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Introduction  

Welcome  you are an influence pedaler.  

By reading this document, you have demonstrated your interest in improving bicycling 
conditions in Massachusetts. The Massachusetts Bicycle Coalition (MassBike) is grateful 
to you for everything you've done or want to do to make Massachusetts a better and safer 
place to bicycle.  Whether it be on roads, multi-use paths, transit, or to destinations or the 
workplace, MassBike is always working to improve bicycling conditions.  Since 1977, 
MassBike has aimed to achieve its goals through a combination of education, advocacy, 
and raising awareness.  MassBike is at the hub of an interconnected wheel throughout the 
state  channeling and sharing information between groups to help build the bicycling 
movement.  But MassBike is effective at improving bicycling directly because of all the 
dedicated cyclists working to improve conditions.  Without dedicated volunteers working 
across the state, our efforts would be like a rim without spokes.    

This guide aims to give bicycle advocates the tools needed to successfully push for 
programmatic, policy, and infrastructure improvements.    

Over 1.2 million Massachusetts residents bicycle every year.  More people want to 
bicycle more often than their current activity level.  The potential for better bicycling and 
a more potent grassroots movement is extremely strong.  

Much of the guidance and advice in the guide was learned the hard way, by trial and 
error.  It is not meant to be the final word on Massachusetts bicycle advocacy  it is 
meant to be a continually evolving guidance document.  MassBike also encourages any 
and all to send success stories and any other helpful information.  Collecting information 
and success stories is important because collective knowledge is almost always better 
than individual knowledge.  We will do our best to incorporate any information you send.  
Email suggestions for improvement to: Bikeinfo@massbike.org

   

The guide is also available on the web at: www.massbike.org.  We encourage you to join 
MassBike on-line if you are not already a member. 

http://www.massbike.org
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Overview

  
The guide provides information that will aid the effort to integrate bicycling into the 
transportation, recreational, and cultural fabric of Massachusetts.  It will help you help 
make Massachusetts a better place to bike  whether your interest be a road project, trail, 
bike parking, education program, or another endeavor.  The lessons and guidance 
provided herein are the product of years of experience  from our blood, sweat, and tears.  
This guide is also not meant to be repetitive.  We will not dwell on topics that have better 
information available elsewhere.   

The Guide has four major sections: 
1. Organization Resources  the nuts and bolts of how to start a local bike advocacy 

group or committee (note: the focus here is on advocacy, not recreational ride 
clubs) 

2. Community Organizing Best Practices  how to inspire and to maintain your 
vision of better bicycling 

3. Programmatic Resources  Tips for advocating for specific bicycling 
improvements, and how all those state agencies relate to one another. 

4. Useful Bicycle Information  Arguments, data, and resources that you can use to 
advocate for bicycling  

The guide takes a different tack from many other resource documents.  Instead of listing 
best-practices documents and providing stand alone information, the guide puts an 
emphasis on (1) how bicycle advocacy "really" works in the current political framework, 
and (2) the political and logistical steps required to achieve success for your project or 
program.  For example, after reading the regulations for transportation planning in 
Massachusetts, a person unknowledgeable about Massachusetts politics may think that all 
road projects go through a planning process solely decided on the merits on the project - 
whereas in truth this is certainly not the case.  Knowing who to talk to and persuade is 
just as important, and in many cases more important, than the brilliance of your idea.      

In short, this is a how to get stuff done effectively and efficiently guide aimed at people 
interested in improving bicycling conditions.  

Why Advocacy?

  

Advocate (v. definition): to speak or write in favor of; support or urge by argument; 
recommend publicly.

  

Whenever you have a good idea, think of the following quote: Good ideas are first 
ridiculed, then they re violently attacked, then they re accepted as common knowledge. 
- unknown 
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Unfortunately, in the Massachusetts political world, projects and programs do not happen 
solely because of their merits.  Funding and staffing for programs is always scarce.  You 
may have the best idea in the world, but if it is in competition with an existing program, 
you will have to advocate for it.  

Programs and projects are almost always in competition with other projects and 
programs.  This is especially true for bicycle projects.  Each year, government agencies 
answer questions like should we spend money on roads, or maybe maintenance for the 
bike path, or should we improve that shoulder on the  road? , why should we spend 
money on bike safety, when seat belts are much more important? , and of course that 
perennial classic 

 

why should we accommodate bicyclists 

 

they don t pay taxes?    

Allocating scarce resources requires a competitive process.  Bicycle advocacy is usually 
about pressing for change, which is inherently more difficult than pressing for the status 
quo.    

To improve bicycling in Massachusetts, advocacy is essential.  Bicycle advocates must 
state their case  to decision makers, the public, and other bicyclists.  Otherwise, we will 
receive little to no consideration in the planning, infrastructure, and education programs 
vital to improving bicycling.    

This guide will stress repeatedly that good ideas do not happen on their own.  Good ideas 
need proponents.  Proponents will generally need to find more proponents to make good 
ideas happen.  All this will require advocacy skills.      

It s true that the squeaky wheel gets the grease. But there s hope. Bicyclists have shown 
time and again that advocacy works.  Advocacy is rewarding, and advocacy is changing 
Massachusetts. 
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Organizational Resources  

If an advocate is interested in advocating for bicycling, there are generally two ways to 
start.  Either an advocate can "go it alone" or can attempt to form a committee or group.  
MassBike strongly advises forming a small working group.  A group can get more done 
than an individual, and decision makers and members of the press tend to pay attention if 
more people are professing a point of view as opposed to just one person.  This is not to 
say that an individual is incapable of making a difference on his or her own.    

Individuals working alone are most effective when they gain expert knowledge about a 
complicated topic area.  In situations where individuals can become experts on esoteric 
policies or procedures, they become valuable resources to decision makers and can wield 
considerable influence.  For example, if you learn everything there is to know about 
easement law in Massachusetts, you might become a popular person with bikepath 
proponents.    

Generally (and this is the main focus of this guide), individuals will be more effective 
when they form groups.  It's like the old saying - the sum of the whole is greater than the 
sum of the parts.  Think of a bicycle wheel.  It's made from a rim, spokes, a hub, and 
some bearings. These items are not worth much on their own.  But put them together, in 
an effective fashion, and the parts form a wheel capable of carrying a person for 
thousands of miles.      

How to start a local bike committee or group

  

Forming a group or bike committee will often start with a small group of people.  Maybe 
an event happened that spurned the advocates into action, or maybe they just feel it's time 
to begin changing things.  Whatever the reason may be, MassBike has observed that the 
following techniques are often most effective for inspiring more people to rally around 
the cause:   

- Pick a good issue to rally around.  It is often much easier to bring people into a cause by 
proposing work on a specific project or program.  A specific project or program is just 
easier and more tangible for people to identify with.  Groups are often formed around 
projects, probably because it just feels less overwhelming.  For example, the Berkshire 
Bike Path committee started work on just the path, but are now beginning to branch out 
to also advocate for better road conditions.  Think of the difference between the 
following two statements: (1) "I want help to install bike parking downtown," and "I want 
help to improve bike conditions in my town".  Help on bike parking is much more likely 
to get people involved, because everyone that goes downtown, for example, knows that it 
is very hard to park a bike.  But not everyone, even though it sounds more inclusive, will 
know what it means to improve bicycling conditions in a town.  

- Recruit the right people to the group or committee.  When a group is starting out, it pays 
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to be selective about who will help advocate for the issue at hand.  There can be a 
tendency on the part of bike advocates to welcome anyone to the table to help, and in 
many ways this is very appropriate with a larger group.  But when a group is new, it is 
very important that there are no bad apples.  A person who always dominates or is 
antagonistic within the group, and who acts inappropriate around others such as town 
officials, will make it hard for the group to make any headway, and will deter other 
people from joining the cause.  

- Advertise the existence of your group or committee.  Town papers are always looking 
for interesting stories, and the formation of an advocacy group sure beats yet another 
story about some high school kid shooting off a bottle rocket.  Let people know about 
your group.  In addition to telling your local paper, consider leaving leaflets at high 
traffic areas, such as the library, bicycle racks, the grocery store, or the local bike shop.  

- Decide relatively early if you want to be an official or non-official committee.  This 
topic will be discussed in more detail below, but the group will need to determine at an 
early stage whether it wants to be part of town government or not, because in many 
respects this will determine what sort of advocacy strategies it will employ.  An official 
committee will have be more moderate and conciliatory, whereas an unofficial committee 
has the freedom to be more radical and confrontational if need be.  

- Coordinate with local decision makers and potential friends.  There may be people in 
your town or city government that can help you.  Seek them out and ask them for advice.  
Oftentimes, you'll be able to help the government folks because you can say things that 
they can't.  The good apples in government will want you to help, and sometimes to get 
something done - they will actually need your help.    

Government people can be helpful in any number of ways.  They may tell you, for 
example, that another bicycle group already exists, and they may have great ideas for 
your group that you hadn't thought of yet.  Government people to seek out include town 
planners and town public works employees.  You can identify these people by calling 
your town's main government number, and asking to be connected to the town planning 
or town public works departments.  Another good group of people to contact are local 
environmental groups or health and fitness groups.  They will often support the bicycling 
cause and have good ideas for additional contacts.  Also consider asking your local bike 
shop for ideas - they often come in contact with bicyclists the most in your community 
and will have good sense of the pulse of what issues are important.  

- Consider like minded causes in your group.  Pedestrians, in-line skaters, and equestrians 
are some of the natural allies.  By including additional transportation and recreational 
modes of travel, you will broaden the scope of your group, which may make it more 
attractive to decision makers.  On the negative side, you will also broaden the scope, and 
there may be areas where the interests of the various groups will diverge to the point 
where it will be hard to work towards a common goal.  

- Ask for help from MassBike.  MassBike maintains lists of bicycle advocates and known 
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groups in your area, and will be able to help generate and maintain interest in the cause.  
We'll be able to help you get contact lists for people who might be able to help, and to 
give you strategic ideas for implementing your vision on the basis of the experience of 
other groups that have gone before you.  Call 617-542-2453 or email 
bikeinfo@massbike.org   

Structure: Official or Non-Official Committees

  

Forming your group as an official town committee or as a non-official group will have its 
trade-offs.  Generally, official groups will be able to be successful on more minor 
increments over a long period of time, whereas a non-official group will be much more 
effective at implementing major change on a single issue. 

OFFICIAL COMMITTEES  

Official Committees are considered a part of the town or city government.  In other 
words, official committees are chartered by the town (usually by executive directive or 
vote of the select board or similar body) and conduct official city business. 

