
Invitation Checklist  -- Walkable Communities Workshop

We’d like to have approximately 25 workshop participants. You can pick and choose from the following list, which is intentionally broad. You may wish to provide progress reports to some people/groups you don’t invite to the workshop but who might be interested in future efforts to improve walking conditions where they live, work or go to school. Build your invitation list for this workshop around your answer to these questions:

#1 “Who is most likely to be interested/invested in making the subject area -- chosen as the focus of our workshop -- more walkable?”

#2 “Who can help identify solutions and who is needed to bring about any recommended changes in engineering, education, enforcement, encouragement, and/or the environment in our subject area?”

City/Village/Town/County staff

٭ Engineer

٭ Public Works Director

٭ Planner

٭ Police or Sheriff’s Department (line and/or supervisory staff with responsibility for education about and enforcement of pedestrian safety laws)

٭ Parks Director

٭ Recreation Director

٭ Health Department Educator (county or city)

٭ Transit agency

٭ Fire/EMS organization

٭ Municipal staff from another jurisdiction if the subject area requires/would benefit from intergovernmental cooperation

Elected and appointed officials

٭ Chief elected official and the elected representative from the subject area

٭ Elected officials from another jurisdiction if the subject area requires/would benefit from intergovernmental cooperation

٭ Public Works Commission member

٭ Historic Preservation Commission member

٭ Municipal Court Judge

٭ State or federal elected officials, if appropriate

Health and safety groups

٭ Safety coalitions or groups, such as SafeKids, MADD, AAA

٭ Health groups, such as American Lung Association, American Heart Assoc.

٭ Medical community, such as hospital, doctor, clinic director

٭ Insurance agency

٭ Fitness organizations, such as the YMCA, health club, Volksmarch group

School staff and groups

٭ School superintendent

٭ School principal

٭ PTA/PTO leaders

٭ Student

٭ School crossing guard

٭ Physical education teacher

Civic and citizen organizations and leaders

٭ Youth groups

٭ Community service organizations

٭ Senior citizen organization or agency

٭ Citizen activists interested in the issue/neighborhood

٭ Neighborhood groups or associations

٭ Advocacy groups that promote walking or multi-modal transportation planning

Business organizations and leaders

٭ Business owners

٭ Merchants group

٭ Chamber of Commerce staff or board member

٭ Economic development staff or board member

٭ Builders and developers

Other potential workshop participants

٭ Historic preservation (government body or nonprofit organization)

٭ Clergy

٭ Colleges and universities

٭ Metropolitan planning organization staff

٭ DOT staff (district office, state bike/ped coordinator)

٭ DOT safety staff (WisDOT Bureau of Transportation Safety-BOTS)

٭ FHWA staff

٭ News media

Please add to this list if you see a missing link or potential partner

Invitation Letter - Walkable Communities Workshop 

[Municipal letterhead]

Date:

Name

Title/Affiliation

Address

Dear _____:

The City of ______ [or Village of ________] has been selected to participate in the Walkable Communities Initiative. We are part of an effort to make our city and region more pedestrian friendly. The initiative is being funded by a National Center for Bicycling & Walking and the ___(local sponsor)___.

We invite you to participate in a single 4-hour “Walkable Community” workshop, which will take place on ___ __ from ___ to ___ [time] at _____[meeting place], located at _________[address]. We believe you can help us develop realistic strategies to make our community a safer and more pleasant place to walk.

Enclosed is a copy of the workshop agenda. At the workshop, we will learn more about successful pedestrian design, safety, education, enforcement, and encouragement. We will relate these concepts specifically to the City/Village by studying ___________ [subject area] during the workshop. A walking audit to this area will help us understand and identify obstacles to walking and suggest potential short-term and long-term solutions. Please wear comfortable shoes and clothing suitable for the weather that day.

I hope you will be able to participate in this pivotal workshop. Call __________ [local contact] to RSVP (please let us know, yes or no), or with your questions.

Sincerely,

______ [Mayor/Village President]

Enclosures

-Workshop agenda

-Map to the workshop site [if necessary]

Below is a checklist of invitees. A sample invitation letter can be found on page 3








