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CHAPTER 1- AFFILIATE TRAINING MANUAL OVERVIEW


[bookmark: _Toc254611830]PURPOSE
Welcome! The purpose of this manual is two-fold. One purpose is to provide new affiliates with information on starting and setting up a program. The second is to provide affiliates with useful resources and program ideas. 

New affiliates have some specific needs: How do I set up a program? Who should serve on the governing body? What exactly do I need to do? 

Affiliates in general may have questions about Keep Texas Beautiful and types of programs and activities endorsed by the organization. We hope that this document will serve as a guide and place where questions will begin to be answered. This book belongs to the organization and should be available to new directors/coordinators, board members, and volunteers.

AFFILIATES
Over 360 cities and counties make up a statewide network of community-based grassroots litter prevention and beautification programs in Texas. From 1992-2001 this program was called “Proud Community.” In 2001, the name was changed to “Affiliate.” This program is the primary method for grassroots involvement with KTB. Through the Affiliate Program, KTB strives to provide organizational development assistance in order to establish stability and infrastructure sustainability. 

Communities and counties of all sizes may benefit. Everyone wants a clean community. This program can increase economic development, change visitors’ perceptions, and change citizens’ attitudes about waste handling practices. The ultimate goal is to increase pride in the community or county.

WHO ARE WE?
Keep Texas Beautiful is a grassroots-based organization dedicated to a mission “to educate and engage Texans to take responsibility for improving their community environment.” Our organizational focus is concentrated in three areas:

•	Litter Prevention
•	Beautification
•	Waste Reduction

Keep Texas Beautiful is more than a cleanup organization. KTB is a group working to change attitudes about litter and solid waste practices. To reach this goal the organization believes that individual responsibility is essential; education is the foundation; and partnerships are key to long-term success.

MISSION OF AFFILIATE PROGRAM
The mission of the Keep Texas Beautiful Affiliate Program is to establish a standard for annual approval and recognition of Texas communities and counties whose ongoing litter prevention and community beautification efforts are representative of the mission of Keep Texas Beautiful.

GOALS
KTB’s three major goals for the Affiliate Program are to:
•	increase interest in solid waste management and beautification programs
•	enable involved organizations to fulfill their commitment through a KTB partnership
•	encourage and help affiliates to join Keep America Beautiful  

BENEFITS TO THE AFFILIATE
•	Training manual
•	Free training provided by KTB 
•	KTB affiliate road sign
•	Access to a network of more than 360 affiliates in Texas
•	Recognition at the KTB annual conference
•	Use of the KTB logo
•	Grassroots newsletter
•	Invitations to KTB Forums, regional meetings, and other specialized training
•	Trash bags, incentive items, and publicity materials when participating in designated events
•	Connections to state and federal agencies
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	Step
	Action
	Explanation

	1
	Submit annual fee
	Payment of the fee on annual basis is required to receive benefits. Fee must be paid each year to maintain affiliate status. Due in March.

	2
	Attend annual KTB training
	A representative must receive annual training from KTB either regionally or at the conference. 

	3
	Report activities annually
	Complete an Annual Report provided by KTB stating annual accomplishments and program activities. Due in March. 

	4
	Participate
	Participate in at least one endorsed program such as Don’t Mess with Texas Trash-Off, Texas Waterway Cleanup Program, Texas Recycles Day, or Texas Arbor Day.
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To meet these responsibilities, the affiliate should establish an ongoing organization that will sustain the program long-term. A board, commission, or committee consisting of grassroots representatives from the public, private, and civic sectors is a vital part of this long-term success. Affiliates are entered into the KTB system as Provisional Members until the following steps are completed. The status of an organization is moved to affiliate status upon completion of all steps and submission of a copy of board/committee/commission membership list and bylaws or ordinance.  Official affiliates in good standing are eligible for additional benefits and recognition.

STEP ONE: Review the KTB Training Manual	

Completed by: ________________________	 Date: 	____________________

STEP TWO: Determine organizational structure and determine board membership

Completed by: ________________________	 Date: 	____________________

STEP THREE: Draft mission statement 

Completed by: ________________________	 Date: 	____________________

STEP FOUR: Draft bylaws, organization guidelines, ordinance, or resolution the organization (samples in Training Manual and available by email or on diskette upon request to KTB staff)

Completed by: ________________________	 Date: 	____________________

STEP FIVE: Get the facts about your community

Completed by: ________________________	 Date: 	____________________

STEP SIX: Prioritize the projects that you would like to accomplish in the first year (based on Step 5), set goals and objectives, and create a Calendar of Events (check KTB newsletter and/or www.ktb.org for dates)

Completed by: ________________________	 Date: 	____________________

STEP SEVEN: Establish a budget (This may be all in-kind for the first year.)

Completed by: ________________________	 Date: 	____________________

STEP EIGHT: Develop a media list and a list of community/volunteer organizations to assist you in accomplishing the projects.

Completed by: ________________________	 Date: 	____________________
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Information on each of the steps identified in the last section is included in this training manual. We ask that new affiliates review the checklist monthly and report by the 5th of each month until all the steps are complete. Existing affiliates may want to review the steps to ensure that the local program is sustainable.

	Step
	Action
	Chapter

	1
	Review Training Manual
	Look at the table of contents and familiarize yourself with the entire manual.

	
2
	
Determine organizational structure and determine board membership
	Chapter 3 provides information on different types of organizational structures. The Introduction to Keep Texas Beautiful training provides an overview of organization types and how each works. Chapter 4 provides information on finding volunteers and selecting officers.

	
3

	
Draft mission statement 
	Chapter 3 provides information on setting a mission. Some affiliates may choose to use a version of the Keep Texas Beautiful or Keep America Beautiful mission.

	4
	Draft bylaws, organization guidelines, ordinance, or resolution for the organization 
	Samples are located on the KTB Training Manual file each new affiliate receives.

	

5

	

Get the facts about your community
	In Chapter 6, KTB has provided copies of surveys and evaluation tools that may be used to assess the needs in your community. Get the Facts is one of the steps outlined in Chapter 2 as part of the Five Step approach to changing attitudes.

	
6
	[bookmark: _Hlt20636914]Prioritize the projects that you would like to accomplish in the first year (based on Step 5), set goals and objectives, and create a Calendar of Events  (check KTB newsletter and/or www.ktb.org for dates)
	Chapter 7 describes the planning process including setting goals and objectives. Chapter 9 provides some “creative ideas” that may be helpful in your brainstorming exercises.

	
7

	Establish a Budget. Identify funding sources and ideas for in-kind contributions. 
	Chapter 11 covers budgets and fundraising.

	8
	Develop a media list and a list of community/volunteer organizations to assist you in accomplishing the projects.
	“Working with the media” is the title of Chapter 12 which will assist you in determining your media resources. 
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CHAPTER 2- STATE AND NATIONAL CONNECTION

MISSION
The mission of Keep Texas Beautiful is “to education and engage Texans to take responsibility for improving their community environment.”

VISION
Texas will be the cleanest, most beautiful state in the nation.

FOCUS
•	Litter Prevention
•	Beautification 
•	Waste Reduction

PAST AND PRESENT
Keep Texas Beautiful (KTB) is a statewide 501(c)(3) nonprofit organization. KTB serves as a coordinating body and information clearinghouse for grassroots-based litter prevention, beautification, community improvement, and solid waste programs.

The Beautify Texas Council was founded in 1967 as a volunteer organization. The organization operated initially as a branch of the Governor's Office of Community Affairs and Volunteer Services. In 1985, the organization changed its name to Keep Texas Beautiful, Inc. and became a state affiliate of Keep America Beautiful, Inc. 

In January 1985, the Texas Department of Highways and Public Transportation, now the Texas Department of Transportation, authorized a new anti-litter campaign. The campaign included funding for public education and media programs plus prize money for the Keep Texas Beautiful Governor's Community Achievement Award. Since the introduction of the "Don't Mess with Texas" campaign in 1985, KTB has partnered with the Texas Department of Transportation to reduce litter statewide (additional information available in the Partners section).

A board of directors consisting of community, business, and government leaders from throughout the state directs KTB.  KTB staff maintains the day-to-day operations of the organization and provides ongoing support for grassroots groups The Affiliate Services Team are dedicated to taking your community through the steps necessary to become a successful KTB affiliate so that you can create clean and beautiful places to live, work, and visit.  The team works with affiliates in designated regions: Region 1 includes north central Texas to the Dallas/Fort Worth area, and the Texas Panhandle; Region 2 covers east Texas, metropolitan Houston, to Beaumont and south Texas; Region 3 includes central Texas to the Rio Grande Valley and west Texas, including El Paso...


RECENT ACCOMPLISHMENTS
•	Recognized as a Diamond Level President’s Circle affiliate, the highest designation for state organizations. 
•	Contracts with the Texas Department of Transportation to support the Don’t Mess with Texas campaign, coordinate the Trash-Off and assist local program development
•	Contracts with the Texas Commission on Environmental Quality to coordinate the Texas Waterway Cleanup Program, formerly the Lake and River Cleanup Program, (1998-present). 
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STRUCTURE
This chart shows the organizational structure as determined by the Keep Texas Beautiful, Inc. bylaws (copy provided in the appendix). 

	Board of Directors
	15 to 30 member board consisting of community, government, and business leaders from throughout Texas

	Members
	Dues-paying members with voting rights in the election of board of director members

	Staff
	Maintains and administers programs on a day-to-day basis; provides ongoing support to community groups



BOARD OF DIRECTORS
KTB's business affairs are entrusted to, and governed by, a board of directors who: 
•	serve staggered one or three-year terms
•	are active, dues-paying members of KTB
•	meet quarterly
•	hold an annual meeting in conjunction with the KTB annual conference

STAFF
•	handle the day-to-day administration of the organization
•	represent KTB at conferences and trainings
•	coordinate the annual KTB conference
•	provide support to affiliates
•	coordinate the distribution of materials
•	develop and implement training for affiliates
•	administer www.ktb.org
•	recruit new affiliates



KTB OFFICE
P.O. Box 2251						8850 Business Park Drive #200
Austin, Texas  78768					Austin, Texas  78759
Phone: (512)478-8813 or 1-800-CLEAN-TX 		Email: admin@ktb.org
Fax: (512)478-2640					Website: http://www.ktb.org
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OVERVIEW
Membership dollars provide continuing financial support for KTB. Joining KTB as an individual or business member provides many opportunities and benefits. One affiliate contact is given voting rights as a member. In order to be considered a member of KTB, a person must join KTB.

MEMBERSHIP BENEFITS
•	Grassroots - A publication sharing KTB’s program ideas and techniques of successful affiliates. As the main vehicle of membership communication, Grassroots is also the source of information for upcoming events and conferences.
•	KTB eNews- Monthly online newsletter with news and events, including calendar of activities around the state, training and educational opportunities, environmental best practices, resources, links, program information, and stories about our community affiliates.
•	A substantial discount on conference registration is offered to KTB members.
•	Member names are listed prominently on the KTB website.
•	Members receive a small token of our gratitude.
•	Special KTB events

 
 CATEGORIES OF MEMBERSHIP
There are two categories of KTB membership.

	Level
	Donation

	Individual
	$25-$999

	Business
	$100-$999*


*KTB sponsorship opportunities available at the $1,000 and greater level.
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KEEP AMERICA BEAUTIFUL, INC. OVERVIEW

Keep America Beautiful, Inc. (KAB) is a national, nonprofit, public education organization working to involve citizens, businesses, and local government in actions including preventing litter, beautifying the community, and minimizing the impact of solid waste.

 

MISSION
The mission of Keep America Beautiful, Inc. is to engage individuals to take greater responsibility for improving their community environments. Keep America Beautiful certification is the ultimate commitment your Keep Texas Beautiful affiliate can make. KAB provides information on litter prevention, beautification, community improvement, and solid waste management to its affiliates.

HISTORY
KAB was founded in 1953 to broaden public awareness of litter through projects, education, and cleanups. By 1972, it became apparent that cleanup was not the only solution to litter, and the public needed a systematic approach to the litter problem. The result was the establishment of locally operated grassroots KAB affiliates to reduce litter to manageable proportions. 

The guiding principles for KAB are:
•	Acceptance of individual responsibility is essential for the enhancement of community environment;
•	Education is the foundation for responsible individual action toward the environment; 
•	The most effective community partnerships include representation from the public (government), private (business), and civic sectors; and
•	The importance of volunteerism.

KAB is supported by numerous corporations and partnerships, and is guided in its programming by a Board of Directors, an Advisory Board composed of leaders of state affiliates, which includes public and private agencies, and several committees including ones on Education and Solid Waste.

ACHIEVEMENTS
•	Over 500 community affiliates, both cities and counties, in 40 states
•	22 states with statewide KAB programs
•	5 international programs in Canada, the Bahamas, and South Africa
•	an affiliate average litter reduction of 48% after three years
•	in 2008, an average cost/benefit of $12.00 returned for every $1 invested
•	2.5 million students educated through affiliate school programs annually
•	3 million volunteers giving time to improve their communities each year

BEHAVIOR BASED SYSTEM
The KAB System seeks to change behavior and attitudes about handling waste. KAB’s research shows that cleanups:
•	only remove existing litter
•	do not prevent the recurrence of litter
•	deal only with the symptom—litter, and not the action that caused the litter to occur

KAB deals with the root cause of the problem behavior.

ADVANTAGES OF KAB AFFILIATION:
•	a national network of ideas, solutions, and success
•	higher level of accountability through cost-benefit analysis and litter index
•	access to the latest information and training through:
•	annual meeting
•	workshops
•	videos
•	brochures
•	manuals 


FIVE-STEP PROCESS
For long-term results, the KAB System offers a five-step process to change attitudes about handling waste:

	Step
	Action

	1
	GET THE FACTS

	2
	INVOLVE THE PEOPLE

	3
	DEVELOP A SYSTEMATIC ACTION PLAN

	4
	FOCUS ON RESULTS

	5
	PROVIDE POSITIVE REINFORCEMENT
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Keep Texas Beautiful believes that the KAB certified program is so valuable that KTB pays the initial certification fee for a KTB affiliate to become a KAB affiliate. The new KAB affiliate is required to maintain certification for a minimum of three years and submit all required paperwork to KAB. Over 70 KTB affiliates have taken advantage of this program. 

STEP 1: GAIN COMMUNITY-WIDE SUPPORT
Sponsoring organization submits:
•	an application to Keep America Beautiful, Inc. through Keep Texas Beautiful
•	a letter of endorsement from your highest-ranking public official(s) A one-time certification fee* supports your KAB System's development with:
•	training of representatives at a one-day Pre-Certification Workshop
•	training and informational materials for early program development
•	field visit by a KAB representative to:
•	guide and counsel your local leaders
•	officially certify your program.*KTB is currently paying this fee.

STEP 2: PRE-CERTIFICATION
Through the Pre-Certification Workshop, your Organizational Team will receive:
•	step-by-step instructions from KAB professional trainers
•	"how to" manuals and other materials to complete certification requirements After the pre-certification workshop, KAB and the KTB staff provide support and monitoring to help your Organizational Team complete the following certification tasks:
•	Determine the type of affiliate organizational structure and create the organizational structure.
•	Invite leaders to serve as the affiliate board of directors/committee/commission.
•	Establish administrative needs including designating a staff director.
•	Complete a technical analysis of litter in your community using a Litter Index
•	Complete the Litter/Solid Waste Survey.

STEP 3: CERTIFICATION
When your Organizational Team has completed the certification requirements, a KAB representative will visit your affiliate to:
•	conduct the certification meeting
•	train your board members
•	help set first year program goals
•	officially certify your KAB affiliation in a public ceremony
To maintain certification, your organization must:
•	report twice yearly to KAB
•	keep records and provide KAB with statistics on program efforts and volunteer involvement
•	calculate an annual cost/benefit analysis
•	conduct an annual follow-up litter index measurement
•	pay annual membership fee based on population

ONGOING SUPPORT
To ensure a new affiliate's success, KAB and KTB staff will:
•	provide training, field counseling, and monitoring services
•	market, train, and certify new affiliates
•	work with your organization to implement a program
•	act as a liaison between affiliates
•	update KAB on growing education needs

CONTACTS
To receive an application form and authorization for KTB to pay the initial fee, contact:
Keep Texas Beautiful at 1-800-CLEAN-TX or www.ktb.org.

For additional information about KAB, visit www.kab.org.
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Resources are available to support environmental education and solid waste management programs.

	Initiative
	Description

	“Waste in the Workplace”
	Guidelines for auditing waste, identifying recyclables, minimizing waste, and reducing disposal costs for small businesses.

	"Close the Loop, Buy Recycled"
	Identifies the most effective ways of communicating a "buy recycled" message.

	Great American Cleanup
	The world's largest cleanup, community improvement, and recycling event.

	Building Clean, Livable Cities
	A partnership with the U.S. Conference of Mayors has resulted in the development of a best practices guide and increased awareness of urban litter problems.

	Graffiti Hurts
	With a grant from the Sherwin Williams Company, a community education kit was developed which includes training manual, teacher's guide, poster, video, and camera-ready brochure.




TEACHER CURRICULA
KAB's teacher curricula were developed and field -tested by KAB and professional educators to help tomorrow's decision-makers understand solid waste and litter issues. KAB offers:
•	Waste In Place curriculum from grades K-8
•	Get a Grip
•	teacher training organized by affiliates and led by a KAB national education consultant 
[bookmark: _Toc254611841]KAB NETWORK SERVICES
 
OVERVIEW
Network services help KAB affiliates serve their affiliates and maintain a leadership role in litter and solid waste concerns.

ANNUAL CONFERENCE
KAB holds an annual conference.  The intended audience is:
•	affiliate directors and staff
•	board members
•	public sector
•	private sector

Agendas include:
•	training sessions
•	professional skills development
•	case studies
•	workshops on solid waste and litter issues
•	national issues
•	national program initiations
•	award presentations

FIELD COUNSELING AND GUIDANCE
 Services include:
•	contact with KAB staff and/or state leaders
•	support and guidance on all aspects of the KAB system
•	site visits by a KTB/KAB representative, when possible

WORKSHOPS
Workshops and seminars may be held nationally, regionally, or at the state level. KAB representatives offer a variety of training, including new director one on one, KAB programs, board development, Waste in Place, and customized training upon request.

MEDIA RELATIONS
KAB's Communications Department helps strengthen an affiliate's local media relations through public service announcements and other strategies.

One of the most memorable public service campaigns in history is KAB's 1970 campaign featuring the "crying Indian," Iron Eyes Cody. In 1998, KAB unveiled its newest public service announcement, resurrecting the image of Iron Eyes in the “Back by Popular Neglect” campaign.

INFORMATIONAL MAILINGS
KAB provides publications, videos, and other educational materials for affiliates.

NATIONAL AWARDS PROGRAM
Each year, more than 80 prestigious awards are given by KAB to recognize outstanding KAB affiliates, civic and youth groups, individuals, and companies.

KAB FORUMS
The Forum (www.kabforums.org) is the source for KAB affiliate news, resources, shared files, calendars, open discussions and more. The site is a collaborative place for sharing ideas, best practices, photos, frustrations and success stories. 

SPECIAL PROJECTS DIVISION
Affiliates can order promotional items such as litterbags, book jackets, and activity kits for children
Many items can be printed with the name of the affiliate and/or local sponsor.

GREAT AMERICAN CLEANUP 
Started in 1999, KAB sponsors the nation’s largest cleanup event. The event focuses a community's attention on the positive attitudes that promote proper waste handling methods. Activities are held from mid-March to mid-May. The Don't Mess with Texas Trash-Off is the signature litter-prevention event for Texas.
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CHAPTER 3- ORGANIZING LOCALLY
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In order to be effective long-term, your group must be recognized as a permanent or ongoing organization. Your organization needs to determine an appropriate mission and organizational structure that will enable it to be effective and make a significant lasting impact in your community or county. 

MISSION STATEMENT
Early in the process, your organization should develop a written mission statement that specifies what your group plans to achieve.  The statement should be descriptive but brief enough for everyone to remember or read it with ease.  The Keep Texas Beautiful (KTB) mission, adapted from the Keep America Beautiful (KAB) mission statement, may be adopted for local use.  The KTB mission is "to educate and engage Texans to take responsibility for improving their community environment." The KAB mission is “to engage individuals to take greater responsibility for improving their community environments.”

In order to be an effective organization, your group must be recognized as a permanent and important part of your community. You should:
•	obtain visible recognition from your highest local governing body
•	secure endorsement from other recognized organizations and the private sector
•	secure support from the mayor and other local, public, and civic officials
•	develop means for officially enabling the organization to be a viable force

ORGANIZATIONAL STRUCTURE
One of the first decisions you'll make is how large an area to serve. You may choose to serve and represent a city or a county. Factors to weigh are:
•	geographic size
•	population 
•	available resources
•	existing organizations
•	surrounding KTB groups

Every affiliate has its own unique set of needs. To meet the needs of your community, there are several options in organizing. The name may be different depending on the way your city or county government establishes governmental appointed organizations:
•	a commission appointed by the local governing body
•	a committee established under an existing board, commission or organization
•	independent nonprofit organization or 501(c)(3)
•	a board formed by an executive official of an organization or governing body 
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CONSIDERATIONS
A city or county government appointing members typically forms a commission. Sometimes this group may be called "Board" but is formed as part of, or appointed by, government. With this type of organization, government management could play a significant role in determining your organization's activities. Changes in administration and the outcome of elections may impact your organization. Becoming part of government will give your organization visible recognition and support. It will also allow for close involvement and access to city offices, such as the parks department and solid waste services, or county offices such as the sheriff or public works.

In most commissions, government will pay expenses for the organization and will provide a salary for the organization's coordinator/director. The government management may also ask the organization to raise funds for support of its activities or seek in-kind donations. Although governments have tax-exempt status, it is recommended that the commission have a separate line item and budget for account purposes.

HOW TO FORM A COMMISSION
Steps to forming a commission may be dictated by your local government, since the commission will be a part of the local governing body. The organization will report directly to the mayor and/or city council or the commissioner’s court.

	Step
	Action

	1
	Work with your local government to determine the needs and roles of a Keep ______ Beautiful commission.

	2
	Decide:
  •  if members will be appointed or selected and by whom
  •  length of term and whether terms will be staggered 

	3
	Draft an ordinance for adoption.   Determine if the appointments will become effective immediately or will require a delay before becoming effective.

	4
	Determine the schedule for adopting the ordinance.  The city council or commissioner’s court may require several readings or have other procedural requirements before the ordinance is adopted.  