Advantages of official committees

  

Official committees are recognized players in local politics, and often have access to 
town s personnel and resources.  At official committee meetings, it is not uncommon to 
see  local police, civil engineers, or town planner sit on the committee.  Having an 
"official status" allows for much more of integration into town politics, and makes it 
much easier to talk to right person or department to implement a project or program.  It 
can also be much easier to secure funding or authorization for a project or program to 
move forward.  Official committees usually have a standardized meeting schedule, which 
can make it much easier to accomplish tasks in between meetings and check on progress 
at regular intervals.  

Disadvantages of official committees.

  

Official committees have responsibilities that can be cumbersome, and they have less 
political maneuverability.  Because official committees are considered to be part of the 
government, they must adhere to the Massachusetts open meeting law (discussed more in 
detail below).  If an official committee does not notify the public or its meetings or keep 
adequate records, it could have legal problems if decisions are ever contested later by 
unhappy citizens.    

Official committees also have an institutional disincentive to protest when bad decisions 
are made by the government.  If an official committee sharply criticizes the local 
government over a policy decision, it can be very difficult to "mend the fences" and work 
together in the future.  Official committees have a bit of a catch-22: they run the risk of 
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becoming ineffective if they criticize; but if they don't criticize or make suggestions at all, 
then the local government is unlikely to change.  Managing the balancing between 
criticism and collaboration is the biggest challenge an official committee faces and 
requires sharp political skills by advocates.  

Finally, since official committees are part of the government, they generally cannot 
accept money from individuals or foundations - the money tends to go into the 
governments "general fund" - although in some cases in can be earmarked.  It can thus be 
difficult to raise money for smaller projects because it is very hard for the committee 
maintain a separate account with the government.  

How to form an official committee

  

To become an official town committee, you will need either an executive order or a vote 
of your town or city's legislative body.  To begin the process, MassBike recommends 
meeting with a town decision maker (such as the town manager or a select person), and 
notifying them of your intent.  You will need to develop a mission statement and a set of 
by-laws for the committee (see below for a sample set), and present this to the local 
government for review and approval.  During this stage, you should also generate local 
support (utilizing the methods discussed above), and encourage other advocates to 
contact the decision makers, preferably in writing or in a special meeting (grassroots 
techniques will also be discussed in more detail below).    

Once the mission statement and by-laws are approved, you will need to fill the seats of 
the committee. This process may vary depending on the by-laws, and the individual 
members of the committee may also need to be approved by the town for pre-specified 
terms by the local government.  At your first meeting and subsequent meetings, you will 
need to post official notices of the meetings and take official minutes that will be 
submitted to the town.  Most by-laws will also require that the committee elect a 
chairperson.  

NON OFFICIAL COMMITTEES  

Non-official committees are groups of advocates that are not officially associated with 
the local government.  Such groups in Massachusetts run from extremely organized to 
loosely affiliated.  They do not report to the town government and are not required by law 
to post notices about their meeting times or their decisions. 

Advantages of non-official committees

  

Non official committees have much more latitude to criticize local governments than 
official committees.  If a situation is hostile - for example, a selectperson is a serious 
roadblock to accomplishing your goal - then non-official committees can be very 
effective because there are no institutional penalties to a healthy dose of criticism.  
Unofficial committees are especially useful if the city or town you re in is likely to meet 



 

9

with you incessantly while never actually doing any pro-bike reform.  If your group is 
looking to push for major change on one specific issue, an unofficial committee can bring 
much more attention to the issue than an official committee because they take positions 
that are more likely to receive notice.  An official committee, by contrast, is theoretically 
speaking for the town.  

Additionally, non-official committees can incorporate as non-profits (see discussion 
below) and receive donations more easily than official bike committees.  For example, a 
non-official group could receive a grant, or a donation for a wealthy individual - and the 
donor could write off the donation as a tax-deductible contribution.  

Disadvantages of non-official committees

  

Non-official committees bring more of a rogue element to the decision making process, 
and they rarely last longer than a few years because they are often driven by a dynamic 
leader who eventually loses interest.  They are also less likely to be taken seriously by the 
city or town unless the group has a strong grassroots element and can call on many 
potential voters.  Non-official committees don't have access to town or city personnel 
quite as easily, and the government will be much less likely to pay attention to requests 
for projects and programs unless the group complains very loudly.  

Should our non-official committee incorporate as a non-profit?

  

If a non-official group plans on being in existence for a significant period of time, it 
should consider incorporating as a non-profit.   Non-profit corporations insulate the 
members of  the group from a certain amount of liability from the actions of the group 
(although board members could theoretically be held liable if they don't exercise due 
diligence in their roles) and they offer attractive financial incentives.    

There are various types of non-profit organizations (and a full discussion is beyond the 
scope of this guide). Suffice it to say here that there is one type of non-profit 
"corporation" that advocates would generally consider.  This type is known by its place in 
the tax code, e.g. as a "501(c)3" corporation.  

It is beneficial to incorporate as a 501(c)3 non-profit because it allows a group to set up a 
bank account and raise funding, and the group does not pay taxes on its revenues or taxes 
on its purchases (MassBike is a 501(c)3).  Most grantmaking foundations exclusively 
award funding to 501(c)3 non-profits - meaning they won't award funding to other types.  
Government organizations also like to work with 501(c)3 groups as opposed to other 
types of non-profits.  501(c)3 non-profits generally receive discounts on a wide variety of 
services, and donors prefer to give goods and services to non-profits because they are 
able to write if off.    

In return for these benefits, 501(c)3 non-profits are given a number of responsibilities by 
the IRS, which are enforced to varying degrees.  First and foremost, 501(c)3 non-profits 
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must refrain from endorsing political candidates.  This is the big no-no for 501(c)3 non-
profits - if caught, the IRS will take action and may strip the group of its 501(c)3 status.  
501(c)3 are also required to file state and federal tax forms, although if the amount raised 
per year is under $25,000, then the paperwork is extremely minimal.  Additionally, the 
501(c)3 must have a board of directors of at least three people, and there are limits on the 
amount the 501(c)3 can spend on "lobbying" for legislation.  Note that 501(c)3 non-
profits can support issues, but they can not support candidates who support those issues.    

To incorporate as a non-profit, an advocate will need to file with the IRS and the 
Massachusetts Secretary of State's office.  The group will need to fill out a form, develop 
"Articles of Incorporation", pay minimal filing fees, develop a constitution with a 
specified "educational" mission, and identify the board of directors.  For examples of all 
these documents, contact MassBike at 617-542-2453 or bikeinfo@massbike.org.  Note 
that most advocacy groups, including MassBike, are "educational" non-profits - meaning 
we are eligible for 501(c)3 status because we educate the public about bicycling.  

Final note: if your group is interested in endorsing political candidates and doing a large 
amount of lobbying, you may consider filing as a 501(c)4 because this type of activity is 
allowed under the purview of 501(c)4.  However, there are a series of drawbacks to filing 
as a 501(c)4 - most notably that contributions are not tax-deductible and that most 
grantmaking foundations will not award funds to 501(c)4 non-profits.  Most 501(c)4 
funding comes from individuals. Additionally, you may consider forming both 501(c)3 
and 501(c)4 arms of your organization. Contact an attorney to discuss these possibilities 
more fully.   

So which is better: Official or Non-Official Committees?

  

Ultimately, you will have to decide which type of committee is best.  Historically, most 
of the successful groups in the Massachusetts started as non-official committees.  Once 
they gained enough interest and credibility, they approached the city or town and 
incorporated as official committees.  And perhaps the most "mature" communities (in 
terms of effective bicycle advocacy) have both official and non-official committees.  
These communities tend to be extremely successful, because they have both the "good 
cop" and the "bad cop" for bicycle advocacy.  The "bad cop" complains a proposes a new 
idea and backs up the idea with strong grassroots support, and then the "good cop" works 
with the local government to make it happen.  

It is probably easiest to start as a non-official committee, because there are fewer hoops 
to jump through.  All an advocate has to do to start an unofficial committee is gather a 
few like minded people at a restaurant and talk about ways to make a difference.  Once 
the group establishes a rhythm, consider forming an official committee.  And finally, 
once an official committee is in place, form another non-official group to play the role of 
the "bad cop." This "bad cop" group can incorporate as a non-profit and raise funds 
projects important to the community, such as an education program or bike path. 
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Sample By-Laws

  
If your group is an official committee, or considering incorporating as a non-profit, you 
will need by-laws.  By-laws are the rules by which the organization conducts its business.  
Here s a sample of one official committee that s a good general model.  

Framingham Bicycle and Pedestrian Advisory Committee Bylaws 
Article 1: Name  
The name of the committee shall be the Framingham Bicycle and Pedestrian Advisory Committee 
(FBPAC). 
Article 2: Charter  
The committee is organized to work to improve bicycling and pedestrian conditions in the Town 
of Framingham. It will strive to create a comprehensive view of bicycle and pedestrian related 
activities in the town. Hence, the committee will make it possible for all town groups and 
departments to coordinate activities that involve or affect cycling and walking in Framingham. 
More specifically, the committee shall:  
·       Advise the Board of Selectmen and other town officials on matters relating to proposed 
recreational paths and physical improvements to street infrastructure. This activity would include 
advising on a range of infrastructure improvement and safety issues.  
·       Work with local businesses to encourage bicycle commuting and community investment in 
bicycle racks, signage, and other mutually beneficial amenities. The goal is not only to involve all 
elements of the community but also to contribute to the economic development of the town and 
the well being of its population.  
·       Coordinate with the MBTA and private transit companies to develop intermodal 
transportation solutions.  
·       Encourage bicycle education and riding skill development to improve safety for cyclists of 
all ages.  
·       The committee will act to promote bicycling and walking as means of achieving a healthier 
population as called for in the 1996 Surgeon General's report Physical Activity and Health. In 
addition the committee will promote the bicycle as transportation with the objectives of 
mitigating congestion and improving air quality. The committee will coordinate regional 
bicycling initiatives with Bicycle Committees in neighboring communities as well as with the 
Massachusetts Highway Department Bicycle-Pedestrian Coordinator, Central Transportation 
Planning Staff, Metropolitan Area Planning Council, MetroWest Growth Management 
Committee, Bicycle Coalition of Massachusetts, and other entities as necessary or desirable. The 
committee's long range goal is to make Framingham more bicycle and pedestrian friendly for the 
mutual benefit of users of non-motorized as well as motorized transportation.  
·       The committee will operate as a subcommittee, under the jurisdiction of the Board of 
Selectmen.  
·       The committee will report to the Board of Selectmen at least twice per year.  
Article 3: Membership  
The Framingham Bicycle and Pedestrian Advisory Committee shall be composed of citizens and 
town employees as follows:  
·       Executive Committee (7 voting members):  
·       These citizen representatives must take an active interest in Framingham bicycling and 
pedestrian issues, and they must either reside or work in Framingham. Executive Committee 
members will be appointed by the Board of Selectmen. FBPAC officers will review applications, 
and forward recommendations along with all applications to the Board of Selectmen, who will 
then appoint members. Each member shall serve a two-year term, with reappointments at the 
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discretion of the Board of Selectmen.  
·       Executive Committee members must maintain regular attendance at committee meetings. 
Each Executive Committee member must notify the chairperson if he or she will be absent for a 
meeting or scheduled event. Excessive absences may result in removal from the committee at the 
Selectmen's discretion.  
·       Advisory Board (varying number, non-voting): Two groups comprise the advisory board of 
the FBPAC:  
·       1. Standing Advisory Members consist of department heads from the following Town 
departments (or their designees): Board of Selectmen, Planning Department, Planning Board, 
Police Department, Park and Recreation Department, Health Department, and Department of 
Public Works. Standing Advisory Board members will be regularly consulted by FBPAC and will 
receive regular updates on FBPAC activities.  
·       2. Advisory Members-at-Large consist of representatives from other town departments and 
civic organizations that are related to the FBPAC's work, for example: Conservation 
Commission, School Committee, Chamber of Commerce, and Historic Commission.  
·       Advisory Board members are encouraged, but are not required, to attend FBPAC meetings.  
·       Members at large (varying number, non-voting): Citizen members who do not vote, but who 
are interested in the committee's work, can attend committee meetings as well as volunteer to 
execute FBPAC projects.  
Article 4: Officers  
·       Chairperson  
·       Vice-Chairperson  
·       Secretary  
Officers shall be elected from within the Executive Committee annually at the January meeting of 
the FBPAC. Officers must be Framingham residents.  

