Sample Complete Streets Work Plan
Agency Name:

Date:

	Activity
	Reporting Timeframes
	Performance Indicator
	Quarterly Update

	
	1

4/1-6/1/10
	2

7/1-9/30/10
	3

10/1-12/31/10
	4

1/1-2/28/11
	
	

	Relationship Building: The goal is to build relationships within the context of the CS philosophy and build community support. These relationships should be sustained beyond the passage of a CS ordinance.

	Identify an existing coalition/group
	
	
	
	
	List of potential coalitions/groups
Correspondence with leaders (letters, emails, phone logs)

Presentations
	

	Identify stakeholders (allies, neutrals, and opposition) to invite
	
	
	
	
	List of potential members and dates of contact
	

	Establish a CS coalition
     Identify coalition leadership/

     Clarify roles and responsibilities

     Establish a vision/goals

     Develop an action plan
	
	
	
	
	Dated membership list

List of potential members and dates of contact

Correspondence with invitees (letters, emails, phone logs)

# of invites

# of letters of support from members

# of resolutions from members
	

	Hold regular (monthly or bi-monthly) meetings of the CS coalition
	
	
	
	
	Coalition work plan

Schedule of meetings

Meeting marketing (flyers, newsletters, public notices)

Agendas

Copies of materials

Notes

List of participants

Meeting evaluation
	

	Collaborate with other groups
	
	
	
	
	Correspondence with leaders (letters, emails, phone logs)

Presentations
Copies of materials
	

	Communication/Outreach/Media: The goals are to increase awareness, knowledge, and support regarding the value of a CS ordinance, and build local capacity for involvement by offering resources.

	Develop CS website/establish links to existing page

     Update with relevant news, events, and resources
	
	
	
	
	Documentation of website with URL/linked agencies

Web traffic report
	

	Develop communication materials (flyers, brochures, newsletters, PPT, fact sheets, displays, etc.) using local data for policymakers, citizens, business and civic leaders, schools, etc.
	
	
	
	
	Copies (digital preferred) of materials

Copies of materials (flyers, brochures, testimonies, letters of support, newsletters, factsheets, presentations)
	

	Develop and offer sign-up lists/petitions for supporters
	
	
	
	
	Copies (digital preferred) of materials
	

	Develop and offer letter of support/resolution templates for governments and organizations to customize and use
	
	
	
	
	Copies (digital preferred) of materials
	

	Create a database of supporters
	
	
	
	
	List of supporters/copy of database/verification
	

	Conduct media blitz (press releases, letters to editors, social media campaign, TV or radio interviews, newsletters)
	
	
	
	
	Copy of media blitz plan

Copies (digital preferred) of any materials, press coverage

#s of articles, interviews, venues
	

	Research CS policy, best practices, etc.
	
	
	
	
	Copies of documents (case studies, best management practice reports, bibliographies, summary of findings, etc.) (digital preferred)
	

	Education/Training: The goal is to increase awareness, knowledge, and support regarding the value of a CS ordinance by offering learning opportunities.

	Conduct CS community training
	
	
	
	
	Schedule of trainings being offered

Meeting marketing (flyers, newsletters, public notices)

Correspondence with invitees (letters, emails, phone logs)

# of invites

Agendas

List of participants

Copies of materials

Post-training evaluation sheets

Notes

Follow-up task lists
	

	Host a community forum
	
	
	
	
	Schedule of meetings being offered

Meeting marketing (flyers, newsletters, public notices)

Correspondence with invitees (letters, emails, phone logs)

# of invites

Agendas

List of participants
Copies of materials

Post-meeting evaluation sheets

Minutes

Follow-up task lists
	

	Meet with policymakers/government staff
	
	
	
	
	Schedule of meetings being offered

Correspondence with invitees (letters, emails, phone logs)

Agendas

List of participants

Copies of materials

Notes

Follow-up task lists
	

	Deliver presentations to policymakers, citizens, business and civic leaders, schools, etc.
	
	
	
	
	Schedule of presentations being offered

Meeting marketing (flyers, newsletters, public notices)

Correspondence with invitees (letters, emails, phone logs)

# of invites

Agendas

List of participants

Copies of materials

Post-meeting evaluation sheets

Notes

Follow-up task lists
	

	Ordinance: The goal is to pass a CS ordinance that is highly supported by the community.

	Draft CS ordinance language
	
	
	
	
	Copies (digital preferred) of draft ordinances
	

	Gather public input on the draft ordinance and incorporate relevant changes
	
	
	
	
	Schedule of public meetings being offered

Meeting marketing (flyers, newsletters, public notices)

Correspondence with invitees (letters, emails, phone logs)

# of invites

Agendas

List of participants

Minutes

List of recommended changes
	

	Gather letters of support/resolutions from government and organizational partners
	
	
	
	
	Copies (digital preferred) of letters of support/resolutions
	

	Invite stakeholders and supporters to attend meetings, hearings, etc.
	
	
	
	
	Schedule of events being offered

Meeting marketing (flyers, newsletters, public notices)

Correspondence with invitees (letters, emails, phone logs)

# of invites
Copies of materials
	

	Adopt a CS ordinance
	
	
	
	
	Copies (digital preferred) of ordinance
Official public meeting minutes showing adoption and vote count
	

	Collaboration with MDCH Partners: The goals is to develop lasting relationships and maintain compliance with reporting requirements.

	Attend MDCH sponsored conference calls
	
	
	
	
	Attendance records
	

	Participate in MDCH-sponsored CS-relevant trainings
	
	
	
	
	Attendance records
Distribute knowledge back to local coalition via meeting report summaries
	

	Develop and submit quarterly reports
	
	
	
	
	Reports submitted on time
	

	Submit all required reports/documents (FSRs, etc.) according to the CPBC
	
	
	
	
	Reports submitted on time
	

	Participate in program evaluation
	
	
	
	
	Attendance records

Requested reports submitted 
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