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Legend running a good meeting: presentations, agenda, facilitation, summaries

improve communication/feedback between CAC, TAC, TPC, Exec Dir

CAC chair elected by members

member recruitment and term limits

more visibility for CAC

subject matter suggestions

CAC COMMENT
CAC 

AGREEMENT? 
PRIORITY BEST PRACTICE MORPC RESPONSE & ACTION

ADDITIONAL 

RECOMMENDATION

Get to bottom line first in 

presentations; tell us what 

type of input you need from 

us up front

Yes

(15 agree, 

0 disagree, 

1 no opinion)

36

According to a Transportation Cooperative Research Program (TCRP) survey 

sent out to 232 transit agencies and MPOs, most CAC’s were asked to provide 

input on: 

Issues related to public involvement or outreach (62%)

Policy issues (61%)

Technical issues (e.g., design, alignment, alternatives) (56%)

Staff now leading each presentation 

with purpose/expectation of CAC

Presentation & facilitation refresher 

training for staff AND CAC (last staff 

presentation training was in 2013; 

may need to focus on facilitation 

training now)

Agendas should indicate 

purpose of presentation and 

expected CAC action

Yes

(14 agree,

2 disagree)

35

According to TCRP’s Effective use of CAC’s, a typical agenda has: 

• Introductions and welcome of newcomers

• Opportunity to amend or review the agenda

• A discussion of agenda items

• Presentations of specific information, as necessary

• Identification of consensus on each item on outstanding issues on each item.

Staff now leading each presentation 

with purpose/expectation of CAC; 

agenda provides times and is clear 

on proposed resolutions vs. 

informational items

Presentation & facilitation refresher 

training for staff AND CAC (last staff 

presentation training was in 2013; 

may need to focus on facilitation 

training now)

Let us know how our 

feedback is used and acted 

upon

Yes

(16 agree,

0 disagree)

35

The TCRP’s Effective use of CAC’s document states: a more formal method for 

carrying recommendations forward could improve communication between 

officials and advisory committee members.  Many agencies noted that 

members needed to better understand their role in the process and their 

relationship to decision-making bodies. Some agencies noted that they needed 

to develop a specific charge to clearly define the role of the committee.

Trimet, Portland, Oregon: In the rare event a CAC recommendation is not 

adopted, the reasons are clearly explained in a CAC meeting.

According to the TCRP survey, When a committee made a recommendation 

that was not adopted, most agencies discussed the decision with committee 

members during a committee meeting.

Staff/CAC chair report back to CAC 

when TPC takes an action different 

than what CAC recommended, but 

does not routinely report back when 

TPC adopts their recommendations.

CAC Chair to be sure CAC point of 

view is communicated to TPC. CAC 

chair to report outcome of TPC 

action on resolutions to CAC. 

Should outcome be different than 

CAC recommendation, Chair/Staff 

should allow time on CAC agenda to 

discuss why TPC took a different 

direction.

Committee chair should be 

skilled in keeping meetings 

on track, on time (strong 

facilitation skills)

Yes

(15 agree,

0 disagree,

1 no opinion)

32

According to the TCRP document, based on the results of the case studies and 

the survey, meetings led by a chairperson elected from the committee’s 

membership and meetings led by a skilled professional facilitator can be 

effective.  Facilitation is key to managing meetings successfully and making 

sure everyone participates. 

Trimet, Portland, Oregon:  The CAC chair facilitates meetings with assistance 

from TriMet’s Community Affairs staff. Staff members are trained in facilitation 

techniques and serve as liaisons between the CAC and the technical agency 

staff.

Staff and committee chair discuss 

meeting agendas, discussion 

expectations and desired outcomes 

prior to each meeting.

Presentation & facilitation refresher 

training for staff AND CAC (last staff 

presentation training was in 2013; 

may need to focus on facilitation 

training now). 

Minimize use of jargon, 

terms, and phrases without 

explanation.

Yes 

(16 agree, 0 

disagree)

31
Staff providing continual reminders 

to presenters: "jargon free" zone

Presentation & facilitation refresher 

training for staff AND CAC (last staff 

presentation training was in 2013; 

may need to focus on facilitation 

training now)

CAC chairman should be a 

member of the CAC, elected 

by the CAC

Yes

(13 agree,

0 disagree,

3 no opinion)

31

Three-quarters of committees from the TCRP survey had a chairperson. Of 

those committees, three-quarters selected their own chairperson. In most 

cases, the chairperson was responsible for meeting management. Other 

responsibilities included assisting with agendas and serving as an external 

spokesperson.