Officers will be responsible for following the Open Meeting Law of Massachusetts in conducting 
the committee's business. The officers will distribute information to FBPAC members, prepare 
FBPAC correspondence, post meetings, take minutes of meetings, appoint subcommittees, and 
carry out these bylaws. Officers will be elected on an annual basis each January. 
Article 5: Subcommittees  
To recruit or replace members, the officers will serve as the Nomination Subcommittee. 
Subcommittees may be created at the discretion of the officers. All members of the FBPAC are 
eligible for appointment to any sub committee. 
Article 6: Meetings  
The FBPAC shall hold regular monthly meetings. Meeting notices will be posted in advance, and 
the agenda for all meetings will be distributed in advance.  
·       All discussion in FBPAC meetings will be controlled by the chairperson.  
Article 7: Votes  
A minimum of four members of the Executive Committee is required for a meeting quorum. All 
actions of the FBPAC, with the exception of changes to the bylaws, require a majority vote of the 
Executive Committee. 
Article 8: Work Program  
A work program for the FBPAC shall be established once per year in September. FBPAC 
committee members are expected to actively contribute to the objectives and work of the 
committee. 
Article 9: Amendment of bylaws  
These bylaws can be amended at any regular FBPAC meeting by a two-thirds vote of the 
Executive Committee, provided that the amendment has been property submitted. Proper 
submission requires that the amendment be circulated in writing to the Executive Committee at 
least two weeks before the meeting. Any bylaw change must be approved by the Board of 



 

13

Selectmen. Changes to the bylaws are subject to ratification by the Board of Selectmen. 
Adopted January 13,1998  

Note: in the preceding example, the by-laws and the mission is in one document (meaning that 
the charter of the group is included with the rules for how the group will conduct itself).  In other 
organizations, such as at MassBike, the by-laws and constitutional mission are separate.  You can 
view MassBike's by-laws and constitution on our website at www.massbike.org. 

http://www.massbike.org
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Massachusetts Open Meeting Law

  
If your group becomes an official committee of the local government, it will need to 
follow the Massachusetts Open Meeting law.  

The general intent of the law is that all meetings of government bodies should be open to 
the public unless there is a really good reason for it to be private, and that any one should 
be able to attend the meetings.  Reasons for closed meetings or lack of notification of 
meetings include "executive sessions" and emergencies, which generally will not apply to 
bicycle committees.  

The two major requirements that a bicycle committee has under the open meeting law are 
notifying the public about the meetings and taking minutes of the meetings.  To notify the 
public of the meeting, the meeting should be filed with the city clerk and posted 2 
business days before the meeting on an official government bulletin board.  The minutes 
must include the place, date, and time of the meeting, as well as who was in attendance 
and include an accurate record of any actions taken.  The records are filed with the local 
government and are available to the public for review.  

If the open meeting law is not followed, then the government entity can be required to 
take "remedial action," or some of the actions taken can be challenged.    

For those who are really interested, the full text of the Massachusetts Open Meeting law 
is reproduced below.  

CHAPTER 39. MUNICIPAL GOVERNMENT  

TOWN MEETINGS  
Chapter 39: Section 23A Definitions 
Section 23A. The following terms as used in sections twenty-three B and twenty-three C 
shall have the following meanings:-- 
""Deliberation'', a verbal exchange between a quorum of members of a governmental 
body attempting to arrive at a decision on any public business within its jurisdiction. 
""Emergency'', a sudden, generally unexpected occurrence or set of circumstances 
demanding immediate action. 
""Executive session'', any meeting of a governmental body which is closed to certain 
persons for deliberation on certain matters. 
""Governmental body'', every board, commission, committee or subcommittee of any 
district, city, region or town, however elected, appointed or otherwise constituted, and the 
governing board of a local housing, redevelopment or similar authority; provided, 
however, that this definition shall not include a town meeting. 
""Made public'', when the records of an executive session have been approved by the 
members of the respective governmental body attending such session for release to the 
public and notice of such approval has been entered in the records of such body. 
""Meeting'', any corporal convening and deliberation of a governmental body for which a 
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quorum is required in order to make a decision at which any public business or public 
policy matter over which the governmental body has supervision, control, jurisdiction or 
advisory power is discussed or considered; but shall not include any on-site inspection of 
any project or program. 
""Quorum'', a simple majority of a governmental body unless otherwise defined by 
constitution, charter, rule or law applicable to such governing body.  

TOWN MEETINGS  
Chapter 39: Section 23B Open meetings of governmental bodies 
Section 23B. All meetings of a governmental body shall be open to the public and any 
person shall be permitted to attend any meeting except as otherwise provided by this 
section. 
No quorum of a governmental body shall meet in private for the purpose of deciding on 
or deliberating toward a decision on any matter except as provided by this section. 
No executive session shall be held until the governmental body has first convened in an 
open session for which notice has been given, a majority of the members have voted to 
go into executive session and the vote of each member is recorded on a roll call vote and 
entered into the minutes, the presiding officer has cited the purpose for an executive 
session, and the presiding officer has stated before the executive session if the 
governmental body will reconvene after the executive session. 
Nothing except the limitation contained in this section shall be construed to prevent the 
governmental body from holding an executive session after an open meeting has been 
convened and a recorded vote has been taken to hold an executive session. Executive 
sessions may be held only for the following purposes: 
(1) To discuss the reputation, character, physical condition or mental health rather than 
the professional competence of an individual, provided that the individual involved in 
such executive session has been notified in writing by the governmental body, at least 
forty-eight hours prior to the proposed executive session. Notification may be waived 
upon agreement of the parties. A governmental body shall hold an open meeting if the 
individual involved requests that the meeting be open. If an executive session is held, 
such individual shall have the following rights: 
(a) to be present at such executive session during discussions or considerations which 
involve that individual. 
(b) to have counsel or a representative of his own choosing present and attending for the 
purpose of advising said individual and not for the purpose of active participation in said 
executive session. 
(c) to speak in his own behalf. 
(2) To consider the discipline or dismissal of, or to hear complaints or charges brought 
against, a public officer, employee, staff member, or individual, provided that the 
individual involved in such executive session pursuant to this clause has been notified in 
writing by the governmental body at least forty-eight hours prior to the proposed 
executive session. Notification may be waived upon agreement of the parties. A 
governmental body shall hold an open meeting if the individual involved requests that the 
meeting be open. If an executive session is held, such individual shall have the following 
rights: 
(a) to be present at such executive session during discussions or considerations which 
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involve that individual. 
(b) to have counsel or a representative of his own choosing present and attending for the 
purpose of advising said individual and not for the purpose of active participation. 
(c) to speak in his own behalf. 
(3) To discuss strategy with respect to collective bargaining or litigation if an open 
meeting may have a detrimental effect on the bargaining or litigating position of the 
governmental body, to conduct strategy sessions in preparation for negotiations with 
nonunion personnel, to conduct collective bargaining sessions or contract negotiations 
with nonunion personnel. 
(4) To discuss the deployment of security personnel or devices. 
(5) To investigate charges of criminal misconduct or to discuss the filing of criminal 
complaints. 
(6) To consider the purchase, exchange, lease or value of real property, if such 
discussions may have a detrimental effect on the negotiating position of the governmental 
body and a person, firm or corporation. 
(7) To comply with the provisions of any general or special law or federal grant-in-aid 
requirements. 
(8) To consider and interview applicants for employment by a preliminary screening 
committee or a subcommittee appointed by a governmental body if an open meeting will 
have a detrimental effect in obtaining qualified applicants; provided, however, that this 
clause shall not apply to any meeting, including meetings of a preliminary screening 
committee or a subcommittee appointed by a governmental body, to consider and 
interview applicants who have passed a prior preliminary screening. 
(9) To meet or confer with a mediator, as defined in section twenty-three C of chapter 
two hundred and thirty-three, with respect to any litigation or decision on any public 
business within its jurisdiction involving another party, group or body, provided that: (a) 
any decision to participate in mediation shall be made in open meeting session and the 
parties, issues involved and purpose of the mediation shall be disclosed; and (b) no action 
shall be taken by any governmental body with respect to those issues which are the 
subject of the mediation without deliberation and approval for such action at an open 
meeting after such notice as may be required in this section. 
This section shall not apply to any chance meeting, or a social meeting at which matters 
relating to official business are discussed so long as no final agreement is reached. No 
chance meeting or social meeting shall be used in circumvention of the spirit or 
requirements of this section to discuss or act upon a matter over which the governmental 
body has supervision, control, jurisdiction or advisory power. 
Except in an emergency, a notice of every meeting of any governmental body shall be 
filed with the clerk of the city or town in which the body acts, and the notice or a copy 
thereof shall, at least forty-eight hours, including Saturdays but not Sundays and legal 
holidays, prior to such meeting, be publicly posted in the office of such clerk or on the 
principal official bulletin board of such city or town. The secretary of a regional school 
district committee shall be considered to be its clerk and he shall file the notice of 
meetings of the committee with the clerk of each city or town within such district and 
each such clerk shall post the notice in his office or on the principal official bulletin board 
of the city or town and such secretary shall post such notice in his office or on the 
principal official bulletin board of the district. If the meeting shall be of a regional or 
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district governmental body, the officer calling the meeting shall file the notice thereof 
with the clerk of each city and town. A governmental body shall maintain accurate 
records of its meetings, setting forth the date, time, place, members present or absent and 
action taken at each meeting, including executive sessions. The records of each meeting 
shall become a public record and be available to the public; provided, however, that the 
records of any executive session may remain secret as long as publication may defeat the 
lawful purposes of the executive session, but no longer. All votes taken in executive 
sessions shall be recorded roll call votes and shall become a part of the record of said 
executive sessions. No votes taken in open session shall be by secret ballot. 
A meeting of a governmental body may be recorded by any person in attendance by 
means of a tape recorder or any other means of sonic reproduction or by means of 
videotape equipment fixed in one or more designated locations determined by the 
governmental body except when a meeting is held in executive session; provided, that in 
such recording there is no active interference with the conduct of the meeting. 
Upon qualification for office following an appointment or election to a governmental 
body, as defined in this section, the member shall be furnished by the city or town clerk 
with a copy of this section. Each such member shall sign a written acknowledgement that 
he has been provided with such a copy. 
The district attorney of the county in which the violation occurred shall enforce the 
provisions of this section. 
Upon proof of failure by any governmental body or by any member or officer thereof to 
carry out any of the provisions for public notice or meetings, for holding open meetings, 
or for maintaining public records thereof, any justice of the supreme judicial court or the 
superior court sitting within and for the county in which such governmental body acts 
shall issue an appropriate order requiring such governmental body or member or officer 
thereof to carry out such provisions at future meetings. Such order may be sought by 
complaint of three or more registered voters, by the attorney general, or by the district 
attorney of the county in which the city or town is located. The order of notice on the 
complaint shall be returnable no later than ten days after the filing thereof and the 
complaint shall be heard and determined on the return day or on such day thereafter as 
the court shall fix, having regard to the speediest possible determination of the cause 
consistent with the rights of the parties; provided, however, such order may invalidate 
any action taken at any meeting at which any provision of this section has been violated, 
provided that such complaint is filed within twenty-one days of the date when such action 
is made public. 
Any such order may also, when appropriate, require the records of any such meeting to 
be made public, unless it shall have been determined by such justice that the maintenance 
of secrecy with respect to such records is authorized. The remedy created hereby is not 
exclusive, but shall be in addition to every other available remedy. Such order may also 
include reinstatement without loss of compensation, seniority, tenure or other benefits for 
any employee discharged at a meeting or hearing held in violation of the provisions of 
this section. 
Such order may also include a civil fine against the governmental body in an amount no 
greater than one thousand dollars for each meeting held in violation of this section. 
The rights of an individual set forth in this section relative to his appearance before a 
meeting in an executive or open session, are in addition to the rights that an individual 
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may have from any other source, including, but not limited to, rights under any laws or 
collective bargaining agreements, and the exercise or nonexercise of the individual rights 
under this section shall not be construed as a waiver of any rights of the individual.  