SAMPLE ORDINANCES FOR FORMING CITY AND COUNTY COMMISSIONS ARE IN THE APPENDIX.
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CONSIDERATIONS
A committee is formed as part of an existing organization. City or county departments or civic organizations that might support a committee include:
•	Public Works Department
•	Sanitation Department
•	Health Department
•	Chamber of Commerce
•	Economic Development Corporation
•	Garden Club
•	Rotary Club

A committee does not require incorporation. The KTB group should establish a separate account for contributions to ensure that these monies are spent on local KTB efforts only and will not be applied to the general fund.  While donations made to a local government for public purposes (IRS Publication 526) may be tax deductible, a donation to another organization may not be tax exempt. Be sure to check the tax-exempt status of the existing organization.

HOW TO FORM A COMMITTEE

The steps for creating a committee depend on individual circumstances.

	Step
	Action

	1
	Research the roles and responsibilities of your chamber of commerce, government agencies, and civic organizations.

	2
	Look for existing committees or programs that could be expanded or restructured to accommodate your mission.

	3
	Determine which group’s mission and goals best match those of your KTB organization.

	4
	When you determine where you want your committee to be, begin working with the organization or agency for adoption of the committee into its structure.

	5
	Pass a resolution to form the committee.



A SAMPLE RESOLUTION FOR FORMING A COMMITTEE IS IN THE APPENDIX.
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CONSIDERATION
Organizing as a nonprofit corporation offers the most independence and allows for tax-deductible contributions.  This structure is typically the most flexible with the freedom to work with the public, private, and civic sectors.   The nonprofit organization provides more flexibility in seeking and receiving foundation grants. Many have contracts with city or county government. Incorporation requires time and assistance from an attorney and an accountant may be necessary to complete the Internal Revenue Service applications.

HOW TO FORM A NONPROFIT ORGANIZATION

	Step
	Action

	1
	Seek legal assistance.  A nonprofit organization is a corporation, and many of the steps involved in incorporating involve legal and binding documents.

	2
	Review incorporation in the State of Texas with the Secretary of State Office (www.sos.tx.us).  Fill in the blank form is available online at http://www.sos.state.tx.us/corp/forms/202.doc  (not available before 1/1/10)

	3
	Draft your statement of purpose and articles of incorporation.  Determination of nonprofit status will depend on these two documents.

	4
	Apply for tax-exempt status with the Internal Revenue Service.  The preferred IRS status is 501(c)(3) in which donations are tax-deductible.  Information on tax-exempt status can be obtained from your local IRS office in the publication How to Apply for Recognition of Exemption for an Organization (www.irs.gov). Forms are also available online.



IRS FORM 202- ARTICLES OF INCORPORATION, NONPROFIT IS IN THE APPENDIX.
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DEFINITION
Bylaws are the official guidelines dictating how your organization will function.  Bylaws may be called guidelines or operating rules depending on the type of organizational structure that you choose.  The key is that written guidelines are important to the long-term stability and viability of your organization. 

EXAMPLE
Your organization's bylaws should include articles and sections on:
1. Authority and purpose
2. Organization and structure
	a. Membership (appointment or election)
	b. Terms (length and start of term)
c. Responsibilities (dues, meeting attendance, etc.) and penalties
	d. Officers and duties (appointed or elected)
3. Meetings
	a. Regular (time frame)
	b. Special
	c. Emergency (provision when there is not enough time to meet)
	d. Quorum
4. Committees
	a. Executive
	b. Standing
	c. Other
5. Provisions for amendments
	a. When
	b. Who
	c. How
6. Finance/Dissolution

[bookmark: _Toc254611848]GOVERNING BODY AND VOLUNTEERS					
[bookmark: _Toc254611849]OVERVIEW
Your organizational structure—commission, committee, or nonprofit organization—determines the structure of your governing body.  In many affiliates, the governing body is called the "board" while in others it may be called the "committee" or "commission."   For purpose of this chapter, we will refer to the governing body as either governing body or board.

CHAPTER 4- GOVERNING BODY & VOLUNTEERS


SIZE
The size of your governing body should be:
•	determined by your bylaws or organization guidelines, ordinance or resolution
•	large enough to have broad-based representation
•	small enough to be effective

MEMBERSHIP DIVERSITY
The diversity of the organization should reflect the diversity of the affiliate.    Diversity refers to type of occupation, ethnicity, economics, and geography.  The term “community” is used to describe a geographic area, which could be a city, county, special district, or other legally defined jurisdiction.

For diverse representation, consider governing body nominees from:
•	business and industry
•	chamber of commerce
•	professional community, such as
•	architects
•	engineers
•	accountants
•	attorneys
•	educational entities
•	communications/media
•	civic groups, including
•	garden clubs
•	service clubs like Rotary, Lions, Optimists, Junior League, and Jaycees
•	neighborhood associations
•	church leadership
•	youth groups like Scouts, Campfire, 4-H, YMCA, and YWCA 
•	local government, such as
•	public works/sanitation
•	mayor's office
•	city council\county commission
•	health department
•	law enforcement

If you are seeking a representative from an organization, ask the organization for a nominee. Do not assume because a person is a member of an organization that they are the organization's representative. For example, ask the chamber of commerce for a representative instead of stating that one of your members is a member of the chamber and therefore, you have a chamber representative.   This gives the other organization an active way to become involved in your organization with an official or designated nominee.

EX-OFFICIO MEMBERS
Your governing body can include ex-officio members that are determined by positions within the affiliate, such as
•	city manager, mayor, or city council members
•	county judge and commissioners
•	chamber of commerce president
•	immediate past chairman/president of your governing body
Ex-officio members can be voting or non-voting, depending on your bylaws or organization guidelines.

QUALITIES OF GOVERNING BODY MEMBERS
The following points should be kept in mind when selecting governing body members:
•	Governing body members must be committed to your program.  Individuals who already have strong commitments to other programs will have to divide their time and loyalties.
•	Look for key residents who are recognized leaders, can provide access to neighborhood groups, and/or know how your community works.
•	Governing body members should not be so closely associated with other community issues that they allow the group's work to be compromised in any way.
•	Individuals who have an irreparably poor relationship with the media or any constituency may damage your organization’s credibility.
•	Several members should be good public speakers.
•	Avoid appointments which only fulfill social or political obligations.
•	Look for individuals who can open doors for your organization when you are seeking support, financial or otherwise.
•	ABOVE ALL, THEY SHOULD BE WORKERS!

Your governing body should strike a balance among positive leadership qualities.


RECRUITING GOVERNING BODY MEMBERS
The support you have secured from within your community will help you recruit governing body members.
Your bylaws or organization guidelines should clearly define the process for joining the governing body, by appointment, election or invitation.  

You can recruit members with:
•	a letter from the mayor
•	a letter from the chairman/president
•	personal phone calls
•	a reception and meeting for all prospective members

The number one reason that people volunteer is because they are asked.  A personal invitation is a great way to get started. Before joining the governing body, the potential members should be provided with what is expected and what the commitment will be.

RESPONSIBILITIES OF GOVERNING BODY MEMBERS
The structure and activities of a local organization determine the responsibilities of its governing body.   Governing body members may have varied responsibilities including: 

Planning
•	determine and formulate policy
•	set goals, objectives, and priorities
•	develop action plans for carrying out strategies
•	implement programs
•	evaluate internally and externally
•	develop long-range (3-5 year) plan
•	develop and maintain broad base of support

Fiscal
•	pay dues (if required)
•	develop and support budget
•	raise funds

Organizational
•	choose officers
•	form committees and task forces and choose chairmen
•	meet and report regularly
•	hire coordinator or appoint volunteer coordinator
•	assure proper headquarters, support staff, and equipment
•	focus on results
•	provide positive reinforcement
•	maintain momentum
•	participate in programs and projects
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Objectives:	The Governing Body sets policy, recommends specific programs, and actively participates in the implementation of the programs.   The members work toward accomplishing the mission of the organization.

Mission:	The mission of Keep _______ Beautiful an affiliate of Keep Texas Beautiful, Inc. example: to empower individuals through education to take responsibility in enhancing their community environment.
 
Qualifications:	Genuine interest in the mission of the organization and its stated focus of litter prevention, beautification and community improvement, and the minimization of the impact of solid waste.

Responsibilities:	
•	Attend meetings
•	Work on a committee
•	Participate in a KTB endorsed event/project such as the Great American Clean up and Don't Mess with Texas Trash Off 
•	Represent Keep ______ Beautiful at other organization meetings, events, and special activities
•	Pay annual dues (if required)
•	Be active or participate in fundraising activities
•	Attend an orientation for new Governing Body members
•	Attend annual retreat
•	Financial Contribution (if required)

Meetings:	Governing Body meetings are held 
Date:
Time:
Place: 

Commitment:	Term length and number of appointments
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OVERVIEW
Your organization's executive committee is drawn from its governing body.  This committee will assist your organization in addressing issues and handling policy questions that may arise between regular meetings

STRUCTURE
The structure of the executive committee will be defined in your bylaws or organization guidelines.   Titles vary, but an executive committee should include:
•	chairman/president
•	vice chairman/president (or 1st and 2nd vice chairman/president)
•	secretary
•	treasurer
The executive committee can also include:
•	member-at-large selected from the remaining governing body members
•	immediate past chairman/president
•	all committee chairmen
•	parliamentarian
The most effective executive committee is one that:
•	balances vision and action
•	has access to a variety of resources
•	will promote the organization and its programs

EXECUTIVE COMMITTEE SUCCESSION
Creating a system of succession within the executive committee ensures:
•	continuity for your organization
•	a chairman/president with governing body experience and a broad organizational perspective
•	a chairman/president who has a sense of responsibility for organizational success, having worked hard and earned the position
In a typical succession of officers,
•	the chairman/president steps down and takes a governing body position or ex-officio role on the governing body
•	the 1st vice chairman/president becomes chairman/president
•	the 2nd vice chairman/president become 1st vice chairman/president
•	the nominating committee selects a new 2nd vice chairman/president 
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OVERVIEW
The chairman/president is one of the most influential and public members of your organization.  The appointment process should be clearly defined in your bylaws or organization guidelines and should be determined when considering organizational structure.  The bylaws or organization guidelines should include who appoints or elects the chairman/president, when, and for how long.

RESPONSIBILITIES
The primary responsibility of the chairman/president is to see that the organization's programs are successful.  The chairman/president will:
•	preside at governing body meetings
•	serve as a spokesperson for the group
•	have a solid working knowledge of the organization's goals, bylaws, or organization guidelines, policies, and procedures
•	work with the coordinator to establish meeting agendas
•	appoint committee members (may appoint chairs)
•	appoint ad-hoc committees as needed
•	promote the program
•	exercise budget control
•	motivate governing body members

QUALITIES OF A CHAIRMAN/PRESIDENT
In selecting a chairman/president, your organization should look for an individual who:
•	has a strong desire to see the community cleaned up
•	gets things done and has a history of accomplishments
•	has a broad base of contacts within the community
•	is persistent and will persevere in spite of lack of support or other discouraging obstacles
•	is able to call upon other community leaders for help and commitment
•	can devote substantial time to meetings and speaking engagements
•	is a recognized civic leader
•	has a strong stake in the local economy
•	has thorough knowledge of the community
•	has experience dealing with the public
•	has demonstrated leadership skills
•	is poised, persuasive, and articulate
•	is considered apolitical
•	is not controversial
•	is receptive to suggestions and advice from others
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PLANNING
Advance planning helps the group get the most out of a meeting.

	Step
	Action

	1
	Set a meeting agenda.

	2
	Mail the agenda to committee members at least ten days before the meeting.

	3
	Include financial statements and minutes of the previous meeting for the governing body to review.

	4
	Calls governing body members to remind them of the meeting and to determine attendance.

	5
	Make sure a quorum will be present.   
The director/coordinator or governing body member may wish to call all members.

	6
	Prepare to have enough copies of all necessary materials on hand for your governing body and guests.


 

KEEPING MINUTES
Keep good minutes of every meeting, including planning meetings and committee meetings. Minutes are the responsibility of the secretary. If the secretary is absent, assign someone to record minutes for the meeting. Nonprofit organizations are required by law to take minutes. Consult with a legal professional for advice on what records are necessary to maintain your nonprofit status.

CHAIRMAN'S OR PRESIDENT'S ROLE
The chairman or president conducts the meeting and should:
•	be familiar with Robert's Rules of Order
•	be familiar with the bylaws or organization guidelines, ordinance, or resolution establishing the organization
•	ensure the meeting follows the agenda
•	prevent irrelevant discussions
•	serve as an arbiter and facilitator
•	summarize the key points of every agenda item as it is completed
•	summarize the key points of every issue immediately before it is voted on

GOVERNING BODY MEMBERS' ROLE
The members of the governing body should take an active role in the meeting and:
•	leave the meeting knowing what has been accomplished
•	leave the meeting knowing what is expected of them 
•	receive a calendar of upcoming events

GUESTS
Invitations can be extended to officials and community leaders to keep them informed about, and interested in, your organization.  Some organizations open their governing body meetings to the media and general membership.   Always introduce guests at the beginning of the meeting.

NOTE
Organizations funded by government entities should check with the city or county attorney for open meeting laws.

SAMPLE AGENDA

KEEP ___________ BEAUTIFUL
GOVERNING BODY MEETING AGENDA
DATE

I.	Call to Order: President
II.	Approval of Minutes: Secretary
III.	Treasurer's Report
IV.	Coordinator's Report
V.	Committee Reports
		- List specific committees
VI.	Old Business
VII.	New Business
VIII.	Calendar of Events
IX.	Adjourn
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Every Keep Texas Beautiful program relies on volunteers to succeed.  To make a difference, you must reach all segments of your community through a variety of different approaches— requiring willing volunteers from those segments.  Volunteers provide the stimulus for real change.  With direction from the coordinator/director, volunteers can provide: material resources, donations, other volunteers, and a base of support and enthusiasm.

FINDING VOLUNTEERS
A diverse governing body is the first source for a diverse volunteer base. Governing body members may assist by directing you to contacts.  Poll your governing body, and then create a list of volunteer sources, where you can locate them, and how you can involve them. A local chamber of commerce or community-based service organization may have a list of all volunteer organizations in the city or county.  Some of the potential sources of volunteers are:
•	professional groups
•	youth organizations
•	high school and college students
•	newcomer groups
•	retirees
•	community leaders
•	singles groups
•	religious groups
•	government officials
•	seniors groups
•	service clubs
•	local businesses
•	your own membership list

RECRUITING AND MAINTAINING VOLUNTEERS
Everyone is potentially a volunteer for your organization. Recruiting and maintaining your volunteer base is a constant process. Maintain a volunteer list that includes committee members and individuals you can call on for special projects. Keep your volunteers “in the loop” and take every opportunity to recognize their efforts. Keep records to include:
•	name
•	preferred address (home or office)
•	phone number and fax number
•	email address
•	areas of interest
•	skills/expertise
•	past involvement with your organization


TRAINING VOLUNTEERS
Volunteers are most effective when they have a solid orientation of the organization.  Training is the first step of a successful volunteer program.

	 Step
	Action

	1
	Provide new volunteers with information about your organization—video, Governor's Award application, written history, and/ or a fact sheet.

	2
	Take time to tell volunteers about the organization's goals and objectives.

	3
	Match the right person with the right job.

	4
	Give volunteers a job as soon as possible after contact, making clear its purpose in the “big picture,” even cleanup volunteers.

	5
	Have volunteers share in planning the objectives and evaluating the job.

	6
	Provide volunteers with all the resources they need to do the job—documents, lists, reports, trash bags, and maps.

	7
	When volunteers have completed a particular job, be ready to suggest another job that can maintain their enthusiasm and involvement.  Get Trash-Off volunteers to Adopt.

	8
	Provide volunteers with tools to track donated time.

	9
	Give volunteers the sense they can "move up" the volunteer ladder, taking on increasing responsibility such as committee or governing body positions.

	10
	Look out for volunteer burnout.



 

RECOGNITION
Take every opportunity to recognize your volunteers publicly and personally.  Recognition includes:
•	personal letters of appreciation
•	certificates of achievement
•	inclusion in newsletters
•	presentation and thanks at governing body meetings
•	birthday cards
•	an annual volunteer luncheon or reception
•	pertinent clippings from the newspaper
•	coffee cups, key chains, or pens with the organization's logo
•	phone calls
•	emails
•	list of volunteers in newspaper advertisement
These ideas for volunteer recognition should also be considered for all volunteers whether administrative or project volunteers.

BURNOUT
Volunteers can, and do, burn out.  A few ways to avoid and handle burnout are:

•	Don't expect a volunteer to serve in the same capacity for an extended period of time (this includes cleanup volunteers).
•	Ask repeat volunteers to assist with different projects.		
•	Work with volunteers to determine how much time they can give at a particular time.
•	Rotate volunteers on committees that demand extra time and energy.
•	If a volunteer declines to participate, find out why.
•	If a volunteer steps away from the organization, keep them on your mailing list.  Keep their name, address, and phone number for future reference.
•	Keep your volunteers—active and inactive—apprised of progress toward your organization's goals so they feel part of the team and can carry that message out to the community at large.
•	Check in with your volunteers and make sure they are still happy. 
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 In The Volunteer Recruitment Book, Susan Ellis states, "Recruitment is a constant, year-round process of keeping your organization's name and available volunteer opportunities in front of people."  The book also emphasizes that the ongoing process of securing volunteers is to have identified assignments including: individual or group activities, direct or indirect service positions, committee or governing body appointments, fundraising opportunities, and advocacy efforts.  Your organization needs strategies for public relations, marketing, and recruitment. "Public relations is the art of helping the public to understand what your organization does and encouraging the public to regard your efforts positively," Ellis states.  With public relations, you are looking at the community as a whole and trying to get the broadest impact possible.  Marketing is more specific and involves targeting your community.  "It relies heavily on designing the organization's offering in terms of the target markets' needs and desires," Phillip Kotler stated in Marketing for Nonprofit Organizations.  Finally, recruitment is identifying specific groups and asking them to volunteer.  "When the public knows the name and service provided by your organization, people are more likely to remember your organization when they think about serving," according to Ellis.   Public relations, marketing, and recruitment should be used together to support your organization's mission.

 According to Independent Sector, a national nonprofit information center, the number one reason people volunteered was from being asked by someone and the second was participating through an organization. Teens were four times more likely to volunteer if they were asked, according to a survey on volunteering by teens conducted by Independent Sector. Another survey on senior volunteerism indicated that 80% of seniors volunteered when asked.  However, only 20% of those not asked volunteered.  Less than one-third of all seniors over age 65 were asked to volunteer according to the survey.

Volunteers are available everywhere.  Some trends on volunteering show us that some groups are ready to volunteer, including teens and college students, corporations (especially if family volunteering is promoted), church members, and seniors.  The trends also show that virtual volunteering, which includes posting on the Internet and by email is increasing dramatically.  Another trend shows that episodic or short-term volunteering is a favorite method to get involved but not make a long-term commitment.

TEENS
The Independent Sector survey showed that 59.3% or approximately 13.3 million teens between age 12 and 17 are volunteering.  These teens are donating an average of 3.5 hours per week.  High schools are encouraging community service and some school organizations including student councils and honor societies are requiring it.  In addition, universities are looking for students who are not only academic achievers but are involved in their communities.  "About 25% of American Colleges have recently instituted volunteer work in the curriculum," states Jeff Brudney in Fostering Volunteer Programs in the Public Sector.  Another article on college student involvement follows.

BUSINESS/CORPORATIONS
The Points of Light Foundation has created a guidebook, Principles of Excellence in Community Service: A Plan to A.C.T., for building corporate/business volunteer programs.  The principles are:  Acknowledge that the corporation/business is involved in community service and its employees volunteer; Commit to establish, support, and promote the corporation/business and its employees in the volunteer program; and Target specific projects by surveying employees and corporate/business leaders.  The Charity Village Research organization reminds volunteer coordinators to make a “business-like approach.”  Companies receive many requests to volunteer; therefore, your project submission should be clearly stated including what type of help is needed, when and for how long, and why it will benefit your organization and community.  Even if you make a personal request, it is helpful to have a written summary to provide to the contact with your telephone number, office address, and email address, if applicable.   

The Charity Village Research organization suggests identifying projects that employees' families can participate in with the employee.  With family time limited, employees are looking for activities that the whole family may participate in away from work.  Keep Texas Beautiful activities are an excellent opportunity for family involvement, but the Points of Lights Foundation suggests you consider:  Is it safe for all ages?  Could it be done on weekends or in the evening? How can the family benefit? How can risks be minimized for the activity?  If you are planning a cleanup, identify family sites in parks, in their neighborhood or at a school, or offer volunteer opportunities at the celebration, bag distribution, or collection site.  You may have flower beds that need to be weeded, goody bags that need to be stuffed, or flyers that need to be distributed.  The possibilities are endless!

CHURCHES
Churches are another source of volunteers.   The Presbyterian Church identified multiple ways to get volunteers involved: announcements during services, written requests in church bulletins, and personal requests by individual members.   An article by a Lutheran volunteer states, “We need to rethink our lists of tasks to fit the abilities and schedules [of volunteers].” Charyn Sutton in “Pass It On: Outreach to Minority Communities,” indicates that the volunteer needs of the church are important, but opportunities to work together and assist the surrounding community are strong arguments to increase volunteers from churches.  According to Independent Sector, 54.9% of individuals that identified with a religious organization volunteered.

SENIORS
Seniors have experience and time to share with your organization. An Independent Sector survey shows that 24 million people over age 55 volunteer. Of this number, 10.2 million are between age 55 and 64, 8.3 million are between 65 and 74, and 5.1 million are over age 75.  These volunteers are donating on average 4.4 hours per week.  Seniors of every age, ethnic, and racial group are volunteering.  The Independent Sector survey shows 37% of African-Americans and 39% of Hispanics over age 55 are volunteering.   Most frequently, seniors reported to Independent Sector that they found out about volunteering through their religious institution.  It is extremely important to match senior volunteers with their capabilities.  Active seniors do not want passive volunteer opportunities, and those with health or physical problems should not be ignored.  Simply asking is the most effective way to get these volunteers involved.



VIRTUAL
The newest trend in volunteering is “virtual” volunteering via the Internet. This includes volunteering from a home or business computer and using the Internet to learn about volunteer opportunities.   Individuals may help design a newsletter, flyer, or brochure and yet never visit you personally. A volunteer may be invited to participate by email or sign up online.  The Volunteer Match offers you a way to get volunteers even if you do not have a website by registering your project with them.  If someone is interested, he or she contacts you directly.  SERVEnet works similarly but targets the teenage and youth market.  The Keep Texas Beautiful website links volunteers to sites participating in the Don’t Mess with Texas Trash-Off and the Texas Waterway Cleanup events.     Internet use is exploding.  An organization must keep the on-line information up-to-date and the website promoted in order to encourage volunteers to participate.

