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Dear Affiliates and Chapter Members:  

Anne and I want to thank you for your interest in using the 

services of CommonCourtesy, Inc.™ “…in partnership with you for 

transportation.” 

The first step in serving your unique needs is to review 

each page of this Manual. We have spent countless hours 

imagining, creating, testing, and validating an approach to 

provide efficient transportation. While we encourage you to use 

your own creativity and adapt processes to the needs of your 

location, we ask you to communicate with us so that we may 

share these best practices with others.  

Please look carefully at all the systems and forms that have been 

provided. For our affiliates and chapters, we offer a free helpline 

where you can schedule a meeting with us to address questions that you may have. 

You will find more information within the contents of this Manual. 

Most of all, we congratulate and respect you for seeking to address one of the 

largest unmet need for anyone “who cannot or should not operate a vehicle.”  

We look forward to serving you in the near future! 

Bob and Anne Carr,  
CommonCourtesy, Inc., Founders 
 

  
Founder’s Note: 
We are providing this Membership Manual for you to use as both a training tool and a 

reference guide.  New CCI* members will want to familiarize themselves with the contents of 

the entire manual before beginning to implement their transportation program. 

Each part of the manual should be referenced during the implementation and ongoing 

management of the various CCI related programs. The manual is meant to help you make your 

program as effective as possible. Feel free to make notes on the pages or even add your pages 

to fit your community’s requirements. 

We are continually learning from our Affiliates, Chapters, Members, and their Riders. We want 

you to be an active part of this process and welcome your feedback. As you support your Riders, 

we are here to support you and your efforts.  

If you have any questions or need support of any kind, please feel free to phone, email, or fax 

us. On behalf of the CommonCourtesy® staff and Board of Directors, welcome and remember: 

We are in partnership with YOU for transportation. 

Throughout this Manual “CCI” refers to CommonCourtesy, Inc. 
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What You Should Know  

Our Founders’ Story 
   CommonCourtesy founders, Bob and Anne Carr, witnessed a senior in a local YMCA parking lot 
carefully place her walker in the trunk of her car before struggling to get into the driver’s seat. 
Behind the wheel, her foot hit the gas while the gear was set in reverse, causing the car to lurch 
backward at a dangerous speed, with almost tragic results to the other seniors leaving the building. 
That image stayed with the Carrs, as it represented what they knew was an urgent need: too many 
people with limited mobility who were desperate for basic transportation – some of whom were 
desperate enough to try and operate a vehicle when they longer could do so safely. 
   To address this growing challenge, in 2006 the Carrs started a dream company with the aid of 
volunteers eager to help local seniors with transportation needs. Soon the limitations of the initial 
project became obvious: sustainability. There were just too few volunteers with limited time to 
meet the demand. Sadly, the company took a hiatus from 2009-2012. During this time, Bob worked in 
different capacities with organizations and facilities involved with senior independent living and 
senior dementia patients. While using his executive and entrepreneurial leadership skills and 
expertise to successfully and quickly turn around these operations, he learned a great deal about 
needed services for older adults. These experiences led him to serve as a consultant and then 
Director of a nonprofit serving older adults with dementia, adding to his understanding of the unique 
inner workings of nonprofit organizations.   
   The Carrs never forgot the plight of those in need of dependable transportation and knew their 
initial concept was a good one, and the transportation needs of America’s aging population was only 
going to get worse. In 2013, an emerging company, Uber (www.uber.com), opened their Atlanta 
office, giving Bob the opportunity to vet the business as a driver. He was certain the concept behind 
Uber could work to benefit people in the community in need of safe and easily accessible 
transportation. Working with Uber’s Atlanta Marketing Manager, Jack Reed, Uber and CCI were able 
to slightly restructure its system to fit the new demographic they both sought to serve. All drivers in 
the US must provide their license and vehicle documentation before being able to drive with Uber. 
They’re also required to go through a pre-screening process that includes a review of their motor 
vehicle records and a search through criminal records at the county, state, and federal levels. 
Additionally, Uber holds a $1 million policy in place for every ride. However, many more challenges 
awaited CommonCourtesy, Inc. (CCI), including how to serve a senior population of whom only about 
20% had access to, and knowledge of, smartphones needed to use Uber. Additional, payment 
methods had to be re-engineered, which was accomplished working with PayPal, enabling CCI to 
create multiple individualized PayPal accounts to serve as separated fund sources for various CCI 
Rider categories.  
   After months of re-imaging and re-engineering its systems to make the organization efficient and 
convenient for all users, CommonCourtesy started managing rides. CCI’s first chapter started in 
Marietta, Georgia, working with Safe Solutions serving as mediator, assessing the local senior 
community’s transportation needs and referring individuals to CCI. Before this collaboration, these 
individuals had to quit driving and were confined to a life of limited mobility and independence. 
Following this successful CCI partnership, the Atlanta American Parkinson’s Association – Georgia 
Chapter, local churches, and local senior living communities have accessed CCI for its unique 
transportation services.  As of March 2016, CCI has coordinated nearly 1,600 needed trips. In 
September 2015, CCI opened its first Affiliate Office in Hampton Roads, Virginia. As CCI expands its 
service to more people and more communities, new sources of funding are needed. Currently, the 
main source of funding is individual donors and contributions from churches, the American 
Parkinson’s Disease Association, the National Aging in Place Council, and local medical offices. CCI is 
endeavoring to secure other financial resources including government grants, corporate sponsorships, 
religious organizations, and foundations.  
At the heart of the CCI model is a partnership that pursues a shared goal: providing mobility, dignity, 

and independence for seniors and others in need of transportation resources and services. 

file:///C:/Users/lynda/Desktop/Common%20Courtesy%20Manual.docx
https://www.uber.com/safety/
https://newsroom.uber.com/insurance-for-uberx-with-ridesharing/
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Our Impact 
CommonCourtesy seeks to enhance the 
quality of life for our in-need clients by 
drawing on public and private support, as well 
as other forms of community assistance and 

local involvement. 

Our Purpose 
CommonCourtesy is a 501c3 qualified 
nonprofit committed to providing secure and 
cost effective transportation for any person 
who cannot, or should not, operate a vehicle. 
Our purpose is two-fold:  

1. To develop user-friendly and reliable 
protocols that allow communities and 
neighborhoods to implement 
CommonCourtesy personal 
transportation partnerships. 

2. To create financial support systems to 
facilitate CommonCourtesy partnership 

programs. 

Our Support 
CommonCourtesy believes that financial support 
of the CCI administration and ride facilitation will 
come from both public and private sources, 
including major corporations, federal, state, and 
local governments, local retail outlets, and 
service providers, individual donors, and private 
donation from the Driver/Partners and 
Rider/Partners. 

 

Our Mission 
CommonCourtesy, Inc. offers a dependable 
system of personal transportation to individuals 
who need flexible route transportation within a 
10 mile area of their residence or work, or who, 
because of the known or unknown risks of driving 
an automobile, have limited access to personal 
transportation and the mobility it provides.   

 

Our 2015 Profile 
CommonCourtesy continues to hold to its high standards of fiscal responsibility by using 90% of every 
dollar received to provide direct ride program services. With hundreds of Riders served, the rides and 
services are varied. Data tends to be under-reported as some volunteers do not report every volunteer 
hour, in-kind donations, etc. By our estimates, the following numbers are about 85% of the actual figures 
as based on media and information we receive via conversations and emails that are provided by our team 
members. 

12 = Average Number of Riders per Day 
14 = Number of Partners/Chapters 
149 = Total Volunteer Hours for Rides, 2015 
1,424 = Number of All Rides Reported from Inception to Date 
$30,542.00 = In-Kind Donations, 2015 
$40,720.00 = 2014-15 Operating Budget 
 

Our Supporters 
Those Helping CCI Sponsor Events and Fundraisers 

Office Depot • Publix • Fresh Market • Willy’s Mexicana Grill • Trader Joe’s • Chick-fil-A  

Our Partnerships 
Holy Innocents Episcopal Church ∙ Clairmont Crest Senior Living ∙ American Parkinson's Disease Association-GA 

∙ A Computer Partner ∙ Atlanta Senior Care Network Niche ∙ Atlanta Hearing Associates ∙ Voices, Choices & 
Solutions ∙ National Aging in Place Council ∙ Aloha to Aging ∙ Adult Day of Dunwoody ∙ The Atlanta History 