TOWN MEETINGS  
Chapter 39: Section 23C Regulation of participation by public in open meetings 
Section 23C. No person shall address a public meeting of a governmental body without 
permission of the presiding officer at such meeting, and all persons shall, at the request of 
such presiding officer, be silent. If, after warning from the presiding officer, a person 
persists in disorderly behavior, said officer may order him to withdraw from the meeting, 
and, if he does not withdraw, may order a constable or any other person to remove him 
and confine him in some convenient place until the meeting is adjourned.  
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Community Organizing Best Practices  

The Community Organizing Best practices section will look at some of the more 
effective ways to organize and advocate for bicycling issues.  It is not meant as a general 
tool on community organizing.  Many books and many minds have spent a large amount 
of time writing about community organizing. Rather, this section will look at community 
organizing specifically from the perspective of bicycle advocacy.  It will focus on the 
techniques likely to be most effective to advocate for bicycling.   

Developing a mission and strategic plan for a bike group

  

Once you've decided to form a group, one of the first steps for the group to determine its 
overall raison d'etre and what specific goals it wishes to work on.  These items are best 
determined in the context of a mission and strategic plan.    

The mission is the reason the organization exists, and it acts as a filter for what the 
organization will work on.  MassBike's mission, for example, is "to make Massachusetts 
a better and safer place to bicycle." This simple statement achieves many things: it tells 
the world what MassBike is working on, it is broad enough to include most aspects of 
bicycling, and it serves as an important rallying tool to recruit people to the cause.  It also 
tells the world what MassBike isn't doing.  For example, arms control or genetically 
modified food, while perhaps worthy causes, are outside of the mission of  the 
organization and it would be inappropriate for MassBike to become involved in them.  

Once the mission is determined, it's usually best for a group to develop a written strategic 
plan.  Strategic plans are valuable because they help decide and gain consensus on what 
the group is doing in the immediate future as well as the long term.  But beware: there is 
a tendency in strategic plans to include anything and everything relating to the group's 
mission, and this can lead to nothing happening at all.  

The major components of a strategic plan, in addition to the mission, are (1) the vision of 
the organization, (2) the values of the organization, (3) the long term goals, and (4) short 
term actions that will accomplish the long term goals.  The real meat of the plan, in terms 
of what you'll look at and utilize regularly, is the long term goals and short term actions 
section.  

The vision of the organization is the definition of where the world would be if all your 
ideas were implemented for bicycling.  For example, a vision could be "an environment 
in which people have viable transportation choices, where people bicycle safety to work 
and to play, children bicycling and walk to school, bicycle parking is available 
everywhere, and all citizens respect and encourage a person's right to bicycle." The vision 
is helpful because it helps remind people in the group what you're working towards and 
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in some respects it will help guide the culture of your group.  For example, a more radical 
vision might attract more radical people.    

The values are the filters that define the direction and affiliations of  your organization.  
Values tend to be broad and specific.  For example, one value could be "respect for others 
and diversity," or specific, such as "a person's right to use a transportation mode without 
fear." Values can be particularly helpful when trying to decide which groups to affiliate 
with.  For example, if there were a racist bicycle group that fit in well with your mission - 
other than the fact that they were racist - you could legitimately preclude them on the 
basis of your written set of values.  

Goals are the long term objectives that the organization is trying to accomplish.  They 
will broadly filter what the organization will work on.  The MassBike board of directors, 
for example, decided on five broad goals for MassBike.  They are: (1) make roads more 
bicycle friendly, (2) build a network of safe bike paths, (3) incorporate bicycling into 
multi-modal transportation, (4) make workplaces and destinations more accommodating 
to bicycling, and (5) educate both the public and bicyclists about safe bicycling.  

Broadly speaking, MassBike works to realize these goals by using the classic non-profit 
model of educating, advocating, and raising awareness through events and the media, but 
more concretely MassBike decides on specific actions to realize its goals.  

The specific actions of the plan are short term plans that will help realize the long term 
goals.  For example, there are any number of ways MassBike might "make roads more 
bicycle friendly" (one of its long term goals).  MassBike decided that for 2005, it would 
focus on helping to re-write the MassHighway design manual that would make roads 
more bike friendly.  

Short term plans should be written down and they must not be overly optimistic.  Given 
the group's resources, it should realistically decide what it can and cannot do.  In that 
regard, the short term plan must include three parts for each of its items. Each short term 
item must include (1) who is going to accomplish the task, (2) how much time it will 
take, and (3) how much it will cost.  Without knowing how much of the group's resources 
each of the short term items will take in terms of time, people, and money, it will be 
impossible to determine whether or not the group can do accomplish the short term 
action.    

Once the group decides on its short term plans, it should place all of its agreed plans next 
to each other to see if they have the resources to accomplish all of them.  If the group 
only has $100, and the short term plans call for $500, then the group will have to make 
tough choice to get within budget.   

Finally, once the whole strategic plan and the short term items are agreed to, it's time to 
put the thing into action!  This requires two important pieces: (1) there must be a manager 
of the plan, who ensures that all the pieces are being completed (oftentimes, this is such a 
big job that this is all the person should do for the group), and (2) each short term item 
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must have a "project manager" who take ownership over its completion.  The strategic 
plan manager should check in from time to time the project managers of each project.  
The project managers should have leeway to determine the best way to accomplish their 
tasks.  

A note about process: it is best to include everyone in the group in the planning process, 
so that each individual has ownership and "buy-in" of the group, and it is also advisable 
to revisit the plan at least once a year - most certainly to update the short term plans, but 
also to re-evaluate the larger concepts such as mission and values just in case these need 
to changed.   

Campaign planning

  

An important corollary to strategic planning is campaign planning.  Campaign planning will help 
you decide which issues to work on in both the long term and the short term, because by thinking 
politically you get a sense of realistic and achievable goals for your group. 

PICKING ISSUES YOU CAN WIN  

Picking winnable issues is an important part of the mix.  The key to deciding what to 
work on is to think politically.  An idea may have a lot of merits, but ideas cannot be 
thought of in vacuums.    

When thinking about what to work on, one must identify likely proponents and likely 
opponents.  Who is likely to support you?  Who is likely to work against you? Who is 
undecided but could probably be convinced?  Do you have anything to offer other groups 
- like newsletter space or other media? (Politicians and government agencies in particular 
are very appreciative when your group thanks them publicly.) The more potential 
political momentum, the more likely you are to win on the issue.  

When picking a winnable issue, think about the following things: 
- is the press going to be interested in the story?  Too often advocates focus on 
government and overlook the press.  Everyone is state government pays attention to the 
media, and they will generally act if they get unfavorable press. 
- will it energize your grassroots base?  Bicycling issues will almost always need support 
from more than the just the group pushing it. 
- who can you get to work on the issue with you? 
- how will the affected agency or company react? A government agency may react 
negatively, but this should not be a deterrent.  You should pay attention to both the lower 
level employees and the heads of the agencies. 
- how will elected officials react?  Elected officials are often able to tell government 
agencies what to do because they control their budgets.  Getting elected officials behind 
your cause and press coverage are two of the most effective methods to winning your 
issue.  



 

22

It is equally important to define your goals concretely.  You may have to "spend some 
political capital" to complete a project - meaning you might have to ask for a favor - but 
be prepared to return the favor or call in a favor when need be.  Also be sure not to 
overextend your grassroots base.  Get them involved only if the issue is very important.  