Researchers and volunteer coordinators have recognized the growing interest in short-term or episodic volunteering.   Interest has increased for short duration or annual event volunteering.   The issue with this group of volunteers is keeping connected to them for repeat volunteering at the same event and communicating to people clearly that the commitment is short-term.  
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CHAPTER 5- STAFFING


 OVERVIEW
Local organizations are encouraged to hire, appoint, or select a coordinator/director or executive director to be responsible for day-to-day operations.  The coordinator/director:
•	reports directly to the board of directors
•	is your organization's primary contact for the community
•	serves as the program resource person

QUALITIES OF A COORDINATOR/DIRECTOR
In selecting a coordinator/director, your organization should look for an individual who:
•	is poised, persuasive, and articulate
•	understands the program and is committed to its mission
•	has leadership and organizational skills
•	has experience dealing with the public
•	is respected in the community, by city/county officials, and business leaders
•	is not controversial or political

PAID STAFF
Ideally, the organization's coordinator/director will be a full-time, or at least part-time, paid position.  Having a salaried coordinator/director:
•	means the program is the top priority of at least one person
•	lends continuity and credibility to your organization
•	helps ensure accountability
•	increases probability of program success

The salary should be in keeping with the local economy.  Salary ranges are typically in the same category as a junior executive in the Chamber of Commerce, a professional level (depending on experience) with the local government, or a position within the United Way, Arts Council, or similar nonprofit volunteer organization.  

VOLUNTEER COORDINATOR/DIRECTOR
In some communities, the local coordinator/director is a volunteer.  For a volunteer, serving as coordinator/director is the equivalent of at least a part-time job.  The position is similar to serving as chairman or president of a civic organization. If the position is a volunteer position, you should still look for an individual with the characteristics outlined in this chapter and someone that can make more than a one-year commitment.  The main disadvantage to a volunteer coordinator/director as chairman/president is a potential lack of continuity.  If a new coordinator/director takes over each year, long-range plans may be difficult to achieve, and volunteers may find themselves "reinventing the wheel."

SOURCES
To hire a coordinator/director, you can advertise the position through:
•	KTB email announcement, website, and/or eNews and Grassroots
•	the Texas Workforce Commission
•	local employment agencies
•	local and national nonprofit listservs
•	newspaper ads
•	word of mouth

Additional sources for the coordinator/director may include:
•	City/County government
•	Chamber of Commerce
•	“Loaned Executives”
•	Civic organizations
•	Keep Texas Beautiful affiliates
•	Keep America Beautiful affiliates

Methods of finding a volunteer coordinator/director include:
•	electing a coordinator/director from the membership, committees, or board of directors, in conjunction with the election of officers
•	appointing a coordinator/director from the membership, committees, or board
•	having the chairman/president serve as coordinator/director

ACTION PLAN FOR HIRING
Several steps are common in securing an affiliate director/coordinator though depending on your available resources, your plan may differ slightly. Your action plan will probably include these steps in planning how and when to secure the executive director/coordinator: 
•	Determine if the position is full or part-time
•	Create a job description, detailing desirable, and required, skills and salary
•	Define your process for hiring an executive director/coordinator 
•	Determine sources for locating potential executive director/coordinators 
•	Advertise/publicize availability of the position 
•	Receive applications 
•	Conduct interviews 
•	Hire an executive director/coordinator

JOB DESCRIPTION
Whether the job is paid or volunteer, create a job description for the coordinator/director, addressing:
•	organizational management ability
•	financial management abilities
•	supervision or committee responsibility experience
•	writing ability
•	high energy level
•	verbal communication skills
•	computer experience
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Summary: 	Administers and directs all program, financial, public relations, fundraising, and personnel activities for the organization and is responsible for the administrative affairs of Keep _____ Beautiful, Inc.

Job Description:
•	Oversee grassroots community program to promote litter prevention, beautification, community involvement, and solid waste minimization and manage the day-to-day operations of the organization.
•	Maintain and train board of directors for continued operation of nonprofit organization.
•	Assist in the development and implementation of strategic plans.
•	Develop relationships with government agencies, school districts, businesses, civic associations, and media in order to encourage participation in community workdays.
•	Represent the organization and its committees at meetings, forums, and workshops.
•	Develop and interpret policies and procedures for programs and events.
•	Develop programs for public awareness, fund development, education, and special events. 
•	Oversee the administration of the annual budget including grants and contracts.
•	Responsible for all aspects of human resources including payroll and benefits of employees.
•	Coordinate and promote relevant Keep Texas Beautiful and Keep America Beautiful programs.
•	Prepare annual and semi-annual reports to maintain certification in local, state, and national programs including conducting annual cost/benefit analysis and litter index.
•	Maintain knowledge of, and relationships with, industries and associations to be responsive to emerging trends that impact the organization.
•	Perform other duties as determined from time to time.

Requirements and skills
Master’s degree in public administration, business administration, or related field,  two years of experience managing an association or department, and supervisory experience
Or, Bachelor’s degree and five years of experience and at least two years of supervisory experience.
Operate a personal computer using word processing and spreadsheet software, demonstrate ability to maintain computer database records, exceptional abilities in oral and written communications, ability to work with public and private entities, and ability to coordinate multiple tasks. Ability to stoop and squat, lift and maneuver 30-pound boxes.  Maintain appropriate Texas driver’s license applicable to job responsibilities and have a good driving record.

COORDINATOR/DIRECTOR'S RESPONSIBILITIES


The responsibilities of a coordinator/director vary with each organization, but may include:

Administration
•	Manage the day-to-day operations of the organization.
•	Serve as contact person and information clearinghouse on all committee activities.
•	Conduct workshops when speaker's bureau volunteers are not available.
•	Represent the organization and its committees at meetings, forums, and workshops.
•	Maintain office and supervise clerical operations.
•	Prepare annual report (due January for KTB and August for KAB affiliates).
•	Attend KTB Regional Forums and training seminars.
•	Attend KTB Annual Conference.
•	Conduct annual cost/benefit analysis (required for KAB affiliate certification).
•	Conduct annual Litter Index (required for KAB affiliate certification)
•	Attend KTB Basic Training and the earliest New KAB director Training if a KAB affiliate.

Work with board
•	Report directly to, and coordinate with, the chairman/president.
•	With chairman/president, prepare agenda for board meetings.
•	With treasurer, help prepare budget and exercise budget control.
•	With secretary, prepare and distribute meeting minutes to committees.
•	Prepare monthly report for board.
•	Develop and implement orientation and training for board members.
•	Work with appropriate board members to set annual goals and objectives.

Work with committees
•	Prepare briefs, summaries, fact sheets, and other data required for program planning by committees.
•	Help committees develop and implement action plans.
•	Work with committees to facilitate program implementation.
•	Work with committee chairmen to delegate and follow up on action steps.
•	Prepare internal reports and maintain volunteer records for committees.

Work with volunteers
•	Develop and maintain library of resource materials for volunteers to use in program planning.
•	Develop and implement orientation and training for all volunteers.
•	Enable volunteers to be effective managers.

In addition to the job description outlined previously, the effective executive director/coordinator, as the chief staff administrator, possesses the ability to: 
•	ENABLE (Train) 
•	DELEGATE (Trust) 
•	FACILITATE (Task ease) 

Management and Delegation: An executive director/ coordinator is foremost an effective manager. Good management primarily working through people. Therefore, refrain from being a “doer" of activities and instead function as an enabler and facilitator of volunteer growth and involvement. Become skilled at the art of delegation. 

Enabling your Board's Decision-Making: The director/coordinator must know how to help volunteers; the Board and committee members contribute to the decision-making process to see that goals of the program are met. Do this by providing materials and research assistance. Helping others to achieve long and short-term goals means providing an environment that motivates and excites others toward reaching their objectives.

Working with People: The director/coordinator should understand that his or her greatest resources are individuals with varying capabilities. Since KTB/KAB is primarily a volunteer organization, the director/coordinator as chief staff administrator should devise means to expand the volunteer base and provide interesting, meaningful opportunities for volunteers. 

Managing Differences: Within any vibrant volunteer organization there is bound to be conflict borne of diversity. Become skilled at minimizing conflicts and at bringing opposing parties together. Always bear in mind that you are a single individual and that there are multiple resources to be tapped and developed. 

Communication: Good communications skills are of primary importance. Ideally, communication is a process in which the sender and recipient participate equally in sharing processed information. As director/coordinator, you must communicate clearly and succinctly and be especially sensitive to feedback. 

Flexibility: Although the KTB/KAB affiliate should have a three to five-year framework of objectives, it is not uncommon for "emergency" programs or unique, time-sensitive projects to arise. Try not to lose perspective of long-range goals and, yet, still be able to identify the worthy bright ideas that may emerge. See how they fit into your affiliate budget and plan accordingly.
 
Seeing the Big Picture: A fundamental quality of the effective executive director/ coordinator is maturity, or the ability to put aside short-term projects and rewards in favor of achieving the "big picture." Long-range planning is an important process for a successful KTB/KAB affiliate.

Understanding Local Politics and Remaining Politically Neutral: As manager of a public service organization, be especially sensitive to the local political climate. The affiliate is neutral on all environmental and solid waste subjects being considered for public debate. Your affiliate role is to provide sound, objective information to the appropriate decision-makers without taking a stand for or against a particular issue. While maintaining a non-controversial stance, keep abreast of politics.  (Even organizations hosted by government entities attempt to show both sides of issues and provide facts, rather taking a specific issue whenever possible.)

Orienting New Board Members: It is vital for new board members (and volunteers) to attend an orientation training on the fundamentals of the KTB/KAB System approach and your affiliate organization. New board members must become part of the "vision" of your affiliate. Orient them to the organization's history (from where it came), present (where it is now and how things are done), and future direction (where it is headed) to alleviate any sense of feeling "outside" of the organization.  

Information on this page reproduced from Keep America Beautiful publication “Executive Director/Coordinator Hiring Guide.” 
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 Regularly scheduled performance reviews can be of great benefit to both the coordinator/director and the organization.  The process can be as formal or informal as the organization deems appropriate. Criteria for evaluation should be based on a predetermined set of responsibilities, or “performance plan,” for the coordinator/director. 

	 Step
	Action
	Responsibility

	1
	Organize a personnel committee made up of board members—possibly the chairman/president, immediate past chairman/president, chairman/president-elect, and a member-at-large.
	Chairman/president

	2
	Review job performance before any meetings are held.
	Personnel committee and coordinator/director

	3
	Meet privately to discuss evaluation.
	Committee

	4
	Meet with coordinator/director to discuss conclusions.
	Committee

	5
	Document, discuss, and resolve any items that reflect a less than satisfactory performance.
	Committee and coordinator/director

	6
	Develop a plan to correct any deficiencies, address any training needed, and reward positive efforts and progress.
	Committee and coordinator/director

	7
	Make any recommendations for salary adjustment (for paid coordinator/director) based on the review.
	Committee


 
If the board chairman/president is responsible for the day-to-day operations of the organization, a structured election process allows the board to make a change if necessary.  
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OVERVIEW
Many local organizations cannot afford permanent staff.  Many resources in the community can provide staff resources at minimal cost, in addition to your organization's volunteer base.



COLLEGES AND UNIVERSITIES
Through intern programs, area colleges and universities can provide students who will work for your organization for course credit.  Communications and English interns can help with publicity and grant writing.  Classes will also undertake projects, such as:
•	Sociology/Marketing—conducting a survey on litter attitudes
•	Biology—developing a program for community recycling
•	Forestry/Landscape Architecture—creating a landscaping plan for a particular area
If there is not a college or university in your community, you can contact schools in other parts of the state that are looking for hands-on projects for their students.  High school classes, supervised by a teacher, can also take on similar projects.

OTHER SOURCES
Other sources for staff that may require more supervision from the coordinator/director include:
•	high school vocational programs
•	restitution programs through the sheriff, county court, or municipal court

An organization should be prepared for a change in the director/coordinator position whether paid or volunteer.

POLICY AND PROCEDURES MANUAL
The organization should have a policy and procedure manual with information on the hiring process.  If your organization is housed within a chamber of commerce or government agency, the two organizations should create a manual outlining specific policies, procedures, and responsibilities.  Both boards should officially adopt the manual.

RECORDS
The organization should maintain good records:
•	Create files outlining all events and activities
•	Maintain mailing lists and make sure that the naming is sufficient for another to understand
•	Backup computer files daily
•	Store back-up files off-site

CREATE AN OFFICE INVENTORY
Look for these important documents or lists.  If you do not have these items we strongly encourage you to create the information.  The information should become the permanent record of your organization.

_____	History of organization and accomplishments 
_____	Bylaws, organization guidelines, ordinance, or resolution establishing the organization
_____	Mission statement
_____	Budget
_____	Literature about the organization
_____	Board lists with addresses and phone numbers
_____	Committee lists and duties
_____	Calendar of events
_____	Annual Report 
_____	Governor's Community Achievement Award application (if submitted by community)
_____	Current media lists
_____	Current lists of community/volunteer organizations
_____	Current KTB staff list

 
MATERIALS INVENTORY
Keep these resources in your office and accessible to board/committee members.

____	KTB Training Manual (three-ring binder with cover dated 1/2010)
_____	KTB Logo sign
_____	KTB logo slicks
_____	Video (provided 9/00)
_____	KTB Communication Kit 
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CHAPTER 6- GETTING THE FACTS


After the Board of Directors is selected and established, organize a meeting of the community or kick-off event. One of the most important parts of starting a new program is to "get the facts" and "involve the people." These are the first and second steps in the Keep America Beautiful five-step process to change attitudes about handling waste.

Groups or organizations that you may wish to include in this meeting:
•	Chamber of Commerce
•	Mayor and City Council
•	City Planning Commission
•	Press 
•	Service Clubs
•	Boy Scouts
•	Girl Scouts
•	Church Organizations
•	Camp Fire
•	Merchant Associations
•	Nurseries/Florists
•	Builders and Local Contractors
•	Garden Clubs
•	Farm Organizations
•	Texas Agricultural Extension Service
•	4-H Clubs
•	Master Gardeners
•	Future Farmers of America
•	Architects
•	Landscape Architects
•	Teachers
•	School Administrator

ORGANIZING A COMMUNITY MEETING
The meeting provides your organization with an opportunity to introduce the Affiliate Board and its Chairperson. Topics to cover might include:
•	Show pictures/slides of sites to be cleaned up
•	Show pictures/slides of sites to be beautified
•	Show Governor's Community Achievement Award video or pictures from other successful affiliates
•	Discuss proposed plans
•	Request suggestions or request completion of a survey of need (samples provided in this chapter).

KICK-OFF EVENT
An alternative to a meeting would be a kick-off event to create interest and stimulate cleanup action among all citizens. One option would be to encourage a private property cleanup with volunteers working on one to three of the worst sites in the community. Citizens that are unable to improve their own property could be solicited, and workers could assist these individuals that may not be able to clean up due to physical or financial need. Some communities schedule monthly cleanups to kick-off the campaign. As citizens see results, they will begin to get involved and volunteer or clean up their own property. 

Another option would be to participate in a statewide event such as the Don't Mess with Texas Trash Off (first Saturday in April), Earth Day (April 22), Make A Difference Day (fourth Saturday in October), or Texas Recycles Day (November 15). These events give you an opportunity to promote participation in statewide activities, which may encourage more participation.

KEEPING YOUR PROGRAM GOING
Choose practical ideas that will help stimulate and maintain interest in litter prevention, community improvement, beautification, and solid waste minimization projects. One of the best ideas is to maintain contact with the KTB staff. The staff may be able to provide you with suggestions, put you in contact with other affiliates, and share success stories with you from across the state and nation.
•	Promote an essay contest in schools on "What Can I Do to Improve the Appearance of My Community?" or similar topics
•	Get schools involved in designing a logo and/or publicizing activities
•	Promote a competition between businesses or neighborhoods to conduct projects 
•	Keep the press involved because publicity creates interest
•	Take "before" and "after" photographs of your community
•	Post the "before" and "after" photographs in the press, on television, or at public meeting sites
•	Ask clubs and organizations for an opportunity to speak to their group
•	Identify a beautification site and seek a service club to be a leader by completing a project
•	Involve people that cannot physically participate by requesting volunteers to review ordinances, create flyers, or make posters 



THE FOLLOWING FORMS ARE IN THE APPENDIX: 

COMMUNITY IMPROVEMENT CHECKLIST
COMMUNITY WINDSHIELD SURVEY
COMMUNITY BEFORE & AFTER EVALUATION
COMMUNITY EVALUATION REPORT
COMMUNITY ORDINANCE & EDUCATION SURVEY
LITTER ATTITUDES SURVEY
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To maintain a Board/Committee, and ultimately your affiliate, you need to assess current needs. Planning can help you build on successful programs or determine if you would like to do something different. New members of the Board/Committee have an opportunity to be involved with advancement of continuing programs and/or development of new projects. Remember, people take ownership in things they help create and annual planning provides that opportunity to develop ownership. 

Planning, taking time to look at "the big picture" to discover what you do well and what you want to improve on, will give direction for goals and objectives and help you evaluate the skills and expertise you need on your Board. Keep Texas Beautiful and Keep America Beautiful use a 5-step process to change attitudes:
•	Get the facts
•	Involve the people
•	Plan systematically
•	Focus on results
•	Provide positive reinforcement

As you see, planning is the link between getting people involved and results. An assessment will help your Board identify your current effectiveness, areas you wish to improve upon, and areas that are not important to you at this time. A need assessment form has been provided to assist you in identify areas of strength and need. The group may want to either: 1) ask Board members to fill in the form an bring it to a Board meeting or return to a designated person, or 2) set a designated planning meeting, which may be at the time of a regular Board Meeting but without other agenda items.

Ask each Board Member to rate each statement as it pertains to the Board and program. There are no right or wrong answers, only opinions. For example: A (4): Functional Set of By-Laws. A Board Member may rate "Adequate" if they have a recently issued copy of bylaws; however, a new Board Member may not have received a copy of those bylaws and rate "None."

After the Board has a chance to finish the checklist, each item should be discussed. The moderator or chair should ask for the number of Board Members who rate the statements in each category (Adequate, Needs Improvement, None) and the totals tallied. Or, if the scores have been tallied in advance of the meeting, a copy of the tally should be provided to each member. 

The Board should determine how they feel about their answers. If the Board determines that action of some type should be taken on a statement, that statement should be written down with the specific action, date to be completed, and person/committee to do the project. The assessment will help identify areas where your Board needs to improve outside of the area of specific projects like doing the Don’t Mess with Texas Trash-off or Texas Recycles Day. Depending on the assessment, the Board will determine the need for developing specific project goals and objectives. You may discover specific skills and expertise that your current Board does not have and want to focus on those areas when finding new Board Members. You may also discover that there are certain things which are not important to your Board Members at this time. Whatever action is decided is fine, as long as the Board agrees. The results of the Needs Assessment and the resulting goals and objectives should be written down and distributed to your Board Members for follow-through and discussion.

A NEEDS ASSESSMENT CHECKLIST IS IN THE APPENDIX.
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CHAPTER 7- PLANNING FOR SUCCESS: GOALS & OBJECTIVES


 “People will support what they help create.” Once you have the facts about your affiliate and have a governing body in place, the next step is to plan.  The third step in the Keep America Beautiful process is to “Plan Systematically.” 
 

Planning overview
You should conduct a brainstorming session and ask your organization’s
board/committee/commission members what would they like to accomplish in the next year, 3-5 years, and 10 years.  Once everyone has identified projects and programs, the members should group the ideas into similar topics.  These groups generally represent the committees you should set up for your organization.  
The organization’s responsibility does not end here.  The Board should prioritize the projects and programs, establish the overall goal of the committee based on these priorities, and ensure that the committee will either have funding, a method for seeking funds, or the authority to secure funds.  The committees should have the flexibility to determine the objectives and tasks to accomplish the goals. 


STEPS
Planning is an ongoing, cyclic process.

	Step
	Action
	...in order to

	1
	Create a shared vision
	define your organization

	2
	Develop a mission statement
	realize the vision

	3
	Identify goals and objectives
	carry out the mission

	4
	Implement strategies
	support the goals and objectives

	5
	Engage in ongoing evaluation
	stay on track with your vision and mission
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Long-term planning helps to:
•	keep your organization moving forward toward its mission
•	keep governing body members and volunteers involved
•	demonstrate your goals and potential to prospective donors 

To develop a long-term plan, your organization can create a planning committee and appoint one of your officers to chair the committee or have a governing body retreat to discuss and begin the process.
•	involve committee heads, support staff, and volunteers
•	brainstorm for upcoming years (3-5 year goals)
•	allow input from a diverse cross-section of your organization

Held regularly, long-term planning sessions help your group:
•	evaluate its progress
•	generate new ideas
•	plan for its future 
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Your organization's short-term plans will include programs and events.  Detailed plans for each program and event will:
•	prevent your organization from wasting time and resources
•	show your community you are making a positive difference
•	encourage continued involvement from volunteers 


PLANNING CHECKLIST
Looking at your plan, be sure you have adequate resources—staff, volunteers, funding, and time—to carry out the year's plans.  For each event or program:

	Step
	Action

	1
	Create a timeline as part of the task list.

	2
	Create a budget.

	3
	Determine which committees will be involved—such as fundraising or publicity—as part of your plans.

	4
	Assign each task and let the Committee decide the action.

	5
	Carry out your plans, using your task list.

	6
	Track your activities, expenditures, and time.

	7
	Evaluate the event or program, asking for input from everyone involved.

	8
	File task lists, tracking records, and evaluations for use in planning similar events in the future.



AN ORGANIZATIONAL GOAL/OBJECTIVE WORKSHEET IS IN THE APPENDIX.
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OVERVIEW
Evaluation is an important last step in any program.  A program may outlive its usefulness if it is not consistently evaluated.

PROCESS
The best time to evaluate a program is immediately after it is completed.  The coordinator and committee should review:
•	participation by the community and volunteers
•	time required
•	funding and resources required
•	revenue (if applicable)
•	number of people reached
•	number of volunteers needed
•	suggestions for what could be done differently
•	parts of the job least/most enjoyed

If you decide to undertake the project again, you may want to include comments and recommended changes in the program file.

TIPS FOR CONDUCTING 
PROGRAM EVALUATION
· Feedback is very important. Give credit to all suggestions and criticisms.
· Accept negative comments.
· Be objective and open-minded. Even the most outrageous ideas can have merit—people laughed at the Wright Brothers.
· Thank everyone for their comments—positive or negative. 
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CHAPTER 8- COMMITTEES
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Each affiliate must determine the type and number of committees it needs to carry out activities and programs.   A small, manageable number works best.  The committees need to have a specific charge and enough members to complete the charge.  Committees carry out the work and mission of your organization.  They are the hands-on teams that make things happen.  Good committees and committee chairmen are essential to your organization’s success.  The committee should be given information on the organization’s mission and goals.  The committee will then be responsible for objectives and tasks as outlined in the section entitled, “Planning for Success.”