Center ∙ Right at Home-Atlanta ∙ Grady Memorial Hospital ∙ WellCare Health Insurance ∙ PayPal ∙ UBER-Atlanta 
 

http://www.holyinnocents.org/
http://www.brcga.org/history/clairmont_crest_flyer.html
http://www.apdageorgia.org/
http://a-computer-partner.com/
http://ascnn.org/
http://www.hearatlanta.com/
http://ascnn.org/voices-choices-and-solutions/
http://ascnn.org/voices-choices-and-solutions/
http://www.ageinplace.org/Local-Chapters/Greater-Atlanta
http://alohatoaging.org/
http://adultdayofdunwoody.com/
http://www.atlantahistorycenter.com/
http://www.atlantahistorycenter.com/
http://www.rightathome.net/atlanta/
http://www.gradyhealth.org/specialty/cardiac-clinic.html
https://www.wellcare.com/Georgia
https://www.paypal.com/signup/account?&PID1=s3eYnkLdE|dc;74291569208;paypal;e;;eu84e2fpi0&kw=paypal&adgroup=GT+-+PayPal+-+ONLY+%28e%29&creative=74291569208&matchtype=e&PID2=3eYnkLdE&network=s&adposition=1t1&target=&devicemodel=&campaign=GT+-+PayPal+-+ONLY&adtype=%7badtype%7d&geo_region=NA&geo_country=US&ct=SMB&act=PayPal+SMB+Google&obj=Acquisition&ch=SEM&tt=TM&mv=google&gclid=CLKoivDq3ccCFY0bgQoddS8IEw&mpch=ads&rftp=4&srce=cnvr&ercc=27722-205546-2056-2&spid=472802872289325478
https://www.uber.com/cities/atlanta/?int=a
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Our Riders’ Stories 
 

With hundreds of CCI Riders, their stories are as varied as the people themselves… 
 
Monthly trip to hospital for heart transplant patient: 

Mr. H was referred by a patient navigator at a large local hospital. He has congenital heart 

disease and he is being evaluated for an available heart transplant. His insurance carrier 

limits his transportation reimbursements and the consequences of his not showing up meant 

that he would be excused from the program. CCI has been able to raise funding for Mr. H 

through crowd funding on the Internet. He continues to be able to make his monthly hospital 

visits to this day. 

 

Weekly visits for a gentleman to visit his wife and local senior center: 
Mr. B has been traveling with CCI for quite some time. He is on a regular schedule of trips 
each week to see his wife who is living in an assisted living facility due to late-stage 
Alzheimer’s disease. After his 1-2 hour visits with her, he travels with us to a nearby senior 
services center to see his “buddies” and then returns back home after a couple of hours. His 
two busy daughters have funded his rides from the beginning. [Not tax-deductible.] 

 
Monthly trips to hospital for Parkinson’s disease treatments: 

Mr. M is a young man in his 30’s. His parents live in a different state, and he is residing in a 
Personal Care Home. Each month he travels to a major hospital for day-long treatments and 
ongoing care analysis. He now makes the two trips back to back with CCI, funded in part by a 
grant from the American Parkinson’s Disease Association, Georgia Chapter. 
 

Daily trips for Infusion: 
Ms. O’s daughter called Common Courtesy to assist her Mom with daily trips to receive infusions for 
cancer treatment. Her daughters were in a panic because they both had full-time jobs in the 
daytime. She was required to travel every day at 10:30 am and be picked up at 11:45 am for 6 
weeks. Our Ride Coordinators stepped up and provided an Uber driver each and every day until her 
treatments ended. She is now cancer free! 

More and more stories occur almost daily. Please send us yours! 
 

 

 

 

 

 

 

 

 

 

 

Founder’s Note:  
Why Not Call a Taxi? 

About two years ago, semi-retired business executive Bob Carr thought he’d spend some time driving for 
Uber. Little did Bob know that his experiences would take him on a whole new career path. One of his Uber 
riders told Bob she had a doctor’s appointment and struggled with Parkinson’s disease. All she needed was to 
travel less than half a mile from her home, as she couldn’t handle the walk. She contacted a regular taxi 
service, but was turned down by the dispatcher because her request was “too short a distance.” Out of 
desperation, she contacted Uber; the call was handled by Bob Carr. That two-block trip confirmed the Carr’s 
concerns about housebound adults who needed help. They knew there had to be thousands of people in the 
metro-Atlanta area who wanted to remain in their homes but needed help with transportation. Either 
medications or debilitating health conditions kept these people from driving, leaving them largely 
housebound.  
 
The Carr’s many-year quest and determination to meet the needs of this unique population now had a viable 
solution: designing a program working with Uber. Today, the company the Carrs founded, Common Courtesy, 
is a grass-roots system, working in cooperation with Uber to coordinate with donated rides – either partially, 
or in full. 
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B. Getting Started 

B.1. Manual Content: Where to Start? 
You will be wondering what comes first. Is it awareness to rider populations that this 
program exists? Or is it spending your time talking to potential sponsors or going to 
appropriate grantors? Maybe going out to local retailers who have a stake in this 
transportation to their locations. Or it may be seeking volunteers to help you with all of 
the details and presentations. 
 
The short answer to all of the above is YES! That is, you cannot silo out the tasks of this 
program. All must be connected. So you will find yourself participating in all CCI 
components from day one, and each day thereafter.  
 
Therefore, it is imperative that you have a working understanding of how the 
components interact and the roles and responsibilities they each entail.   

 

 
 
 

CCI believes our Riders are the core of the program. As a simple business model, you must 
have “demand” before you can supply services. Keeping your Riders at the center of your 
project will ensure your CCI components coordinate to serve the heart of your organization.  
 
However, when establishing a CCI Affiliate or Chapter the interrelationship of all the 
components must be understood by those overseeing the area’s organization.  
 

Therefore, the CCI Manual content is structured around our current operating 
procedures. 
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B.2. Establishing an Affiliate or Chapter Relationship 
In our early years we simply tried to do everything ourselves. While the experience was a 
necessary part of growth, we learned that this project is too valuable to be so localized. 
We determined that the best way to scale and grow the benefits of CCI’s means of 
transportation will be to encourage other entities and locations to partner with CCI. Being 
recognized as a non-profit, we do not necessarily believe that “franchising” is the correct 
path. Rather a “less formal” route has been identified as a way for others to share in the 
excitement of the CommonCourtesy project. 
 

Thus we offer this manual as a “roadmap” for operating a CCI 
program in your area. The contract that you execute is 
significantly shorter and less restrictive than a franchise 
contract. The fees that you pay to CommonCourtesy, Inc® are 
for a wonderful community business opportunity with guidelines 
provided by the CCI National Office. 

B.3. Volunteer Advisory Boards 
It will be vitally important for you to have either a Board of 
Directors (three person minimum) or an Advisory Board (also 
three-five persons). This entity can help you with ideas, 
fundraising, volunteer efforts and many, many other roles that 
you simply cannot do alone. Of course if you are already an 
approved 501c3, you are good to go. If you are not a formalized 
corporate entity, you should consider pursuing this approval or 
gather a small group of associates or friends and share the ideas 
BEFORE you embark on this journey. 

B.4. Volunteer Roles 
Let’s face it Volunteers are great to have, but sometimes 
difficult to manage. Without a leader who is willing to oversee 
the volunteer corps, you will be spending a lot of time doing 
that yourself. There are many people and entities who can 
provide volunteer management and leadership. If you are 
without a person to lead your team of at least five volunteers, 
we can assist with some references and suggestions for calls to 
make. These are the active roles that we provide to newly 
interested volunteers: 

 
Chapter Coordinators: Provides communications to potential 

new Riders assisting with sign-up process and instructing in 
the use of the system by dispatch system or smartphones. 

Fundraising: Facilitates hosing fundraising events at homes, 
schools, clubs, religious organizations, etc. Initiate Chapters 
for Older-Adults Riders. 

E-Volunteer: Uses social media skills to help get the word out through social media 
exchanges.  

Communications: Uses expertise with newsletter production, contacts media 
communication outlets, presents at meetings, writes speeches, organizes/manages 
events and presentations.  

Volunteer Coordinators: Recruits, tracks, and retains an excellent CCI volunteer 
community. 

Founder’s Note:  
10 Things that Volunteers and 

Friends Can Do Right Now 
1. Write letters to 10 powerful 

people with your endorsement 
of the project. 

2. Send 20 emails to your friends 
with your endorsement. Hit 
send, inform a friend. 

3. Share with 10 friends, 
colleagues, etc.: 
commoncourtesyrides.org. 

4. Create a post on Facebook that 
supports the work of 
CommonCourtesy, Inc. 

5. Create a post on LinkedIn that 
supports the work of CCI 

6. Tweet something about the 
projects of CCI. 

7. Follow @commoncourtesyrides 
on Twitter. Assist with Tweets. 

8. Ask friends and business 
associates to make a 
donation/contribution to the 
project. 

9. Make a donation/contribution 
by going to ccrides.org and hit 
the “Donate” button on any 
page. 

10. Help us maintain the CCI 
Website. 

Yours can vary but this will get 
your Volunteers started! 
 
 
 
 



 
 

11 
5/11/2016  CCI Manual, April 2016 
 

Founder Assistants: Provides direct help and support to the responsibilities of the 
Founders. 

Ride Coordinators:  Provides coordination of each trip by summoning Uber drivers using 
assigned account and communicating with drivers during the ride.  

