Planning/Implementation Checklist

INTERVIEW PREPARATION

___
Consult RPM/SAM regarding community

___
Invite RPM to be present at interviews


___
Choose good time to schedule interviews


___
Identify target area/audience for interviews


___
Determine the number of interviews needed for a good 

Community Involvement Plan (CIP)


___
Obtain map of site and surrounding area


___
Translator needed:






      
Yes_____   No____







     
Name_____________________





      
Contacted/confirmed_________





      
Rate______________________



___
Contractor needed for support






      
Yes_____   No____




___
Work assignment in place____________




      
Name______________

      
Confirmed______________

___
Prepare the questions to be asked

___
Print up finalized questionnaire to be used
ANNOUNCEMENT


___
Get phone numbers of interviewees 

___
Print out your scheduling call script

___
Determine who makes appointments 

      
CIC___________   

Contractor___________

___
Send confirming letter
BASIC SUPPLIES

___Note pads

 ___Site and area maps 

___Business cards

___Daily appointment schedule

___Directions to each appointment

___Interviewee phone numbers
AFTER THE INTERVIEWS 

___Review interview with RPM and contractor 

___Plot especially contentious areas on map 

___Plan the CIP

___Establish a deadline for the draft CIP

___Send thank you letters to the citizens

___Mail additional questionnaires