While this chapter includes information on several types of committees, it is not necessary to organize all the committees mentioned in this chapter.  

SELECTING COMMITTEE CHAIRMEN
Committee chairmen may be appointed by the board chairman, nominated by the organization’s nominating committee, or selected by the committee membership.  Appointments are typically for one year.  For ongoing projects, consider appointing a vice-chairman who can have a year of training before succeeding to chairmanship of the committee.

Committee chairmen should have:
•	time to devote
•	leadership skills
•	the ability to focus on the committee’s objectives
•	responsibility for a committee that matches his/her interests 


ORGANIZING COMMITTEES
Committees create the overall structure of your organization’s work force.

	Step
	Action
	Responsibility

	1
	Arrange a planning meeting
	Coordinator/Board

	2
	Brainstorm ideas and new projects, prioritize, then divide into committees
	Board 

	3
	Develop a timeline of all projects for the year
	Board

	4
	Recruit committee members using volunteer lists and personal contacts
	Board, Committee members, Coordinator

	5

	Select Committee Chairmen--either appointed by Board or selected by committee members
	Board or Committee

	6

	Conduct the first committee meeting by reviewing the organization’s mission and the committee goal(s).  Work as a team to determine committee objectives (specific & quantifiable) to accomplish the goal(s).
	Committee

	7
	Seek committee members to oversee each project
	Committee chairmen

	8
	Stay in touch with committee members and keep them involved and informed
	Committee chairmen and coordinator



 
SPECIAL COMMITTEES
Your bylaws should include a provision allowing the chairman to set up task forces or ad-hoc committees.  Your organization may create task forces or ad-hoc committees when:
•	you want to explore new and different projects
•	your committees are overloaded
•	a project does not fit the mission of any standing committees
•	a fact-finding mission is required 
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COMMITTEE MEMBERS
Possible committee members include:
•	parks and recreation director
•	landscape architects
•	garden club representatives
•	nursery owners
•	interested citizens

COMMITTEE FOCUS
A beautification committee may focus on:
•	landscaping projects
•	tree planting programs and initiatives
•	wildflower planting
•	quality of life projects, such as:
•	parks development and improvements
•	downtown rehabilitation
•	historic preservation and restoration

MAINTENANCE
Maintenance is essential to the long-term success of any beautification project.  Before beginning a  project, create a maintenance plan that includes:
•	who will be responsible for maintenance
•	how often the project will need maintenance
•	how much it will cost
•	who will pay for maintenance

Xeriscaping, or use of native plants, is highly recommended for easier, cost-effective maintenance.
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COMMITTEE MEMBERS
Committee membership should:
•	represent your business community
•	include decision-makers
•	mix representatives of small and large business, industry, and retail

COMMITTEE FOCUS
A business and industry committee may focus on:
•	targeting all businesses to do cleanups on their own property 
•	sponsoring beautification projects 
•	encouraging planting on business premises
•	encouraging solid waste planning and recycling in all businesses

ORGANIZING YOUR PROGRAM
Create a list of businesses, including:
•	name of the business
•	key contact
•	street address and shipping address
•	phone number

The chamber of commerce can help you get this information.  This list can be an important tool in organizing your program over time and keeping track of each business’ involvement.
•	Always recognize business efforts.  Businesses have the most to benefit from public recognition and publicity.  
•	Many businesses are willing to partner with community organizations but cannot always provide monetary contributions—instead they can offer donations of goods, services, and volunteers. 
•	Recognizing businesses by entering them in the Ebby Halliday and Maurice Acers Business and Industry Leadership Awards
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COMMITTEE MEMBERS
Committee membership should include:
•	business community
•	decision-makers
•	neighborhood leaders
•	youth advisers
•	a mixed group that represents the community

COMMITTEE FOCUS
Cleanups address the symptom—litter—rather than the problem itself—littering.  Combined with education, cleanups can be an effective tool for raising awareness about the litter problem.  Although most cleanup committees focus on an event like the Don't Mess with Texas Trash-Off, we encourage our affiliates to also include education and ongoing programs like Adopt-a-Highway in the focus of this committee or others.

SOURCES OF LITTER
Your cleanup committee should address the sources of litter through prevention education, in addition to organizing cleanup events.  If you establish an education committee, the two groups may work together to determine the best method to incorporate education into cleaning up.   

RESOURCES
KTB has created toolkit on organizing Green Events. If you decide to establish a cleanup committee, please review this toolkit on the KTB website for additional resources and materials.  


[bookmark: _Toc254611873]CIVIC/NEIGHBORHOOD COMMITTEE 
COMMITTEE FOCUS
A civic/neighborhood committee may focus on involving all civic organizations and neighborhood groups in your KTB organization.  Members may represent:
•	churches
•	civic organizations
•	service clubs
•	PTAs
•	professional organizations
•	Junior League
•	senior citizen groups 
 
CIVIC INVOLVEMENT
Getting other organizations involved is a matter of maintaining contact.

	Step
	Action

	1
	Ask your chamber of commerce for a list of civic organizations.

	2
	Update the list annually, including name of president or chairman, address, and phone number.

	3
	Set a goal to involve 100% of them in at least one project.

	4
	Ask civic groups to sponsor projects, conduct surveys, or help with a section of the Governor’s Community Achievement Award application.



NEIGHBORHOOD INVOLVEMENT
Getting every family involved in your program is difficult, but you can at least reach every household with an effective neighborhood program.

	Step
	Action

	1
	Divide into neighborhoods and appoint a chairman to oversee each neighborhood.

	2
	Have each neighborhood chairman divide the neighborhood by blocks.

	3
	Select block captains and provide them with training and materials to distribute, if appropriate.

	4
	Ensure consistent message among all block captains.



ACTIVITIES
Each neighborhood will have its own agenda of items to address. They may include:
•	neighborhood revitalization
•	housing rehabilitation
•	cleanups
•	neighborhood recycling programs
•	starting a Crime Watch program
•	developing a uniform emergency call-in procedure 
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OVERVIEW
Education is the foundation to changing attitudes about community appearance and litter.  Education may be divided into adult/community education and school/youth education.  The education committee carries out a vital role in the long-term success of the affiliate.

COMMITTEE MEMBERS
Since it will address education from kindergarten up, your committee should have diverse representation.  Members may include:
•	teachers
•	administrators
•	PTA representatives
•	curriculum coordinators
•	interested volunteers

CURRICULA
One of the first steps of this committee may be to introduce curricula on environmental topics.

WASTE IN PLACE (K-8)
Waste In Place is a K-8 curriculum designed by Keep America Beautiful, Inc. to address the problem of waste and its disposal alternatives.  Waste In Place activities are designed to develop awareness and knowledge of solid waste problems, resulting in informed decisions by our future community leaders.  In Texas, the curriculum has been correlated with the TEKS exam.  Teacher training workshops are offered throughout the state.  Contact KTB for information on bringing this training to your affiliate.  A sample activity is provided at the KAB website www.kab.org under "Teacher Resources."
The Waste In Place curriculum is interdisciplinary in approach.  In addition to providing opportunities for interaction among students, the curriculum addresses:
•	vocabulary study
•	language arts
•	math
•	science
•	social studies 
•	Additionally, more information is available at the KTB website on the Waste-In-Place curriculum:

	http://www.ktb.org/programs/youth-and-educational-programs/waste-in-place.aspx

MESSIN’ WITH TEXAS (HIGH SCHOOL)
This program was created by the Texas Department of Transportation and to order, visit www.dontmesswithtexas.org 


STEPS TO IMPLEMENT THE CURRICULA IN YOUR SCHOOLS

	Step
	Action

	1
	Familiarize yourself with the KTB program.

	2
	Meet with the superintendent of your local school district(s) to gain his/her endorsement.  KTB has a letter of introduction and information packets.

	3
	Introduce the curriculum to principals, curriculum coordinators, and teachers.

	4
	Help teachers to coordinate units involving people and sites outside of the school.

	5
	Set up a training workshop.

	6
	Encourage participation from teachers, youth leaders, volunteers, and parents.

	7

	After completion of training, set up schedules for volunteers and parents to assist with classroom presentations, after-school programs, and youth activities.



 

Here are some tips for continuing the momentum of your education program:
•	Get feedback from teachers and keep good records of their efforts.
•	Recognize all school efforts.
•	Recognize excellence with a nomination for KTB's Sadie Ray Graff Education and Ruthe Jackson Youth Leadership Awards.
•	Plan activities such as poster contests, skits, puppet shows, films, and school assemblies.
•	Consider having an awards program for campus litter prevention, cleanup, recycling, and beautification.
•	Involve students and your organization in planning for campus receptacles.
•	Involve university students through cleanups, class projects, and possibly a column or editorial in the school newspaper.  
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COMMITTEE MEMBERS
Committee members should include individuals:
•	with diverse interests
•	who can tap into community resources

The members should not be selected by profession.  Typically, a banker or accountant is selected as a member or chairman.  But, these individuals deal with financial matters at work and may not be interested in doing the same as a volunteer.

COMMITTEE FOCUS
The fundraising/finance committee oversees your organization’s financial operations.  If your bylaws do not indicate who will prepare your annual budget, the task can be assigned to this committee. 

A fundraising/finance committee may focus on:
•	planning innovative fundraisers
•	seeking government and private sector funding
•	overseeing a membership program 
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 OVERVIEW
Well-publicized enforcement of your community’s litter laws is an important deterrent to littering.
An effective enforcement program involves:
•	updated, enforceable ordinances governing proper disposal of solid waste at its sources
•	litter law enforcement
•	citizen awareness of litter laws



PARTNERS
Your organization needs to work with the following local government agencies to educate citizens and enforce litter control ordinances:
•	sheriff, police, or Department of Public Safety
•	public works or sanitation
•	health, fire, or safety
•	building, zoning, housing, or code enforcement
•	all courts, judges, and prosecutors 

CREATING AN EFFECTIVE LAW ENFORCEMENT PROGRAM

	Step
	Action

	1
	Review the litter law and/or solid waste ordinances of your city. See the “Get the Facts” section of this manual for a survey form.

	2
	Recommend additions or changes for better enforcement.

	3
	Take a positive, proactive approach to enforcement through brochures, flyers, and workshops. 

	4
	Translate the ordinances into lay terms for the public.

	5
	Conduct meetings to inform courts, prosecutors, law enforcement agencies, and other groups and individuals about litter law enforcement.
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COMMITTEE MEMBERS
Possible committee members include:
•	representatives from media 
•	corporate public relations officers
•	organization newsletter editors 
•	interested volunteers

COMMITTEE FOCUS
The goal of an effective public awareness campaign is to reach the entire community with your message in a way that it becomes understood and supported by the public.

TOOLS
Some of the tools used to make your affiliate aware of your activities and goals are:
•	radio, television, and print media
•	brochures and pamphlets
•	litter bags
•	workshops 
•	presentations to civic, professional, and school groups 
•	involvement with major community events
•	program newsletters
•	other organizations’ newsletters
•	displays
•	promotional items like t-shirts, coffee mugs, bumper stickers, ribbons, and rulers

SURVEYS
Your organization can measure and heighten awareness by surveying attitudes about:
•	your program
•	litter in your community
•	recycling efforts

Survey results will indicate the level of awareness and satisfaction in the community and can help the public awareness committee set its goals (see “Get the Facts” section for a sample survey)

AWARDS PROGRAM
Your organization should consider an awards program because:
•	It will increase community awareness of your organization. 
•	It will bring prestige to the organization.
•	Donors and volunteers should be recognized at least once a year.
•	Awards competitions motivate the affiliate.
•	An awards luncheon/dinner can also be a fundraiser.
•	Application may be submitted for KTB Awards.

DON’T MESS WITH TEXAS
Promote the Don’t Mess with Texas campaign to public service directors and general managers at local radio and television stations.  Ask the stations if they receive the spots.  If not, contact TxDOT: info@dontmesswithtexas.org 

Most stations are interested in running the award-winning public service announcements. 
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OVERVIEW
Responsible solid waste disposal conserves valuable landfill space, energy, and natural resources and reduces trash in the litter stream.  The U.S. Environmental Protection Agency recommends an "integrated waste management system" combining six basic elements:
•	source reduction
•	resource recovery
•	recycling
•	composting
•	reuse
•	landfills
Your community should attempt to address all six elements.

RECYCLING
KTB can offer your affiliate information and guidance to set up a recycling program.  Information is also available from the regional council of government office and the Texas Natural Resource Conservation Commission.  Approaches to recycling vary due to:
•	market accessibility
•	geography
•	transportation availability and costs
•	existing local legislation

Recycling is not "the solution" but is part of an integrated effort to reduce solid waste.  For a drop-off center and/or curbside pickup recycling program to be successful, the program should be:
•	permanent
•	well-publicized
•	easy to use
•	available and accessible to the community

Maximize your recycling potential by:
•	working with existing recyclers
•	taking initiatives to recycle more and different materials
•	increase availability and citizen awareness of recycling centers

RECYCLABLES
The following materials may be recycled in your community if you can find and secure a market.
•	aluminum		•  motor oil
•	batteries		•  newspapers
•	cardboard		•  office paper
•	Christmas trees	•  plastics
•	glass			•  tires
•	metal			•  yard waste
•	steel cans		•  aerosol cans

 
TIPS
•	Involve all businesses, government entities, schools, and civic organizations in the affiliate's integrated solid waste management/recycling program.
•	Keep good records—strong results in tonnage of materials recycled and volume of materials averted from the local landfill can help secure funding, awards, and publicity.
•	Keep track of all affiliate recycling efforts for your Governor's Community Achievement Awards entry. 
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CHAPTER 9- CREATIVE IDEAS


One of the many benefits of affiliation with Keep Texas Beautiful is networking.  Part of networking is sharing ideas and programs.  Affiliates are always willing to share ideas and tips.  KTB attempts to make this process easy by contacting affiliates for you to ask for information on specific projects or programs, offering training on ideas, sharing stories in publications, and putting affiliates in direct contact through the 1-800-CLEAN-TX number.  KTB has developed a library of printed materials that is also available upon request on topics ranging from Adopt-a-Spot to Enviro-Camp.  We have provided sample ideas in this chapter but remember two things: 1) it is only a sample of ideas; and 2) KTB would love to add your project to the list.  
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•	Tree City, USA is a national program communities can join.  Call the Texas Forest Service at 409/845-2641 for more information.
•	Adopt-a-Median encourages businesses and organizations to landscape medians on city streets.
•	Establish a tree fund where people can donate money in memory or honor of an individual or business.
•	Celebrate Arbor Day or co-sponsor the event with a Garden Club.
•	Write a tree ordinance(s) to help preserve and plant trees in your community (KTB has sample information and tips on writing an ordinance).
•	Conduct contests to recognize landscaping of residential, non-residential, and business properties (Yard of the Month, Week or Year).
•	Conduct a sale of wildflowers, bulbs, or trees.  Identify a signature item–Denton is the Redbud Capital of Texas 
•	Partner with your local Master gardeners to revitalize an underutilized park.
•	Work with a local tree nursery to conduct a tree sale and fundraiser for the organization.
•	Partner with local business and community organizations to create a community garden. 
•	Assist a local school in planting an outdoor learning center that provides beauty and an educational area.
•	Plant wildflowers along highways. 
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•	Sponsor a monthly or annual Clean Business Award, which may include recognition for beautification, cleanliness, and/or waste handling practices.
•	Have a loading dock judging contest.  Send out applications and judge those that want to be checked.  Litter-free businesses receive certificates and recognition.
•	Give free litterbags to car washes and auto dealers as a special promotion. 
•	Survey local businesses on their attitudes about litter, beautification activities, and waste management practices.
•	Asks businesses to sign a Voluntary Clean Code, pledging to keep their premises clean and help clean parts of the community.
•	Recognize the efforts of business through letters of support.
•	Sponsor Clean Builder programs to recognize builders that keep their sites clean.
•	Lead the charge for a downtown cleanup. Get local businesses, churches and law enforcement involved. 
•	Sponsor a Waste in the Workplace seminar to help local businesses with recycling and source reduction (Keep America Beautiful program).
•	Sponsor an Adopt-a-Highway or Adopt-a-Spot challenge to encourage businesses to adopt the area in front of their business.
•	Encourage businesses to offer employee training on liter prevention and waste handling practices.
•	Conduct workshops at local businesses, i.e. conduct a "Don't Bag It" Program at a lawn and tractor store and a compost demonstration at a landscaping company office 
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 •	Send a postcard to businesses and individuals who have made a commitment to keep their property clean.  Let them know you’ve noticed and appreciate their efforts.
•	Encourage your community to adopt sections of highway through TxDOT’s Adopt-a-Highway program.
•	Encourage your community to participate in, and plan, beach cleanups.  For more information, call the General Land Office.
•	Participate in the Great American Cleanup.  
•	Adopt-a-Park allows interested citizens who help keep city parks clean and beautiful.
•	Organize a forest cleanup. 
•	Offer incentives to cleanup volunteers such as seedlings, lunch, special patches, and certificates.
•	Sponsor a clean-up competition between rival schools. The school that cleans up the most wins a party. 
•	The “Trash Trekkies” program was developed by Keep Mesquite Beautiful, Mesquite Parks and Recreation Department, and Mesquite County Hospital.  Walkers receive the “Trash Trekkie” T-shirt by stopping by the KMB office and signing a pledge to pick up litter along their walking route at least once a week. 
•	Identify the cultural interests of groups in order to diversify cleanups and reach all segments of the community.
•	Establish programs with adult probationers or teen courts to work off community service hours by participating in community cleanups.
•	Sponsor “Dump Free at the Landfill Day.”
•	Participate in the Texas Waterway Cleanup Program sponsored by KTB and the Texas Commission on Environmental Quality.
•	"Alley Rally" is the neighborhood cleanup of alleys.
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•	Encourage neighborhoods to Adopt-a-Spot or Adopt-a-Highway.
•	A Neat Street competition encourages cleanliness and beauty and civic leaders may act as judges.
•	Create traveling signs for neighborhoods to recognize outstanding efforts in appearance or improvement.
•	Coordinate an annual Paint-a-Thon.  This effort involves providing volunteer labor and materials to paint owner-occupied homes of the elderly or disabled.
•	Offer Neighborhood Matching Grant program to encourage neighborhood beautification.
•	“Code Blitz” held annually or semi-annually to identify violations and get them addressed in a timely manner. 
•	Develop and distribute welcome packets with information about programs, trash service, and annual events.
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•	Conduct a Litter Art or Recycled Art Show.  Make a display of mobiles, collages, or sculptures from pieces of litter.  Give awards for prettiest and most unusual.
•	Take a field trip to the recycling center or sanitary landfill in your community.
•	Have students make litterbags, bookmarks, or bulletin boards with environmental messages.
•	Issue a student challenge to go out every day following lunch and check the outside area for trash and debris.
•	Collect cans to purchase materials for landscaping the grounds.  A Beautification Saturday is great way to get parents involved.
•	Build awareness of litter by making announcements over the PA.
•	Involve youth groups in a Litter Barrel Painting contest.  The barrels may be judged and prizes awarded and/or the new barrels for trash and recycling could be sold to places around town.
•	Create a puppet show.  Stuffed animals can be converted to actors.
•	Organize an annual Enviro-Camp and find sample agendas from other affiliates.
•	Organize youth membership to promote and reward youth involvement. 
•	Sponsor an annual Clean Campus luncheon to honor students, teachers, and administrators.
•	Organize an “After-School Snack” program to recognize school administrators.
•	Offer a speaker’s bureau for schools.  Request that a school sign up for a specific month for speakers, projects, displays, and campus cleanups.
•	Combine efforts with the DARE, Red Ribbon Week, or similar drug-free programs to discuss graffiti. 
•	Appoint or select Junior Commissioners to be members of your Board or Committee.  Members may be chosen by campuses or nominated directly.
•	Make antilitter placemats and laminate for use at chamber of commerce banquets or other events.  After their use, the placemats can be given back to the students to take home.
•	Create a lending library and education kits for local schools, students, and teachers.
•	Establish an annual Little People’s Litter Party targeting daycare and pre-school youth.
•	Participate in an annual poster contest for Arbor Day and the PTA.
•	Organize a contest for school custodians.
•	Provide teachers with packets of information including a calendar and resource list. 
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•	Organize a "Secure Your Load for Clean and Safe Roads" program. Trucks entering disposal facilities must have sufficient load restraints or be fined in addition to other fees.  Fines may go to the local affiliate.
•	Sponsor a Litter Law Enforcement luncheon that features a municipal judge, a code enforcement officer, and speakers from the sheriff’s office, local police department, and the Department of Public Safety.  
•	Sponsor a local training session.
•	Purchase copies of John Ockels book on preventing illegal dumping http://www.tidrc.com/illegaldumping.html 
•	Purchase “Do Not Litter” signs or signs with your logo and attach to neighborhood Crime Watch signs.
•	Distribute litter bags printed with your affiliate name and/or city litter ordinances in English and Spanish.
•	Ask a law enforcement representative to assist in writing a letter to the editor.  
•	Organize a presentation to city council or commissioner’s court to support law enforcement efforts.
•	Distribute litter law information through the local utility bill.
•	Train volunteers to help in identifying persons in violation of their city litter and/or nuisance ordinances.  
•	Establish a litter hotline.
•	Annually review ordinances and make recommendations.
•	Host a luncheon or breakfast for solid waste, public works, parks, or other employees that have assisted your program.
•	Ask for space in city newsletter or on utility bills for messages. 
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•	Celebrate Great American Cleanup from mid-March to mid-May. 
•	Publicize your events in community calendars sponsored by the chamber of commerce or cable television stations.
•	Create a mascot or costume and have volunteers make appearances at schools, parades, and grand openings.
•	Get the mayor or county judge to sign proclamations for Don't Mess with Texas Trash-Off or other special events.
•	Ask your local newspaper about publishing a weekly article about your program.
•	Place your message on bank statements, utility bills, or business statements or add an insert.
•	Create a Facebook, Myspace and/or Twitter account to get the younger generations engaged and involved. 
•	Ask to put a message on any electronic signs in your community.
•	Develop a logo for use on promotional items, parade floats, stationery, etc.
•	Hold photo contest and use the photos to create calendars, posters, or similar items.
•	Publish a convenience directory listing important phone numbers, especially regarding environmental questions.
•	Sponsor local awards programs.
•	Distribute door hangers.
•	Host a media “Thank You” luncheon.
•	Bags of "trash" (just rocks, no trash) are hidden in very badly trashed areas of town.  Clues are given weekly on the front page of the newspaper.  If the bag is not found, a new clue is given the following week.  The intent is to make residents aware of heavily littered areas.
•	Distribute T-shirts.
•	Participate in major community events such as parades, cookouts, and ball games.
•	Utilize city, business, or church newsletters. 