WORKING WITH YOUR CONSTITUENCY  

A special note deserves to be made about working with your grassroots base.  Your 
grassroots base is usually the lifeblood of your organization.  They will support you 
financially as well as politically.  If you ask them to do something for you, many of them 
will respond favorably.  But it is important to remember that different people respond in 
different ways, and different people have different levels of tolerance.  

Some of your supporters will prefer email communication, others will favor a printed 
newsletter, or maybe a phone call.  Do not become lazy and communicate in the same 
fashion all the time, because you will miss a large percentage or potential supporters.  

Groups must also remember to involve their grassroots support into their decision 
making.  It is likely that on any given issue, some of your supporters will not agree with 
you.  If you give everyone a chance to comment on the direction of the group, perhaps 
through the annual strategic plan process, supporters are more likely to feel ownership 
and will create an infighting situation.    

The Massachusetts bicycle community tends to be spirited and opinionated, sometime to 
its detriment.  Historically, one of the reasons why more has not been done for bicycling 
is because the bicycle community sometimes cannot decide what should be done.  In the 
interest of forward progress, your group will need to decide if it is best to pick an issue 
that all can agree on but that might not accomplish as big of a change, or one that is more 
controversial.  You can win on controversial issues by thinking strategically and by 
utilizing effective lobbying techniques, but must be sure to include all interested parties 
in the decision making process.  

LOBBYING TECHNIQUES  

One of the rewarding and invigorating parts of bicycle advocacy is lobbying.  Relatively 
few people work on bicycling issues in Massachusetts, but because of the intelligence and 
hard work of each of the grassroots group, they are able to accomplish objectives vastly 
out of proportion to the size of their groups.  At some point when working on your issue, 
you will probably need to sit down with a local select person, a state representative, a 
member of a state agency, or maybe leaders of other groups in a coalition.  The following 
are few tips for lobbying that MassBike learned the hard way:  

- be sure to schedule the meeting in advance and confirm the meeting.  The easiest way to 
set up a meeting is to call or email the person you want to meet with.  Explain why you 



 

23

want to meet with them. They may ask for an official letter requesting a meeting.  
Whatever they ask for, do it, especially if you haven't met with them before.  Part of 
lobbying is building a working relationship that will make it easier to lobby them in the 
future.  If for some reason they refuse to meet with you, either request a meeting with 
someone higher or lower (preferably higher) in the same organization. 
- prepare a written agenda for the meeting, and pass it out at the beginning. This will 
allow you to control the discussion and it will make you look professional. 
- if your group brings more than one person to the meeting, speak with one voice.  If two 
members from your group disagree in front of a decision maker, or are not sure why they 
are there, then the decision is 100% guaranteed to do nothing to help you. 
- be nice. There's no point in being hostile, even if the person you are meeting with is 
from the stone ages.  You will need to build as many working relationships as possible.  
They might not like you, and you might not like them, but you will probably have to deal 
with them again in the future. 
- make sure you know your issue.  If a person asks you a question and you don't know the 
answer, don't lie.  Get back to them later with the response. 
- Act and look professional.  Leave the spandex at home.  It's always good to bike to 
meetings, but looking like Lance Armstrong will only add to the stereotype that many 
non-bicycling people have, namely, that all bicycle advocates are crazy and radical. 
- smaller groups work best.  As often as possible, you will want to meet with the person 
who has the authority to make the decision you want.  You will be able to build a better 
relationship (and get more air time) in a smaller group.  

Running Effective Meetings

  

Whether you are planning a meeting of your group, or a meeting with decision makers, 
you'll want to make sure you accomplish something and have at least one takeaway item.  
If you have a strategic plan, for example, your meetings may primarily be evaluations of 
where your group is relative to its stated objectives in the plan.  Nothing is worse than a 
meeting that's a waste of time.  Many other resources exists on running a good meeting, 
but here are a few tips MassBike has picked up over the years:  

- Set a date and time for a future meeting while you're at an existing meeting, or schedule 
a predetermined time (such as "first Monday of every month"). 
- Remind people of the meeting through several different methods (email and hard copy 
schedules) and get a positive confirmation from each person that he or she will be 
attending. 
- Craft a realistic agenda (that can be finished within the meeting's time limits) and 
distribute at least a week in advance of the meeting.  This will ensure that everyone has 
the opportunity to prepare.   
- Designate one person to chair the meeting.  The chair is in charge of enforcing the 
agenda and making sure that everyone gets to talk and that the meeting is orderly. 
- Contact people who will be reporting on various items before the meeting to make sure 
they understand their role.  Meetings where participants are unprepared are generally a 
waste of time. 
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- Foster an environment where everyone can talk.  Food and beverages often help 
towards this end. 
- Stay on the agenda.  Don't let someone pontificate about a non-essential topic. 
- At the end of the meeting, conclude with action items  make sure there is a positive 
result.  Sum up what has been accomplished at the meeting, and identify next steps.  Also 
identify who will be acting upon those next steps.  

Another good solution to running a good meeting, especially if your group tends to get 
off topic frequently, is the use of parliamentary procedure.  MassBike, for example, uses 
a modified Robert's Rules system in its meetings.  Parliamentary procedure will generally 
insure that everyone stays on topic, and that issues that need decided will get voted on.   

The following is MassBike's modifications on Robert Rules of parliamentary procedure.  
They are a bit formal, but they will absolutely ensure that your group focuses on the 
issues that it needs to! 

Parliamentary Procedure Example 
I. PARLIAMENTARY PROCEDURE-ITS PURPOSE AND USE 

Parliamentary law is a system of maintaining order in organizations. It provides 
an approved and uniform method of conducting meetings in a fair, orderly, and 
expeditious manner. 

Robert s Rules of Order were written by General Henry M. Robert, a U.S. Army 
engineer, and published in 1876. His work is still regarded as the basic authority 
on the subject of parliamentary law. The most recent edition of the work, Robert s 
Rules of Order Newly Revised (l970), is the accepted authority for almost all 
organizations today. The procedure below is drawn from Robert s Rules. 

II. GENERAL PRINCIPLES OF PARLIAMENTARY PROCEDURE 
Basics / Fundamentals 

There are five basic principles of Parliamentary Procedure:  

1.Only one subject may claim the attention of the meetings at one time.  

2.Each proposition presented for consideration is entitled to full and free debate.  

3.Every member has rights equal to every other member.  

4.The will of the majority must be carried out, and the rights of the minority must 
be preserved.  

5.The personality and desires of each member should be merged into the larger 
unit of the organization.  

III. PARLIAMENTARY TERMS 
Adjourn: To end a meeting.  

Motion: A motion brings before the group some subject upon which action of the 
assembly is desired.  A motion remains up for consideration until withdrawn, 
tabled, or voted upon. 

Majority: More than half of the votes cast by persons legally entitled to vote, 
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excluding abstentions.  

Point of Information: Request for information concerning a motion.   

Previous Question: Motion which, if adopted, orders an immediate vote.  (e.g. I 
move the previous question )  

Withdraw: To repeal, annul, cancel, or revoke formally a motion.  

Resolution: Motion used to express the sentiment of a group, usually beginning 
with the words resolved that....  

Second: To indicate support for consideration of a motion by saying: I second 
the motion.  

Limit or extend debate: Modifies debate by limiting or extending the number or 
length of speeches. I move that debate be limited to one speech of two minutes 
for each member or I move that the speaker s time be extended three minutes.  

Refer to a committee: Gives a motion more detailed attention or permits it to be 
handled in privacy. I move to refer the matter to the Program Committee.  

Amend: Modifies a main motion by inserting, adding, striking, striking and 
inserting, striking and adding, or substituting some specific language. I move to 
amend by adding the words . . . or by striking . . . or I move to substitute for 
the pending motion the following: ....  

Reconsider: Allows a question previously disposed of to come again before the 
group as if it had not previously been considered.  

Table: A tabled question remains there until taken from the table or until the 
close of the next regular meeting. If not taken up by that time, the question dies.  

Without objection: The same as Unanimous Consent.  Eliminates the need for a 
second and a vote, unless there is immediate objection from the floor (e.g. 
without objection, I move to extend debate another five minutes ). 

IV. TRANSACTING BUSINESS AT A MEETING 
A. Quorum: 

A quorum is the minimum number of members who must be present at a meeting 
for business to be legally transacted (usually this is at least half of the official 
members of the group). 

B. Obtaining the Floor: 
Before a member in a group can make a motion or speak in debate, he or she must 
obtain the floor; that is, the member must be recognized by the chair as having the 
exclusive right to be heard at that time.  

C. Introducing Business (Making Motions): 
Decisions are always carried out in the form of a motion.  

D. Seconding a Motion: 
1.After a motion has been made, another member, without rising and obtaining 
the floor, may second the motion.  
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2.The purpose of a second is to prevent time from being consumed by the group 
having to dispose of a motion that only one person wants to see introduced.  

E. Debate: 
1. After a motion has been made and seconded, every member of the group has 
the right to speak on every debatable motion before it is finally acted upon; this 
right cannot be interfered with except by a motion to limit debate.  

2.All discussion must be confined to the immediately pending question and to 
whether or not it should be adopted.  

3.While debate is in progress, amendments or other secondary motions can be 
introduced and disposed of accordingly.  

G. Amendments: 
1. A motion may be modified only by means of an amendment (submitted in the 
form of the motion).  

H. Voting: 
1 To bring a matter to a vote, say I move the previous question.  The group will 
then vote on whether to end debate.  A two-thirds vote is needed to end debate.  

Unless special rules apply, a majority decides on the motion. A majority is more 
than half of the votes cast by persons legally entitled to vote, excluding blank 
ballots or abstentions.  

2.Unless otherwise provided for, voting is by voice vote.  

5.Any member may request a record of the vote if there is uncertainty as to the 
true result of the vote.   

Running Successful Events

  

In the course of your bicycle advocacy efforts, you may wish to hold an event - in order 
to fundraise, raise awareness, or maybe just for fun.  Events oftentimes seem to be the 
most logical action to take while advocating, but MassBike advises you to think twice 
before diving into event planning.  Events take significant amounts of time, and the group 
should think long and hard about whether or not the benefits of the event outweigh all of 
the costs.  

