Rules and best practices for project/study public information
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Public information and outreach on transportation projects/studies is a top priority for the Wisconsin Department of Transportation (WisDOT). FDM Chapter 6: Public Involvement provides broad guidance and identifies various tools and resources. The rules and best practices below provide additional guidance to WisDOT staff and consultants to ensure that public information activities and materials are consistent and effective. Contact region communication staff with any questions. 

Approval policies for public information materials
WisDOT Transportation Administrative Manual (TAM) policy COM 104 establishes policies regarding the review, approval and distribution of public information materials. COM 104 applies to all print/electronic materials developed to inform, educate, or change public behaviors and attitudes. This includes brochures, newsletters, fact sheets, group mailings, meeting handouts, posters, web pages, radio/television messages and audio/video presentations. COM 104 does not apply to technical reports, plans or other materials. Covered public information 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.
The approval of project/study materials is delegated to the region or project communication manager, who also determines if the information needs to have further department approval. Region communication staff should be aware of all public information materials being developed in the region so that they can effectively manage region-wide communication activities.

Contact information

It’s important that the department be clearly identified in public information materials. Below are some general rules for providing contact information. See local program for additional guidance. 

· All project/study group mailings should be under 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 must also include a WisDOT contact. If consultant names are included, their role should be clearly outlined in the letter. 

· All brochures, newsletters, websites must include the name and contact information of a WisDOT project manager and/or the region/project communication manager. 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 manager approves a consultant contact). 

· News releases or media alerts prepared for transportation projects/studies are distributed by region communication staff and always go out on WisDOT letterhead with WisDOT staff listed as the contact. 
Corporate news releases/materials

WisDOT does not endorse or participate in corporate news releases, testimonials, 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 preferential testimonial. 

Local program projects

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

· 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. 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 region communication staff in coordination with the municipality.

· Local projects with budgets of $300,000 or more may be included on region weekly construction updates. Project managers for local projects are responsible for providing the project updates to region communication staff.

· The region local program manager and communication staff should be advised of controversial issues related to local program projects.   

Logos

The use of logos on WisDOT materials is tightly controlled. Consultants preparing materials on behalf of WisDOT may obtain the WisDOT logo and use it according to WisDOT’s graphic identity standards. The development of special logos for studies, projects, programs and public awareness campaigns require department approval via the COM 104 approval process. No consultant logos are to appear on WisDOT materials distributed or viewed externally as public information. Consultant logos may appear on technical documents and plans, including those used at public involvement meetings, when there is a professional or proprietary need to have the consultant identified.

Media contacts

It is important that contacts with the news media be handled in a timely manner by the most appropriate WisDOT spokesperson. Region and project communication managers 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. It’s the responsibility of project managers to keep region communication staff informed of project/study issues that may garner media attention. One of the best ways to do this is to involve communication staff at regular project team meetings and updates. 
Only department staff may speak on behalf of the department. At public involvement meetings, consultants may assist in presentations, but the lead spokesperson on state projects/studies is always a WisDOT employee. If contacted directly by a reporter, consultants should refer the reporter to the region/project communication manager 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 region communication staff. 

Social media

Social media such as Facebook, Twitter and YouTube is used by the department to enhance external communication efforts. No social media sites may be established without approval by the Office of Public Affairs. WisDOT employees and consultants who are involved in social medial must follow the policies and procedures outlined in COM 105 as well as the individual social media best practice documents. Region communication staff can provide copies of these documents.  
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. 

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. The department has established a procedure to obtain an Internet alias. 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 is needed. The department expects that WisDOT web pages will reside on a .gov site domain.
Web pages

Consultants working to develop new web pages for the department must have them approved. This applies whether the pages will reside on WisDOT’s web servers or if the pages are hosted off site. Region/project communication managers are delegated the authority to approve project-related web pages. The department has established Technical Standards and Guidelines for Internet Publishing that must be adhered to when pages reside on WisDOT servers. When pages will reside on a consultant server, the Standards and Guidelines should still be considered, especially to ensure that web pages developed on behalf of the department are fully accessible to our customers. All department web pages and web-based applications must utilize headers as part of the department’s web branding. Consultants working on pages for WisDOT can obtain the header template through the Bureau of Information Technology Web Content Unit.
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