[bookmark: _Toc254611887]SOLID WASTE MANAGEMENT IDEAS

 •	Sponsor a Recycling Round-Up in conjunction with your local rodeo or just for a fun promotion.  Ask interested businesses and organizations to set up booths and share information about their recycling efforts.
•	Start a telephone book recycling project with books either recycled or turned into craft projects.
•	Sponsor a Christmas tree recycling project.
•	Work with your local zoo.  Some zoos even sponsor recycling days or accept cans as payment or partial payment for entry.
•	Sponsor a “Don’t Bag It” program where grass clippings are left on the lawn.  Call the Texas Agricultural Extension Service for details. 
•	Develop alternatives to Household Hazardous Wastes and publish a pamphlet.  This could be photocopied for little to no expense.
•	Contact local waste haulers for help and support of public awareness tools.  
•	Have an appreciation breakfast for your solid waste and sanitation workers.
•	Encourage home composting projects by offering a pamphlet on how to establish a backyard compost.  Check with your local Extension Office or TNRCC for information.
•	Start a hanger recycling program where individuals return hangers to local dry cleaners.  In turn, the dry cleaners donate one penny per hanger to beautification projects.  
•	Start a community drop-off center, or offer to volunteer at a center, to create attention for your affiliate.
•	Use recyclable materials to make decoration for public functions or decorations for a community Christmas tree.
•	Sponsor green shopping or “How to be an Environmental Shopper” at a local grocery store.
•	Adopt-a-Recycler program pairs businesses and schools to help support recycling efforts in local schools.  Sponsors provide recycling containers, deliver the recyclables, and donate the value of their recyclables.
•	Purchase an Eco-Shopping game.  Customers pick items and the items are scored based on packaging, recyclable packaging, and other solid waste reduction concepts (KTB has information).
•	Plan a “Green Event,” “litter-free” events with recycling opportunities.
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CHAPTER 10- KEEP TEXAS BEAUTIFUL PARTNERS


HISTORY
Since 1985, Keep Texas Beautiful has maintained an annual contract with the Texas Department of Transportation (TxDOT) to support TxDOT's antilitter and beautification programs.  TxDOT's antilitter campaign began in 1985, when the state's litter pickup expenditures exceeded $20 million and were increasing 15 to 20% each year.  The antilitter program includes:
•	the Don't Mess with Texas public awareness and media campaign
•	the Adopt-a-Highway program
•	$1,000,000 in landscape incentive funds through the Governor's Community Achievement Awards
•	$400,000 annual contract with KTB

Working together these programs not only reversed the trend of litter expenditures, but also are now saving taxpayers $2- 4 million each year.

RESPONSIBILITIES
The contract with TxDOT requires KTB to:
•	administer and promote the Governor's Community Achievement Awards competition and program
•	develop and promote the KTB Affiliate Program (formerly Proud Community)
•	promote and assist KTB affiliates to become Keep America Beautiful affiliates
•	help administer and promote the Don’t Mess with Texas Trash-Off
•	help cities and counties set up litter law enforcement programs
•	educate the public about the benefits of TxDOT's vegetation management program
•	support TxDOT's Don't Mess with Texas and Adopt-a-Highway programs through KTB's grassroots volunteer service programs

Along with the statewide litter prevention and beautification programs, the contract is managed through TxDOT's travel division in Austin.   For additional information check the website: www.dontmesswithtexas.org.

TXDOT DISTRICTS
TxDOT has 25 district offices across the state.  A TxDOT district staff is a potential partner for your organization, and could work with your group on:
•	wildflower planting
•	Adopt-a-Highway participation
•	cleanups
•	landscaping rights-of-way
•	landscaping projects for Governor's Community Achievement Award winners

Primary contacts are the resident engineer, district engineer, Adopt-a-Highway coordinator, and public information officer.

DON’T MESS WITH TEXAS
TxDOT's Don't Mess with Texas public awareness campaign:
•	began in January 1986
•	fights roadside litter
•	directly targets habitual litterers—men and women ages 16-24
•	is familiar to most Texans through high-visibility, high-profile public service announcements (PSAs)

TAPES OF THE PSAS ARE MAILED TO TELEVISION AND RADIO STATIONS ACROSS THE STATE.  IF YOUR LOCAL STATIONS DO NOT HAVE COPIES OF THE PSAS, CONTACT TXDOT: INFO@DONTMESSWITHTEXAS.ORG

 
ADOPT-A-HIGHWAY
History
The Texas Adopt-a-Highway (AAH) program was the first of its kind in the nation.  AAH began in TxDOT's Tyler District in 1985.  Enthusiasm spread quickly, and more than 1.3 million volunteers in America participate in the program.  In Texas, more than 4,000 groups have adopted over 8,500 miles of roadway.


How to adopt a highway
KTB groups, civic organizations, church groups, businesses, schools, and service clubs adopt at least two miles of highway, which they agree to clean four times a year for two years.  TxDOT provides safety vests, safety training, and trash bags and hauls away the trash after each pickup.
 
	Step
	Action

	1
	Locate your community on the TxDOT district map

	2
	Contact the district Adopt-a-Highway coordinator to find out what roads are available for adoption

	3
	Select a road to adopt, working with the district coordinator 

	4
	Sign and return AAH contract to coordinator

	5
	Signs recognizing your group should be in place in 6 to 8 weeks



 

Adopt-a-Highway Awards
The Adopt-a-Highway, formerly the “Litter Gitter”, awards are presented each year at the Don't Mess with Texas luncheon during the KTB annual conference.  The awards recognize the outstanding Adopt-a-Highway group and the outstanding TxDOT maintenance office employee who works with the AAH groups.


Don’t Mess with Texas Trash-Off
The Don’t Mess with Texas Trash-Off is one of the nation's largest one-day litter pickup events.  It kicks off Keep Texas Beautiful month on the first Saturday in April (when Easter falls on the first Sunday of April, the Trash-Off is held on the second Saturday).  Adopt-a-Highway groups are encouraged to schedule their spring cleanups on this day, and KTB groups also participate by cleaning city streets and parks. 
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OVERVIEW
The Texas Commission on Environmental Quality (formerly the Texas Natural Resource Conservation Commission) is one of the most comprehensive state environmental agencies in the nation. The TCEQ has approximately 3,000 employees and 16 regional offices.  The TCEQ strives to protect our state's human and natural resources consistent with sustainable economic development. Their goal is clean air, clean water, and the safe management of waste.  

HISTORY
During the 1990s, the Texas Legislature moved to make natural resource protection more efficient by consolidating programs. This trend culminated in the creation of the Texas Natural Resource Conservation Commission in the fall of 1993 as a comprehensive environmental protection agency. Effective September 1, 2002 the name changed to the Texas Commission on Environmental Quality.  

1917
•	A constitutional amendment authorizes the creation of conservation and reclamation districts as needed. 
1929
•	The Legislature creates the first river authority (Brazos River Authority). 
1933
•	The Legislature creates water supply districts. 
1952
•	The Texas Department of Health conducts the first air study in Texas. 


1953
•	The Legislature creates the Texas Water Pollution Control Advisory Council, in the Department of Health, as the first state body charged with dealing with pollution related issues. 
1956
•	Congress passes the Federal Water Pollution Control Act. 
•	Texas' first air quality initiative is established when the State Department of Health begins air sampling in the state. 
1957
•	The Legislature creates the Texas Water Development Board to forecast water supply needs and provide funding for water supply and conservation projects. 
1961
•	The Texas Pollution Control Act establishes the Texas Water Pollution Board and eliminates the Water Pollution Advisory Council, creating the state's first true pollution control agency. 
1963
•	Congress enacts the Federal Clean Air Act. 
1965
•	Congress passes the Federal Water Resources Planning Act. 
•	The Texas Clean Air Act establishes the Texas Air Control Board in the Department of Health to monitor and regulate air pollution in the state. 
•	The Texas Water Commission becomes the Texas Water Rights Commission and functions not related to water rights are transferred to the Texas Water Development Board. 

1967
•	The Texas Water Quality Act establishes the Texas Water Quality Board (TWQB), assuming all functions of the Water Pollution Control Board. TWQB adopts its first rules. 
•	The Texas Air Control Board adopts first air regulations. 
1969
•	The Texas Solid Waste Disposal Act authorizes the Texas Water Quality Board to regulate industrial solid waste, and the Texas Department of Health to regulate municipal solid waste. 
•	A presidential order creates the Federal Environmental Protection Agency (EPA). 
1970
•	The Federal Clean Air Act is amended requiring states to develop State Implementation Plans (SIP). 
1971
•	The legislature first authorizes municipal utility districts. 
1972
•	Congress passes the Federal Clean Water Act. 
•	The Texas Air Control Board submits the first State Implementation Plan to the EPA. It also deploys the first continuous air monitoring station. 
1973
•	The Legislature removes the Texas Air Control Board from the Department of Health, making it an independent state agency. 
1991
•	The Legislature, in special session, creates the Texas Natural Resource Conservation Commission to be effective Sept.1, 1993.  Preparation begins for the consolidation of the Texas Water Commission and the Texas Air Control Board into the TCEQ. 
1993
•	The Texas Natural Resource Conservation Commission begins operation, bringing together for the first time regulatory programs for air, water, and waste. 
2002
•	The Texas Natural Resource Conservation Commission changes name to the Texas Commission on Environmental Quality. 

PROGRAMS
KTB primarily works with the Small Business and Environmental Assistance division and the Enforcement and Litigation sections involved with environmental crimes.  The Small Business and Environmental division helps Texans prevent pollution, conserve resources, and achieve compliance with regulations. 
•	Texas Waterway Cleanup Program
•	Texas Recycles Day
•	Environmental Crimes Task Force
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HISTORY
The Texas Forest Service was created in 1915 by the 34th Legislature as an integral part of The Texas A&M University System. It is mandated by law to "assume direction of all forest interests and all matters pertaining to forestry within the jurisdiction of the state." 

Today the Texas Forest Service has more than 354 employees in offices across the state:
•	The Texas A&M University System State Headquarters building in College Station 
•	Twenty-four district offices in East Texas administered by two regional offices, the Northern Region Headquarters in Longview and the Southern Region Headquarters in Huntsville 
•	Regional Forest Resource Protection offices in Abilene, Austin, Bastrop, Barnhart, Canyon, Commerce, Decatur, Fort Stockton, Fredericksburg, Granbury, Kingsville, La Grange, Lampasas, Lufkin, San Antonio, and Waco 
•	Urban forestry and pest management offices in Abilene, Amarillo, Austin, Corpus Christi, Dallas, El Paso, Fort Worth, Houston, Johnson City, Kerrville, Lampasas, Meridian, and San Antonio 
•	The Western Gulf Forest Pest Management Cooperative in Lufkin and the Western Gulf Forest Tree Improvement Project in College Station 
•	Tree nurseries near Alto and Lubbock; and the Magnolia Springs Seed Orchard near Jasper 
•	Five state forests to demonstrate and research forestry practices: E.O. Siecke in Newton County, W. Goodrich Jones in Montgomery County, I.D. Fairchild in Cherokee County, John Henry Kirby in Tyler County, and Paul N. Masterson Memorial Forest in Jasper County. 

PROGRAMS
•	KTB works annually on the coordination of the Arbor Day Poster Contest for 5th grade students.  The posters are due on February 28th each year.  
•	KTB promotes the Texas Arbor Day celebration on the last Friday in April and encourages affiliates to apply to become the official site.  
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OVERVIEW
The core functions of the Texas General Land Office, manager of 20.4 million acres of state property, are tied to the protection and preservation of the natural resources of this state.

In our coastal areas, programs like Adopt-A-Beach, Coastal Erosion Planning & Response, and Oil Spill Prevention & Response are designed to promote a balance between preservation of beaches, bays, and estuaries with the commercial and recreational use of those resources.

Resource Management Codes assist potential users of state-owned submerged lands with their project planning efforts. State and federal resource agencies assign codes to state-owned tracts in Texas bays and estuaries and Gulf of Mexico waters, representing development guidelines for activities within the tracts. The codes provide recommendations for minimizing adverse impacts to sensitive natural resources from mineral exploration and development activities. 

Other statewide programs like Alternative Fuels, Recycling, and Sustainable Development also seek to promote economic opportunity through responsible use of the resources our state provides for us.

The struggle to balance commercial and recreational gain with preservation of the resources necessary for that gain is an issue the General Land Office deals with daily. 

PROGRAMS
•	Adopt-A-Beach
•	GLO Poster Contest support
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HISTORY & MISSION
The Junior Master Gardener Program was developed, and is administered, by Texas Cooperative Extension, The Texas A&M University System. In the three years that the program has been available, JMG has grown to 38 states, is implemented by universities in 28 states and reaches over one million youth every year.

The mission of the JMG program is to engage children in novel, “hands-on” group and individual learning experiences that promote a love of gardening, develop an appreciation for the environment, and cultivate the mind. The goal is to inspire youth to be of service to others through service learning and leadership development projects and reward them with certification.

OVERVIEW
JMG is a youth gardening program is supported by proven, award-winning curricula and is being utilized by public schools, private and homeshools, youth organizations (scouts, 4-H, YMCA), and through outreach efforts at community gardens, museums, and botanical gardens.  There are JMG Programs in 69 Texas counties, supported by the Texas Master Gardener Program.  JMG is recognized by the Texas Environmental Education Advisory Committee (TEEAC) of the Texas Education Agency by offering environmental education program and training for teachers correlated with the Texas Essential Knowledge and Skills.

Current JMG curricula include:
JMG Level 1(for grades 3-5)
•	Junior Master Gardener Teacher/Leader Guide Provides teachers with the tools to teach the world of gardening and ecology with eight chapters of novel, “hands-on” activities that help make the world a more beautiful place.
•	Junior Master Gardener Handbook
Complements the Level One Teacher/Leader Guide with eight chapters of independent discovery learning activities for elementary-aged youth.

•	Golden Ray Series Health and Nutrition from the Garden
Motivates youth to eat the fruits of their labor in their study of Health and Nutrition from the Garden. This imaginative curriculum teaches children that growing and eating nutritious fruits and vegetables reaps its own rewards.



JMG Level 2(for grades 6-8)
•	Operation Thistle: Seeds of Despair While engaging youth in a mission to defeat the cunning Dr. Thistle, middle school and junior high youth can take part in a novel, “hands on” study of plant growth and development and participate in service learning projects while earning certification as a Junior Master Gardener.


YOUTH RECOGNITION
Throughout their participation in the JMG program, youth have the opportunity to earn recognition medals and certifications. Certification as a Junior Master Gardener is awarded to youth reaching the highest level of participation in the program and completing at least eight service learning projects.

TEXAS JUNIOR MASTER GARDENER ANNUAL AWARDS PROGRAM
Each year JMG recognizes the outstanding accomplishments of individuals, groups, and agencies/businesses involved in the Texas Junior Master Gardener Program
•	Marva E. Beck JMG Leader of the Year 
•	Junior Master Gardener of the Year
•	JMG Group of the Year
•	JMG County/Community Program of the Year
•	JMG Program Partner of the Year
•	JMG Extension Educator of the Year
A call for submissions is made every spring. This information will be forwarded to all KTB affiliate offices. For more information about the Texas Junior Master Gardener Annual Awards Program, contact the Junior Master Gardener Program office at 979-845-8565.

Recognized JMG Resource Sites
KTB affiliates can be designated as Recognized JMG Resource Sites by:
•	Taking part in a Junior Master Gardener training workshop
•	Designating an individual from the affiliate office as a point of contact for schools and youth programs utilizing the JMG program. 

KTB affiliates designated as Recognized JMG Resource Sites will receive:
•	Support and program information
•	JMG presentations for conducting teacher workshops
•	Posting in Texas JMG Program materials and website as a Recognized JMG Resource Sites
•	Promotion to schools to work with Recognized JMG Resource Site as a venue for completing service project requirements.
For more information on becoming a Recognized JMG Resource Site, contact the Junior Master Gardener Program office at 979-845-8565.

PROGRAM CONTACT INFORMATION
For information about the program or how to get involved, contact the Junior Master Gardener Program office at:
Junior Master Gardener 			
225 Horticulture/Forestry Bldg.		
2134 TAMU 					
College Station, TX 77843-2134 		
(979) 845-8565				
fax (979) 845-8906				
www.jmgkids.org				

For information on ordering JMG materials contact:
JMG Kids
4066 State Hwy 6 South
College Station, TX 77845
toll free 1-888-JMG-KIDS
fax (979) 690-7547
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CHAPTER 11- FUNDING
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Every community, regardless of its size, will need some program funding.  Before you begin the fundraising process, your organization must determine its direction and then develop a budget to allow you to get there.

DEVELOPING A BUDGET
Your budget should be thorough and realistic.  It should include a combination of public and private funding sources.  Diverse funding sources will help your organization:
•	when the economy is poor
•	during changes in political leadership
•	help all sectors of the community feel a "sense of ownership" in your program
•	adapt to changing attitudes in your community 


BUDGET OUTLINE
Some KTB groups meet their program needs as follows:

	Item
	Source

	Office space
	donated by chamber of commerce, local business, or city agency

	Telephone
	by donor of office space or cash budget

	Furniture and equipment
	donated with office or donated equipment from local business

	Supplies and stationery
	cash budget

	Postage
	cash budget–  ask your post office about nonprofit and bulk rates for mailings of 200+

	Clerical help
	•  shared administrative staff donated with office space
•  salaried through cash budget
•  work programs, including college work study, job training programs, senior job programs, or interns

	Creative services
	donated by advertising agencies, designers, or writers

	Printing
	•  cash budget
•  donated by local printer
•  underwritten by local businesses

	Travel
	cash budget or business contribution

	Salary/payroll
	cash budget or by becoming a city/county employee

	Insurance
	cash budget



 
INSURANCE

Insurance is an item easily overlooked in budgeting.

Seek advice from a professional insurance agent when considering:
•	workers compensation
•	general liability
•	employee health insurance
•	personal liability for board members and other volunteers
An insurance agent can help determine what kind of coverage best suits your organization.

 
INCOME

In addition to soliciting sponsorship and funding from donors, many KTB groups develop revenue-generating projects within the community.  However, please check to be sure this will not affect the organizations 501(c)(3) status (if applicable).

Cooperative programs with local business can provide benefit to the community and income for your organization. 


SAMPLE BUDGET

Operating Income
Fundraiser	$4,000
Citizen donations	 5,000
County	 5,000
City	 1,000
Interest	 1,000
Foundation	 5,850
	$21,850







Operating Disbursements
Telephone	$600
Office expense	300
Dues	250
Miscellaneous	300
Trainings & conferences	700
Travel	1,000
Salary	12,000
Payroll taxes	1,500
Auto	1,200
Fundraiser expense	1,500
Printing	500
Insurance	500
Computer	  1,500
        $21,850
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OVERVIEW
Funding your program requires planning.  Take the time to determine:
•	how much money you want/need to raise
•	what your potential funding sources are
•	what kind of fundraising programs you want to create
•	how you measure the impact/outcomes of your programs in the community

If your program is not funded, the subsequent losses will far outweigh the expenditure of resources.  These losses include additional sanitation costs, diminished community pride, decreased volunteers and the inability to attract and/or keep businesses.

EFFECTIVE FUNDRAISING
To be effective in fundraising, you must have:
•	a problem-solving program (a local KTB group)
•	an identifiable constituency (your community)
•	a united and enthusiastic governing body
•	additional leadership beyond the governing body (volunteers)
•	diversified sources of funding
•	an urgency quotient

SUSTAINING RELATIONSHIPS
Once funding is secured, keep your program in front of individuals who will make future decisions about funding.  Methods include:
•	regular correspondence, including newsletters, reports, email updates
•	social media
•	regular recognition and appreciation
•	media
•	regular appointments with elected officials and other sponsors
•	complimentary invitations to special events 


DONOR PROSPECTING
Donor prospecting is the process of finding donors for your organization and securing their contributions.  There are many training programs, including free or low cost, online tools and resources and books available to help in the process.  Here is a general overview of the steps in donor prospecting:

	Step
	Action

	1
	Take a hard look at your organization from an outsider's perspective.  How can a donor benefit from contributing to your organization?  

	2
	Develop an information package that outlines what the organization does and how contributions are put to work in the community.

	3
	Identify your prospect.

	4
	Identify the level of investment you want.  Don't be afraid to ask for it.

	5
	Provide persuasive information.  What is your impact, measurable outcomes, and benefit to the community (and funder).

	6
	Find creative ways to heighten your prospects' interest.



TOP 10 RULES FOR FUNDRAISING
	10.
	The 4 Steps in Fundraising are plan, plan, plan and work the plan.

	9.
	Anxieties about fundraising stem from anxieties about money.


	8.
	Fundraising is an exchange – people will pay money for what they cannot or do not want to do.


	7.
	Fundraising is NOT chasing, hoarding or squeezing money.


	6.
	Cultivate the 3 traits of Fundraising:
                        - Believe in the cause
                        - Ability and High Expectations
                        - Faith in good people


	5.
	People have the right to say “No.”


	4.
	Most giving comes from people who are not rich.  Over 19% of families living in poverty donate $72/annually. (Syracuse University)


	3.
	Donors are not ATM’s.


	2.
	Thank before you bank (and add a personal note).

	1.
	ASK!
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IDENTIFY KEY PLAYERS
Individuals in your community who may be in a position to help secure funds for your organization include elected officials and executives from:
•	community development department
•	public works/sanitation department
•	health department 
•	park/recreation department
•	solid waste management and/or recycling provider
•	school district
•	local businesses/ business district
•	Chamber of Commerce

WORK WITH LOCAL GOVERNMENT
If you plan to solicit funds from local government during the organization's first year, work with the appropriate city personnel to determine the steps for funding as soon as possible.

Soliciting public funding should be an integral part of securing endorsement from the city council or county commission.  Be familiar with your community's budgeting process and work within that time frame to meet all requirements.

Point out to local government officials that :
•	your program can result in cost avoidance and dollar savings for the community
•	minimal contributions by local government can be leveraged to produce grants and contributions from the private sector
•	government support lends credibility and prestige to your organization

Stress the avoided costs from cleanup and maintenance of public property, the benefits of sustained litter reduction, and landfill savings of solid waste programs through broad based community efforts. Keep local officials aware of the group's plans and progress from the beginning.
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OVERVIEW
Private funding can come from corporate, foundation, and individual gifts.  Sources for private sector donations are vast, diverse, and can extend far beyond the reach of your immediate community.

DONOR BENEFITS
Nonprofit and community organizations compete for dollars from the private sector.  Your organization can offer corporate and individual membership benefits like recognition, newsletters, and merchandise discounts.

