
Organizational Structure Checklist


Target Completion Date: 







Who is completing the Organizational Structure? 



 
Structure (check one):

· Nonprofit Corporation (commonly 501(c)(3))

· Government Entity


Governance Documents (check applicable documents)

· Determine documents needed

· Draft and submit for approval

· Articles of Incorporation (if applicable nonprofit corporation)

· Bylaws (if applicable nonprofit corporation)

· Resolution/Executive Order/Ordinance (if applicable government entity)

· Guidelines/Procedures (if applicable government entity)

Identity

· Name: Keep _________________________________ Beautiful

· Mission Statement

· Logo

Administration

· Determine board member responsibilities

· Member recruitment

· Executive Director job description

· Financial Plan

· Secure start-up funds

· Design first year operational budget

· Prepare potential donor packet 

Litter Index Checklist

Target Completion Date: ________________________________________________
Who is coordinating the KAB Litter Index? _________________________________

· Determine who will act as scoring leader

· Prepare your scoring map

· Prepare the driving route listing all Sites within each Area for Litter Index

· Determine if Optional Indices will be conducted

· Enlist 3-6 scorers to perform the Index

· Select date to conduct Index 

· Secure a van that is large enough to afford similar views for all scorers 

· Select a driver for the van who is familiar with the streets of your community 

· Secure “Slow Moving” sign, may be available from government entity or may need to create sign to place on the rear of your vehicle for increased safety

· Secure a location, computer, DVD player and LCD projector for ½-1 hour training  

· Identify 2-3 practice Sites where scorers will score and share scores so scorers develop a consensus among the scorers

· Prepare scorer packet: 

· Copy of Exhibits from Keep America Beautiful Community Appearance Index 

· Exhibit 4 - Litter Scale Descriptions

· Exhibit 5 – Litter Scale: Photographs

· Exhibit 7 – Litter Index Scoring Sheet (1 per scorer per Area)

· Clipboards and Pencils

· Additional recommendations for scoring day: 

· Continental breakfast at training 

· Snacks and water during scoring 

· Identify lunch location 

· Complete Litter Index Report form including a general description for each Area

Focus Area Survey Checklist


Target Completion Date: 







Who is completing the Survey? 

                           


· Identify relevant resources in government agencies, businesses and civic organizations

· Determine method of distribution i.e. email or  interview

· Set deadline

· Complete and compile survey

 Observations and Recommendations Checklist



Target Completion Date: _______________________________________

Who is completing the Observation and Recommendations based on the data from the Focus Area Survey and KAB Litter Index? ______________________________________

Observations 

· Review information

· Make observations in each community improvement area within the four pressure points for behavior change (Education, Ordinances, Enforcement, Resources and Tools)

· Litter Prevention

· Beautification and Community Greening

· Waste Reduction and Recycling


Recommendations (optional)

· Make recommendations in each community improvement area within the four pressure points for behavior change (Education, Ordinances, Enforcement, Resources and Tools) to be used during the Workshop 2 training
· Litter Prevention

· Beautification and Community Greening

· Waste Reduction and Recycling


Report Checklist


Target Completion Date: 







Who is completing the Report? 

                   
      

· Report materials compiled
· Place all materials in order and secure in a 3-ring notebook, binder, or report cover. Make 3 copies. (The report may be sent electronically if all required pieces are included in one electronic document.)
· Report sent to KAB National Trainer, State Affiliate (if applicable) and National Office

· Workshop 2 training date coordinated with KAB National Trainer, State Affiliate (if applicable), and  National Office

· Board members committed to Workshop 2 training date

· Executive Director committed to Workshop 2 training date

Affiliate Workshop 2 Checklist

Target Completion Date: 







Who is responsible? 
                                             
        

· Review Community Calendar for possible date conflicts

· Confirm date with National Trainer, State Affiliate Leader, if applicable, and KAB National Office

· Reserve meeting space

· Mail workshop notice to Board members, National Trainer, and State Leader, if applicable. Include an agenda, a “reply-by” date, and instruction on location, parking and access.

· Secure equipment (check with National Trainer for complete list of needs)

· Microphone and podium, if needed

· LCD

· Laptop

· Screen

· Extension cord(s)

· Flip chart, stand, markers

· Follow up on “no” replies and make reminder calls

· Prepare materials:

· Board training materials (including copies of the Report for every  
board member) 

· Expect box of materials from KAB National Office 

· Bring unopened box to training workshop venue for National Trainer 

· Arrange food and drink for training

· Check training workshop accommodations

· Report attendance at training with training workshop venue

· Confirm room arrangement including table for training materials shipped by KAB

· Confirm equipment

· Room set-up for board training

· Room for Executive Director training

· Computer with internet access

Ceremony Checklist


Target Completion Date: 







Who is responsible? 
                                             
     

· Confirm date with National Trainer, State Affiliate Leader (if applicable), and National Office

· Confirm date on the City/County Council calendar

· Reserve ceremony room/space

· Secure equipment for ceremony

· Microphone and podium, if needed

· Arrange for greeters, volunteer, and photographer for ceremony

· Provide agenda and talking points for mayor, chairman, and other speakers

· Confirm attendance 

· Food and drink, if applicable

· Contact local media, write and send media releases well in advance of the date 

· Mail ceremony invitation to Board members and honored guests (include an agenda, a “reply-by” date and other pertinent information)

· Follow up on “no” replies and make reminder calls at least one week in advance

· Check ceremony accommodations

· Report attendance at ceremony venue

· Confirm room arrangement including table for food and beverage, if applicable, and handouts, if applicable

· Confirm equipment

· Bring framed certificate shipped from KAB

Prepare materials:

· Press/media materials

· Promotional items (distribute prior to ceremony)
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