From: 

Kristina Bigby
To:

Post-Prom School Chairpersons/Prom Coordinator 
Cc:

Executives; Quality Assurance

Subject:
Project Prom 2009
Date: 

April 16, 2009
______________________________________________________________________________
Dear Post-Prom School Chairperson and Prom Coordinator, 
We at Barwood are very pleased that you have called upon us to participate in this year’s 
Project Prom. We look forward to being there should the need arise. We take great pride in 

our dedication to community service, and we are determined to get your students home 
safely, should complications develop.

Taxi orders should be placed through our Call Center, 301-984-1900.

Attached is an example of the procedure, from our 2008 memo, that our Call Center Agents have been trained to follow.  It’s for internal use, but we thought it might be helpful to your representatives who might have occasion to place a call.

This acknowledgement is being sent to Post-Prom School Chairpersons. Please feel free to share this information with your school representatives, Prom Coordinator, or the person that oversees the Prom arrangements at your school, in addition to sharing it with your own committee(s).   Please keep in mind that orders for cabs will mostly be made late at night, and we would appreciate as much lead time as possible. We understand that this may not always be possible.

Thank you,

Kristina Bigby
Communications Specialist
Barwood, Inc. 
To:

See Distribution Below

From:

Lee Barnes, President, Barwood, Inc. 
Date:

TBD
Re:

Project Prom 2009
We are participating again this year in Project Prom, a SoberRide-style service for prom-goers and Post-prom event attendees.  Project Prom is designed to provide safe rides home for those that are mostly attending their post-prom events (events after the prom ends).  These events are between the hours of 12:00 am – 5:00 am, but there may be some prom-goers that need rides home before the post-prom events start.  

Call Center Agents & Supervisors:

	· Ask for the name of the caller and the rider.  Anyone placing a Project Prom call should be listed as the contact for the school/prom for which they are calling — confirm the contact name with the CCS.

	· All Project Prom trips go under Managed Service 3.  Do not ask for an account number and do not give out the account number.  

	· Be sure to enter the phone number (Cell Phone #) for the pick-up location.

· Enter “PROJECT PROM” in the Operator text section and enter Priority 1 for these calls.

· Project Prom service is for a ride home — trips must be to a home address, not to another party or other public location.

· Give the caller the reference number and ask them to write it down to confirm with the driver.

· Agent must forward confirmation number to Call Center Supervisor.
· Out-of-jurisdiction trips are not authorized; riders must be traveling to a location within Montgomery County and the DC metropolitan area
Supervisors:  Remember to indicate in your daily report a recap of the Project Prom activities


	TPS Dispatchers
	Announce to Taxi Drivers Via  MDT Messages


Tell drivers when you are dispatching a Project Prom call to them so they can be prepared.  Make periodic announcements via MDT messaging stating how important it is that we service these calls in the interest of keeping prom attendees and others safe.  The purpose of Project Prom is to provide a valuable service to the community by getting the students home safely.  

Drivers

Our participation in Project Prom is prestigious.  Treat these riders with the same courtesy that you would other customers and take special care to get them home.  

Project Prom service must come through the Call Center.  Drivers must not pick up flaggers claiming to be Project Prom.  Confirm with the on-site prom contact when you arrive at the school/prom to make sure the rider is authorized; ask for their reference number and check it with the number on your MDT.  