 

B.5. Volunteer Initial Communication 
Be prepared to have a brief orientation. We suggest you send an invitation placed on your 
letterhead. A sample of this communication would include the following details: 
A sample copy is located in Appendix 2: Resources/Orientation Invitation. 

 

B.6. CCI Logo 
Your communications will require the use of CCI’s legally trademarked logos. In addition to 
the sample below, additional samples are located in Appendix 1: Needs/Logos. 

 
 

 

 

 

We are obligated to use these logos as often as possible to maintain our trademark 

protection. 

B.7. Implementation and Management 
Now it is time to go to work (FUN work, but work nevertheless). You will need office space 
that allows for some quiet time. This can be your religious organization’s extra space, an 
unoccupied office at a local business, a rented office with mailbox and receptionist such as 

 
Dear ___________: 

We are delighted that you have requested a role as a CommonCourtesy, Inc® Volunteer. Our goal of 
"providing the link to mobility" could not happen without our dedicated and caring volunteers! 

In order to accommodate the many gifts that our volunteers bring to us, we ask that everyone attend a 
brief orientation to volunteering with CommonCourtesy, Inc® at our offices in the King Plow Arts 
Center, in West Midtown, Atlanta. 

CommonCourtesy, Inc 
887 West Marietta Street 

Atlanta   GA 30318 

These sessions are presented every other month at our King Plow office. 
 
PLEASE REVIEW THE ATTACHMENT. It Includes information about the upcoming sessions. Before you 
attend your orientation session, we ask you to select an available date and call our office to register at 
678-809-2521. 

We look forward to meeting you soon and we know that this will be a win-win engagement for 
everyone. 
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Regus Offices*, or even a space at your home. Most of your meetings will be at the coffee 
shop or the office of the other party. The rest of your time will be taken with phone calls 
and emails along with recruiting and training volunteers and others. 
 
Since this unique project is so new to so many, you will find yourself and those who assist 
you needing to continually educating interested parties. We encourage you to completely 
familiarize yourself with the written materials provided in this manual. PDFs of these 
materials are in Appendix 1: Needs/Rider Registration; /New Rider Orientation and Agenda; 
/Donors and Funders; /All Others. 
 
Some of these key forms include the following:  
 

For Riders 
Rider Registration:  

Welcome to CommonCourtesy 
Registration Application 
Overview 

 New Rider Orientation:  
Welcome with New ID 
Do’s and Don’ts 
Smartphone Users 
Non-Smartphone Users 
FAQs 

 For Donors and Funders  
 PayPal Accounts and Procedures 
 Tracking the Rider’s Chapter Accounts 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Founder’s Note:  
Folder of Forms 

The CCI National Office created an extensive 
repository of forms for your CCI Chapter to 
edit, where needed, and use. These forms 
are made available with your official CCI 
registration. 
 

All Others 
Community Information 
 Uber Information (i.e., insurance) 
 Transportation Providers  
 Transportation Facts, Statistics, Older-Adult and 

Disabled Information 
 Ride Coordinator Step-by-Step Instructions 
WIX Websites 
E-voice Communications 
Mail Chimp 
Volunteer Forms  
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C. Getting to the Next Stage 

C.1. In-service Presentations 
Most, if not all, industries that employ individuals who have 
a “certification” status will be required to provide periodic 
educational credits referred to as CEU’s (Continuing 
Education Units). This can be a real opportunity for you to 
provide your “message within a message” and spread the 
word about your CommonCourtesy program. That is… YOU 
have a viable new option for people in need of access to 
transportation. The huge unmet need is devastating for 
many individuals – almost everyone has a connection to 
individuals/families in need and/or service providers. These 
industries include hospitals, educational institutions, 
medical facilities, etc., even lawyers and insurance 
providers. Your in-service CEU topic must address a point of 
educational value approved by the agency certifying the 
CEU’s. See Appendix 2: Resources/ CCI Presentation Sample 

PPT for usable PowerPoint presentations, but we encourage 
you to amend these slides to fit your audience’s needs. Be 
sure to take CCI brochures, your business cards, and 
other handouts with CCI contact information. Consistently, 
in our experiences, CCI has received follow-up requests, 
post-presentation contact to engage our services, or 
requests to make a presentation to another group. 
In-Service topics that we recommend are: 

 New Transportation Alternatives for Older–Adults: Why 
Our Seniors Lack Access to Available Transportation 

 The Future for Mobility of Patients and Older-Adults: 
YOU are a Part of a Transportation Revolution 

 Information for your Community/Facility that will Make Life Easier: Providing Your 
Community Access to Transportation to Meet Needs of the… [Blind, Hearing Impaired, 
Older-Adults, Medical Needs]   

 
 
The world of disabled individuals 
is foreign to many of us.  
It is important that you become 
familiar with like-minded 
organizations in your community. 
Many people with a disability 
dismiss the fact that they are 
UNABLE to accomplish various 
tasks. Your role is very much to 
ENABLE them to accomplish as 
much as possible of what we take 
for granted by providing them 
transportation alternatives. To be 
prepared for your presentation, 
please Google your area’s 

Founder’s Note:  
A Couple of Presentation Pointers 
1. Ask the organization’s lead if 

you will access to presentation 
technology.   

2. Use the PowerPoint slides 
provided in Appendix 2: 
Resources/ CCI Presentation 
Sample PPT. 

3. Put the slides on a thumb drive. 
4. Arrive early to access the 

location’s AV equipment.  
5. Be prepared for their AV 

equipment to NOT work and to 
make your presentation without 
the slides or to use your 
personal laptop (be sure to 
bring your own external and 
extension cords). 

6. Take several copies of the CCI 
FAQs to leave behind. 

7. To meet their in-services 
requirements, many managers 
will require that you provide 
“educational” information. 
Please consider what you can 
share.  

 

CEU Presentation Sample Flyer 
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organizations, such as Senior Transportation Programs, 
Disabled Transportation Programs, Easter Seals 
Foundation, your county/community senior services, 
etc. 
 

C.2. Building YOUR Relationships 
CCI chose the tag line “in partnership with you for 
transportation” for a good reason. We believe that 
everyone in the community has a stake in making vehicle 
mobility accessible to ALL. 
We often turn the question around when asked, “Who 
would use/need this service?” by asking them in return, 
“Who can YOU think of who might benefit from vehicle 
accessibility in the community?” 
Relationship building is easier for you because of CCI’s 
mission: to serve. Build relationships with everyone! 
After all everyone has a mother, father, or grandparent, 
knows of someone with an illness or someone who is a 
caregiver to another, or has some limiting feature such 
as blindness or a hearing impairment. What can YOU do 
for them? 
 
In order to involve the community, it will be important 
for you to GET involved yourself. Seek to not only join, 
but also to play a leadership role in community service 
areas. Some of these are Chambers of Commerce, civic 
associations, neighborhood groups, caregiving networks, 
and medical community volunteer groups. Once again, 
you cannot just join, get involved with a role. 
 

C.3. Setting Target Dates 
You will want to set your Goals and Visions with Target 
dates. We suggest the following milestones:  

 First Funding Received 

 First Chapter (or Sub-Chapter) Meeting or 
Presentation 

 First Ride Delivered 

 First Story Written 

 First Single Contribution over $300 Received 

 First Media Post through Local Print or Social 
Media 

 100th Ride Delivered 

 First $1,000 Contribution Received 

 Reaching $75,000 in Contributions… $100,000 in 
Contributions…and on!  

 

C.4. Asking for Donations 
We have found that donations will start coming in when some rides have been delivered. 

Most donors want to know what you ARE doing successfully, not what you would LIKE to do 

Founder’s Note:  
Communication 

In an earlier life, Bob studied and 
presented to corporations about 
the critical importance of 
communication. What he found 
most important to a healthy 
interaction were: 1) the role of 
listening, especially ACTIVE 
listening; and 2) the importance of 
understanding that we all have 
different preferences and 
personalities, so respecting the 
other person’s “style” is their 
comfort. Please don’t try to 

change it (or them). 

Founder’s Note:  
Donations 

The beauty of CCI is that everyone 
in the community CAN get 
involved. Although it is not clearly 
stated in the Maslow’s original 
“Hierarchy of Needs,” the need for 
humans to transport ourselves is an 
essential part of the human 
experience. Thus, donations for 
CCI rides are actually contributing 
to the “self-actualization” need of 
humans. 
 

Founder’s Note:  
Celebrations! 