Edit by-laws to reflect this input.

Watch pace of meetings; 

keep them moving forward

Yes

(13 agree,

1 disagree,

2 no opinion)

30

According to the TCRP document, based on the results of the case studies and 

the survey, meetings led by a chairperson elected from the committee’s 

membership and meetings led by a skilled professional facilitator can be 

effective.  Facilitation is key to managing meetings successfully and making 

sure everyone participates. 

Staff incorporating meeting times on 

agenda and pre-briefing presenters 

on expectations/time limits

Presentation & facilitation refresher 

training for staff AND CAC (last staff 

presentation training was in 2013; 

may need to focus on facilitation 

training now)

More solicitation of our 

ideas, values and priorities

Yes

(14 agree,

0 disagree,

2 no opinion)

29 MORPC's CAC process is a best practice.

Staff being more clear what is 

expected from CAC regarding each 

agenda item and facilitating 

discussion accordingly.

Presentation & facilitation refresher 

training for staff AND CAC (last staff 

presentation training was in 2013; 

may need to focus on facilitation 

training now)
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CAC COMMENT
CAC 

AGREEMENT? 
PRIORITY BEST PRACTICE MORPC RESPONSE & ACTION

ADDITIONAL 

RECOMMENDATION

Let us know how our input 

was considered and/or 

acted upon by Technical 

Advisory and Policy 

Committees at least once a 

month

Yes

(15 agree,

1 disagree)

28

Trimet, Portland, Oregon:  The CAC chair facilitates meetings with assistance 

from TriMet’s Community Affairs staff. Staff members are trained in facilitation 

techniques and serve as liaisons between the CAC and the technical agency 

staff.

Currently, staff reports back if TPC 

doesn’t adopt a CAC-recommended 

resolution.  

CAC Chair to be sure CAC point of 

view is communicated to TPC. CAC 

chair to report outcome of TPC 

action on resolutions to CAC. 

Should outcome be different than 

CAC recommendation, Chair/Staff 

should allow time on CAC agenda to 

discuss why TPC took a different 

direction.

Increase attention to non-

highway transportation 

modes: pedestrians, 

bicycles, rail investments

Yes

(14 agree,

1 disagree,

1 no opinion)

28 MORPC's Complete Streets Policy is a Best Practice

MORPC continues to lead the region 

in promoting a Complete Streets 

approach to transportation 

investments. Staff will continue to 

advocate for more funding 

mechanisms for non-highway 

transportation investments. 
Consider CAC annual award for 

best multi-modal project in region. 

Make sure microphones are 

working and people use 

them

Yes

(13 agree,

0 disagree,

3 no opinion)

27

Staff checked microphone quality 

and asked Chair to remind CAC 

members use them

Provide an opportunity for 

young professionals (YP) to 

have a voice on how to build 

a world class transportation 

system that would attract 

more YPs to the region

Yes

(11 agree,

1 disagree,

4 no opinion)

27 MORPC's CAC representation is a best practice

CAC recruitment has consistently 

worked to bring Young Professional 

voices to CAC.

Chairman should be more 

visible to Transportation 

Policy Committee, 

community, etc.

Yes

(11 agree,

1 disagree,

4 no opinion)

26

Valley Metro Regional Public Transit Authority, Phoenix, Arizona.  Valley Metro 

Rail, Inc:  Community Advisory Committee chairs and vice chairs served as 

spokespersons for the project and provided regular updates to the media. 

Visibility in the public forum allowed the public to see the work that was being 

done and engaged them in the problem-solving process.  The chair and vice 

chair were provided with media relations training.

Currently, staff reports back if TPC 

doesn’t adopt a CAC-recommended 

resolution.  

CAC Chair to be sure CAC point of 

view is communicated to TPC. CAC 

chair to report outcome of TPC 

action on resolutions to CAC. 

Should outcome be different than 

CAC recommendation, Chair/Staff 

should allow time on CAC agenda to 

discuss why TPC took a different 

direction.

Increase attention on energy 

conservation

Yes

(12 agree,

0 disagree,

4 no opinion)

26

Staff will continue to explore and 

promote travel demand 

management strategies designed to 

reduce the demand for increased 

highway capacity. 

Presentation to CAC on 

RideSolutions and offer briefings to 

CAC employers and organizations. 

Cultivate leaderhip role on Travel 

Demand Management initiatives 

among MORPC leadership and CAC.

In meeting minutes, 

summarize action items and 

include who is responsible 

for what

Yes

(12 agree,

1 disagree,

3 no opinion)

24

Compared MORPC meeting summaries to multiple other MPO citizen advisory 

committee meeting summaries and found MORPC's to be one of most 

thorough.

