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Public information and outreach on transportation projects and studies is a top priority for the Wisconsin Department of Transportation (WisDOT). Consistency in public information activities and materials is important, especially with the department’s many diverse publics.  

These rules and best practices provide direction to WisDOT staff and consultants to ensure that public information activities and materials are consistent and effective. They should be used in conjunction with WisDOT’s style guide, as well as the other resources on the public information guidelines Web site.  

Contact the Office of Public Affairs (OPA), 608-266-3581, or your region communication manager, with comments or suggested updates. 

A

Approval policies

WisDOT has several policies in its Transportation Administrative Manual (TAM) regarding the review, approval and distribution of public information materials, such as brochures, newsletters and Web pages. These policies have been in place for many years to help the department ensure that materials are accurate, consistent and provide clear communications to the general public. All public information materials prepared by WisDOT staff and consultants must adhere to the TAM policies (brief summaries shown below). Copies of the complete TAMs are available to WisDOT staff via the dotnet. Consultants may contact OPA or the region communication manager/project communication manager (RCM/PCM) to obtain copies of the complete TAMs.

TAM 22 – Review of Information Materials for External Distribution

· Requires department approval of public information materials.

· Applies to all print/electronic materials developed to inform, educate, or change public behaviors and attitudes. This includes brochures, newsletters, fact sheets, posters, Web pages, radio/television messages and audio/video presentations. 
· Covered materials are those that bear any WisDOT identification; are distributed externally to more than 25 persons; are produced by WisDOT employees, agents, or subcontractors; are paid for by WisDOT sources; and/or any pages developed for the Internet.
TAM 91 – World Wide Web (also see Web pages)

· Requires department approval of all new content for the Internet.

· Department Web pages must present accurate and timely information in a professional manner and in ways that enhance the department's mission.  
· WisDOT recognizes and supports only one Web site for use within the department.  
In addition to required approvals via the TAM policies, all public outreach materials for transportation projects/studies should be shared with the RCM/PCM. This includes letters to constituents and meeting handouts. The RCM/PCM is an excellent resource in the development of various materials and also needs to be aware of materials circulating in the region so that they can effectively manage region-wide communication activities.  

Approval process

The RCM/PCM determines if public information materials are subject to department approval under the TAM policies. If so, the RCM/PCM sends the material to OPA with a completed DT1271 approval form. New content for the Internet on transportation projects is sent to the DTSD Web administrator for development prior to OPA review.

The recommended timelines for submitting materials are: 

· Invitations and letters – final version submitted for review two weeks prior to mailing

· Press releases – final version submitted for review two weeks prior to distribution 

· Meeting handouts – final version submitted two weeks prior to production

· New Internet Web content – draft version submitted for development to the DTSD Web administrator as soon as possible so that the final pages can be submitted to OPA for review two weeks prior to staging

C

Contact information

It’s important that the department be clearly identified in public materials. Below are some general rules for providing contact information. See local program projects for additional information related to local projects managed by consultants. 

· All mass mailings related to projects should be written for the WisDOT project manager’s signature.

· For project mailings that request a return response, a self-addressed envelope sent directly to the consultant’s address may be used. 

· In written correspondence, the return address may include the name of the consultant at the discretion of the WisDOT project manager, but it will also include a WisDOT name and address. If consultant names are included, their role should be clearly outlined in the letter. 

· Consultants may sign letters (on consultant letterhead) when responding to individuals provided the letters do not refer to department policy issues but are only relaying factual information about the project. The WisDOT project manager and RCM/PCM must be copied on all consultant-signed letters to individuals. 

· Only WisDOT employee signatures can appear on WisDOT letterhead. 

· All brochures, newsletters, Web sites, etc. must include the name and contact information of a WisDOT project manager and/or the RCM/PCM. Consultant contact information may also be included at the discretion of the WisDOT project manager.

· Invitations to public meetings will be on WisDOT letterhead in WisDOT envelopes with WisDOT contact information (unless the project managers approve a consultant contact). 

· News releases or media alerts prepared for transportation projects/studies always go out on WisDOT letterhead with WisDOT staff listed as the contact. 
· RCM/PCMs or the Office of Public Affairs distributes WisDOT news releases and media alerts on transportation projects/studies. 
Corporate news releases/materials

WisDOT does not endorse or participate in corporate news releases or other marketing materials (annual reports, brochures) issued by consulting firms or vendors. When these materials feature a WisDOT project, WisDOT appreciates being made aware of the materials. The department will review the content for accuracy only and does not provide quotes or testimonials.

When a consultant or vendor submits projects for industry award competitions, WisDOT staff may provide a statement or letter acknowledging the role of the consultant/vendor on the project and confirming other facts about the project. This is sometimes a requirement for award competitions. The statement should remain factual so that it does not appear to be a testimonial. 