All too often we become so busy in 
delivery of our programs that we 
forget to stop and celebrate. We 
strongly suggest that you plan a 
celebration (no matter how big or 
small) after you have met a goal or 
target. Be creative! A celebration 
does not have to last long or be 
expensive. Be sure to include 
Riders if you can. But ALWAYS 
notify or include contributors, 
donors and sponsors who helped 

make this celebration happen. 

https://en.wikipedia.org/wiki/Maslow%27s_hierarchy_of_needs


 
 

15 
5/11/2016  CCI Manual, April 2016 
 

potentially. It is important to remember that every donation is important. From $1 to 

$5,000, each donor wants to be appreciated, and some will want a letter from you for their 

tax records. See Appendix 2: Resources/Tax Letter. CCI believes that asking for donations 

and contributions is more than asking for a handout. In fact we are really do the “heavy 

lifting” and the contributor is enabling an individual previously unable to get transported 

the ability to travel. Ask on for donations and support! Then show your appreciation on 

behalf of the CommonCourtesy Rider! 

C.5. Getting the Word Out! 
Wherever you go, whatever you do, whenever you interact tell your CCI stories. Use our 
social media list along with your own social media forums to let the community know about 
your CommonCourtesy project. Please use our newsletter example or add your contacts to 
receive our newsletter and blogs. CCI Newsletter examples are located in Appendix 2: 
Resources/CCI Newsletter Examples.  
Links to consider using include the following: 

 CCI Newsletter: available soon 

 Facebook:  https://www.facebook.com/commoncourtesyrides 

 LinkedIn:  https://www.linkedin.com/company/commoncourtesy-inc 

 Twitter:  https://twitter.com/intent/user?screen_name=courtesyrides 

 YouTube: 

https://drive.google.com/a/commoncourtesyrides.org/file/d/0BzN9Ukg3P2KbTUV
Dd29XZk50d1U/view 

Preferred fundraising sites include the following:  

 Indegogo:  www.indegogo.com 

 Go Fund Me:  www.gofundme.com 

 Fund Our Community:  www.fundourcommunity.com 

 Fundrazr:  www.fundrazr.com 
 

C.6. Rider Confidentiality and HIPPA 
Most of you are familiar with the laws about confidentiality, particularly HIPPA (Health Insurance 
Portability and Accountability Act of 1996). But a brief review will help guide your decisions and 
presentations. It will also be helpful to consider confidentiality issues in your daily CCI 
operations.  
 
We are not legal experts, so if you feel like you need further advice, please seek the assistance 
of a local attorney who is familiar with these areas of the law. 
How you operate and the record keeping practices that you use are essential to protecting your 
operation (as well as the name of CommonCourtesy). Included in Appendix 1: Needs/Liability; 
/Media Release; /HIPPA Information are several vital documents for your CCI operation: 

 CCI Release of Liability (includes statements of “Release”; “Waiver of Rights: Legally 
Blind”; and “Photo Release”)  

 CCI Media Release  

 HIPPA Violations Informational Document 

https://www.facebook.com/commoncourtesyrides
https://www.linkedin.com/company/commoncourtesy-inc
https://twitter.com/intent/user?screen_name=courtesyrides
https://drive.google.com/a/commoncourtesyrides.org/file/d/0BzN9Ukg3P2KbTUVDd29XZk50d1U/view
https://drive.google.com/a/commoncourtesyrides.org/file/d/0BzN9Ukg3P2KbTUVDd29XZk50d1U/view
https://d.docs.live.net/1cbbb0b481659594/www.indegogo.com
https://d.docs.live.net/1cbbb0b481659594/www.gofundme.com
https://d.docs.live.net/1cbbb0b481659594/www.fundourcommunity.com
http://www.fundrazr.com/
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D. Getting Fully Operational 

D.1. Rider Orientation Meetings  
You will need to start with the intent of conducting a Potential Rider Orientation Meeting. 
We strongly suggest that you have at least $500.00 to start the “trial” at the designated 
location. If people are interested they can add to that “stake” as donations early in the site 
process. Use the CCI PowerPoint and plan to spend around two hours: 

 The first 10-15 minutes will be spent waiting on late comers.  

 The next 30 minutes will be spent on your actual presentation. Go SLOWLY and SPEAK 
LOUDER than you usually do. Remember to honor where your audience is coming 
from. A tentative agenda is in Appendix 1: Needs/New Rider Orientation Agenda for 
you to use as you wish.  

 The next 30-45 minutes are usually spent addressing questions. Since the 
CommonCourtesy program is so new, there are usually many, many questions. None 
are challenging, so don’t be too concerned. Often, at first it is just hard for many 
people to believe CCI’s program if they have never had mobility issues addressed and 
solutions offered to them. 

 You will need time to clean up and ease out. Some attendees will want to 
immediately fill out a Registration, so you may have to wait on them. For others, be 
sure to take some pre-addressed envelopes – not necessarily pre-PAID, just pre-
addressed.  
 

D.2. Rider Registration  
When the Registration Forms come in to the office take a long look at each one. Are they 
really good candidates for your CCI program? We usually have at least two sets of eyes look 
over the Registrations.  

Founder’s Note:  
Actively Beginning Your CCI Rides Program: How Do I Start? 

You will be wondering: what comes first? Is it rider population awareness that your CCI program exists? 
Or it may be it should be spending your time talking to potential sponsors or eliciting funding from 
appropriate grantors. Maybe it is going out to local retailers who have a stake in having CCI 
transportation available for their locations. Or it may be seeking volunteers to help you with all of the 
details and presentations. 
 
The short answer to all of the above is: YES! That is, you cannot silo out the tasks of this program. All 
must be connected. So you find yourself participating in ALL of the areas in one day… and each day 
thereafter. We encourage you to take a break every now and then because the opportunities to grow and 
will never stop. The unmet need has been so long unaddressed that you will be able to work on it as 
often and as much as you prefer.  
 
Understanding the above, we think that Riders are the first initiative. As a simple business model, you 
must have “demand” before you can supply the services. The Riders’ stories and experiences with you 
will strengthen your interactions with all of the other facets, including sponsors and volunteers. Pick a 
local association of a human services area and go to them first. Be it blind, medically based, financially 
based, older-adults or others, you can conduct a “beta-test” of your new program with them and build your 

story for others to hear. 
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 If approved, assign an ID. This is done by using a locator code such as: Alpha Senior 
Living = ASL, and then the date received 

o Of course if more than one Registration is received from a location on the 
same day, you can add a number or letter to the ID. For example: 071215b 
was received July 12, 2015, and was the second one received. So it becomes 
ASL071215b. The individual ID is very important because it will be used in 
tracking rides as well as any funding for the ASL location. 

 

D.3. Rider Approval and Initial Notification  
Next, your CCI office notifies the Rider that they have been approved and mails out the 
Rider’s materials for review. You will include the following 
in the mailing: 

 Cover Letter with new ID (put it on the 2 lines) 
 Rider Instructions 
 Request-a-Ride Form 
 Rider Do’s and Don’ts 
 CCI/Uber Rider pick up ID on light colored paper 

The above Riders’ mailing materials are in Appendix 3: 
Forms/Rider Initial Information Links. The cost to mail the 
CCI packet will be approximately $.71. Please use an Office 
Depot Store Purchasing Program Card to help with printing 
expenses. Find an organization in your area that provides 
this service (such as your local Chamber of Commerce). 
 

D.4. Rider Requests  
A few new approved Riders may contact you in the 
following two-three days after receiving their CCI approval and packet, but most will wait 
awhile. It can be difficult for some to eventually take a ride. 
 
Smartphone Riders: The ID that you assign for smartphone riders 
will need to be entered into the Uber-B system + the CCI Rider 
Registration database. You will put their email into the Uber system 
which will send them the CCI payment under which they fall. You 
will receive a “Trip Ticket” each time that they ride. Procedures for 
recording their data are included in Appendix 2: Resources/Step-by-
Step Smartphone Procedures.  
 
Upon paying your CCI Chapter dues to the CCI Chapter Office, a 
designated call-in 800-line will be established for your local CCI 
Chapter.  
 
Non-Smartphone Riders: Riders without smartphones are your 
Request-a-Ride travelers and will involve your CCI office to perform 
a few additional steps. The complete step-by-step for coordinating a 
rider are in Appendix 2: Resources/Step-by-Step Non-Smartphone 
Procedures. You may have to do a little more hand holding on the 
first two to three CCI rides, but you will find Riders will soon find the 
system routine. 
 
From here, rides will become common place, and your only concern will be tracking the data 

Founder’s Note:  
Rider Orientation Day 

You will find that a very large 
percentage of our population of 
Riders have more open time than 
the average person in the 
parenthood and/or workforce 
sectors. An informational Rider 
Orientation at the local library, 
senior center, church, or cafeteria 
is a great activity that will bring 
people together and spread your 
message, as well. Not all will want 
to be riders, but they may want to 
volunteer or donate! 
 
 

Trip Ticket Sample 
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physically and financially. It’s time to gather donations! 
 

D.5. Tools for Riders  
There are a number of resources available to our Riders. Perhaps the BEST tool is friends 
and partners. When people in our demographic begin something as new as CCI, we 
encourage Riders to go with one or two others. The good news is that there is no additional 
charge with Uber for up to three people per trip/vehicle. 
 