Event planning is a massive topic, but here are a few tips and tricks MassBike has picked 
up over the years:  

- Determine the goal of the event.  Is it a protest, a fundraiser, an event for awareness, 
etc.?  The goal of the event will help craft the message that you're trying to convey and 
will largely dictate the type of person who shows up. For example, MassBike has a 
"BikeFest" every year that aims at recreational cyclists and families, and that's largely 
who shows up. 
-  Create an overall logistical plan and determine that dates by which logistical items 
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must be complete.  It can sometimes be best to work backwards from the date of the 
event.  In other words, if the event is on a Friday, what needs to be done by the day 
before?  The week before?  As much as possible, stay to your schedule, and expect that 
some major aspect of your logistical planning will not work out well.  Disaster almost 
always strikes at least once. 
- Determine your resource needs.  How much money do you need to run the event?  How 
much will you have to charge people to cover your costs?  Be realistic with your budget, 
and don't assume that thousands of people will come to a first year event.  Note that if 
you are charging for a bike ride, and you are not already covered under an insurance plan, 
you will have to purchase insurance.  One good vendor is McKay Insurance Company - 
www.mckayinsurance.com. 
- Pick the date and location as far in advance as possible.  Ideally, you should know the 
date at least nine months ahead if it is a major event.  This will give you ample time to 
promote the event through all of the various channels (such as bike shops, website, ride 
club newsletters, health clubs, etc.) Additionally, picking a date and location early will 
make it much easier to secure event sponsors.  The most common excuse you'll hear from 
potential sponsors is "we've already budgeted for this year." If you contact them a year in 
advance of your event, not only will you look professional, but they have no excuses for 
not supporting you! (A note about sponsors: they generally want to promote their product 
to as many people as possible - so the more you can promote them on promo materials 
before the event and at the event - the more likely they will be happy). 
- Plan for rain or shine.  Do not rely on the farmer's almanac.  You need to have a 
contingency plan just in case it rains.  
- Expect a smaller turnout.  The general rule is that about half the people that say they're 
going to come show up.  This is a strong argument for offering incentives for event pre-
registration!  

If you have more specific questions, such how to plan a bike route (or arrow), or how to 
successfully promote an event, please contact MassBike at 617-542-2453 or 
bikeinfo@massbike.org. 

Media  generating news and maintaining websites

  

The media can be your best friend, and will be one of the most effective tools you can 
utilize to advocate for issue. Too often, advocates forget to notify the media when 
advocating.  This is a major mistake, because almost all decision makers pay close 
attention to the media and will respond if they start to look bad.  For example, most state 
agencies cut press clipping that affect them, and circulate the articles to senior staff.  Also 
note that the same rules that apply for effective lobbying apply for generating media.  
This is a political process, and you must be accurate.  If you don't know the answer, get 
back to them later with the correct response.  

Media can also be extremely helpful when you're trying to communicate your message to 
a broad audience.  A newspaper or t.v. station may reach 500,000 people.  Your email list 
is probably slightly smaller!   

http://www.mckayinsurance.com
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When thinking about media, it's important to consider what the media themselves are 
looking for.   Members of the media want conflict, intrigue, and good personal stories. 
That generally what sells.  If and when you talk to a member of the media, they are 
probably going to ask you unanticipated questions in an effort to draw you out and create 
conflict with some group or person that disagrees with you.  At times like these, you must 
remember to stay on message.  Whatever it is that you want to say to the media, stay on 
that topic, and don't get into unrelated back stories.  If you want to talk about bicycle 
education, for example, and a reporter asks you about bike parking, you should say in 
response something like, "that an interesting question, but what I'm really here to talk 
about is bicycling education.  Did you know that the state doesn't spend any money at all 
on bicycle education, while it spends millions on motorist education?  Does that seem 
fair?"  

The different types of media you may come in contact include: 
- print media: newspapers, letters to the editor, magazines 
- television stations 
- radio stations 
- news conferences  

Generally the most effective way to utilize the media for bicycling is to use print media.  
Government agencies and decision makers usually read and save print media, and 
newspapers and magazines are more likely to pick up stories about bicycling than 
television.  Radio will occasionally feature bicycling, but it's usually in a negative light - 
for example when radio show hosts complain that roads are just for cars.  

To generate print media, you will need to build a relationship with the reporter or 
newspaper.  The easiest way to do this is to "pitch" a story to them. The pitch should be 
short, no longer than about two minutes.  You can pitch a story by either calling them 
directly, emailing them, or faxing them a press release.  Different reporters respond to 
different methods.  Some reporters, for example, only respond to email.  It is also 
important to call them earlier in the day, when they're deciding what to write about and 
talking to their editors.  Generally,  you should aim to contact them before noon.  If you 
call them mid-afternoon, it's generally too late.   

Of course, you need a reporter's contact information to properly pitch the story.  If you 
don't have it, MassBike may be able to help - contact us at 617-542-2453.  

Note: if you ever are interviewed by a radio station, sometimes you can ask to repeat an 
answer to a question.  This also sometimes works with television reporters.  Asking for a 
mulligan never works with newspaper reporters - once you've said something, it's on the 
record.  

Beyond the verbal "pitch", which you may use especially if you have a good working 
relationship with a reporter, you are probably more likely to send a newspaper or reporter 
one of three things: 
- a press release 
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- a news advisory 
- a letter to the editor  

Letters to the editor are the easiest way to communicate to a paper.  They are usually 
printed in the "Op-Ed" section of the newspaper, and the editor will generally print letters 
on a wide variety of topics. They tend to print letters that refer to a previously published 
story, but will also publish opinions on the various issues of the day.  Letters to the editor 
can be an excellent method to convey your message to a large number of people.  Letters 
should generally be under 300 words (preferably shorter) and quickly and succinctly 
address the issue at hand.  Information on where to send letters to editor is almost always 
found on the "Op-Ed" page of the paper, and sometime also on their websites.  

A press release and news advisory (see the example below) are basically the same thing 
and follow the same format.  The critical difference is that the press release is about 
breaking news, whereas the news advisory tells the reporter that there will be news in the 
future (e.g. at an event or press conference).  An advocate would use a press release to 
notify the press about an egregious act on the part of someone, and would use a news 
advisory to alert the press about a press conference on the topic.  

The following in an actual "news advisory" that MassBike sent to television stations that 
resulted in three major televisions attending a MassBike organized press conference. In 
parenthesis will be the explanations of the various parts.  Also, note that some reporters 
would prefer this via email, while others prefer fax.  Reporters will sometimes read more 
than a page, and they will rarely read more than two pages, keep it short and to the point! 
They will call you if they have questions.   

News Advisory (include this at the top, or put Press Release here if it's breaking news)  

For Immediate Release (include this line, or a date when you want the press to comment 
on the issue/event) 
May 3, 2001 (always put the date)  

More Information: (always include this "more information" line, and follow it with 
contact info.  You may also want to put email addresses). 
Tim Baldwin, MassBike Exec. Dir., 617.542.2453 
Paul Schimek, MassBike President, 617.xxx.xxxx  

Civil Rights suit filed by bicyclist against State Police (this is the title of the advisory - 
put this in a large heading - and try to write it like a headline)  

All Road Users Are Created Equal  But Some Are Treated Like Second Class Citizens 
(this is the sub-title. It is not required, but sometimes can be used to grab the attention of 
the reader).  
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BOSTON, MASS (put the place where the event happened). A Boston-area bicyclist filed 
a civil rights suit in Middlesex Superior Court today against the State Police. The suit 
aims to bring to the court s attention decades of documented discrimination by State 
Troopers against bicyclists.  

The lawsuit charges that the State Police have engaged in a pattern of conduct that is 
discriminatory toward bicyclists as a class of people and violates the Commonwealth s 
obligation to treat all its citizens equally and afford equal protection under provisions of 
the Massachusetts Declaration of Rights and the United States Constitution.

  

The injunction follows the case of Peter Rowinsky, a cyclist who was arrested in May, 
2000 while operating his bicycle on a local parkway.  This parkway is open to bicyclists 
under Massachusetts General Laws chapter 85 section 11b, which allows bicyclists to 
operate on all roads in Massachusetts, except for divided, ramp-accessed express 
highways.  The criminal case against Rowinsky was quickly dismissed. Rowinsky 
suspected, however, that he was not the only one who had been discriminated against by 
State Troopers.  

This suspicion proved to be true. Rowinsky s case against the State Police calls on the 
testimony of several area cyclists who have been cited by Troopers while legally riding 
their bicycles. The earliest documented case dates to 1983.  

This case is about civil rights, said Rowinsky. As bicyclists, we have the same rights 
and responsibilities on the road as anybody driving a car does.    

Speaking on behalf of the Massachusetts Bicycle Coalition (MassBike), President Paul 
Schimek said, "This arrest and repeated discrimination reveals that even police officers 
share common but mistaken beliefs about bicycling.  Bicyclists fare best when they act 
and are treated as operators of vehicles.  We do not believe that the State Police are acting 
maliciously, but they are operating under false assumptions that are not grounded in the 
law and that have no factual basis.  For example, it is doubly tragic when police order 
bicyclists onto the sidewalk," Schimek added.  "Cyclists are at greater risk of colliding 
with motor vehicles in crosswalks than they are on the roadway.

  

It also shows that we need to adopt House Bill 2101, the Bicyclists' Bill of Rights and 
Responsibilities," Schimek continued.  This bill has been submitted to the Massachusetts 
legislature, and among other provisions, it mandates training for all police officers 
concerning the privileges and duties of bicyclists.  

MassBike President Paul Schimek commented, We want the police to enforce the traffic 
laws  but not to make up their own rules. A bicyclist who runs a red light should be 
given a ticket just like anyone else. But telling a bicyclist to get off the road is 
discrimination.

  

Rowinsky adds that the point of the suit is both to address past wrongs and to require the 
State Police to change their pattern of treating bicyclists like second class citizens.  This 
lawsuit complements the legislative effort underway to pass a bicyclists Bill of Rights 
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and Responsibilities.  When both the police and the citizenry better understand the rights 
and responsibilities of cyclists on the road, the Commonwealth will become a better place 
to operate all vehicles 

 
including automobiles and bicycles.

  
NOTICE OF PRESS CONFERENCE (include this for news advisories if there is an 

event, but not for a press release)  

WHO: Peter Rowinksy and his attorney Andrew Fischer; MassBike President 
Paul Schimek and Executive Director Tim Baldwin  

WHAT:  News briefing to announce bicyclist Peter Rowinsky s lawsuit against the 
State Police for infringement of bicyclists Civil Rights.  

WHEN:  2:00 p.m., Thursday, May 3  

WHERE: Corner of Washington Street and Temple Place  next to the bike racks 
(Downtown Crossing, Boston)  

--PHOTO OPPORTUNITIES-- (notify the press to bring a photographer)  

Founded in 1977, the Massachusetts Bicycle Coalition (MassBike) is a statewide 
organization that promotes better bicycling through education, awareness, advocacy, and 
improved cycling facilities.  For more information, visit the MassBike website at 
http://www.massbike.org. (especially if the press doesn't know your group, you may wish 
to add a brief explanation)  

### (these three number signs should always be included - they tell the reader to stop)  

Remember, whatever form of media you choose to capitalize on, you must look at it as a 
political process.  Stay on message when talking or writing to the media, and be patient.  
It can take a significant amount of time to build working relationships with reporters.  