For event sponsorship or significant grants, customize your benefits package to the wants and needs of the individual or organization you solicit.  It will benefit you to research the donor prospect and determine what will benefit them.  Businesses may want name recognition on:
•	brochures
•	newsletters
•	trash receptacles
•	promotional items
•	awards
Businesses that share your concern about the environment benefit from public association with your organization.

SOLICITING GIFTS FROM BUSINESSES
Local businesses can:
•	provide seed money for projects
•	underwrite newsletters
•	sponsor seminars
•	provide volunteers

Match local businesses with your projects.  They can be primary and expedient donors, and your organization can offer them access to their target markets in your community.

Create a menu of sponsorship choices, with levels of donation and benefit.


SUSTAINING RELATIONSHIPS
As referenced earlier, it is equally important, once funding is secured, to keep your program in front of individuals who will make future decisions about funding.  Funders do not want to be treated like an ATM. 
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OVERVIEW
Securing grants is based on extensive research and matching your needs with the objectives of the granting organization, be it foundation, corporation, or government entity.

RESOURCES
Sources for information on grants and foundations include:
•	local banks that know of or manage small community foundations, trusts and family foundations
•	libraries with listings of local and state foundations
•	listservs
•	foundation or corporate giving databases (in Texas, the UT system has available at no-cost)
•	local government grants writer/officer
•	state grants office/agency
 •	Texas Environmental Grantmakers group

BOOKS
There are many books on the market that give information about potential donors and grant writing.  Some good resources are: 

	Source
	Offers

	The Federal Register
	information on:
•  all available federal grants
•  program guidelines 
•  contact people

	The Catalog of Federal and Domestic Assistance
	information on:
•  categories of federal funding
•  programs the government wants to fund
•  names and telephone numbers of funding officers

	The Foundation Center Network
	•  information on private giving
•  public service programs
•  publications
•  a national network of library reference collections available for free public use

	Directory of Texas Foundations
	annual listing of foundations and foundation gifts in Texas (available at most local libraries)

	 Online Tools
	· Texas Association of Non-Profit Organizations: www.tano.org 
· Fundraising 123: www.fundraising123.org
· GIFT – Grassroots Institute for Fundraising Training: www.grassrootsfundraising.org
· Google: www.google.com 
· Compliance for new 990: www.irs.gov
· Foundation Center: www.foundationcenter.org
· Texas Environmental Grantmakers Group: www.texasegg.org




ADDRESSING ISSUES
Your grant proposal should answer the following questions about the program you propose:
•	What is the project or program?
•	Who will implement, and what are their qualifications?
•	Who will it serve?
•	What are the benefits?
•	How will you implement it?
•	What will it cost?
•	How will you measure outcomes and results?
 PREPARING A GRANT PROPOSAL
	Step
	Action

	1
	Plan to dedicate 30-40 hours for grant writing time

	2
	Research foundations to match your programs with appropriate funding sources

	3
	Contact foundation to determine deadlines and request grant application

	4
	Spend time on your cover letter—it is the grant maker's first impression of your organization.  Keep it short, and summarize what you propose

	5
	Prepare a grant proposal that:
•	follows given guidelines
•	includes all required information
•	is clean and well-organized
•	is not over packaged or flashy

	6
	Plan who will do the actual fundraising.
Find someone in your organization that knows a board member, staff member or foundation donor, and have that person represent your organization.

	7
	Plan for a back-up funding method in case your proposal is turned down.

	8
	If your proposal is turned down, talk to the grant maker to find out why.  You can get advice about future funding opportunities and sources.  With changes, you may be able to gain approval. Stay in touch even if not awarded funding.

	9
	If your proposal is funded, give immediate positive recognition with a letter of thanks and publicity if the foundation approves it.

	10
	Update the donor regularly on the programs, progress and results.

	11
	Spend the money the way you said you would.
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OVERVIEW
A valuable method to give leverage to your request for funding is to show your benefit to the community.   This is done by keeping good records of all volunteer hours, donated goods and services, and any cost avoidance that a city or county government achieved as a result of your efforts.  The information provided should include details on benefits, volunteers, donated goods or services, cost avoidance, government employee time, contributions, and in-kind services.

VOLUNTEERS
As was mentioned in Chapter 6, volunteers are the way to accomplish projects, programs and administrative tasks of your organization.  Volunteers include your Board members, the Adopt-a-Spot groups, the Don't Mess With Texas Trash-Off workers, the committee members (basically everyone that is not being paid to do a task).  Government employees that are receiving a salary, overtime or compensatory time are a cost, not a benefit.  If a government employee participates in a project or program and does not accept or request compensation, then the employee would be identified as a volunteer.

VALUE FOR VOLUNTEER SERVICE
In addition to the value of having a person to assist with programs and projects, volunteers also have a financial benefit.  It is important to keep good records of their volunteer activities.  The dollar value of this donated time varies depending on the task.  When setting a value for your volunteer hours, remember that there are different kinds of volunteers, from professional to laborer.  It is up to you to determine the value but be consistent.  Each volunteer should be assigned a value at least at minimum wage.  If an accountant donates services as an accountant, the value of the donation should be equal to the market value for the donated time.  If the accountant picks up the litter, the value would be at the clean up rate.  Another way to determine value is to compare the task to a position in city or county government.  Does the city or county have a litter crew?  If yes, use the hourly salary as a value for your volunteers. 


Type of Volunteer	$ Value/Hour*
Cleanup		$5.15
Board		$18.05
     Professional	$ Current Market for the Service Donated
*Independent Sector based on the
Economic Report of the President (2005) 


A VOLUNTEER TIMESHEET IS IN THE APPENDIX.

DONATED GOODS AND SERVICES
More than likely, your organization receives, or will receive, non-monetary contributions of goods or services often referred to as "in-kind" contributions or donations.  This could include an advertisement in a local newspaper, hot dogs from the grocery store or a dumpster from a private waste hauler.  The value of any goods or services should be equal to the purchase price of the contribution.  Whenever possible, ask your contributor for the value.  The value is also helpful for thank-you notes and when providing tax-deductible receipts, if applicable.

BENEFIT OF COST AVOIDANCE
The benefit to your program in this area is saving the local government money.  Cost avoidance is the value of a project based on what the local government would have spent if it had used a government department or personnel to achieve the same results.  The project must be something that the local government currently has within its scope of work.  It is based on the actual costs from the local government.  As an example, the local government budgeted $1,000 to install trees in a median.  Your organization completed the projects with donations and volunteer labor resulting in a cost avoidance of $1,000.

MONEY/GRANTS
Cash contributions from a private or non-government source is counted as a benefit.  These contributions could be from membership, fund raising, or product sales.  If your program receives cash contributions from recycling, the amount is considered a benefit.  Private foundation funding would be a benefit.  State, government or Council of Government grants for projects, excluding administration, would be a benefit.  The administration should be calculated as a cost.


COSTS ASSOCIATED WITH GOVERNMENT EMPLOYEES AND IN-KIND SERVICES
To accurately complete a cost/benefit analysis, your program must also calculate the costs or expenses from the local government.  If a local government employee is paid or receives compensatory time for assisting you with a project, it should be considered a cost.  If an employee assists in planting trees on a Saturday and will receive overtime, your program should calculate the hourly wage of the employee and consider it a cost.  If an employee donates time without expectation of overtime or compensatory time, then the time may be consider volunteer hours.  Local government services such as equipment, printing or similar services or supplies, such as paper, are costs to your program.  To calculate these costs, you should estimate the market value of the service or product.  Cash contributions made to your affiliates for staff, projects or materials are also costs.

RECORD KEEPING
The simplest way to track your costs and benefits is to maintain records as each project is completed.  In this manner you will have a record of the donations and volunteer hours, and once a year can compile an analysis.   Remember, every project will not need this type of record keeping, just ones that have a direct cost and benefit to local government. 



SAMPLE PROJECT WORKSHEET

Project Name: Don't Mess with Texas Trash Off
	Item
	Volunteer Value
	Donations
	Cost Avoidance
	Government
Costs

	Volunteer Planning of event (5 members * 6 meetings * 1.5 hours) at $16.54 per hour
	$744.30
	
	
	

	120 Hot Dogs, Buns and Condiments
	
	$200.00
	
	

	120 Drinks
	
	$60.00
	
	

	Trash Bags from KTB
	
	$50.00
	
	

	100 Volunteers at event donated 200 hours at $5.15
	$1,030.00
	
	
	

	City Employee drives truck with supplies - 4 hours at $9.00 per hour times 1.5 time for overtime
	
	
	
	$  54.00

	Newspaper ad to announce event and thank volunteers
	
	$100.00
	
	

	Printing of volunteer solicitation by City (250 copies at $.04 per page)
	
	
	
	$  10.00

	Cost saving for volunteers cleaning lot on Smith Street (City contract for $425)
	
	
	$425.00
	

	Prizes for participants (separate list)
	
	$275.00
	
	

	Totals
	$1,774.30
	$ 685.00
	$425.00
	$64.00



SAMPLE COST/BENEFIT WORKSHEETS

Benefits
	Project
	Volunteer Value
	Donations
	Cost Avoidance

	DMWT Trash-off
	$1,774.30
	$685.00
	$425.00

	Adopt-a-Spot
	$3,200.00
	$275.00
	

	Tree Planting
	$120.00
	$250.00
	

	School Projects
	$250.00
	
	

	Brochure on Waste Minimization
	
	$450.00
	

	Texas Recycles Day
	$2,900.00
	$1,100.00
	

	Board Meetings
	$2,232.00
	
	

	Total
	$10,476.30
	$2,760.00
	$425.00



Costs
	Project
	Government Employees
	Government In-Kind Contributions

	DMWT Trash-Off
	$54.00
	$10.00

	Utility Bill Insert
	
	$694.00

	Arbor Day
	$120.00
	$75.00

	Office Space
	
	$1,000.00

	Total
	$174.00
	$1,779.00



Total Benefits:	Total Costs:
Volunteers	$10,476.30	Government Employees	$174.00
Donations	$2,760.00	Government In-Kind	$1,779.00
Cost Avoidance	$425.00	Local Government 	$2,000.00
Cash Contributions	$1,000.00		$3,953.00
Recycling Income	$0.00	
	$14,661.30	Benefits	$14,661.30
	Divided by Costs	$3,953.00

Equals the Cost to Benefit Ratio of $3.71 or for every $1 contributed to your KTB affiliate by local government, your program returned $3.71 in benefits.
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•	Local membership programs.  Consider approaching area florists, nurseries, home improvement stores, and grocers to participate.
•	Sponsor tree, flower or seed sales.
•	Hold a rummage sale with items donated by citizens and members. Great Reuse Campaign.
•	Conduct an old-fashioned melodrama with an antilitter message featuring the mayor, chief of police, and other local dignitaries. 
•	Sell root beer floats, peach drinks, baked potatoes, or items tied to local festivals. 
•	Ask leading citizens to person a shoeshine stand, serve in a dunking booth, or cook hot dogs to attract attention and raise funds.  
•	Sell sponsorships for major events.
•	Request that the city authorizes a utility bill contribution.
•	Conduct an annual home and garden tour.
•	Host a green or sustainability summit and have an exhibit hall, where local vendors can purchase booth space.
•	Hold a coordinated fundraiser similar to a United Way drive by targeting businesses and corporations to make contributions and create challenges between similar businesses (i.e. banks versus banks).
•	Golf tournaments, volleyball tournament, tennis matches, miniature golf, duck races – any team sport activity could become a fundraiser.
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CHAPTER 12- WORKING WITH THE MEDIA
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The media in your community plays a key role in getting your message out to the public. To develop a good working relationship with the media, your organization must be: accessible and straightforward, friendly and willing to develop a relationship with the press.

GETTING ORGANIZED
•	Compile a list of all media organizations in your area or targeted to your region. These may include:
•	newspapers—daily, weekly, Spanish-language, business, niche
•	radio— all music formats, news/talk, Christian, public radio, schools
•	television—cable, network, independent, college, high school
•	magazines—regional, local or trade publications
•	Create a list of contacts at those media outlets – ensure the correct spelling (and gender of contact) and update regularly. You should have the individual’s full name, title, phone and fax, and email address. Target:
•	Editors
•	Publishers
•	News directors
•	Public service directors/Community affairs directors
•	Environmental and neighborhood reporters


TIPS

•	Don't blanket a release to everyone in the organization -- send only to the appropriate person. News is a fast-paced industry and irrelevant news releases can quickly become an irritation.
•	Do your homework—know your message, know the media. Your first sentence should be the most important and give the reader all of the most important information. 
•	Don’t try to ‘sound smart.’ Use language everyone understands, and don’t forget to proofread! Just like a resume, even the most newsworthy release will be ignored if it has bad grammar and misspellings.
•	Be concise and to the point, both over the phone and in writing.
•	Give a working phone number and email address, and be available for questions and answers.
•	In the body of your release, remember to show how your event or project impacts the community. Show reporters why it will be important for them to spend time reporting it.
•	Try to find a reporter that will work with your organization all year. This will add consistency to your message.
•	Become a resource the media can call on for comments on environmental issues.
•	Ensure your web site (calendar of events, etc) is updated, and remember to send your website out on all printed materials. If you don’t have a web site, be sure to send an updated calendar of events in addition to press releases and media advisories.
•	Remember, you are never "off the record" no matter how well you know the reporter/editor.
•	Follow up. Call to make sure your release was received— but bear in mind that reporters are always on deadline. 
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MEET THE EDITOR OR NEWS DIRECTOR
Make personal contact with key members of the media. Be prepared beforehand, and be concise. Offer them an organizational fact sheet that includes:

•	your group’s history and goals
•	current projects/events/programs
•	hard news about your program (i.e. statistics on litter reduction, cost benefits of your programs, impact on community)
•	key officers/sponsors
•	regular meeting schedule
•	your group’s affiliation with other state and national organizations.

ATTITUDE
•	Be friendly and professional.
•	Be cooperative—you are helping the media do their job in providing news to your community.
•	Do not, under any circumstances, ever guess about facts or fabricate them. If you don't know the answer to a question say so, then tell them you will contact someone within your organization who does know. Take their contact information and get back to them within 48 hours. If finding the answer takes longer than that, contact them to give them a status update.

ALWAYS ASK: IS IT NEWSWORTHY?
•	Before sending a press release or media advisory, consider the kind of stories your local media cover. Tailor your information appropriately.
•	Assess the value of your news and contact the right person. If necessarily, ask a friend or relative for feedback – remember, your information should be considered newsworthy to a wide audience of people, not simply those within your organization.
•	Consider how widely to distribute your information -- what is considered news in one community may not be considered news in another community.
•	Remember that even if your story or event may have real news value, it can always be preempted by a breaking story like war, disaster or tragedy. Slow news days do exist, but pay close attention to your local news before sending something out. 
•	KTB will always send out statewide press releases for winners of the GCAA, and quite often, other significant award winners, too. If you are coordinator of a winning community, be prepared for calls from the local media. You may want to contact KTB to stay abreast of when such releases are sent out.
•	Remember: winning awards may be very important to your organization, but it is often the kind of "soft news" that does not get picked up unless it impacts the community at large or involves a prominent member of the community. Some newspapers run columns that list achievements by individuals and organizations, so be prepared to re-cast your news in several different lights for maximum exposure. 
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OVERVIEW
There are a number of ways to get a story in the newspaper. Examples include:

•	Writing a press release following the newspaper's guidelines.
•	Sending a media alert that outlines the who, what, when, where and why of an upcoming event.
•	Sending an interesting photograph with an attached outline describing who or what the photo is about. Be concise and informative in your outline
•	Composing a letter to the editor that offers interesting facts on a particular topic relevant to your community, i.e. the benefits of curbside recycling or litter prevention efforts in your community. 

Remember, nothing guarantees an article or photo will be printed.

PRESS RELEASES
Follow these basic guidelines when crafting a press release to convey a professional, polished voice for your organization. 

•	Press releases should be cleanly typed, 1 ½ or double-spaced, on regular paper or your letterhead. If using Microsoft Word, make sure it is saved in a version that is compatible (’97-’03). Include your organization’s logo and, if desired, the KTB logo only. Use a common, easy-to-read font and use options like bolding, italics and exclamation points sparingly. Writing should be tight, to the point and informative. Never use colored fonts.  
•	Press releases should be hand-delivered, faxed, emailed, or mailed to a specific contact at the target media. Be mindful of your timing -- avoid sending news during lunchtime or near the end of the day, since there is the chance it will be more easily overlooked.
•	The name, telephone number and email of your group’s contact must appear at the top. List the number/email by which they are most accessible.
•	Create a slightly wider-than-normal margin so editors can edit.
•	Use a catchy headline, but remember that they will probably come up with their own. Utilize a sub-headline with a more informative tone to convey more additional information
•	If possible, limit your release to one page; cap it at two.
•	Short sentences with active verbs are best
•	Double and triple check names, spellings, locations, numbers and grammar. Follow a commonly used journalism style (AP or Chicago) and let it dictate how you handle certain issues like capitalization and titles. Before you send it, give it to at least two others to proofread and edit. KTB’s communication manager is always available for assistance. 
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FOR IMMEDIATE RELEASE		CONTACT: Name
Date:		email; ph. Number


Keep Texas Beautiful Awarded Contract to Clean Texas’ Waterways
Texas Commission on Environmental Quality partners with Austin-based non-profit
 (Austin, Texas)–Keep Texas Beautiful (KTB), one of the state’s premiere environmental organizations, is proud to announce it has once again been chosen to oversee the Texas Waterway Cleanup Program (TWCP). KTB has partnered with the Texas Commission on Environmental Quality since the early 2000s to promote and administer this statewide program, which offers local communities a conduit by which to keep their waterways litter-free. In 2008, KTB supported 437 waterway cleanup events, which garnered more than 1.1 million pounds of trash and resulted in more than 1,300 miles of waterways being cleaned. The contract is renewable annually for up to three years.
 “People may overlook their area waterways when they think about issues of litter prevention and community beautification, but keeping our rivers and streams litter-free is just as important as keeping our roads clean,” said Hester Bloom, who manages the program for KTB. “We have fantastic volunteers and are thrilled that the TCEQ has continued to support our efforts to keep Texas beautiful by awarding us this grant.” 
The TWCP encourages individuals to organize teams and focus cleanup efforts on a river, lake, pond, creek or stream within their community; once a group registers its cleanup event with KTB, it receives free supplies, tools and promotional and educational materials to make the effort a success. KTB also uses the program to support a related TCEQ initiative, the Total Maximum Daily Load (TMDL) program, for purposes of education and outreach on improving water quality in Texas waterways. For more information about the Texas Waterway Cleanup Program, visit www.ktb.org.
	Keep Texas Beautiful is a statewide grassroots non-profit that strives to educate and engage Texans to take responsibility for improving their community environment. KTB has an affiliate network of more than 360 communities across the state and reaches upwards of 17 million Texans with its message of waste reduction, litter prevention and community beautification. Working in tandem with community leaders, civic organizations, government entities and local businesses, KTB strives to make Texas the cleanest, most beautiful state in the nation. 
# # #

MEDIA ADVISORY
Newspapers are always in need of fresh news; you can sometimes make the life of a reporter much easier by sending a media advisory rather than a full press packet. A media advisory is a quick, bulleted release alerting the media of an upcoming event or project. 
 
•	Media advisories should invite the media to an event – make sure you send it to your press contacts one or two days before the event. 
•	If you have a working relationship with the assignment editor, find out how much lead time they prefer to have for in order to assign a reporter to cover events.
•	Within your advisory, answer the 5 W’s of good journalism: who, what, when, where and why. Before including additional info, weigh it to ensure it is newsworthy.
•	Always include a contact name, phone number and, if applicable, a website that offers more extensive information.

PHOTOGRAPHS
•	When sending photos to a newspaper, provide an outline that lists the names of the individuals pictured, and the order in which they appear.
•	If there are more than five people in the photo and none of them are community leaders, understand that the newspaper may crop the photo for space purposes. 
•	Label the back of the photo with identifying information and provide the same on paper.
•	Do not paper clip or staple anything to photos.
•	Recognize that photographs are not returned, so do not send your only copy.
•	Follow the newspaper's guidelines with regard to size, resolution quality and style. If you have questions, call the newspaper to verify. You are well-served by making a follow-up call a few days after you’ve sent in your information. 

LETTERS TO THE EDITOR
•	In small communities, letters to the editor can serve as a public thank you for event coordinators, sponsors, volunteers and participants.
•	In larger communities, you can use a letter to the editor to respond to and/or address community-wide environmental issues. This can be especially useful just prior to larger and/or statewide events like Great American Cleanup or Texas Waterway Cleanup.
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SAMPLE MEDIA ADVISORY

FOR IMMEDIATE RELEASE
CONTACT: Name, phone, email
	### MEDIA ALERT ###


Texas Recycles Day
Texans learn to Reduce, reuse, recycle

Austin, Texas – On November 15, Texas Recycles Day events across the state will shine a spotlight on the importance of reducing waste, reusing materials and recycling all that you can. The theme for this inaugural TRD is “Learning the 3R’s: Reduce, Reuse, Recycle!” 

WHAT:	Texas Recycles Day is an annual, statewide public awareness campaign created to encourage Texans to start recycling or enhance their recycling efforts. Thousands of citizens, businesses, civic organizations and schools will celebrate and participate in events and educational programs.

WHEN:	November 15 is officially Texas Recycles Day – it also coincides with America Recycles Day, a national day of recognition.  Events began in October and will continue through mid-November.  

WHERE:	Local events will occur at Main St. Park at 12:30p; Fire Station # 9 at 3:00p (123 State St.); and Zilker Park at 5:30p. Events are also occurring statewide – cities and towns, corporations, civic organizations, government agencies, schools and individuals are organizing activities.

WHY:	TRD is an opportunity to highlight and promote the environmental and economic benefits of recycling. The 3R’s are critical in order to preserve natural resources, keep our communities free of litter and refuge, and ultimately, increase monetary savings. 


For more information on Texas Recycles Day or to locate events in your area,
please visit www.texasrecyclesday.org or contact Keep Texas Beautiful at 1-800-CLEAN-TX.
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OVERVIEW
Television news – quite obviously – is the most visual way to communication your message. Your organization's visuals must be appealing and offer something eye catching and different. Three ways to get your message on television are: public service announcements, public affairs programming, and daily news.

PUBLIC SERVICE ANNOUNCEMENTS (PSAS)
The public service director is your primary contact in getting your PSAs on the air. The PSA director may also be able to help with filming or production. Some stations will not run PSAs with corporate sponsor names listed. Check before you start production.