Our Request-a-Ride scripts are also helpful. Also, CCI can provide Riders with a Post-It pad 
of Ride Reminders to post on a refrigerator or elsewhere in their home. Both are available 
in Appendix 2: Resources/Scripts; /Post-It. 
CCI has special procedures for blind and hearing-impaired Riders. For important 
information, see Appendix 1: Needs/Special Riders. 

 

D.6. Registration Form and Application Form                   
The Registration and Application Form is the key that unlocks the ability to serve our 
Riders. Becoming a “CCI Rider” involves being entered into the CCI database. Subsequently, 
a CCI provided ride is tracked physically and financially for the duration of that ride. Not all 
Riders will want to stay in the program. If they elect later to opt out, we generally refund 
the $10.00 registration if they have NOT taken a ride. This will be up to your discretion!  
 
Before you scan the Registration into your office’s CCI Folder for Rider Registrations, 
make certain that the assigned ID and the payment form are filled in on the Registration 
Form. After scanning, you will maintain the paper applications in a secure folder in your 
office. Remember that there is confidential information on the paper form, so keep these 
forms in a secure (possibly locked) file cabinet. 
 
We suggest you keep up to 50 New Rider packets with the paper forms as described above 
on hand. Mail the packet ($.71 in 2015) to the Rider and, if you like, include a self-
addressed envelope to your office. Also, you may want put a “Donations” note on the 
envelope. 
 
Smartphone Riders will have an email account so save the cost of paper and can send their 
forms to the office as email attachments. Obviously, some items like the Request-a-Ride 
Form is not applicable for these Riders. Please see the procedures for Smartphone Riders 
and Uber Instructions in in Appendix 2: Resources/Step-by-Step Smartphone Procedures.  
 

D.6.a Online Registration Format 
In March 2016 CCI added an Online Registration format to the CCI Website. The Registration 
was created using “google documents” and is owned by CCI. CCI can add your 
Chapter/Affiliate as a co-owner, enabling you to edit for your needs. Once a registration 
document is completed, an auto-response is sent to the applicant at their designated email, 
and a notice is sent to CCI’s designated email box. A $10.00 registration fee is collected and 
will be reconciled with your account. We (or you) will assign the unique ID and attach the 
four New Rider Forms: 1) Welcome; 2) Request-a- Ride; 3) Step-by-Step Instructions; and 4) 
Frequently Asked Questions. An excel spreadsheet is automatically created that you will 
receive for your agency. 
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D.7. Where are CCI Riders?  
Chapters and Affiliates might wonder: “How do we let riders in need know about our 
services?”  A few natural locations to present CCI’s options of transportation are: 

 Any Religious Organization 

 United Way Agencies 

 Senior Living, but try “Independent” Living Centers before “Assisted” Living Centers 

 Medical centers and hospitals (most will have an active Auxiliary) 

 County Senior Services Centers 
CCI flyers and one-page information sheets are located in Appendix 2: Resources/ Flyers. 
You may want to leave these behind after your presentation for follow-up. We suggest a 
personal drop off after a presentation/discussion rather than by mailer, even though it is 
more laborious. We have found such a new concept is hard to get across to those in the 
service industry for CCI’s demographic in a “mailer.”  
 

D.8. Volunteers  
As we mentioned earlier, Volunteers will be a necessity! For Riders, the coordination of a 
ride without a smartphone is the key that unlocks their mobility. This is one of the most 
rewarding of the Volunteer roles. Simply using Uber Mobile or another smartphone, the ride 
can easily be coordinated with the procedures that we have included in this Manual.  
   
Other volunteer roles such as presentations to Rider populations will be a great asset to 
you. Mailing Rider Registrations can be easily accomplished from home or at a Volunteer’s 
workplace. We highly recommend a Volunteer Orientation be available once a month. We 
try to make these meetings comfortable with light snacks and soft beverages. A local 
restaurant or local library are ideal locations. Also, a local bank or organization (like the 
YMCA) often have a “Community Room” available on request.  
 

D.9. Rider Demographics 
In cities where Uber is available, you will want to go to Uber Mobile: 

 Move your mouse around to at least 10 different locations on the borders of your 
service area and look for 
car icons on the mapping. 

 Then move your curser 
to a point where you see 
“no UberX available.” 

 Come back into areas 
now that you see 
“expected wait” times of 
15 minutes or more. This 
will be the edge of your 
service area. 
Any of the 
CommonCourtesy 
demographic populations 
served in those areas will 
be serviceable for CCI. 
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D.10. Physically Prohibitive Riders 
Because of our partnerships with Uber and Caliber, CCI’s services are available to almost 
anyone with transportation needs; however, those with motorized wheelchairs cannot be 
accommodated. Be prepared to address this question, as it will be asked. With respect to 
blind riders with service dogs, a recent mandate from Uber stated that drivers MUST 
accommodate the dogs by either accepting the ride or securing another driver. 
 

 

D.11. Ethically Questionable Riders 

Riders who demonstrate low morals or ethics may be given a ride one time before it is 
reported and then promptly removed from the CCI system. Please review the Do’s and 
Don’ts sheet and remind the Rider once. After that, any violation will end their experience 
with CommonCourtesy. 

 

 

 

 

 

 

 

 

 

 

Founder’s Note:  
Hit the Road! 

Now that you know what to do, what forms to gather, and the procedures to deliver rides, it is time 
to “hit the road.” Enough knowledge! Now put it in to ACTION. 
 
Try to book your first coordinated Rider no later than one week from now. You can give the reigns 
to your smartphone riders within a day or so of your Rides kick off. You will need a little time to 
help them to get acclimated to the CCI program, so you will be answering their questions and 
addressing their issues. Your non-smartphone Riders will need a little help from you; the 
smartphone Riders will just be needing database coordination and data input. 
 

 

Founder’s Note:  
Caution 

It is the intention of CCI to be “inclusive” rather than “exclusive.” That is to say that, if possible, 
no rider should be left behind. However, we have unfortunately experienced a number of people 
who, when they hear of “free or discounted rides,” will daily make constant phone calls to get 
transportation. There are unfortunately a larger number of “takers” who try to take advantage of 
“givers.” 
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E. Best Practices                       

E.1. Accurate Record Keeping and Outcome Reports  
Your databases and resulting Outcome Reports are the 
key to validating CCI’s work and the good that CCI is 
providing to your community. Funding sources may 
depend on you providing a “history” of what you are 
achieving with their funds. You, a Volunteer, or a staff 
member can fill in the data, but until the CCI National 
Office is able to create or engineer an easier electronic 
means of keeping the data, you should make every effort 
to stay current. At a minimum we believe that you should 
enter daily data every three days. At best every day!  
 
A step-by-step “data integration model” allows us to take 
the CSV (Comma Separated Value) information from Uber 
for Business and data fields created by Uber and 
reformat with the data that we need to inform our 
Chapters and Affiliates. This code will be provided to you 
in order to provide accurate and timely rider and trip 
information to your clients and partners. 
 
Additionally, you will be keeping payment information (which is also tracked by PayPal) and 
ride data (which is also tracked by Uber or Caliber). You will always have a backup system 
to recreate the data or validate by audit of the data. But an in-house database is your 
primary source of tracking your work. 
 

Samples of tracking and Outcome Reports can be found in Appendix 2: Resources/Tracking 
Sample; /Outcome Reports. 

 All trips 
 Riders Registration Database 
 Chapter Trips and Registrations Database                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            

 Donations 

E.2. Prioritize Rides 
Eventually, there will be days when there will be more desired rides than you can 
accommodate. When this occurs, you should triage the importance (hard to say, but it must 
be done) and alert the potential riders in the request line that you cannot handle them at 
this time. Generally, this occurs with non-smartphone riders since Uber cars are usually 

Founder’s Note:  
Mediation 

Luckily, we are in an age of having 

many new entities available to 

help families discuss the critically 

important decision of previous 

drivers needing to give up their car 

keys (particularly older-adults). 

This is a hefty decision. All too 

often lack of transportation means 

lack of independence, which can 

lead to isolation and possible to 

depression, which then can lead to 

many unhealthy outcomes, some 

devastating. If you are requested 

to provide resources to help 

families with these discussions, we 

can make suggestions of providers 

in the Atlanta area like Voices, 

Choices and Solutions. The goal is 

not to convince these drivers to 

give up driving, but often this is 

the natural outcome. And the good 

news is that now they have 

alternatives with CCI. 