Incorporating input

Create a terminology cheat 

sheet

Yes

(11 agree,

1 disagree,

4 no opinion)

24 Staff updating the glossary of terms

Improve communication 

with Transportation Policy 

and Technical Advisory 

Committees

Yes

(12 agree,

1 disagree,

3 no opinion)

24

According to the TCRP document, many agencies noted that establishing 

communication protocols and expectations is important to maintaining good 

relationships between staff members or officials and committee members, 

among committee members, and between committee members and their 

constituent groups. Agencies and MPOs reported that communication from 

staff to committee members is important, even during periods of infrequent 

meetings.

Currently, staff reports back if TPC 

doesn’t adopt a CAC-recommended 

resolution.  

CAC Chair to be sure CAC point of 

view is communicated to TPC. CAC 

chair to report outcome of TPC 

action on resolutions to CAC. 

Should outcome be different than 

CAC recommendation, Chair/Staff 

should allow time on CAC agenda to 

discuss why TPC took a different 

direction.

Policy Committee should 

acknowledge CAC value to 

process

Yes

(13 agree,

0 disagree,

3 no opinion)

Note: How?

24

According to the TCRP document, many agencies noted that establishing 

communication protocols and expectations is important to maintaining good 

relationships between staff members or officials and committee members, 

among committee members, and between committee members and their 

constituent groups. Agencies and MPOs reported that communication from 

staff to committee members is important, even during periods of infrequent 

meetings.

Currently, staff reports back if TPC 

doesn’t adopt a CAC-recommended 

resolution.  

CAC Chair to be sure CAC point of 

view is communicated to TPC. CAC 

chair to report outcome of TPC 

action on resolutions to CAC. 

Should outcome be different than 

CAC recommendation, Chair/Staff 

should allow time on CAC agenda to 

MORPC executive director 

should attend the CAC 

meetings from time to time

Yes

(14 agree,

0 disagree,

2 no opinion)

24

According to the TCRP survey, in most cases, committees provided input to 

decision makers, whether the decision makers were elected or appointed 

officials or executive-level staff.

King County Metro Transit, Seattle, Washington: Reports directly to County 

Council and executive.  The detailed recruitment process that Metro Transit 

engages in for each committee is “labor-intensive, but worth it.” The benefit of 

a thoroughly vetted recruitment process is that members are “committed, 

intelligent about transit operations and policy matters, engaged in the civic 

responsibility process, and respected by the County Executive and the County 

Council.”

MORPC Executive Director will 

attend at least a portion of CAC 

meetings as schedule allows.
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CAC COMMENT
CAC 

AGREEMENT? 
PRIORITY BEST PRACTICE MORPC RESPONSE & ACTION

ADDITIONAL 

RECOMMENDATION

Take CAC on field trips to 

understand projects, best 

practices

Yes

(13 agree,

2 disagree,

1 no opinion)

24

According to the TCRP document, alternate meeting formats such as 

retreats, workshops, or site tours may advance the advisory committee’s 

purpose.

Metropolitan Council, Minneapolis/St. Paul, Minnesota:  The outreach 

coordinators ease the transition of new members by providing training 

materials and a guided tour of study corridors.

Do an annual "field trip" of projects 

to determine "best multi-modal 

project" of year, to be announced 

publicly. Media could also be 

invited on field trip.

Regular self-assessment of 

the CAC like this is helpful

Yes

(14 agree,

0 disagree,

2 no opinion)

23
This assessment will be documented 

for future reference.
Conduct this type of review with 

CAC and other Committees at least 

every two years.

Ok to extend meetings to 

7:30 pm, if we know in 

advance

Yes

(13 agree,

2 disagree,

1 no opinion)

22 Only extend meetings with prior 

notification to CAC; do this on a 

very limited basis.

End meetings on time

Yes

(12 agree,

1 disagree,

3 no opinion)

20

Presentation & facilitation refresher 

training for staff AND CAC (last staff 

presentation training was in 2013; 

may need to focus on facilitation 

training now)

Need more diversity on CAC

Yes

(10 agree,

2 disagree,

4 no opinion)

20

Metropolitan Council, Minneapolis/St. Paul, Minnesota:  Approximately 40% of 

CAC members represent minority stakeholder groups that mirror the 

community’s diversity. The Metropolitan Council has worked to ensure diversity 

of representation by pursuing the following:

•Including stakeholder representatives from more than 30 groups within the 

project corridor

• Actively recruiting and including members with disabilities

• Hiring a multilingual outreach coordinator team to collect input from

King County Metro Transit, Seattle, Washington:  Having 10 to 15 members is 

large enough to allow a diversity of viewpoints, while simultaneously keeping 

the meetings manageable.

