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Item #5



Re-App and Follow-up Best Practices

Purge Reports 
2 TYPES:

TPurgeAPP

Commuter Records Expiring Next Month

SelPurge

Commuter Alphabetic End User Listing

Sent Monthly By: Commuter Connections < Ridematching@mwcog.org
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TPurgeAPP
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SelPurge
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Example of Calendar 
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Good day to you, 

My name is George Clark and I’m with the Tri-County Council, representing 
Commuter Connections for the Southern Maryland region. I’m contacting you 
because our database shows that your free Rideshare and or Guaranteed Ride 
Home account is about to expire.  I wanted to see if you would like to continue 
your account with this free program?  If so, you may do so online by re-
registering at www.commuterconntections.org or contact me and I will do it for 
you.

If you have any questions during this process or would like to re-register 
through an operator, please feel free to give Commuter Connections a call at 1-
800-745-7433 or reply back to this email and we’ll be glad to assist. 
Thanks and have a great day.

COMMUTER CONNECTIONS
www.commuterconnections.org
1-800-745-7433
 Please consider the environment before printing this email     

E-Mail letter

6

http://www.commuterconntections.org/
http://www.commuterconnections.org/


Purge list converted to Excel for the emails  
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Sample E-mail Blast using Bcc
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Search Commuter’s ID#
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Click Program Association 
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Click Re-register
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Add to Notes:
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Send Ridematch if registered for GRH1 or Ridematching
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Marylander’s

It’s very important that you reach out to your registered commuters

MDOT / MTA requires that Appendix F form to be filled out and sent 
in with your quarterly reports, these numbers must match 
Commuter Connections data

Appendix F can be found in your grant application packet
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Re-App and Follow-up Best Practices

1) Block out a week on your calendar
2) Convert Purge Report to Excel, so that you can copy only the emails

3) Send email using Bcc to all on the list

4) If no response in 2 days, then call the work number only, (leave message if no   
answer)
5) Once you have heard from the commuter, go into there account and re-register

6) Make sure you add your notes

7) Send Ridematch if registered for GRH1 or Ridematching
8) If no response, then and only then do you let Commuter Connections send out a 
notice before they mark them in-active.

It does not Look Good to your funders or Commuter Connections with 
“ZERO numbers”
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