 

Repetitive Medical 

(like dialysis or infusion)

Scheduled Medical Appointments

Blind and Hearing Impaired

Appointment Oriented 

(school, workplace, interviews to secure work)

Quality of Life 

(shopping, hair, friend visit)
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available day and night. The priority should look something like: 

E.3. Make a Weekly Schedule 
A white board or laminated calendar are good ideas to track an overview of what is 
happening. Yes, Outlook Calendar and other programs are great, but a good visual of what 
has happened and what is coming up is extremely helpful, especially for avoiding the worry 
at night: “Did we forget somebody?” 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

E.4. No Ride is Too Small 
For your client Riders using CommonCourtesy there is no ride too short. We have seen cases 

where a Rider is unable to get to a medical appointment less than one mile away from 

home. Others would like to access mass transportation within a mile, but due to weather or 

the simply inability to cross a busy highway, they cannot get there. The minimum fare is 

around $5-$6 for our ride-share partners and at least $45 for mobility chair transportation. 

But, let’s face it, before our services an ambulance was often hailed. [See Rider’s Stories 

on page 8.] 

E.5. Writing Your Stories 
CCI’s service is so novel and such an innovative use of transportation services, you will have 

heartwarming stories from almost 80% of the rides you deliver. Write them in a designated 

story book, a ledger, or even on a scratch pad. Soon Riders’ stories will become so 

numerous you will begin to forget the older ones and only recall the most recent. Build your 

cache of stories from the beginning. Internally, you can use the names or ages to remind 

you of the scenario, but please remember to keep the names out of media without the 

riders’, or funders’ or sponsors’ permission. 
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A poignant example of the need for CCI was related during a 

visit to a new CCI Chapter at Grady Hospital (Atlanta). One 

of their patients needing therapeutic care continually failed 

to show for treatments, resulting in her typical option of 

getting to a hospital being by ambulance. For her last 

scheduled appointment, the Grady CCI Chapter was able to 

coordinate an Uber car for the patient. Realizing that this 

patient had taken six trips by ambulance to various hospitals 

at an average cost of $1,600 per trip, this patient’s previous 

care had cost almost $10,000 in transportation costs alone! 

E.6. Compile Contacts 
We have created a “Card Book” (an idea created by Anne 

Carr). Sleeves for the binder book are inexpensive and hold 

about 20 business cards per one-sided page. You will have 

many business cards coming your way. Keep them and post 

your ideas and notes on the pages that follow. Of course 

your combined email lists, Facebook, LinkedIn, and Twitter 

contacts are sources for your newsletters and crowd funding 

outreach mentioned previously. Some contacts may wish to 

be removed from the CCI contact list. We respect that. 

Eventually, you’ll have plenty more contacts to fill 

your Card Book. 

 

E.7. Media 
Today we don’t just think of media as just printed press, radio, and TV. Facebook, Twitter, 

LinkedIn, blogs and newsletters all accomplish the intended goal of getting the word out 

about CCI. You will, as a CCI Chapter and Affiliate, have full access to our Website. You can 

post your photos and stories as you wish and the 

information will go out to a larger audience. You will 

also be able to post a blog, go to our Facebook and 

Twitter sites and share your news.  YouTube provides 

an excellent format for telling your CCI stories. 

Please note that all CCI YouTube videos must be 

approved by the CCI National Office before they 

are posted. For an example, please click the picture 

(right) for a CCI video: “How CommonCourtesy & Uber Saved My Life.” 

Founder’s Note:  
Accomplishments: Brag Book 

A little bragging doesn’t hurt! 

Especially when you are bragging 

about the Riders and Volunteers. 

Keep a “Brag Book” in the office or 

work area. It’s fun to have a small 

(or large) bell nearby so that when 

someone has reason to brag, they 

can enter it into the Brag Book and 

ring the bell. Maybe this sounds 

corny to some, but it really does 

work. Remember, you will be 

making large and small group 

presentations outside your office 

and, believe us, this is what 

audiences want to hear most! 

And, please, don’t forget about 

us! We love to hear what you are 

accomplishing. Email us, call us or 

post on the Website. We can’t hear 

enough about what’s happening! 

 
 

https://drive.google.com/a/commoncourtesyrides.org/file/d/0BzN9Ukg3P2KbTUVDd29XZk50d1U/view
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E.8. Write a Press Release 
The CCI National Office works with a public relations 

firm in Atlanta. We strongly encourage you to find a 

local professional in this field who has the contacts and 

knows the “turf.” We offer you guidelines, but a service 

that is entrenched in your area will, most likely, save a 

lot of wasted time, effort, and paper. 

If you chose to go it alone, a Press Release broiler-plate 

template is available in Appendix 2: Resources/Press 

Release to help you deliver a professional face to 

interested media outlets. 

Please remember that editors prefer photos around 

300mb’s. If they plan to print your article, they can use 

your press release contact information provided to them 

to reach you for a different, specific size.   

E.9. Photos 
As part of your CCI membership, you will receive a 

folder of photos taken by the CCI National Office. For all photos in the folder, CCI has sent 

a confirming “thank you” to the subjects for allowing the use of their picture. Please do the 

same with all CCI photos you use and share. And, please forward a copy of the thank you to 

us for our master files.  

E.10. Follow Up! 

The donors and Volunteers that have given time and/or money to CCI are usually wanting 

only one thing: a THANK YOU! It is so easy, yet so often we get busy and forget to the time 

to fill in a template letter, hand write a personal note, make a phone call, or find a public 

platform to share CCI’s heart-felt thank you. It is a simple and inexpensive “paycheck” for 

you to give to them!  

Along with the courtesy 

factor, donors often have a 

very real need to be in 

writing, as their time and/or 

money will be tax deductible. 

A template for both personal 

and business 

acknowledgement letters are 

in Appendix 2: 

Resources/Personal Thanks; /Business Thanks. Please use them and alter/edit for your CCI 

program.   

E.11. CCI Website 
The CCI Website, http://www.ccrides.org, was our first, basic Internet presence. We have 
moved to a new site: https://www.commoncourtesyrides.org.  

Founder’s Note:  
Donor Tax Season! 

It is important for your donors that you remember to 

save thank you acknowledgments to a dedicated folder 

on your computer or server. Donors will most likely put 

your letter someplace “safe” and then, somewhere 

between January 1 and April 14, contact you again to 

provide the documentation. This is an important 

component of being a conscientious steward of their 

funding. 

 

http://www.ccrides.org/
https://www.commoncourtesyrides.org/
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The old “ccrides” site now points to the new site. CCI Affiliate membership allows you 
access to a “sub-Website” that you can edit for your local CCI site through the site’s CMS 
system, otherwise, the cost of a Website ready to post with your custom Doman Name is 
$1,250. 

 

 



 
 

26 
5/11/2016  CCI Manual, April 2016 
 

Appendix 

 

Appendix 1:  Need to Know Appendix 2:  Resources Appendix 3:  Forms 
 

Logos, p27  
 

Rider Registration, p28 
 

New Rider Orientation, p29 
 

Donors and Funders, p30 
 

All Others, p31 
 

Liability Release, p32 
 

Media Release, p33 
 

HIPPA Information, p34 
 

Special Riders, p36-37 

 
Volunteer Invitation, p38  

 
In-Service Power Point, p39 

 
CCI Newsletter Template, p40-41 

 
Step-by-Step Smartphone  

Procedures, p42 
 

Step-by-Step Non-Smartphone 
Procedures, p32 

 
Scripts, p43 

 
Post It, p44 

 
Flyers, p44-45 

 
Tax Letter, p46 

 
Tracking Sample, p46 

 
Outcome Report Sample, p46 

 
Press Release Template, p47 

 
Personal Thanks, p48 

 
Business Thanks, p48 

 
Various Links, p49 

 
 

 

 

 

 

 

 

 

 



 
 

27 
5/11/2016  CCI Manual, April 2016 
 

Appendix 1: Need to Know 

Logos 
We are obligated to use these logos as often as possible to maintain our trademark protection. 
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Appendix 1: Need to Know 

Rider Registration 
 

Word document is still available. 

 

First step to find a rider. 

 

 

 

 

 

 

 

 

 

 

 

Rider Registration  
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Appendix 1: Need to Know 

New Rider Orientation and Agenda 
 

CCI’s “New Rider Orientation” Power Point Link 
will be available soon. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 

 

 

 

 

 

 

 

Sample Agenda 

Be sure your agenda includes the 
following items: 

 
 a place holder for Rider #, such 

as Rider ID = ASL + 6 digit date,  
 
 approximate topic/time overview, 
 
 and your name and contact 

information. 
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Appendix 1: Need to Know 

Donors and Funders 
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Appendix 1: Need to Know 

All Others 
 

Online Folder of Forms 

The CCI National Office created an extensive repository of forms for your CCI Chapter to edit, 

where needed, and use.  
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Appendix 1: Need to Know 

Liability Release 
 

CCI RELEASE OF LIABILITY 
PLEASE READ CAREFULLY!  THIS IS A LEGAL DOCUMENT THAT AFFECTS YOUR LEGAL 

RIGHTS! 

