WORK DAY CHECKLIST
	PARK NAME:
	     
	SET THE DATE & TIME:
	[bookmark: Text3]     

	IDENTIFY VOLUNTEERS TO:
	
	

	Contact the City:
	     
	Coordinate Snacks:
	     

	Get the Word Out:
	     
	Post-Event Follow-up:
	     

	Coordinate Tools:
	     
	
	

	|_| Review “Tips For Sustaining Support”
	
	

	THREE WEEKS BEFORE
	
	

	GET THE WORD OUT:
	|_| Yahoo Group  |_| Other Neighborhood Groups: ______________________

	|_| Announce at NCPC       Post Flyers: |_| At Park     |_| Library/Community Center  |_| Door-to-Door

	ONE WEEK BEFORE
	
	
	

	NOTIFY:
	|_| City: Arrange trash pick-up
Call: ____________
	|_| local Council office
	

	PLAN THE WORK
	|_| Clean-up
|_| Gardening
|_| Repairs
|_| Other
	[bookmark: Text1]     
	Use Park Conditions Assessment as a guide

	TOOLS LIST
	|_| Pick-up Sticks
|_| Trash Bags
	|_| Gloves
|_| Other
	     

	REFRESHMENTS
	|_| Water
|_| Snacks
	|_| Coffee shop-request donation or discount
|_| Other
	[bookmark: Text2]     

	DAY OF EVENT
	Make Sure To Be There A Little Early!
	

	SET-UP
	|_| Tools
|_| Table (if you have one)
	|_| Sign-in Sheets
|_| Post date of next work day
	|_| Donation Jar for snacks


	DURING
	|_| Monitor Safety
|_| Take Pictures
	|_| Have Fun
	

	END OF DAY
	Put Trash Bags Where City Will Pick Up
	# of Bags Collected:              __________
Number of Volunteers:          __________
Number of Volunteer Hours: __________

	FOLLOW-UP
	|_| Thank Volunteers (e-mail, note, phone call)
|_| Thank Donors
	|_| Post Photos on group
|_| Send photo to Council representative


	




		
