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HOW TO

General communication

Details of rental options

Solicit user interest

Define locations

Identify hosts (&) drivers

GENERAL COMMUNICATION

The coordination of the spring 2003 SA Chapter transportation event involved the Program Director, The Hospitality Chair and some informational support from Board members.

Communication to the Chapter membership was via chapter discussion list.  A few announcements were issued.  A “false” deadline was initially used to prompt early responses.  The final deadline was coordinated with the meeting registration deadline.  As the target groups were identified [location-defined groups of interested members] correspondence narrowed to the target groups.  

DETAILS OF RENTAL OPTIONS 

A survey for options was fulfilled by phone.  See sample details below.  Note the variables between bus rental and van rental.  The key variables are advance reservation requirements (&) drivers (i.e., included vs. requires member volunteers).

The rental facilities used were amenable to pre-payment by the rental coordinator for this event [Hospitality Chair].  This was arranged for all pick-up locations in advance of the rental date.  The vans were delivered by the rental facility to the designated pick-up locations.  Driver volunteers were not required to have any special licenses or insurance.  They were responsible for returning the vans [re-filled to expected gas-levels] on the day following the Chapter event.

SAMPLE OF VAN RENTAL DETAILS FOR CHAPTER TRANSPORTATION  (details valid in April 2003)

> Here is some information on the van rentals for 24 hours:

>

>     National (408-288-4662):      GM van up to 7 people       $76.85 including all taxes and unlimited mileage

>

>     Enterprise (408-378-2822)     Van up to 7 people              $76.00 including all taxes and 200 free miles

>

>                                                    Van up to 15 people         $140.00 including all taxes and 200 free miles

>

>

> Here is some information on bus rentals leaving from Palo Alto from 4 p.m. to 11 p.m.:

>

>        Royal Coach Tours (408-279-4801):     Bus up to 47 people            $695.95  Payment due three weeks in advance

>                                                                                                                               Cancel 72 hours in advance

>

>        Excel Bus Charter (408-988-4747)        Bus from 15 to 55 people    $750.00  Reserve two weeks in advance

>

>                                                                       Bus up to 47 people             $620.00    "                            "

>

>                                                                       Bus up to 25 people             $550.00    "                            "

>

>

>

> The SF Chapter has a deadline of May 9th to receive the check for the event.  As you can see, the buses have a reserve date from two to three weeks in advance  (April 25th to May 2nd). 

Solicit user interest

Communication to the Chapter membership was via chapter discussion list.  A Program Director took responsibility for issuing announcements, being the source for passenger requests, identifying pick-up locations, finding a site passenger-monitor [to assure all were collected at each end], coordinating passenger-van distribution, and coordinating with Hospitality to assure van rental proceeded accordingly.

The Hospitality Chair coordinated rental details including identifying optimal rental facilities & conducting pre-rental “payment”, soliciting drivers for the vans and conveying rental arrangements to them, and issuing final group confirmations.

A few announcements were issued.  A “false” deadline was initially used to prompt early responses.  The final deadline was coordinated with the meeting registration deadline.  As the target groups were identified [location-defined groups of interested members] correspondence narrowed to the target groups.  

A spreadsheet was used to assist in coordinating passengers and “host” locations.  Three host locations were identified and may be reconsidered for future use.  Inquiry & approval by site Security will be required and conducted by the “host” site chapter member prior to any particular event.

[See magic bus3.xls]

Define locations

Locations were selected based on membership response.  I.E., Though general Chapter areas were mentioned in the initial transportation invitation, no specific locations were identified.  Appropriate locations were subsequently found from among chapter member affiliations based on needs of respondents.

Three host locations were identified and may be reconsidered for future use.  Inquiry & approval by site Security will be required and conducted by the “host” site chapter member prior to any particular event.

[See magic bus3.xls ]

Identify hosts (&) drivers

Hosts and drivers were solicited from among the responding members.  It should be noted that only some members who participated in the driving & hosting “stepped forward” as volunteers.  Respondents had to be surveyed in order to full the requisite responsibilities.  Also of note, some driver-volunteers were happy to volunteer to drive a vehicle but were unable to return the vehicle on the following day.  Additional respondents were surveyed (in some cases by the drivers) to fulfill the returns.

It is advised that drivers (and vehicle return-ers) be publicly acknowledged via an article in the Faultline.
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