The undersigned individual (the “Volunteer as Rider”), a Georgia resident, desires to obtain volunteer 

automobile transportation through CommonCourtesy, Inc., a Georgia non-profit corporation, and 

accordingly executes this Release of Liability (this “Release”). In consideration of the services performed 

by CommonCourtesy, Inc., the Volunteer as Rider hereby freely and voluntarily executes this Release 

under the terms below. I understand that this is “curb to curb service” only: 

1. Release.  Volunteer as Rider does hereby release, discharge, and covenant not to sue 
CommonCourtesy, Inc. its members, officers, directors, employees, volunteers, agents, 
successors, and assigns (collectively the “Organization”) from and against, or with respect to any 
and all liability, claims, or demands that arise or may hereafter arise directly or indirectly from 
the transportation services (the “Services”) provided by the Organization. The foregoing release 
includes but is not limited to any and all liability or claim that the Volunteer as Rider may have 
against the Organization with respect to bodily injury, personal injury, illness, death, or property 
damage or loss that may result, directly or indirectly, from the Services. 

2. Waiver of Rights; Legally Binding.  Volunteer as Rider understands that by executing this 
Release he/she is waiving legal rights including the right to sue, and intends to be legally bound 
by this Release.  

3. Photo Release: I, the undersigned, do hereby consent and agree that CommonCourtesy, Inc., 
its employees, or agents have the right to take photographs, videotape, or digital recordings of me 
and to use these in any and all media created by CommonCourtesy, Inc. 

Rider’s Signature: ________________     Date
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Appendix 1: Need to Know 

Media Release 
 

Media Release:  

By signing below I, Mr./Mrs./Ms.       (client name) 

authorize the organization  identified above to photograph the interior and exterior of 

my home, myself, my family, and any work performed by the Common Courtesy, Inc.™ 

Program.  

I understand the photos will be used for informational and instructional purposes only 

and will not be used to generate a profit or for any other commercial purposes.  I 

understand the photos may be used throughout the country by other local, state and 

federal agencies for informational and instructional purposes.  I have not been 

compensated nor will I seek compensation for the photos.  I release the organization 

from responsibility should a third party violate the terms of this release.   
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Appendix 1: Need to Know 

HIPPA Information 

HIPPA Violations: 

What is a HIPAA Violation?  

To learn more about how your company can protect sensitive medical files please download our guide to HIPAA 

compliant hosting. 

There are all kinds of HIPAA violation cases out there - whether they violate the security, administrative or 

technical safeguards, data breaches often occur within certain parameters, as can be seen from research of the 

HHS reported breaches affecting 500 individuals or more. 

If you’re looking for what the penalties and fines are for certain types of HIPAA violations, see the chart below 

(recently updated to reflect the final HIPAA rules): 

VIOLATION TYPE 
EACH 

VIOLATION 

VIOLATIONS OF AN IDENTICAL PROVISION IN A 

CALENDAR YEAR 

Individual didn't know they 

violated HIPAA 
 $100 - $50,000 $1,500,000 

Reasonable cause and not willful 

neglect 
 $1,000 - $50,000  $1,500,000 

Willful neglect but corrected 

within time 
 $10,000 - $50,000  $1,500,000 

Willful neglect and is not corrected  $50,000  $1,500,000 

Source: Department of Health and Human Resources, Federal Register.gov (PDF) 

According to the final HIPAA modifications, in applying these amounts, the Department will not impose the 

maximum penalty amount in all cases but rather will determine the penalty amounts  based on the nature and 

extent of the violation, the nature and extent of the resulting harm, and the other factors.  

The most common cases in the news involved the following: 

Unencrypted Data 

Although this may be due to the fact that encrypted data breaches do not have to be reported, the vast majority of 

data breaches are due to stolen or lost data that was unencrypted. A common theme includes the data archiving 

method of using backup tapes to store patient health records. 

While increasing and monitoring security of the storage facilities is important, another alternative is IT disaster 

recovery for the cloud. By eliminating tape backup, cloud disaster recovery can increase recovery time objectives 

(RTO) and restore your server data and applications in hours. 

 

http://www.onlinetech.com/resources/white-papers/hipaa-compliant-hosting
http://www.onlinetech.com/resources/white-papers/hipaa-compliant-hosting
http://www.onlinetech.com/resources/references/hipaa-faq
https://s3.amazonaws.com/public-inspection.federalregister.gov/2013-01073.pdf
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Employee Error 

Two separate cases involved an employee leaving unencrypted backup tapes with PHI in their vehicles while 

parked off-premises. Another case was due to employees mistakenly sending PHI to contractors that posted the 

information publicly online. Still others include disclosing sensitive information on social media networks that 

could be personally identifiable. 

Training, documenting and monitoring employee adherence to company security policies and procedures is 

extremely important and one of the easiest preventative actions an organization could take to avoid a data breach. 

While you should train your own employees, remember that part of due diligence in checking your business 

associates’ compliance is also verifying their employees have been trained. Ask your HIPAA hosting provider for 

the latest dates of their employee training. 

Data Stored on Devices 

Almost half of all data breach types can be attributed to the theft of physical records - 49 percent. When portable 

devices are unencrypted or not properly secured by passwords, pins and other security methods, the risk of a PHI 

breach increases considerably. Additionally, if you’re not backing up your data frequently, you can lose a lot of 

valuable patient records if you lose your laptop, smartphone, etc. 

One solution is using a HIPAA compliant data center to host your data and applications securely in an offsite 

location with the appropriate technical, physical, logical and network security in place. With limited remote 

access, your data is safely stored off of your personal and portable devices while your servers are being managed 

and monitored by trained professionals. 

Business Associates 

Sixty-two percent of data breaches involved a business associate, according to HHS.gov, making the vendor 

selection process an essential step toward achieving full compliance. 

What should you look for when you’re comparing HIPAA hosting providers? 

 An independent HIPAA audit report for verification of that a HIPAA hosting provider can actually provide 
compliant solutions and a compliant hosting environment that can withstand scrutiny by an auditor 
measuring against the OCR HIPAA Audit Protocol. 

 Knowledge of what services are essential to helping you meet compliance - a dedicated or virtual 
firewall/VPN, antivirus, OS patch management, offsite backup/DR - as well as what services are strongly 

recommended or considered best practice in the industry. 

 Documented, formal policies and procedures, as well as dates and documentation that all of their employees 

have undergone training. Dates are important to verify their ongoing compliance. 

 A business associate agreement (BAA) that outlines their responsibilities, ownership, timeline of breach 

notification, how they handle PHI, etc. 

Lapse in Notification 

Another mistake made in many HIPAA violation cases is the date of notification to HHS and affected individuals. 

HHS requires extensive documentation within 10 days of a data breach, with at least 15 specific components that 

relate to the covered entity’s internal investigation, policies and procedures, physical safeguards, risk assessment, 

and breach notification.  

http://www.onlinetech.com/solutions/compliant-hosting/hipaa-compliant-hosting
http://www.onlinetech.com/solutions/compliant-hosting/hipaa-compliant-hosting
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Appendix 1: Need to Know 

Special Riders 
 

Although some States, Federal Agencies and associations 

such as the CTAA Community 

Transportation Association of 

America recommend, or in 

some cases mandate, Drivers 

complete training in CPR, 

First Aid, and “Driver 

Sensitivity Training,” we 

strongly believe that 

empathy, compassion, and, 

YES… Common Courtesy are 

the considerations that are 

the basis of a good 

experience for both driver and rider. 

Below are a few of our suggestions for treatment of “special needs” individual riders FROM OUR 

EXPERIENCES: 

Blind / Visually Impaired:  
The rider will be holding an assistive device or may have a service dog. When you see this, 
you should think in terms of all communication coming from your voice.  

 Please speak loudly and slowly, but NOT in such a way that would be considered 
condescending.  

 You will want to exit the vehicle and confirm the rider has is no sight. If so, ASK if 
you can assist walking by placing a hand on your shoulder and lead the rider to the 
vehicle while talking. Some prefer to take hold of the triceps area instead of your 
shoulder. 

 Walk slowly and anticipate changes in landscape or walkway.  

 Lead/guide into backseat and assist with the seatbelt slowly sharing what you are 
doing as often as possible.  

 Upon completing the ride, assist the rider out of the car and to the door of the 
destination. Some prefer to take hold of the triceps area instead of shoulder. 

 

Hearing Impaired:  
The rider may also be carrying an assistive device or even a mobile pad. Most hearing 
impaired are quite capable of following your communications if you slow down. Do NOT feel 
like shouting will help them hear better! Use eye contact as much as possible and smile to 
comfort. 

 
 
Older-Adults:  
There are a variety of special conditions for older-adults. CommonCourtesy is the primary 
key to a successful trip! Many are accustomed to a taxi-type service so you are going to be a 
welcome ride. There is a sense of loss of control as people age, so you may experience a 
controlling tone used by these riders. Go with the flow. You are there to drive them to their  
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[Special Riders, con’t] 
 

destination, not make best friends (although that’s often a wonderful outcome). Your 
courtesy is a primary factor in an enjoyable trip. If they have an assistive device like a 
walker or even folding wheelchair, you can get them seated and then place the device in the 
trunk. If they want to make any short stops along the way, encourage them to take their 
devices(s) with them for their safety. 
 
