How to Start (or Jump-Start) a Neighborhood Association

Introduction

Neighborhood associations play a vital link in our community. They open doors
of communication between neighbors and city government. They also provide
key information that is more “local” than virtually any other source.

Sometimes it’s difficult to find ways to make a neighborhood association function
effectively. Here’s a list of tools, along with sample documents, that can help you
start up a neighborhood association or put one back on its feet after a difficult
period.

Step #1 - Know Your City Partners
City staff includes several people that can help you get started. They include:
Tracy Davis - City Recorder
Debbie Lockhart - Deputy City Recorder
Tim Wood - Finance Director
Nate Brown - Community Development Director

Tracy and Debbie have notebooks containing key information about each of
Keizer’s neighborhood associations. They can give you copies of existing
bylaws, samples of old minutes, etc. Debbie also puts information about
neighborhood associations on Keizer's website at www.keizer.org. This can be
an important tool for you. Susan works with Keizer’s budget and can help you
get funds for postage and flyers (see “Getting the Word Out” below). Nate can
give you a detailed map of your neighborhood and the addresses in it.

Step #2 - Find Your Neighborhood Partners

This can be the hardest part. You will probably need at least three people who
are interested in starting up the group. These will fill the traditional officer roles
(with one possibly doubling as Treasurer), at least in the beginning. With at least
three willing to hold these roles, you can hold very simple elections and give your
names to the city (for Step #3 below).

Once you've identified your core members, the next step is to decide on a regular
meeting time and place. A good location for your meetings is almost like a
“partner” in your work. People like to meet in a convenient place where they can
feel comfortable. If your neighborhood includes a school, that can be a good
candidate for your meeting place during the school year. Some grocery stores
and churches offer conference rooms for free or a very low fee. Consistent
meeting times and places can help build membership.

Step #3 - Do A Little Paperwork

The city needs to know who you are, especially if you'd like to use some city
funds to help with mailings, etc. In Keizer, it's likely that your association exists
on paper but has fallen behind with its annual reports to the city and filing of its



minutes. Put together a one-page report introducing the association officers and
your general plan for the year, which can fill in as the “Annual Report” (see
sample) and give it to Tracy. Fill out a “Minutes Form” (see sample) when you
meet and submit that, also.

If you have bylaws on file, some paperwork is already done for you. Gubser
Neighborhood Association’s bylaws are also included as an example if you are
starting “from scratch.”

Step #4 - Getting the Word Out (and Getting Folks to Come)

Association success often depends on getting word of the meetings to members
and giving them a good reason to come. Options for getting the word out include
postcard mailings, flyers, notification in the Keizer Times and Statesman Journal
calendars and web postings and/or Email lists. (See sample flyer, postcard
“make-ready” for four cards per 81/2” by 11” page, Keizer Times calendar notice
and web page.) These take some time and effort, but if you have put together a
standard format and timetable for them, the process becomes routine and much,
much easier with time. Using Nate’s map and list really helps (see sample).

Folks often come when there is a “focus topic” with a speaker that interests them.
Because a neighborhood includes a variety of interests, it's good to have a
variety of topics lined up. City personnel can provide a great source for
speakers. Many non-profit organizations are eager for speaking opportunities.

Step #5 - Making the Meeting Work Well

The meeting will only attract and keep new members if it is well-run. An agenda
helps keep things on track (see sample - two per photocopy page). The sign-in
sheet is also essential (see sample). It can be used to build future mailing and
phoning lists and to survey attendees’ interests. It's your “roll call” and planner.
Starting with a “Welcome and Introductions” segment will help folks feel at home.

Step #6 - Planning Ahead

If your neighborhood association doesn’t meet during the summer months or
during the holidays (December), you're planning will only require about eight
programs for the year. Sometimes planning a whole year at once is simplest. It
also allows you “in-between-times” to try different meeting formats and forums for
smaller groups, such as a traffic study group or a neighborhood watch group.
Reminding the attendees of upcoming events will help bring them back. It also
allows you to budget for costs with the city.