Contact lists for the various forms of media are changing all the time. For the contact 
information for a specific newspaper or television station (or other form or media), 
contact MassBike at 617-542-2453; we may not have the answer  you're looking for, but 
we do have a large list of media contacts.  

Fundraising, finance, and growing membership

  

In addition to pure bicycle advocacy, most groups will need to fundraise and generate 
additional support - whether it be for something small like sending a mailing to bicyclists 
or something large like hiring a staff person.  Generating support is about more than just 
raising money - you will also need to develop accurate ways to forecast and track 
funding, as well as ways to generate and maintain membership and funding. 

http://www.massbike.org
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FUNDRAISING  

Fundraising, like most other aspects of bicycle advocacy, is an inherently political 
activity that requires strategic thinking.  Many books have been written about 
fundraising, and their secrets do not need to replicated here.  But fundraising for 
bicycling is not like fundraising for a more typical cause, such as a disease or a homeless 
shelter.  Fundraising for bicycling is very difficult, and it requires creativity and strong 
personal skills.     

Bicycle supporters in general tend to be a little stingy.  One of the best parts of the 
bicycle community is its strong streak of independence amongst its members, but 
unfortunately this independence often leads to thriftiness.  Your past supporters may be 
the most likely to support you in the future, but this does not mean they will donate large 
sums of money.  In order to be successful monetarily, you will need to be creative and 
seek out opportunities.      

The key to successful fundraising for bicycle advocacy is diversity of funding sources.  
While most charitable groups in the United States receive most of their funding from 
individuals, this is generally not true in the bicycle advocacy world.  You should aim to 
generate funding from four major areas (note: it will help greatly in the endeavor if you 
incorporate as a 501(c)3 non-profit - see the discussion above for more information).    

The four major areas are:  

1) Membership or grassroots supporters.  Proven ways to expand membership are 
discussed in more detail below.  Generally, the best way to generate members is to 
clearly define the benefits of members, identify likely supporters, and ask them to join.  
Potential supporters are most likely to join when asked in person by people they know 
and respect.  

2) Events. Your group can make money from events in several ways.  You can ask for 
sponsorship from businesses in your community.  Or you can charge a fee to participate 
in the event.  Events are also successful at gaining members.  Several bicycle 
organizations offer discounted MassBike memberships at events.  Many charities, and a 
few bicycle organizations, have been very successful at "pledge rides", where bicyclists 
raise money from their friends for a specific cause.  The largest pledge ride in the United 
States is right here in Massachusetts - the Pan Mass Challenge regularly raises upwards 
of $15 million for cancer research.  

3) Grants and large contributions.  If your group is a 501(c)3, you will be able to attract 
foundations that give grants and solicit large contributions because your organization will 
be categorized as an "educational group" and any donations will be tax deductible.  
Raising funds from foundations is a laborious process that requires much patience and 
foresight.  Most foundations require a written grant application that is usually between 3 
and 10 pages in length.  Generally, foundations are more likely to award funding for 
"projects" as opposed to general operating support.  Your challenge will be to couch 
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initiatives your group would be willing to do anyway in terms of specific projects a 
foundation might be willing to support.    

Keep in mind that you are very likely to be rejected the first time you apply to a 
foundation.  It will likely take you between 6 months to a year, and possibly longer, to 
identify and receive funds from a foundation.  It is also wise to apply to several 
foundations for the same project, because your chances of receiving funding are quite low 
for each foundation.  Most foundations fund between only 10% and 20% of the proposals 
they receive.  You are most likely to receive funding from foundations in your 
community, such as the charitable arm of your local bank.  

One of the important aspects of foundation fundraising, and the one which is most often 
overlooked, is identifying the foundations most likely to support your group, and building 
a relationship with the foundation's staff.  Most foundations of any size will have at least 
a part time adminstrator, and this person will be very helpful in determining if a proposal 
has any chance of success and giving you tips on writing a successful proposal.  
Foundations generally have published guidelines that state the goals of the foundation 
and the areas that they fund.  If their major focus is the Amazon rain forest, for example, 
they are not going to fund your group.  The guidelines are usually available by visiting 
the foundation's website (if they have one), or by writing a letter of inquiry to the 
foundation.  In fact, many foundations require a letter of inquiry prior to receiving a full 
proposal.  You will need to ascertain all the steps necessary to apply for a grant - again, 
the best way to do this is by becoming friends.  
You will also need to identify potential funders.  Several on-line resources exist, such as 
www.agmconnect.org, but the easiest way to do research is to head down to your local 
library and ask the reference desk.  Most librarians will be very happy to help you.  When 
doing searches, start by looking for community foundations that support your geographic 
area - these groups will be the most likely to support you.  Other good search terms 
include "community organization", "education", and "land use." You can try to search by 
the term "bicycle," but unfortunately not too much will come up.  

Special tip: once you've identified potential funders, do a search for them on 
www.guidestar.org.  It's a free website that will give you access to the foundation's 
financial documents (look for the Form 990 tax filing under the financial information), 
that will tell you to whom the foundation gave money, as well as list board members.  If 
you happen to know a board member, your chances of success will rise dramatically.    

Special tip: several non-profits send out an "end of year" appeal to their members, which 
is usually very successful.  Asking for money around the holidays will usually generate 
contributions from roughly 20% to 30% of your group's overall membership.  

4) Fee for service and contracts. In order to receive fee for service funding and contract 
money, your group will need to have demonstrated expertise in a particular area.  
MassBike, for example, is able to charge businesses in return for its "bicycle commuter 
workshop" series.  Think of ways your group may be able to provide a service - such as 
by teaching bicycle safety or running a seminar at the local high school.  Make a proposal 

http://www.agmconnect.org
http://www.guidestar.org
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to a town manager, or maybe a local business.  They may say no - but continue to contact 
them every four to six months.  Many bicycle non-profits are moving to a more "fee for 
service" funding model, mainly because it tends to be a guaranteed source of income that 
provides tangible benefits to the purchaser.  

Special tip: when looking for state or federal contracts, be sure to look in the Federal 
Register (accessible by doing an internet search) and on the Massachusetts state website 
under "Doing Business with the State" - the link is www.comm-pass.com. Occasionally 
the state and federal governments will issue requests for proposals that non-profits will be 
eligible for.  

Finally, once your group has raised money, it will be very important to keep track funds 
have been spent.  Donors will want to know how their resources have been allocated, and 
if your group raises over $25,000 in any given year, the IRS will also want to know.  
Accounting and budgeting is discussed in more detail below. 

MEMBERSHIP  

If your group is just starting out, you probably don't have many members or supporters.  
Recruiting members is a daunting task, but it can be done with creative thinking and 
dedication. Books have been written about membership.  Most of them are pretty boring 
but very informative - again there is no need to cover a well-covered topic here.  From 
the bicycle advocacy perspective, there is no silver bullet to recruiting members.  It 
requires constant vigilance and attention to detail.    

In devising a membership scheme, you will need to make a few determinations.  Should 
the membership be on a rolling basis, or should all memberships be on the same schedule 
(e.g. from January to January).  How much will a membership cost to the supporter, and 
how much will your group spend on each member?  Who will record all the information 
about members?  What will be the benefits of membership, beyond feeling good about 
giving money to a good cause?    

There are two major subsets of recruiting members:  

1) Recruiting new members 
2) Retaining existing members.  

Several efficient techniques exist for recruiting new members.  They include: 
- Direct mail.  Most groups with dues paying members recruit a large number of people 
through direct mail.  The Rails to Trails Conservancy, for example, grew from 1,000 to 
100,000 members just by sending out a lot of letter solicitations.  The key to success here 
is to write a good, simple letter, and to identify the right mailing lists.  You will also need 
to decide how much money it will cost to join ($20 is a good introductory rate) and how 
people will respond.  Definitely include a return envelope.  If you're just starting out, 
you'll want to utilize some standard mailing lists that have a history of success.  These 
include: the League of American Bicyclists, Adventure Cycling, and Bicycling 

http://www.comm-pass.com
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Magazine.  Many organizations will give you their list for a one-time use in exchange for 
future use of your list, or possibly even for free.  MassBike recommends contacting the 
membership directors for each of these organizations.  Other good leads include local ride 
clubs in your area. Potential supporters are very likely to join your group if you offer a 
discount as part of their participation in an event. 
- Online.  Several resources, such as bikereg.com and active.com, exist for setting up a 
quick and dirty donation page.  The web services take a cut of the donations (typically 
around 6% to 7%), and in return handle all the administration and send a monthly check 
with the donations tabulated.  MassBike typically generates about $10,000 a year from 
on-line donations, and many groups are seeing substantial grown in on-line giving as 
more people become comfortable with the internet. 
- Ask in person. Many non-profits ask each board member to recruit ten new members.  
This approach can be particularly successful when the group has a competition, or offers 
incentives to the person who recruits the most members.   

All these methods require a mechanism to join - whether it be a membership form or on-
line webpage.  Make sure you it is easy for your supporter to join.  If you say, "you 
should really join," but don't provide a method for them to donate money, you will have 
lost a potential member.   

Retaining existing members is an entirely different animal than recruiting new members.  
The most likely group of people to support you in the future are those that have supported 
you in the past.  But you will have to continually earn the support of your members.  This 
can be accomplished in the following ways: 
- Thank your members when they renew.  The more personal you make the thank you, 
the more appreciative they will be. 
- Communicate with your members regularly.  Inform the membership of successes.  
Even if you haven't been up to much lately, contact them just to say hello, whether it be 
in the form of an email, newsletter, or other method.  The general rule is that your 
members should hear from you a minimum of six times throughout the year. 
- Ask for their support more than once.  When it's time for a member to renew, send them 
more than one renewal notice.  Start by sending a renewal notice one month before their 
membership expires, and then send them another notice every 1.5 months.  If a person 
does not renew, they should receive at least four notices from your group.    

Database management and accounting

 

Keeping accurate financial records and budgeting is not only part of running an effective 
operation - if you incorporate as a non-profit, it is generally required as due diligence by 
the board of directors. 