Memory Loss:  
This is a common situation with older adults. Oftentimes, an older child of a parent who is 
experiencing MCI (Mild Cognitive Impairment, or early stage dementia) will enroll the parent 
in programs that offer adult day care (horrible term in our opinion). This situation can entail 
a logistical nightmare for transportation to and from the facility. We have experienced this 
many, many times, yet, luckily, without incident. You should encourage a family member to 
be present at home for both the pickup and the drop off, and a staff member to be present 
for both on site. An auto-text must be sent to your driver informing them of this prior to 
pick up. 
 
Lifelong Diseases: 
We are not referring to “communicable” diseases. Rather we refer to conditions such as 
cancer, requiring daily or periodic infusions; kidney disease requiring dialysis visits to a 
Dialysis Center two-four times a week for approximately six to eight hours; physical therapy, 
etc.  There are numerous illnesses that require repetitive, on-site treatment. You are a life-
saver in many cases for both the patient AND the family members who are bound to 
specialized treatments. Your role is to simply provide ground transport for them that may 
not exist, thus, fulfilling the mission of CommonCourtesy! 
 
Able, but present rude, controlling, demanding, aggressive, or insufferably entitled 
behaviors: 
For Uber drivers “bad behavior” is not too far out of their norm, as they often have to deal 
with riders who have “celebrated” excessively. The good news is that you are coordinating 
the ride for those without a smartphone, and the driver can inform you. If the rider is a 
smartphone rider, then the driver will probably rate them a 1 or 2 on the 5 scale. In either 
case, although we are here to help by performing a valuable service, they WILL be excused 
from our program for more than one “bad behavior” event. 
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Appendix 2: Resources 

Volunteer Orientation Invitation 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Dear ___________: 

We are delighted that you have requested a role as a CommonCourtesy, Inc® Volunteer. Our goal of 
"providing the link to mobility" could not happen without our dedicated and caring volunteers! 

In order to accommodate the many gifts that our volunteers bring to us, we ask that everyone attend a 

brief orientation to volunteering with CommonCourtesy, Inc® at our offices in the King Plow Arts 
Center, in West Midtown, Atlanta. 

CommonCourtesy, Inc 
887 West Marietta Street 

Atlanta   GA 30318 
These sessions are presented every other month at our King Plow office. 
 
PLEASE REVIEW THE ATTACHMENT. It Includes information about the upcoming sessions. Before you 
attend your orientation session, we ask you to select an available date and call our office to register at 
678-809-2521. 

We look forward to meeting you soon and we know that this will be a win-win engagement for 
everyone. 
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Appendix 2: Resources 

CCI Presentation Power Point Sample  
[Link to Slides Under Construction] 
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Appendix 2: Resources 

CCI Newsletter Examples 
[Link to Newsletter Template Under Construction] 

 

 
May 2099 
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[CCI Newsletter Samples, con’t] 

 

 

November 2008 
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Appendix 2: Resources 

All Rider Step-by-Step Instructions  

 

 
 
 
 
 
 

COMMON COURTESY RIDES FOR THOSE IN NEED: HOW IT WORKS 

A.  Application 

1. Become a registered rider by completing and submitting the required Registration form 

along with a credit card or check for $10 made out to CommonCourtesy 

a. You must have a cell phone to become a registered rider 

2. Receive Confirmation with your rider identification number and rider registration packet. 

B.  Taking Rides with CommonCourtesy IF BY DISPATCH ONLY a $5.00 fee applies 

1. Schedule a ride by calling the toll free message center at 888-447-7555 and pressing the 

#1 button on your phone.  Leave a message with all the information to arrange your ride 

from the script in your rider registration packet. 

2. A confirmation call will be made a unique Ride Confirmation Code. Please retain this 

Code as  

a. You will be given a local number to call 404-276-0164 on your cell if you have any 

changes to the planned travel itinerary.  Please write it down and take with you. 

3. Pick-up Your CommonCourtesy Driver will arrive within 10 minutes of the pick-up time, 

driver name and last 3 digits of their license plate number will be provided to you along 

with make of the auto. 

4.  Return ride CommonCourtesy will call you 15 minutes before you are scheduled to be 

picked up to confirm the time and location. 

a. Please be sure and have your cell phone charged and turned on to receive the 

return ride confirmation call. 

b. Call the local number given to you 404-276-0164 if your return time is delayed or 

changed. 

c. Also call the local number if your driver has not arrived or if there is a problem. 

5. Donations can be made to CommonCourtesy by mailing directly to them  

at PO Box 19674, Atlanta, GA 30325 

 

6. *If you are using you’re your own Smartphone: Please see the attached document for a 

step-by-step guide to Uber IT. 

CommonCourtesy is a not-for–profit organization offering rides for the needs of others. Rides are 

provided in association with Uber with Uber drivers.   
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Appendix 2: Resources 

Step-by-Step Smartphone and Non-Smartphone Procedures  
[Under Construction] 

Appendix 2: Resources 

Scripts 
 

Thank you for calling Common Courtesy! 

To reach the Request a ride system please press 1 now. 

To reach the general information line press 2. 

If you have received a Request-a-Ride Form from us please use the completed form to provide your 

information." You may press 1 at any time. 

You must be in the Rider Registry and have been provided an ID to use the system and be ready to 

provide a suggested ride itinerary to us!  

Rides cannot be guaranteed within a 24-hour time frame. 

A service fee for Coordinator Ride services is $3.00/trip to CCI. 

Please state clearly the requested date and pick up location of your ride followed with other details. 

You will receive a confirmation within 24 hours if approved and must have this confirmation ID when 

the transportation delivered. 

Please enjoy your trip!   Please press 1 now. 
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Appendix 2: Resources 

Post-It Example 
 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 2: Resources 

Flyers  
[Link to Tri-Fold Brochure Under Construction] 

 

 

 

 
 
 

 

Ride Reminder! 

My trip with CommonCourtesy is scheduled for 

Pick up on:  M T  W  T  F  S  S 

_________ / ___ , 2016 at: ___________ am / pm 

To: ___________________________________ 

And return pick-up at: 

_________________ am / pm 
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[Flyers, con’t] 
 
 

Aging Summit Flyer Example 

 
 
 
 
 
CCI Promo for Presentations 
[Link to Flyer Under Construction] 
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Appendix 2: Resources 

Tax Letter 
[Under Construction] 

 
 
 

Appendix 2: Resources 

Tracking Sample 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Appendix 2: Resources 

Outcome Report Sample 
[Under Construction] 
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Appendix 2: Resources 

Press Release Broiler-Plate 
 

There are a myriad of online press 

release templates. Make them your 

own, but be sure to provide the 

suggested information to help get 

your CCI event publicized.  
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Appendix 2: Resources 

Personal Thank You Sample 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 2: Resources 

Business Thank You Sample 
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Appendix 3: Forms 

 

Rider Initial Information Links 
[Links Under Construction] 

 

Welcome Letter-Paper 

 

Welcome letter-Email 

 

Rider Instructions 

 

Step-by-Step All Riders 

 

Smartphone Riders 

 

Non-Smartphone Riders 

 

Rider Concerns 
 

 

 

file:///C:/2013%20and%202014%20CURRENT%20FILES/2014%20Common%20Courtesy/Forms/Updated%202015-2016/Letter%20of%20Confirmation%20%20and%20RAR%20no%20smartphone.docx
file:///C:/2013%20and%202014%20CURRENT%20FILES/2014%20Common%20Courtesy/Forms/Updated%202015-2016/Rider%20Registration%20Packet%20w%20Instructions/Email%20ID%20Cover%20Letter%20of%20Confirmation%20%20and%20RAR%20no%20smartphone.docx
file:///C:/2013%20and%202014%20CURRENT%20FILES/2014%20Common%20Courtesy/Forms/ALL%20RIDER%20STEP-BY-STEP%20INSTRUCTION%20SHEET%20ed%2010-14.docx
file:///C:/2013%20and%202014%20CURRENT%20FILES/2014%20Common%20Courtesy/Forms/Updated%202015-2016/CC%20Rider%20Instructions%20for%20CC-Uber%20System.docx
file:///C:/2013%20and%202014%20CURRENT%20FILES/2014%20Common%20Courtesy/Forms/Updated%202015-2016/Rider%20Registration%20Packet%20w%20Instructions/Email%20ID%20Cover%20Letter%20of%20Confirmation%20%20and%20RAR%20no%20smartphone.docx
file:///C:/2013%20and%202014%20CURRENT%20FILES/2014%20Common%20Courtesy/Forms/Updated%202015-2016/CC%20App%20Pg%207-Rider%20Concerns.docx