L

Local program projects

Consultants manage local program projects on behalf of the department with oversight by the regional local program project manager.  The consultant and/or the municipality are in the best position to provide information about the project, including handling day-to-day inquiries from impacted citizens, media and the general public. Following are some guidelines for public information activities for local program projects:

· Letters should go out on the letterhead of the local municipality or body of government responsible for directly managing the project. Letters can be sent by the consultant on the consultant's letterhead with the permission of the local municipality. The local program management consultant may introduce himself or herself as a consultant working on behalf of WisDOT and the municipality to oversee the project. 

· Local program management consultants should not use WisDOT letterhead and should not clip or insert the WisDOT logo to appear on the consultant letterhead.

· The local municipality or body of government responsible for directly managing the project should distribute any needed news releases related to local program projects (samples and templates are posted on the home page of these guidelines). WisDOT letterhead should not be used for these releases and the text of the release should not indicate the information and/or announcement is being made on behalf of the department.  

· Letting releases will not be written or distributed by WisDOT for local projects. There may be exceptions (typically for very large/visible local projects). The letting release will then be distributed through the RCM/PCM in coordination with the municipality.

· Local projects with budgets of $300,000 or more (or as requested by the RCM/PCM) may be included on region weekly construction updates. Project managers for local projects are responsible for providing the project updates to the RCM/PCM.

· The region local program manager and RCM/PCM should be advised of controversial issues related to local program projects. This helps them effectively manage overall communication activities in the region (see public communication records).   

Logos

Logos placed on materials play a role in the communication process. The use of logos on WisDOT materials is tightly controlled.

· Special logos for studies, projects, programs and public awareness campaigns require department approval via the TAM 22 approval process. 

· No consultant logos are to appear on WisDOT materials distributed or viewed externally as public information documents. 

· Consultant logos may appear on technical documents and plans, including those used at public information meetings when there is a professional or proprietary need to have the consultant identified.

· Consultants preparing materials on behalf of WisDOT may obtain the WisDOT logo and use it according to WisDOT’s graphic identity standards.

M

Media contacts

It is important that contacts with the news media be handled in a timely manner by the most appropriate WisDOT spokesperson. RCM/PCMs serve as ongoing resources for the news media in the region. They work on a daily basis to provide media with information, coordinate interviews, provide access to project sites for video/photographs, etc. Because project managers are often in the field, it’s most efficient for media to contact the RCM/PCM who can coordinate their information and interview needs. 

The RCM/PCM can provide suggestions for proactively contacting media through news releases, alerts, briefings, editorial board visits, etc. WisDOT may schedule a media briefing on large projects, or prior to a public information meeting, as a way to present information to the media without distraction. Other guidelines regarding media contacts include:

· It’s the responsibility of project managers to keep RCM/PCMs informed of project/study issues that may garner media attention. One of the best ways to do this is to involve the RCM/PCM at regular project team meetings and updates.  
· RCM/PCMs distribute media advisories and releases using the department’s media distribution list. Separate media lists do not need to be maintained by project staff.

· If the RCM/PCM is unavailable and there’s an immediate need to distribute information to the media, contact the Office of Public Affairs for assistance at 608-266-3581. 

· Only department staff speaks on behalf of the department. At public information meetings, the consultants may assist in presentations, but the lead spokesperson on state projects/studies should be a WisDOT employee.  

· If contacted directly by a reporter, consultants should refer the reporter to the RCM/PCM to coordinate the request for information. Consultants may be asked to provide information to media, but this should only be done at the request of the RCM/PCM.

· Media contacts must be reported according to department policy in TAM 15 (see below).

P

Public communication records (PCRs)

TAM 15 – Public Communication Records (PCRs) calls for WisDOT employees to report contacts with the news media and legislators. This policy provides a way to keep WisDOT managers informed of all the many different contacts occurring throughout the department on a daily basis. WisDOT staff should consult TAM 15 for more details. 

PCRs require an e-mail to a core distribution list to provide the name of the contact, their affiliation, questions asked and points made, as well as any needed follow-up. In DTSD Regions, the RCM/PCM typically collects information on media and legislative contacts to report via the PCR. 

Consultants may occasionally have legislative/media contacts regarding transportation projects. The PCR policy is an internal WisDOT policy only. Consultants are not expected to file PCRs, but are encouraged to report contacts to the RCM/PCM or the WisDOT project manager who will determine if a PCR is needed.

Public involvement plans

For large transportation projects and studies, the public involvement and outreach activities should be outlined in a plan submitted to and approved by the WisDOT project manager and the RCM/PCM. It’s important to involve the RCM/PCM early in the plan development process. 

Public information meetings

Adequate preparation for public information meetings (PIMs) allows the meetings to be conducted in an efficient and effective manner. Below are some general tips and guidelines for PIMs. Additional information is found in the Facilities Development Manual Chapter 6-5-10.