DATABASES  

You will want to utilize a database to keep track of your members and financial 
contributions.  Unfortunately, there is no one good computer program that is a panacea to 
all your database problems.  Generally, you will want to utilize as few databases as 
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possible.  This will facilitate the ease of retrieving information, and well as make your 
system less confusing.  For small groups, you may be able to use something as simple as 
handwritten index cards or Microsoft Excel.  For larger groups, you will want to consider 
using specialized program.  MassBike uses Filemaker (a special database program) for its 
membership file and Quickbooks (a financial tracking program) for its financial records.    

ACCOUNTING  

If your group received financial support, some sort of accounting will generally be 
required.  All groups will have to file with the Massachusetts Secretary of State each 
year.  If you raise less than $25,000 each year, you will not have to file with the IRS.  If 
you raised between $25,000 and under $100,000 you'll be able to file a 990-EZ IRS form 
which is not difficult to fill out.  Groups raising over $100,000 will need to be audited.    

Generally, the filing requirements are not onerous, and most people should not have a 
problem filling out the forms.  Tax forms for non-profits are usually due on May 15 of 
each year.  

Even if your group does incorporate as a non-profit, you will want to consider appointing 
a treasurer. This person will be in charge of the finances of the group, drafting a budget, 
and filing all the necessary paperwork.  

BUDGETING  

Any group that receives or expects to receive funding should develop a budget.  Many 
foundations require a budget as a condition of a grant application, and it is in the best 
interests of all members of your group to know the financial status of your organization.  
The budget should include line items for all anticipated revenue categories, as well as 
expense categories.  It can be particularly helpful to factor in the costs of various 
programs that a group wishes to implement, in order to see how programs will affect the 
bottom line.  

In addition to a financial budget, larger groups will want to develop a cash flow statement 
for a 12 month period.  The cash flow statement is different from a budget in that is 
explicitly states when budgeted funds will be expended.  The cash statement should 
consist of a beginning balance for each month, and then the expected income and 
expected expenses for each month.  The end result will be the month-end balance.  A 
cash flow statement can be critical to making sure an organization stays afloat.  For 
example, if a group has $5,000 in the bank at the beginning of a month, but has $6,000 
budgeted for a project, the group will know from its cash flow statement that it cannot 
spend all of the funding until the rest of its expected revenue comes in.     
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Programmatic Resources 

An Overview of the State's Decision Making Framework 

Massachusetts is a very complicated political system.  Because of its complexity, it tends 
to be very inaccessible, particularly when an individual or group wishes to advocate on 
behalf of bicycling.  Massachusetts does not have a viable county system, so there are 
basically two levels of decision making authority: the state and the town.  The state is 
made up of various agencies that interconnect with each other, and some state agencies 
are regional in focus.  The cities and towns may also have various departments, 
depending on their size. 
One of the most important aspects of bicycle advocacy is determining who has 
jurisdiction over what you want done.  If you want to install bicycle parking, determine 
who owns the property you wish to utilize.  If you want to start an education program, 
find out who it would reach.  In short, the very first thing you will want to determine is 
who has jurisdiction over your proposed project, problem, or program. 
The following is a brief list of the groups and people you may come into contact with 
(they are explained below in much more detail):  

Local

  

Mayor, Board of Selectmen/aka City Council/aka Board of Aldermen (chief elected officials) 
Executive Secretary / City or Town Manager (chief appointed official) 
Conservation Commission 
Department of Public Works - charged with construction and maintenance and most other 
installations 
City / Town Engineer - designs facilities 
Planning Board - determines which projects work on 
Parks / Recreation 
Police Department  

Regional

  

Regional Planning Agencies - mandated by the federal government and required in order to spend 
federal transportation money. 

Regional Transit Authorities - including the Massachusetts Bay Transportation Authority 
MassHighway District Offices 
Other State Agency District Offices  

State

  

Massachusetts Legislature 
Office of Commonwealth Development 
Executive Office of Environmental Affairs, and its subdepartments including the Department of 

Conservation and Recreation and the Massachusetts Environmental Policy Act 
Executive Office of Transportation, including its subdepartments the Massachusetts Highway 

Department, the Bureau of Transportation and Planning, and the Registry of Motor Vehicles 
The Governor's Highway Safety Bureau  



 

38 

National

 
US Department of Transportation, and its subdepartment - the Federal Highway Administration 

(Federal Highway is the promulgator of most funding rules that Massachusetts must abide by 
in order to received federal funding) 

Members of Congress - they vote on federal funding for transportation 
National Park Service - the local office offers technical assistance of River and Trails projects - 

go to www.nps.gov to learn more.  

We will first review the most important state and regional agencies, and then return to a 
discussion of how funding works so you can see the groups in action.  The list is generally listed 
by hierarchal order and contains contact information as well as editorial comments.   

Office of Commonwealth Development 
State House, Room 120 
Boston, MA 02116 
Secretary: Douglas Foy 
Deputy Secretary: Steve Burrington  

OCD is a new super-agency created by Governor Romney.  It sits at the highest level of state 
government.  It oversees transportation, the environment, and housing for the governor.  It 
remains to be seen how effective the new agency will be, because the Massachusetts Legislature 
essentially refused to authorize its permanent existence.  Nevertheless, in operational terms, it 
carries great weight because Secretary Foy has the ear of the governor.  Secretary Foy is the 
highest state official that an advocate can meet with.  But note that he would be helpful only if 
you have an issue of state policy.  For issues under the jurisdiction of the municipality, you'll 
want to meet with your town officials.   

Executive Office of Transportation & Construction 
10 Park Plaza 
Boston, MA  02116 
(617) 973-7000 
Secretary: John Cogliano 
Deputy Secretary for Multi-Modal Transportation: Ms. Astrid Glynn  

EOT is the executive agency (the second highest in state government), reporting to the Office of 
Commonwealth Development, on all policy matters affecting federal, state, and local 
transportation issues.  Historically, the EOT has not had much power, because it hasn't controlled 
the transportation budget (MassHighway, the next agency down, has this luxury), but Governor 
Romney is trying to beef up its authority in order to make transportation projects more efficient.  
The EOT oversees the Registry of Motor Vehicles, the Bureau of Transportation Planning, and 
the Massachusetts Highway Department.  The Secretary of the EOT is also chair of the MBTA.    

Bureau of Transportation Planning, EOT 
Mr. Ken Miller 
10 Park Plaza 
Boston, MA  02116 
(617) 973-7800  

http://www.nps.gov
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For many moons, until 2004, the Bureau of Transportation Planning was a sub-department of the 
Massachusetts Highway Department.  It remains to be seen what role it will have now - because it 
is now a subdepartment within the EOT. The primary role Planning Department is to map out the 
long term and short term transportation plans for the state.  It also controls the funding for most 
transportation planning in the state, so traditionally it has held considerable power.    

The Bureau of Transportation and Development oversees the 13 Regional Planning Agencies that 
are listed below.  The RPAs are in charge of long range transportation regional planning in 
Massachusetts.  They are not a subdivision of the Bureau of Transportation Planning; they are 
quasi independent, but they do collaborate closely with the Bureau.  Traditionally, the RPAs have 
held very little power (besides the Cape Cod RPA) because they don't control any real budget.  
The RPAs will suggest good ideas, but it is then up to other state agencies (until very recently just 
MassHighway) to determine what actually gets funded.  But the RPAs will be very helpful in 
determining how to make projects happen, how to initiate projects, as well as check on the status 
of projects.  

LIST OF RPAS AND THEIR JURISDICTIONS  

Berkshire County Regional Planning - http://www.berkshireplanning.org/  

Municipalities:    

Adams, Alford, Barrington,  Becket, Cheshire, Clarksburg,  Dalton,  Egremont, Florida, Hancock, 
Hinsdale, Lanesboro, Lee, Lenox, Monterey, Mt.Washington, New Ashford, New Marlborough, 
North Adams, Otis, Peru, Pittsfield, Richmond, Sandisfield, Savoy, Sheffield, Stockbridge, 
Tyingham, Washington, West Stockbridge, Williamstown, Windsor   

Cape Cod Commission - http://www.capecodcommission.org/  

Municipalities:  

Barnstable, Dennis, Mashpee, Truro, Bourne, Eastham, Orleans, Wellfleet,  Brewster, Falmouth, 
Provincetown, Yarmouth, Chatham, Harwich, Sandwich   

Central Mass Regional Planning Commission - http://www.cmrpc.org/  

Municipalities:  

Auburn, Grafton, Northbridge, Sturbridge, Barre, Hardwick, North Brookfield, Sutton, Berlin, 
Holden, Oakham, Upton Blackstone, Hopedale, Oxford, Uxbridge, Boylston, Leicester, Paxton, 
Warren, Brookfield, Mendon, Princeton, Webster, Charlton, Millbury, Rutland, West Boylston, 
Douglas, Millville, Shrewsbury, West Brookfield, Dudley, New Braintree, Southbridge, 
Westborough, East Brookfield, Northborough, Spencer, Worcester   

Franklin County Planning Commission - http://www.frcog.org/  

Municipalities:  

http://www.berkshireplanning.org/
http://www.capecodcommission.org/
http://www.cmrpc.org/
http://www.frcog.org/
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Ashfield, Erving, Monroe, Shutesbury, Bernardston, Gill, Montague, Sunderland, Buckland, 
Greenfield, New Salem, Warwick, Charlemont, Hawley, Northfield, Wendell, Colrain, Heath, 
Orange, Whately, Conway, Leyden, Rowe, Deerfield, Leverett, Shelburne   

Pioneer Valley Planning Commission - http://www.pvpc.org/  

Municipalities:

  

Agawam, Goshen, Middlefield, Springfield,  Amherst, Granby, Monson, Tolland, Belchertown, 
Granville, Montgomery, Wales, Blandford, Hadley, Northampton, Ware, Brimfield, Hampden, 
Palmer, West Springfield, Chester, Hatfield, Pelham. Westfield, Chesterfield, Holland, Plainfield, 
Westhampton, Chicopee, Holyoke, Russell, Wilbraham, Cummington, Huntington, South 
Hadley, Williamsburg, East Longmeadow, Longmeadow, Southampton, Worthington, 
Easthampton, Ludlow, Southwick   

Martha's Vineyard Commission - http://mvcommission.actwin.com/index.html  

Municipalities:

  

Chilmark, Gay Head, Oak Bluffs, West Tisbury, Edgartown, Gosnold, Tisbury    

Merrimack Valley Planning Commission - http://www.mvpc.org/  

Municipalities:

  

Amesbury, Groveland, Methuen, Rowley, Andover, Haverhill, Newbury, Salisbury, Boxford, 
Lawrence, Newburyport, West Newbury, Georgetown, Merrimack, North Andover 

http://www.pvpc.org/
http://mvcommission.actwin.com/index.html
http://www.mvpc.org/