Your public service announcement must be:
•	professionally produced or produced by the station
•	non-religious
•	non-partisan

PUBLIC AFFAIRS PROGRAMS
Public affairs programs generally run 30 minutes and address issues that have direct impact for your community. Public affairs programs can either be aired live or taped and edited before broadcast. Know the format beforehand. Topics to pitch include:
•	Citywide cleanups
•	Texas Recycles Day
•	Don’t Mess with Texas Trash-Off 
•	New community recycling programs
•	Local education or outreach programs

NEWS COVERAGE
The station's assignment editor/director is the key contact -- he/she assigns reporters to cover events. In a smaller station, the news director may also be the assignment director.
To contact the assignment editor:
•	Send a press release or media advisory including contact information and with appropriate lead time.
•	Send clear and concise directions to the location of your event.
•	Follow up by phone a day or two before the event. You may need to re-send or hand deliver the information.

MORNING NEWS PROGRAMMING
Many stations have guests on their morning news to talk about upcoming events in the area. Find out if your local stations do this and how you can be included. 
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OVERVIEW
Radio stations can air your messages as:
•	News
•	Public service announcements
•	Public affairs programming

NEWS COVERAGE
	Step
	Action

	1
	Find out if your local radio stations produce their own news programming.

	2
	Send a very short press release or media advisory to the news director at stations that produce local news.

	3
	Follow up by phone a few days later.



 

PUBLIC SERVICE ANNOUNCEMENTS (PSAS)
Radio PSAs are either recorded or read live by a DJ. Talk to your local stations to find out what they use. PSAs should be sent to the station's public service director two to three weeks before the event. 

In small communities, you may be able to record a PSA. If so,
•	find the person in your organization with the best voice or experience
•	practice beforehand. Read quickly, but clearly. Enunciate and remember to provide a contact name, phone number and web site.
•	know the length of your PSA beforehand (:15, :30, or :60)
•	time yourself. Thirty seconds should be thirty seconds – no more, no less.
•	involve volunteers

PUBLIC AFFAIRS PROGRAMS
Many radio stations invite guests to come by the station or have call-in interviews. Find out which stations carry this format, and plan to get on as many as possible throughout the year.

Tips for live interviews
•	Ask the reporter questions before you start
•	Be honest
•	Be positive
•	Plan the points you want to make
•	Make written notes of statistics, names, and telephone numbers beforehand, and bring them with you. Practice any names or locations that might be difficult to say. 
•	Be quotable; news outlets have an easier time running a piece if they have sound bites to re-play.
•	Remember: you are never off the record. Watch what you say and to whom you say it. 

Remember: it is highly improbable to secure air time on radio stations that do not create their own programming. Stations owned by large conglomerates generally require PSAs to come from their main office.
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SAMPLE PUBLIC SERVICE ANNOUNCEMENT

Public Service Announcement
:30

LIVING IN TEXAS IS SOMETHING TO BE PROUD OF, BUT LIVING WITH LITTER ISN'T.

HELP DO A LITTLE SPRING CLEANING OF STREETS, PARKS AND HIGHWAYS BY TAKING PART IN THE DON'T MESS WITH TEXAS TRASH-OFF ON THE FIRST SATURDAY OF APRIL. JOIN KEEP (CITY) BEAUTIFUL CLEANUP CREWS AT KIWANIS PARK AT 9 A.M.

ARRIVE EARLY! THE FIRST 50 PEOPLE WILL GET A FREE T-SHIRT. ALL VOLUNTEERS WILL RECEIVE A FREE LUNCH, SERVED IN REUSABLE LUNCH BAGS AND PROVIDED BY ACME INDUSTRIES.
	
DON’T DELAY! CONTACT KEEP (CITY) BEAUTIFUL AT 555-5555 TO REGISTER. VISIT OUR WEBSITE – WWW.WEBSITENAME.ORG FOR MORE INFORMATION.

DO YOUR PART TO KEEP (CITY) BEAUTIFUL!
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CHAPTER 13- VOLUNTEER LIABILITY


The information in this section is provided as a general introduction to issues related to volunteer liability.  Your organization should investigate issues at the affiliate level to determine what steps you should take concerning board and volunteer liability.  KTB offers training opportunities and will be glad to connect affiliates within the network to address issues.
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The Nonprofit Risk Management Center was established in 1990 to provide assistance and resources for community-serving nonprofit organizations.  As a nonprofit, the Center is uniquely positioned to both understand and respond to questions with practical, affordable suggestions for controlling risks that threaten a nonprofit’s ability to accomplish its mission.  The Center has a “Volunteer Risk Management” tutorial on-line at http://www.nonprofitrisk.org to check your knowledge of risk management.

The website also links you to numerous fact sheets and publications.  The Center’s technical assistance program for nonprofit is available by visiting their online advice center at http://nonprofitrisk.org/advise/advise.htm or by calling (202) 785-3891.  

ARE YOU LIABLE? UNITED STATES VOLUNTEER PROTECTION ACT
The United States Volunteer Protection Act [42 U.S.C. § 14503(a)] provides immunity for volunteers serving nonprofits or government for harm caused by their acts or omissions if: 
•	The volunteer was acting within the scope of his or her responsibilities at the time of the act/omission.
•	Appropriate or required, the volunteer was properly licensed, certified or authorized to act.
•	The harm wasn't caused by willful, criminal or reckless misconduct, gross negligence or a conscious, flagrant indifference to the rights or safety of the individual harmed.
•	The harm wasn't caused by the volunteer operating a motor vehicle, vessel or aircraft where the state requires an operator's license and insurance.

MANY VOLUNTEERS REMAIN LIABLE 
Despite the Volunteer Protection Act, many volunteers remain fully liable for any harm they cause, and all volunteers remain liable for some actions. The law only protects volunteers serving certain nonprofits and governmental entities. The VPA doesn't prevent a nonprofit from bringing an action against a volunteer, certain nonprofits, and governmental entities. 

"VOLUNTEER PROTECTION" LAWS EXIST IN EVERY STATE
Every state in the U.S. has some form of volunteer protection laws. These laws differ to a great extent. Some state volunteer protection laws only protect directors and officers serving nonprofits; others protect narrow categories of volunteers, such as firefighters or other emergency service personnel. There are a wide range of exceptions to the protections afforded under these laws, as well as other differences reflecting the preferences or specific concerns of the state legislatures against a volunteer.- 

The federal Volunteer Protection Act preempts state laws "to the extent that such laws are inconsistent with the Act." However, it doesn't preempt the additional protection from liability for volunteers that states may provide nor does it preempt a number of other conditions.  You need to know what protection your state does and doesn't afford volunteers. One resource is the Nonprofit Risk Management Center's "State Liability Laws for Charitable Organizations and Volunteers" which provides information online at http://www.nonprofitrisk.org/pubs/ssl_01rev.pdf.   Some of the information is provided is listed below:

TEXAS CHARITABLE IMMUNITY
Texas has the Texas Charitable Immunity and Liability Act of 1987 which states, (Civil Practice and Remedies Code, Chapter 84)
“[I]t is the purpose of this Act to reduce the liability exposure and insurance costs of these organizations and their employees and volunteers in order to encourage volunteer services and maximize the resources devoted to delivering these services.” 

Immunity abolished. Howle, v. CampAmon Carter, 470 S.W.2d 629 (Tex. 1971). Liability limited by statute (see Tex. Civ. Prac. & Rem. Code Ann § 84.001 to .008). 
Volunteer Protection Statutes 
A volunteer, director, officer, or trustee of a charitable organization is immune from civil liability.  A youth council volunteer is not liable for an act or omission that causes injury, death or damage. A volunteer food donator, a person who allows their fields to be used to get food for donation, and a nonprofit organization that distributes food to the needy are not liable for civil or criminal liability.  

Tex. Code § 84.004, Charitable organization volunteer 
A volunteer who is serving as an officer, director, or trustee of a charitable organization is immune from civil liability for an act or omission resulting in death, injury, or damage if the volunteer was acting within the scope of duty. 

A volunteer who is serving as a direct service volunteer for a charitable organization is immune from civil liability for an act or omission resulting in death, injury, or damage if the volunteer was acting within the scope of duty. 

Exceptions: a volunteer for a charitable organization is liable for injuries arising from the operation of motor-driven equipment, to the extent that insurance is required and existing insurance covers the act or omission. 
This section applies only to the liability of volunteers and not to organizations.  
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DOES NOT PREVENT LOSSES 
Insurance also doesn't safeguard volunteer program participants, but it can help pay for insured losses and the cost of investigating or defending allegations of wrongdoing. The types of losses that may occur determine what types of insurance are appropriate. Major categories of claims include:
•	Claims filed against the nonprofit that result from harm or loss suffered by volunteer workers while providing service for the organization or loss caused by volunteers while performing their service.
•	Claims filed against the volunteer alleging harm caused by the volunteer while performing service for the organization.

NO SINGLE POLICY ADDRESSES EVERY RISK
 Various insurance products respond to the different types of claims and losses that might result from volunteer service. For example, medical claims for a volunteer's services-related injuries will first be covered by the volunteer's existing health care coverage. You might consider buying a Volunteer Accident Policy to provide excess coverage over the volunteer's personal coverage. Accident and injury policies will pay claims regardless of who is at fault.  Since they provide "excess insurance"--they pay only after other available insurance pays--these policies are relatively inexpensive. Some organizations choose to purchase more costly "primary coverage" by including volunteers under Workers' Compensation policies. 

OTHER TYPES OF INSURANCE 
Insurance is available to protect the nonprofit from harm caused by volunteer staff.  To protect your nonprofit against liability claims, look at Commercial General Liability, Directors' and Officers' Liability, Professional Liability and Automobile Liability coverage.  Every nonprofit should identify an insurance professional (agent, broker or consultant) who can help the organization evaluate its need for insurance coverage and coordinate the submission of applications for coverage with various insurance companies. 
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TRAINING FOR YOUR ORGANIZATION

Three types of training are recommended for the governing body and director/coordinator: a new member orientation, an annual retreat and ongoing training. 
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An orientation for new governing body members can help define duties and responsibilities. 

New governing body members should be given a handbook with materials about your organization.  Items may include:
•	history of organization and accomplishments
•	ordinance or resolution establishing the organization
•	strategic plan
•	mission statement
•	budget
•	staff organizational chart
•	governing body list with addresses and phone numbers
•	literature about the organization
•	committee list and duties
•	calendar of events

ANNUAL GOVERNING BODY RETREAT
Governing body members should meet annually to review or discuss the status of the organization.  The members may want to review mission statement and/or bylaws or organization guidelines to insure that they are meeting the needs of the organization.  Other topics may include review or develop strategic plan, goals and objectives and the role and responsibilities of the governing body.
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CHAPTER 14- TRAINING FOR YOUR ORGANIZATION


 •	Interview the governing body.
•	What is affiliation with other volunteer organization?
•	Where do they work?
•	What are their hobbies and interests?
•	Why did they get involved?
•	What skills and qualities do they bring to the organization?
•	What do they see as the organization's three biggest challenges?
An annual survey is form is a good way to collect and update this information.  Mail it out or hand it out at a meeting and give them time to return to you. 
•	Determine what you want to accomplish at the training.

The officers and coordinator/executive director should develop a list.  This may be based on the challenges submitted by the governing body members.  Some topics may be:
•	Developing a new mission
•	Determining a strategic plan with goals and objectives
•	Increasing awareness of governing body duties and responsibilities
•	Evaluating the relationship between staff and the governing body

Make arrangements for a trainer.

Ask Keep Texas Beautiful about individuals that would be good at addressing your training needs.  Check with local nonprofit organizations including United Way.  Ask for assistance from the City or School District.  Investigate potential trainers from local technical schools, colleges, or universities.   When making arrangements with a trainer, describe your needs so they have an opportunity to determine if they are the best person for you.  If you have not been able to determine the needs for the training, ask the trainer for assistance.
•	Select date, time and place. It is extremely important that all of your governing body members be present.  Work with the members to determine the best date and place.  Make sure that you have enough time to accomplish the training.  The training may be several hours, all day or two days.
•	During training. Take good notes and make sure that results are in writing, so the results may be provided to all governing body members.  Provide the results as soon as possible (7-10 days preferably) after the training or at least before the next scheduled meeting.
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Governing body members should be given the opportunity to learn, grow, and develop throughout the year.
•	speakers from other organizations
•	speakers on specific topics of technical interest 
•	field trips to other communities or to conferences/seminars
•	group exploration of your affiliate
•	attending a KTB Basic Training, Forums, or Conference

	
Training Opportunity
	Focus
	Who Should Attend
	Timing

	KTB Conference
	Statewide Issues
	Local Board members, volunteers, staff
	June or July


	KTB Regional Trainings
	Legislative issues, current KTB program information, topics selected through affiliate surveys, and showcasing KTB programs Don’t Mess with Texas Trash-Off, Lake and River Cleanup, Texas Recycles Day, etc. Training may include ½ day Award session. 
	Local Board members, volunteers, staff
	Fall and Winter
Sessions may be held in conjunction with KTB Board and Committee meetings


	Basic Training
	A course to get new communities started and a refresher for existing affiliates.  Who and what are KTB, KAB and the behavioral based programs.  How to set up your local affiliate.
	New community contacts, new Board members of existing communities, new staff
	6-8 per year

	Meetings/Training held by Executive Trainers 
	Training, recruiting, and networking.
	Local Board members, volunteers, staff
	As needed.

	Keep America Beautiful New Director Training
	One-on-one phone and personal visits by KTB as needed.
	New KAB certified community director or designated volunteer director
	KTB Conference, KAB Semi-Annual Meeting, KAB Annual Meeting



CHAPTER 14- TRAINING FOR YOUR ORGANIZATION
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CHAPTER 15- AWARD


Keep Texas Beautiful sponsors numerous awards and is a source of information for news about other awards.

AWARDS
Keep Texas Beautiful annual awards are given in the following categories:
•	Governor's Community Achievement
•	Ebby Halliday and Maurice Acers Business/Industry
•	Media
•	Civic
•	Ed Davis Litter Law Enforcement
•	Litter Law Enforcement
•	Individual
•	O.P. Schnabel Senior Citizen
•	Volunteer of the Year 
•	Ruthe Jackson Youth Leadership
•	Sadie Ray Graff Education


WHY YOU SHOULD ENTER
Entering awards competitions gives your organization opportunities for:
•	monetary rewards (Governor's Community Achievement, Youth and Ed Davis Litter Law)
•	prestige as an award-winning organization
•	validation of your program within the community, among your donors and to your volunteers
•	increased participation from your community—people want to join a winning team
•	gauging your progress in program development
•	helping your organization set goals
•	providing an incentive to volunteers
•	setting goals
•	helping KTB track the entire state’s efforts 


HOW TO KEEP WINNING RECORDS
Good record keeping is the first step in entering any award competition. Records should be kept from the beginning of a project to the end. This example shows a method of record keeping for entering the Governor’s Community Achievement Awards: 

	Step
	Action

	1
	At the beginning of the year, set up a file for each of the categories, like cleanup or recycling.

	2
	During the year, place pertinent items in each file.

	3
	Take a lot of photographs—you’ll need them for award entries and displays.

	4
	Collect information about cleanup, recycling and beautification efforts from your community’s:
 • schools                              • government officials
 • teachers                            • neighborhood associations
 • school administrators        • public housing authority
 • civic organizations            • businesses
 • individuals

	5
	Plan to set aside time. Filling out award applications can be very time-consuming.

	6
	Return to the files you created at the beginning of the year. If your files are complete, you should have most of the information you’ll need right in front of you.



TRACKING MEDIA PLACEMENTS
Media coverage can play an important role in an award entry. In order to track your media placements:
•	Clip newspaper articles of all the stories written about your group and its projects.
•	Use a clipping service or appoint one of your volunteers to clip articles.
•	Track the number of radio and/or television minutes broadcast about your program.
•	Include public service announcements, remote broadcasts, news stories and production time donated.

TRACKING NON-FINANCIAL GIFTS
Throughout the year, keep track of non-financial gifts including:
in-kind donations of goods and services
volunteer hours
equipment donated by businesses
time supplied by interns and classes
Have project chairmen track cash donations, in-kind donations and the number of people involved in each event.

TIPS FOR AWARD-WINNING ENTRIES
•	Read the rules thoroughly before entering
•	Read the questions thoroughly
•	Answer the question asked
•	Talk to previous winners
•	Be concise
•	Ask the best writers in your community to help with the final draft
•	Proofread carefully for mistakes
•	Look for key words in the questions and answer accordingly
•	Be neat
•	Set up an appointment with KTB staff to review past applications
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INTRODUCTION
The Governor’s Community Achievement Awards (GCAA) recognize Texas communities for outstanding work in litter prevention, proper waste management, community cleanup and beautification. The awards are co-sponsored by KTB and the Texas Department of Transportation (TxDOT). Each year, TxDOT awards a total of $2,000,000 in landscape incentives to ten winning communities, dividing the prize money based on population category.

BLUEPRINT FOR ACTION
The comprehensive GCAA application can serve as a blueprint for action for community-based programs. Included in the application are key activities of a successful KTB group:
•	community leadership and coordination
•	litter prevention and cleanup
•	public awareness
•	solid waste management
•	beautification and property improvement
•	illegal dumping and its deterrence
•	education
An organization that is active in all of these areas is providing a real service to its community. 

RULES
The following rules apply to the Governor’s Community Achievement Awards program:
•	Categories are determined by population.
•	Communities are eligible to win once every three years.
•	All communities scoring 90 or above on the application will receive an Award of Excellence.
•	All communities scoring 90 or above for three consecutive years will be recognized as Sustained Excellence winners.

HOW TO APPLY FOR THE GCAA
	Step
	Action

	1
	Get a copy of the current or most recent GCAA application from KTB or the website

	2
	Review the application and use it as a blueprint for action for your programs.

	3
	Attend a KTB Awards training

	4
	Assign tasks to committees based on application category.

	5
	Keep good records of program activities, including statistics and photographs.

	6
	Submit your community’s application. The deadline is usually the first week in May.

	7
	Plan to set aside time. Filling out award applications can be very time-consuming.

	
	


	
Awards are presented during the KTB annual conference, which is typically held each summer in late June or early July.

TRAINING
Tips and training on participating in the Governor’s Community Achievement Awards are available by:
•	attending presentations by winning communities at the KTB annual conference
•	attending a special GCAA preparation session at the KTB annual conference
•	attending presentations or training at a Regional Meeting

GOVERNOR’S COMMUNITY ACHIEVEMENT AWARD WINNERS
The following is a list of cities that have won the Governor’s Community Achievement Awards.

 

2001-02   Balmorhea • Muenster • Breckenridge • Taylor • Southlake • Lufkin • Sugar Land • Waco • Corpus Christi
2000-01	Callisburg • Chandler • Sanger • Katy • Brownwood • Rowlett • Midland • Plano • El Paso
1999-00	Riverside • Big Lake • Wimberley • Athens • Lake Jackson • Pearland • Odessa • Abilene • San Antonio
1998-99	Quintana • Muenster • Whitehouse • Greenville• Taylor• Lufkin • Nacogdoches • Waco • Austin
1997-98	Rankin • Boling • Rockport • Woodway • Burleson • Haltom City • Midland • Bryan/College Station • El Paso
1996-97	Pineland • Eldorado • Wimberley • Athens • Lake Jackson • Denton • Mesquite • Irving • San Antonio
1995-96	Quintana • Farmersville • Whitehouse • Dickinson • Pearland • Lufkin • Abilene • Plano • Austin
1994-95	Quintana • George West • Rockport • Athens • Lake Jackson • Lufkin • Mesquite • Plano • Dallas
1993-94	Zavalla • Whitewright • George West • Weatherford • Greenville • Harlingen • Richardson • Mesquite • Austin
1992-93	Seven Points • Eldorado • Diboll • Dickinson • Pampa • Lufkin • Denton • Waco • San Antonio
1991-92	Oyster Creek • Port Aransas • Richwood • Athens • Denison • Lewisville • Midland • Abilene • Houston
1990-91	Zavalla •Huntington •Smithville •Burkburnett •Greenville •Harlingen •Grand Prairie • Plano •Dallas
1989-90	Utopia •Tye • Pittsburg •Diboll •Lake Jackson •Lufkin •Denton •Mesquite •El Paso
1988-89	Bluff Dale • Surfside Beach • Electra • Yoakum • Pearland • Haltom City • Midland • Beaumont • Austin
1987-88	Port Aransas • Caldwell • Livingston • Lake Jackson • Victoria • Wichita Falls • Bryan/College Station • Houston
1986-87	Whitewright • Seymour • Cuero • Greenville • Euless • Galveston • Waco • Dallas
1985-86	Muenster • Rockwall • Forney • Marshall • Lufkin • Midland • Corpus Christi • Austin
1984-85	Josephine • Forney • Diboll • Sulphur Springs • Hearne • Huntsville • Arlington • San Antonio
1983-84	Tom Bean • Eagle Lake • Commerce • Pearland • Lake Jackson • Lubbock
1982-83	Centerville • West Columbia • Bonham • Henderson • Terrell • Euless • Lufkin • San Antonio
1981-82	Salado • Granbury • Dimmitt • DeSoto • Lake Jackson • Houston
1980-81	Whitewright • Woodville • Hillsboro • Freeport • Greenville • Mesquite
1979-80	Caddo Mills • Elgin • Fort Stockton • Lake Jackson • Longview • San Antonio
1978-79	Paducah • Clarksville • Angleton • McKinney • Alice • Arlington
1977-78	Granbury • Hebbronville • Georgetown • Lancaster • Baytown • Waco
1976-77	Marble Falls • Crane • Jasper • Kerrville • Nacogdoches • El Paso
1975-76	Moody • Rusk • Kilgore • New Braunfels • Paris • Waco
1974-75	Mount Vernon • Devine • Cameron • Eagle Pass • Tyler • Fort Worth
1973-74	Stanton • Eastland • Athens • Jacksonville • New Braunfels • Lufkin • San Antonio
1972-73	Hughes Springs • Tomball • Littlefield • Corsicana • Grand Prairie • Dallas
1971-72	Three Rivers • Muleshoe • Kilgore • Edinburg • Kingsville • Houston
1970-71	Trinity • Mansfield • Taylor • Lamesa • Victoria • Grand Prairie
1969-70	Lockhart • Atlanta • Graham
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EBBY HALLIDAY AND MAURICE ACERS BUSINESS AND
 INDUSTRY LEADERSHIP AWARDS

Who is eligible:	Locally owned businesses and national corporations operating in Texas
Award recognizes:	Business/industry leadership in support of the mission of KTB

In addition:	Entry projects/activities should include, but are not limited to, education, beautification, conservation and solid waste management

Award is named for:	Ebby Halliday and the late Maurice Acers of Dallas, founding members of Keep Texas Beautiful and supporters of business and industry involvement

BUSINESS AND INDUSTRY LEADERSHIP AWARD WINNERS
The following is a list of groups and individuals that have won business and industry leadership awards since their inception.