PIM logistics

· Schedule a specific start and end time to the meeting.
· Always do a site survey prior to the meeting. Consider if the location is easy to find, if there’s adequate parking, check the room size, layout and accommodations (outlets, screens, etc.)
· Provide a clear address, as well as a map and a description of how to find the site or the specific room within the building.
PIM dry runs

· Schedule a “dry run” rehearsal at least one week prior to the meeting. A “dry run” brings together the WisDOT project manager, RCM, consultant and other staff to prepare for public information meetings, public hearings, business/legislative briefings, etc.  

· A “dry run” is a great way to fine-tune plans, uncover unforeseen issues and prepare for the unexpected. It also helps staff do a better job as a team and provide a professional appearance.  

· Review of ALL materials – the agenda, presentations, handout materials, exhibits and electronic media. Take the time to set up displays and run electronic media to make sure things work.

· Include a mock Q&A session. Consider inviting staff that are hearing the information for the first time, much like your audience. This could provide some fresh insights or observations.

· Review plans for staffing and staff responsibilities and to consider the physical location, set up and timeframe/schedule of the meeting. 

PIM roles for WisDOT staff and consultants

· WisDOT must take the lead role at public information meetings. All public information meetings are to be opened by the WisDOT project manager. It is up to the WisDOT project manager to decide what portions of the meeting will be handled by the consultant.
· Typically, the WisDOT project manager provides a brief introduction, facilitates the question and answer portion of the meeting and closes the meeting.
· The WisDOT project manager should also participate in presentations about the project made before official committees, businesses, neighborhood groups and professional associations. All invitations to make presentations regarding the project must be cleared through the WisDOT project manager prior accepting the invitation. 
· During Q&A sessions, staff should always stand and share comments or address questions at the front of the audience. Use a microphone if one is available. Staff answering questions should first repeat the question and then answer it. 
PIM debriefing

· Always conduct a debriefing within a few days following a meeting. Identify what worked, what could be improved; what follow up are needed and next steps.
S

Style guide
WisDOT has established a preferred style guide for print products and Web pages to provide for consistent, professional public information materials – both print and electronic. The style guide includes preferences for grammar, punctuation, capitalization, abbreviations and other language choices. The style guide is to be used by WisDOT staff and consultants for public information materials. The style guide does NOT apply to technical documents, manuals or other design/engineering materials. 

W

Web alias

The department allows the use of an alias for Web pages to provide an easy-to-remember Internet address to aide users in finding pages. An alias is often used for marketing purposes for high profile projects and programs. For instance, the southeast freeway pages actually reside on the WisDOT Web site at http://www.dot.wisconsin.gov/projects/sefreeways/index.htm, but the region markets the site in public information materials with the alias sefreeways.org. 

The department has established a procedure to obtain an Internet alias. The procedure includes providing justification for the alias and obtaining several levels of approval prior to assignment of the alias. The procedure differs somewhat depending upon the domain desired (.gov, .com., etc.) and the organization hosting the site. The process starts with sending a request to the Office of Public Affairs that includes the suggested alias and a brief justification on why it’s needed. 

The department expects that WisDOT Web pages will reside on a .gov site, even when .org or .com sites are also bought and/or promoted. WisDOT will only approve non-.gov requests if there is a very strong business case to do so. This documentation would need to be included when forwarding the request to OPA.
Web pages

Consultants working to develop Web pages for the department must comply with all policies under TAM 91 – World Wide Web (see also approval policies). This applies whether the pages will reside on WisDOT’s Web servers or if the pages are hosted off site.

WisDOT’s style guide provides direction regarding the department’s preferred format, style and grammar issues. These pertain to the Web, as well as print materials.

In addition, the department has Technical Standards and Guidelines for Internet Publishing. This document addresses general design/layout and technical issues that must be followed when developing Internet pages for WisDOT. The Standards and Guidelines must be adhered to when pages reside on WisDOT servers, unless a specific exemption is granted through the WisDOT Web Unit and Bureau of Information Technology Services (BITS). When pages will reside on a consultant server, the Standards and Guidelines should still be considered, especially to ensure that all pages developed on behalf of the department are fully accessible to our customers. 

Following are some other points related to department Web pages. 

· Once new content has been reviewed and approved, WisDOT staff and consultants are free to provide routine updates without any further review/approval.

· Department Web pages must present accurate and timely information in a professional manner and in ways that enhance the department's mission.  
· It’s important that WisDOT Web pages have uniformity and consistency. All department Web pages must utilize the top headers that identify the department. Consultants working on pages for WisDOT can obtain the header template through the DBM Web Unit.
· Specific instructions have been established for .pdf files posted to the Web to ensure the clarity and quality of these files for users.
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