Staff addresses this in CAC 

recruitment efforts.

CAC needs more visibility in 

community: more prominent 

meeting places and media 

coverage

Yes

(12 agree,

3 disagree,

1 no opinion)

20

According to the TRCP document, CACs perform functions throughout the 

planning process including acting as spokesperson (e.g., speaking 

engagements,

media contacts).

Valley Metro Regional Public Transit Authority, Phoenix, Arizona:  CAB chairs 

and vice chairs served as spokespersons for the project and provided regular 

updates to the media.

With staff assistance, CAC 

Chair/Vice chair to be 

strategically positioned to 

provide comment on high 

profile transportation projects 

in news releases, to media 

contacts and at events (May 

require media training)

Current emphasis on urban 

transportation does not 

address the transportation 

needs of outlying, lower 

density areas

(8 agree,

2 disagree,

6 no opinion)

19
MORPC has worked with its member 

communities to identify 

transportation needs, particularlly in 

light of changes in demographics 

and aging population.  

Facilitate a CAC on this issue (and 

unique funding challenges 

associated with it) as part of the 

Metropolitan Transportation Plan 

discussions.

Avoid too much detail in 

presentations; don’t need to 

address specific COTA bus 

stops or bike pathway 

locations, for example

No

(9 agree,7 

disagree)

15

Staff now leading each presentation 

with purpose/expectation of CAC 

and will start sharing this guidance 

with guest presenters

Publish/share 

presentation/speaker guidelines to 

guest speakers when they are 

invited to be on the agenda. 

Reiterate: get to bottom line first, 

limit remarks to 5 minutes.

Send information (agendas, 

handouts) out earlier

No

(6 agree,

3 disagree,

7 no opinion)

15

According to the TCRP survey, Many agencies noted that it is a mistake to not 

provide meeting materials ahead of time; providing materials sets an 

expectation that committee members will arrive prepared to participate in 

discussions.

Valley Metro Regional Public Transit Authority, Phoenix, Arizona: Each meeting 

typically included a review of the most recent Line Section Activity Report (sent 

to CAB members 1 week before the meeting).

Incorporating input

Send draft CAC and TAC 

meeting summaries out within 

5 – 7 business days after the 

meetings instead of waiting to 

send with next month’s 

agenda packet.

Enforce CAC member term 

limits

No

(6 agree,

5 disagree,

5 no opinion)

10

King County Metro Transit, Seattle, Washington: Reports directly to County 

Council and executive.  The detailed recruitment process that Metro Transit 

engages in for each committee is “labor-intensive, but worth it.” The benefit of 

a thoroughly vetted recruitment process is that members are “committed, 

intelligent about transit operations and policy matters, engaged in the civic 

responsibility process, and respected by the County Executive and the County 

Council.”

MORPC believes this is important to 

maintain fresh perspectives on the 

CAC and allow other community 

members the opportunity to engage 

in this public process. CAC will be 

asked to adopt new by-laws in May, 

which will be immediately followed 

by appointment of new members.

Provide dinner at meetings

No

(3 agree,

8 disagree,

5 no opinion)

Note: 1/year

6
MWCOG (Metropolitan Washington Council of Governments): Dinner provided 

at each meeting.  Dinner at 5:30pm, meetings start promptly at 6pm.

Coffee and water available at all 

meetings
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CAC COMMENT
CAC 

AGREEMENT? 
PRIORITY BEST PRACTICE MORPC RESPONSE & ACTION

ADDITIONAL 

RECOMMENDATION

Chairman, Term Limits, 

Inter-Committee 

Communication and By-

Law Suggestions (not on 

comment form)

King County Metro Transit, Seattle, Washington: Reports directly to County 

Council and executive.  The detailed recruitment process that Metro Transit 

engages in for each committee is “labor-intensive, but worth it.” The benefit of 

a thoroughly vetted recruitment process is that members are “committed, 

intelligent about transit operations and policy matters, engaged in the civic 

responsibility process, and respected by the County Executive and the County 

Council.”

Present new by-laws at March 31 

meeting to prepare for adoption at 

May meeting.

Changes of note from proposal 

made last winter: CAC chair 

remains elected by membership; 

edit in appointment of new 

members; note chair will represent 

CAC at TPC and report back to CAC
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