Operators

County
(Grantee)

Administrator
(Runs System)

County:
Grantee for Federal 5311 funds. County (via
administrator) sends quarterly requisitions to IDOT
for reimbursements of actual costs. County
receives funds from IDOT (usually within 4 weeks
of end of Quarter) and passes money through to
Administrator to distribute to Transit Operators.

Administrator:
In addition to managing all aspects of the Public
Transit System, also determine reimbursements
owed to Transit Operators, turn in requisitions to
County, and distribute funds when received.

Administrator:
Often also provides scheduling and dispatch
of rides and drivers and manages all aspects
of service delivery and mobility management.

Transit Operator
C
(Provides Rides)

(Service Delivery
and Mobility
Management)

Transit Operator
B
(Provides Rides)

Scheduling and
Dispatch

Transit Operator
A
(Provides Rides)

Transit Operators:
1. Manage own drivers
2. Keep records
3. Communicate with Dispatch
4. Communicate with
Administrator
5. Collect fares/tokens/coupons
from riders—turn in requisitions
to Administrator
6. Adhere to Transit System
policies and trainings
7. Take care of vehicle
maintenance
8. Etc.
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Scorecard Phase Three

PHASE THREE
System Model and Action
Plan

Please check
appropriate
response
Yes

No

Developed identity of your
transit system and built
support for using the system.
Developed a system
model and action plan
based on the needs of
your county’s residents
and used it to develop a
transit system that is
responsive to those
needs.
Established assistance,
resources, and expertise
from community
members to support the
transit system.
•

Created a budget for
your transit system

•

Identified partners to
provide transit

•

Identified partners
interested in buying
service from the system

•

Located additional
sources of local match
for the 5311 Grant

Created Advisory Council
Developed a coordinated
public transit system to serve
all populations with
available resources.

129

Additional Comments:

System Model/Action Plan
Describe below the system model and action plan you have developed.
Who is the Administrator:

Who is responsible for scheduling and dispatch:

Who are the transit operators?

What are your service hours?

Fares?

Etc.
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Meet with IDOT DPIT
This is a preliminary meeting to explain your plan.
Fill out and submit application to IDOT
You can access the 5311 Grant Application at
http://sites.google.com/site/icctclearinghouse/tools. There is also an example in the
Toolbox of a completed Grant. You may also contact John Marrella for the 5311 Grant
Application.
John J. Marrella Bureau Chief Bureau of Transit Operations
Illinois Department of Transportation
Division of Public and Intermodal Transportation J.R. Thompson Center, Suite 6-600
100 West Randolph Chicago, IL 60601
Phone: (312) 793-2332 Fax: (312) 793-1251 John.Marrella@illinois.gov
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Jon Burkhardt
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Rockville, Maryland 20854
JonBurkhardt@Westat.com
301 294-2806
Richard Garrity, Senior Associate
RLS & Associates, Inc.
3131 S. Dixie Highway, Suite 545
Dayton, OH 45439
937 299-5007
Direct Line: 910 328-5770
richg@cris.com
A. T. Stoddard
LSC Transportation Consultants, Inc.
516 North Tejon Street
Colorado Springs, CO 80903
719 633-2868
ATStoddard@LSCCS.com
www.LSCCS.com

The Transit Cooperative Research Program (TCRP) has a variety of
publications regarding coordination: www.tcrponline.org/
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