 

2002	BASF, Freeport
2001	Balcones Recycling, Austin • IESI, Alvin • Temple Inland, Diboll
2000	Brazosport Environmental & Recycling Services, Clute • H.E.B. Grocery, Austin • Republic Waste, Angleton • BASF, Freeport
1999	Jeff Tuley Farms, Murchison/Athens • BASF, Freeport
1998	Joe and Lita Salazar, McDonald’s, Rockport • Fort Bend Telephone, Katy • Oxychem Pipeline, Pearland • BASF, Freeport 
1997	Morris Office Supply, Friendswood • T.U. Electric Company, Athens • BASF Corporation, Freeport
1996	Texas Disposal Systems, Austin • Jack Brown Cleaners, Austin • BASF Corporation, Freeport
1995	Frenchy’s Lawn Service, Denton • Lorax Corporation, Athens • Baxter Health Care, 	El Paso
1994	Sonic Drive-Ins, Denton • Houston Lighting & Power Company • BASF Corporation Chemicals Division, Freeport 
1993	Forever Green Landscaping, Rockport • Waste Management of East Texas, Athens • H-E-B Grocery Co., San Antonio • Rubbermaid, Inc., Greenville • Temple-Inland Forest Products, Diboll 

Club • Zavalla FFA Chapter • Girl Scout Troop #305, Lake Jackson • Cadette Troop #47, Lake Jackson • Boy Scout Troop #305, Mineral Wells • S.A.V.E. Sacred Heart School, Del Rio • Dow Explorer Post 350, Midland 


KEEP TEXAS BEAUTIFUL CIVIC ORGANIZATION LEADERSHIP AWARD

Who is eligible:	Local and statewide organizations, excluding KTB local organizations
Award recognizes:	Outstanding community leadership by an organization in support of the KTB mission

CIVIC ORGANIZATION LEADERSHIP AWARD WINNERS
The following is a list of winners of the Civic Organization Leadership Award:


2002	Hana and Arthur Ginzbarg Nature Discovery Center, Bellaire • Rowlett Lions
2001	Coppell Community Garden, Coppell • Christians in Action, Paris • Dia del Rio, El Paso
2000	Emily Ann Theatre, Inc., Wimberley
1999	Gulf Coast Waste Disposal Authority, Houston
1998	Sargent Beach Property Owners’ Association, Sargent
1997	Irving Master Composters, Irving
1996	5th Annual Great Austin Graffiti Wipeout, Austin
1995	Las Chulas del Barrio, El Paso
1994	Valley Proud Environmental Council, Harlingen
1993	Volunteer Center of Abilene, Inc. 



KEEP TEXAS BEAUTIFUL INDIVIDUAL LEADERSHIP AWARDS

Who is eligible:	Nominations are open
Award recognizes:	Outstanding individual community leadership in support of the KTB mission 

INDIVIDUAL LEADERSHIP AWARD WINNERS
The following is a list of winners of the Individual Leadership Award:
 

2002	Gene Keenon, Kilgore
2001	MaryLee Alford, Muenster
2000	Stan Weik, Angleton
1999	Jana Freeman, Big Lake
1998	Sonja James, Gun Barrel City
1997	Dennis Hobbs, Austin
1996	Mary Kemp, Weatherford
1995	Cameron County Commissioner James R. Matz, Harlingen
1994	Johnnie Jones, Angelina Beautiful/Clean, Lufkin
1993	Terri Cardwell, Lake Jackson 


ED DAVIS LITTER LAW ENFORCEMENT AWARD

Who is eligible:	Nominations are open to all law enforcement and code enforcement personnel 
Award recognizes:	Outstanding individual leadership in support of the KTB mission. This lifetime award recognizes the individual that goes above and beyond the regular call of duty. These law enforcement personnel set examples in their communities by enforcing litter laws and upholding codes mandated by city, county and state governments. The winner of this lifetime achievement award receives $500.
 

2002	Beat 4Z, City of Bryan
2001	Deidre Evans, Harrison County
2000	Mike Foreman, Grand Prairie 
1999	Bob Bratz, Pearland	
1998	Ben Davis, Taylor 


GOVERNMENT AWARD 2000-2001
The Government Award recognizes outstanding contributions by government to support the mission of Keep Texas Beautiful. The award was presented for the first time in 2001.
 

2002	City of Sugar Land • North Central Texas Council of Governments, Arlington
2001	City of Longview 



O.P. SCHNABEL SENIOR CITIZEN AWARD

Who is eligible:	Senior citizens (age 55 and older) and senior citizen groups

Award recognizes:	Continuing outstanding community litter prevention and beautification efforts

Award is named for:	The late “O.P.” Schnabel, founding president of Keep Texas Beautiful and a legendary and inspiring example of leadership and commitment to beautification and cleaner communities 

O.P. SCHNABEL SENIOR CITIZEN AWARD WINNERS
The following is a list of individuals and groups who have won the life time achievement O.P. Schnabel Award since its inception.


2002	Frances Sturgis, Waco • Eleanor and Logan Damewood, Longview
2001	Stella Roberts, Pearland • Robert Cornell, Midland
2000	Virginia Johnson, Rowlett Women's Club, Rowlett • Bob McDonald, Athens • John E. Boehm, Lewisville • Depot Ladies/Kilgore Improvement & Beautification Assn., Kilgore • Maintenance & Ministry, Hemphill
1999	Dan Roberts, Rowlett • Ann Heberle, Burleson • Shirley Jonas, San Antonio • M.E. and John Nelson – Taylor
1998	Margaret Myers, Athens • Paul Matthews, Greenville • Herbert and Alma Kunze, Taylor
1997	Ruby Dillon, Richland Hills • James O. Tucker, Balch Springs
1996	Bonnie Mulloney, Port Aransas • Ed Davis, San Antonio
1995	Maureen Lamm Davis, George West • Patrick K. Forrest, Richwood • Al and Louise Perkins, Mabank
1994	Jane West Dunkelberg, North Richland Hills • Kirk Duncan, Pampa 
1993	Juanita Stamper, Paris • Capt. Gerald E. Peddicord, Pottsboro • E. Bruce Street and Boyd Street, Graham • Shavano Park Gardeners, San Antonio
1992	Barbara Engberg, West Columbia • Walter “Dean” Adams, Abilene • C.W. Yerby Senior Citizens Community Garden, El Paso
1991	Sadie Green, Huntington • Dale Bietendorf, Port Aransas • West Columbia Garden Club
1990	Eleanor Matz, Harlingen • L. O’Brien Thompson, Amarillo
1989	George McKinney, Euless • Ed A. Vogler, Midland • Mrs. Printis Ellis, Paris • Senior Citizens Association of Tehuacana
1988	Delia Harrington, Beaumont • R.L. “Kitty” Hobbs, Burkeville • J.C. “Jack” and Dorothy Miller, Bryan
1987	Watt Matthews, Albany • Penny Penwell, Mabank
1986	Winnie Ellis, Kerrville • Maurice Acers, Dallas
1985	Mrs. O.W. Webb, Coleman • Ruthe Jackson, Grand Prairie
1984	Mrs. V. R. Baty, Wharton
1983	Gussie Mae Heilbron Dean, San Antonio • Alma Prince Green, Weatherford
1982	Mrs. Howard Kittel, Fort Worth
1981	Mrs. Lamar Lewis, Kilgore
1980	Mrs. Joe Phillips, Kerrville • Dion Van Bibber, Salado • Longview Senior Citizens Club
1979	Mrs. E.B. Cartwright, Weatherford
1978	Mrs. Charles Davis, Hughes Springs • Maurice Acers, Dallas • Dietert Claim Garden Club, Kerrville 


KEEP TEXAS BEAUTIFUL MEDIA AWARDS

Who is eligible:	Local newspaper, radio and television stations nominated by KTB groups

Award recognizes:	Outstanding public service efforts designed to educate, inform and encourage public involvement in local litter prevention, solid waste issues and community beautification

In addition:	Media awards provide an opportunity for local leaders to build the important partnership between the news media and KTB groups

KEEP TEXAS BEAUTIFUL MEDIA WINNERS


2002	KXAN-TV 36/LIN Television, Austin • Breckenridge American • HCTV, Haltom City
2001	Team 4 KGBT-TV, Harlingen • Cable Access Channel/HCTV, Haltom City • Clear Channels, Corpus Christi • M Magazine, Midland • The Paris News, Paris • Midland Reporter, Midland • Houston Chronicle, Houston • Tri-County Leader, Whitehouse
2000	CBS 7 / KOSA TV, Odessa • KEOM Radio FM 88.5, Mesquite • Kilgore News Herald, Kilgore • Abilene Reporter – News, Abilene • The Big Lake Wildcat Newspaper, Big Lake
1999	Mesquite News, Mesquite • Grand Prairie News, Grand Prairie • KEOM - Mesquite • Western Community TV Cable System, Big Lake
1998	Mesquite News, Mesquite • The Katy Times, Katy • KOEM-FM, Mesquite • City of Grand Prairie Cable Television, Grand Prairie • Taylor Daily Press, Taylor
1997	Big Lake Wildcat Newspaper, Big Lake • Irving News, Irving • KEOM-FM, Mesquite • Citicable, North Richland Hills • Central Texas Gardener, Austin • Greenville Herald Banner, Greenville
1996	Port Aransas South Jetty, Port Aransas • Rockport Pilot, Rockport • Lufkin Daily News • KTRE-TV, Lufkin • Marcus Cable, Denton
1995	Denton Record Chronicle • Tri-County Leader, Whitehouse • San Benito News • KEOM-FM, Mesquite • Citicable, North Richland Hills
1994	Wills Point Chronicle • The Mesquite News • Andrews County News • The Weatherford Democrat • Midland Reporter-Telegram • Amarillo Globe News • KLSB-TV, Nacogdoches
1993	The Progress, George West • The Mesquite News • The Rockport Pilot • Mid Cities News, North Richland Hills • The Denison Herald • Abilene Reporter News • Austin American-Statesman • KICKS 105.1, Lufkin • Sammon’s Communication, Denton • KRBC-TV, Abilene
1992	Port Aransas South Jetty • Mid Cities News, Arlington • Wimberley View News • Austin American Statesman • Mineral Wells Index • The Odessa American • KTRE-TV, Lufkin • KBRZ, Freeport
1991	Dallas Morning News • Brazoria County News, West Columbia • Lewsville News • Amarillo Globe News • Lufkin Daily News • Brazosport Facts, Clute • KTRE-TV, Lufkin • KYKS 105.1 FM, Lufkin
1990	Sealy News • The Mesquite News • Denton Record Chronicle • Valley Morning Star, Harlingen • San Antonio Light • KTRE-TV, Lufkin • KYKS 105.1 FM, Lufkin
1989	Port Aransas South Jetty • Greenville Herald Banner • Beaumont Enterprise • KDFM-TV, Beaumont • KGVL/KIKT-FM, Greenville
1988	Brazosport Facts, Lake Jackson/Clute/Freeport • KTSM-TV, El Paso • KFST-AM/FM, Fort Stockton
1987	Corpus Christi Caller-Times • KWTX-TV, Waco • KHOO-AM/FM, Waco
1986	Lufkin Daily News • Forney Messenger 


KTB YOUTH AWARDS
EDUCATION LEADERSHIP AWARDS IN MEMORY OF SADIE RAY GRAFF

Who is eligible:	Teachers, schools, school officials, and school volunteers

Award recognizes:	Recognizing the efforts of educators and educational institutions to encourage youth involvement and promote the KTB mission through environmental education.
Award is named for:	In memory of Sadie Ray Graff, a highly recognized educator and founding KTB board member 

SADIE RAY GRAFF EDUCATION AWARD WINNERS
The following is a list of schools and individuals that have won the Sadie Ray Graff Education Leadership Awards since their inception.
 

2002	Rockenbaugh Elementary, Southalke • Grable’s Grasshoppers • Denton I.S.D. • JoAnne Burch, Pearland
2001	Durham Elementary/Intermediate Schools, Southlake • Greg Weiler, Rowlett • Rosemary Martin, Lewisville ISD, Lewisville
2000	Wells Elementary School, Plano • Rockport-Fulton Intermediate School, Rockport • Gary Jones, AISD Administration, Athens
1999	Huntington Elementary School, Huntington • Linda Neal, Abilene
1998	Color Cats Recycling Club, Austin Elementary, Harlingen • Katy Junior High, Katy • Zan Austin, Denton
1997	Bess Brannen Elementary, Lake Jackson • B. McDaniel Middle School, Denison • Linda Newsome, Lake Jackson
1996	Z.T. Acker Elementary, Frisco • Claire Gates, Ryan High School, Denton • Gib Weaver, William Smith and Julie Hibbard, Greenville • Sandy Dailey, North Richland Hills
1995	Lisa L. Collins, Victoria • Bess Brannen Elementary School, Lake Jackson
1994	Treasure Hills Elementary, Harlingen • Whitewright Middle School • Blanca Villarreal, Austin Elementary, Harlingen
1993	CLEAN Greenville Education Committee • Bess Brannen Elementary School, Lake Jackson • Teri Hackler, Austin Elementary, Pampa 
1992	Stan Weik, San Antonio • Michele Todd and Lupita Muñiz, Harlingen • Treasure Hills Elementary, Harlingen • Travis High School Special Units, Austin
1991	Kim Wayne Adams, Dallas • Teri Cardwell, Lake Jackson • Jeff Hurt, Dallas • Crocket Elementary, Harlingen • Coakley Junior High School, Harlingen
1990	Marjorie Wohlschlag, Lupita Muniz and Jennifer Alexander, Harlingen 


RUTHE JACKSON YOUTH LEADERSHIP AWARD

Who is eligible:	Youth groups including schools groups, scouts, and other groups (e.g., 4-H, FHA, FFA)

Award recognizes:	Youth groups whose efforts are bringing about cleaner and more beautiful campuses, parks, neighborhoods, and communities

Award is named for:	Mrs. Ruthe Jackson of Grand Prairie, a KTB board members and active supporter of youth involvement

Winners receive:	First place winners receive a certificate and $100 for reinvestment in the group’s activities One group among the first place winners is selected for the Ruthe Jackson Award of Excellence. An additional $100 and certificate of excellence are presented to the winner.

RUTHE JACKSON YOUTH LEADERSHIP AWARD WINNERS
The following is a list of groups and individuals that have won youth leadership awards since their inception.
 

2002	Boy Scout Troop 280, Lewisville • Girl Scout Darla Yates, Angleton • Parker Brody, Lufkin • Northwood Elementary, Brownwood • Sablatura Middle Schools K.I.P.P.E.R.S., Pearland • Student Advisory Board, Keep Mesquite • Lake Jackson Youth Advisory Committee
2001	Boy Scout Troop 167, Taylor • Girl Scouts Troop 1901, Callisburg • Stefanie Lacy, Bandera • Durham Elementary, Southlake • Sablatura Middle Schools K.I.P.P.E.R.S., Pearland • Springhill Leaders, Longview • Muenster Youth, Muenster
2000	Si Robson, Athens Boy Scouts, Athens • Girl Scout Troop 2164, Rockwall • Brian Freno, San Antonio • Student Advisory Board, Keep Mesquite Beautiful, Mesquite • Color Cats Recycle Club, Austin Elementary, Harlingen • Apollo Junior High School Environmental Program, Richardson • La Grange High School Environmental Club, La Grange • LeTourneau University, Longview • Bess Brannen Elementary B.E.S.T. Club (Brannen Environmental Student Team), Lake Jackson
1999	Encino Park Elementary School, San Antonio • Burleson Middle School, Students Environmentally Aware (S.E.A.), Burleson • Taylor High School - Taylor • Sablatura Middle School Life Skills Class, Pearland • Boy Scout Troop #167, Taylor • Girl Scout Troop #068, Whitehouse • Chisum Armstrong Pierce, Taylor
1998	Color Cats Recycling Club, Austin Elementary, Harlingen • Rockport-Fulton Intermediate School, Rockport • Taylor High School, Taylor • B.E.S.T. Club, Bess Brannen Elementary, Lake Jackson, “Just Say No” to Drugs Club, Grand Prairie • Boy Scout Troop #167, Taylor • Girl Scout Troop #798, Highland Village • Chisum Armstrong Pierce, Taylor
1997	Bess Brannen Elementary, Lake Jackson • Students Environmentally Aware (S.E.A.), Burleson • South Grand Prairie High School, Grand Prairie • Keep Mesquite Beautiful Junior Advisory Board, Mesquite • Greensheet, Chevron and Compaq, Houston • Boy Scout Troop #167, Taylor • Girl Scout Troop #68, Whitehouse • Chisum Armstrong Pierce, Taylor
1996	Color Cats Recycling Club, Harlingen • Team 8-3, Denton • DECA, Graham • Science Club, Athens • Keep Mesquite Beautiful Junior Advisory Board, Mesquite • Boy Scout Troop #167, Taylor • Girl Scout Cadette Troop #1774 and Senior Troop #8, Grand Prairie • Justin Noble, Paradise
1995	H.A.T.S. Placedo Elementary School, Inez • 8th Grade SEEK Class, Colorado City • Nimitz Junior Historians, Irving • Boy Scout Troop #167, Taylor • Girl Scout Troop #068, Whitehouse • Dallam County 
4-H, Dalhart • Betty Kennedy’s Class, Lufkin Day Care Center, Lufkin • Butch Shelton, Mabank 
1994	Bess Brannen Elementary, Lake Jackson • Environmental/Outdoor Club, St. Stephens Episcopal School, Austin • Ryan Campus Ecology Club, Denton High School • FHA, Ingleside High School • Girl Scout Troop #068, Whitehouse • Girl Scout Cadette Troop #47, Lake Jackson • Bear Den 1, Wolf Den 3, Cub Scout Pack #5, Whitewright • Boy Scout Troop #403, Garland • DECA, Smithville High School • Keep Mesquite Beautiful Junior Advisory Board • Dow Explorer Post 350, Brazosport • Case Whitfield, Richland Hills
1993	Bess Brannen Elementary, Lake Jackson • Jamison Middle School KIPPERS, Pearland • Denton High School Ecology Club • Kilgore FHA • Girl Scout Junior Troop #305, Lake Jackson • Girl Scout Cadette Troop #47, Lake Jackson • West Columbia Cub Scout Pack #508 • Boy Scout Troop #305, Mineral Wells • Panther Paw Pickups, Denton • Dow Explorer Post #350 • Jennifer Cross, Irving
1992	Kids K.A.R.E., Deerwood Elementary, Kingwood • O. Henry Middle School, Austin • Travis High School Special Units, Austin • Thumpers & Jumpers 4-H, College Station • Kilgore High School FHA
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NATIONAL AWARDS
Keep America Beautiful presents awards in multiple categories each year. The awards are open to civic organizations, youth, schools, business/industry, communications, and government entities that are working toward the KAB mission “to empower individuals to take greater responsibility to enhance their community environment” by conducting programs in the area of litter prevention, beautification and community improvement, and/or solid waste minimization. Awards are typically due in August and are presented in December during the KAB National Conference. 

KAB AWARDS FOR LIFETIME ACHIEVEMENT
• 	Iron Eyes Cody Award: Honors outstanding volunteer men who have demonstrated lifelong leadership in raising public awareness about litter prevention, solid waste issues, and the need for citizens to participate in activities that preserve and enhance natural resources and public lands Winners include:
Stan Weik, Angleton 
• 	The Mrs. Lyndon B. Johnson Award:  Honors volunteer women who have contributed their time and energy selflessly in making America a more beautiful country
Eight Texas women have won this award since its inception:
•	Ruthe Jackson, Grand Prairie
•	Frances Sturgis, Waco
•	Ebby Halliday Acers, Dallas
•	Lillian Schnabel, San Antonio
•	Grace Cartwright, Weatherford
•	Sadie Ray Graff, San Antonio
•	Nelda Lewis, Kilgore
•	Littie Grooms, Denton
•	Sharla Hotchkiss, Midland



AWARDS FOR KAB CERTIFIED AFFILIATES
• 	Keep America Beautiful System Awards: Based on population, these awards are presented to the KAB affiliates with the best overall program in litter prevention, beautification and community improvement and the minimization of the impact of solid waste.
• 	Great American Cleanup Awards: Given to the top participants in the annual clean up event which is scheduled from mid-March to Mid-May. Activities include clean ups, beautification, community improvement and waste minimization. Based on completed Wrap-up Reports submitted after GAC.




CONTACT INFORMATION
Keep America Beautiful
1010 Washington Blvd. 
Stamford, Connecticut 06901
203/323-8987
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CITY LIVABILITY AWARDS
Focuses on one specific program developed by your city government in the last five years to enhance the quality of life in your community. This program may be in any policy area, such as:
•	economic development
•	health
•	transportation
•	the environment
•	parks and recreation
•	culture and the arts
•	social services
•	fire and police protection
•	drug abuse prevention



THE NATIONAL RECYCLING AWARDS
Established to recognize the achievements of communities in developing comprehensive and innovative recycling initiatives. Cash prizes are awarded to the best overall program and the top city in two categories:
•	Cities with populations 30,000-100,000
•	Cities with population over 100,000

CONTACT INFORMATION
1620 I Street, Northwest
Washington, DC 20006
202/293-7330 
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AWARD CATEGORIES
Awards are presented in 10 categories:
•	citizens
•	community
•	civic and nonprofit organizations
•	educational institutions—kindergarten through 12th grades
•	colleges/universities
•	trade or professional associations
•	small business and industry
•	large business and industry
•	local government
•	state agencies
•	federal agencies

CONTACT INFORMATION
Environmental Protection Agency, Region 6
1445 Ross Avenue, Suite 1200
Dallas, Texas 75270-2733
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AWARD CATEGORIES

The Texas Forest Service and Texas Urban Forestry Council honor programs and projects to enhance the beauty of Texas urban areas with trees. Categories include:
•	individual
•	business
•	civic organization
•	developer
•	project designer
•	local government
•	youth group
•	media

CONTACT INFORMATION
Texas Forest Service
College Station, Texas 77843-2136
409-845-2641
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The Take Pride in America awards recognize outstanding stewardship and awareness efforts on behalf of federal, state, local and/or Indian lands and resources. Competition is open to individuals and public or private groups.

CONTACT INFORMATION
Take Pride in America
Post Office Box 1339
Jessup, MD 20794-1339
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The Texas Commission on Environmental Quality recognizes outstanding projects annually. Awards may be presented in the following categories:
•	large business/technical
•	innovative technology
•	large business/non-technical
•	small business
•	civic/nonprofit organization
•	education
•	government
•	youth organization
•	media
•	agriculture
•	individual

Applications are typically due in November. Additional information is available at http://www.tceq.state.tx.us or www.teea.org

CONTACT INFORMATION
Clean Texas 2000, MC 113
TCEQ
P.O. Box 13087
Austin, Texas 78711-3087
512-239-315
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