Final Comments

Using these steps and sample documents can melt away many of the hurdles
involved in starting up your group, making your neighborhood association work
much more valuable and rewarding.


http://www.keizer.org/?action=page&name=Neighborhood%20Associations

Revised Annual Report For the Gubser Neighborhood Association
April 4th, 2005

New Officers
The Gubser Neighborhood Association (GNA) is being revitalized after nearly
dissolving in January of this year. The new officers were elected at the February
meeting. They are:

Beth Daniell - President

Rick Nelson - Vice President and Treasurer

Bruce Rector - Secretary

Dana Birch - Area Representative (at Large)

We are continuing to meet at our regularly-scheduled time and place:
Gubser Elementary, 3" Thursday of the Month, 7PM

Annual Plan _
We are exploring an annual calendar of events, including outside speakers on
various topics. Our current draft outline includes the following:
February - Country Glen Bridge
March - Parks Advisory Board & Wilark Park Cleanup for 4/16/05
April and May - Community Policing and Keizer Station Topics
With Guest Speakers from the City
June - Volcanoes Night! (No Meeting in July)
August - Picnic Being Explored
Sept - Nov - “Outside” Guest Speakers on Various Topics
Dec (No Meeting - Miracle of Lights)

Logistics - Getting the Word Out

At this point, | am sending about 120 to 140 postcards per month to targeted
homes in our area plus prior attendees. We are also exploring Gubser flyers, the
Keizer Times calendar, and a once-a-year mass mailing to all thousand Gubser
homes. We feel that getting the word out is vital to our success. | have also
been talking with Country Glen folks about possible joint meetings and
subcommittees.

A Reasonable Budget

It takes about $50 per month to print, label and mail 140 postcards. Although we
don’'t meet every month, we'd also like to do one mass mailing per year and have
some additional administrative expenses. | recommend that the Budget
Committee retain $1,500 for neighborhood associations this year (two
associations at $600 each plus $300 for shared capital items).

A Special Thank You!

Many thanks to Susan Gahisdorf, Tracy Davis, Karen Sergent, Jacque Moir and
the City staff people that are making our revitalization possible and valuing our
neighborhood’s role in Keizer.




Gubser Neighborhood Association
Record of Meeting Activities for:

Key Topic:

Other business:

Attending:

Motions/Action ltems:

Next Meeting:

Next Meeting Agenda ltems:




GUBSER NEIGHBORHOOD ASSOCIATION
BYLAWS

ARTICLE | - NAME
The name of this organization shall be the Gubser Neighborhood Association, herein known in
this document as the Association.

ARTICLE Il - AREA

The Association shall encompass that area bounded by the Bonneville Power Administration
transmission lines to the south shore of Labish Ditch and Lake Labish on the north, the city
limits of Keizer on the east, the north sides of Chemawa Road NE to Lockhaven Drive NE on
the south, and the east side of River Road N on the west.

ARTICLE Ill - PURPOSE

Section 1

Section 2

Section 3

Section 4

The Association will be advisory to the Keizer City Council, Planning
Commission, Parks Advisory Board; Salem-Keizer School District, Marion county
Commissioners, and all other organizational bodies as requested or required, on
matters affecting the growth, development, and all other factors affecting the
livability of the area within the boundaries of the Association. Such advisory
communication is not limited to the neighborhood plans and proposals with
respect to land use, zoning, parks, open space and recreation, housing, school
and community facilities, transportation and traffic and other factors affecting the
social and economic welfare of the members of the Association.

The Association will provide a forum for open discussion and allow maximum
citizen participation in the formation of the public policy to all members of the
Association.

The Association will improve open communication between Association
members, community leaders, and elected and appointed officials.

The association will promote, coordinate and conclude, in an orderly fashion, the
business of the Association in order to protect and enhance the quality of life in
Keizer.

ARTICLE IV — MEMBERSHIP

Section 1

Section 2

Section 3

Section 4

The Assaociation shall be non-partisan, non-commercial, and non-sectarian.

Membership shall not discriminate or limit membership by race, religion, ethnic
origin, age or gender.

The general membership shall be open to all residents, property owners, and
business owners or one appointed representative of any business or institution,
within the boundaries of the Association.

Monthly general membership meetings are considered desirable and shall be
held at the hour and day designated by the Association board. The association
Board should provide whenever possible at least five (5) days notification to the



ARTICLE V - VOTING

Section 1

Section 2

Section 3

Section 4

general membership of the time, place and purpose of the general membership

meeting.

There shall be no voting by proxy.

Each member 18 years of age and over shall be entitled to one vote per voting

opportunity.

Motions and decisions shall be passed based on majority vote.

A quorum is duly constituted by those present.

ARTICLE VI — ASSOCIATION BOARD

The Association Board, herein known in this document as the Board, shall
consist of twelve (12) persons and shall include the four Association officers and
two members from each area as described in this section (map attached).

Section 1

Section 2

Section 3

Section 4

Section 5

Area #1:

Area #2

Area #3

Area #4

Bounded by the south side of Labish Ditch and the south shore of
Lake Labish on the north, the city limits of Keizer on the east, the
Bonneville Power Administration transmission liens, west of
McLeod Lane NE, and the north side of Tepper Lane NE on the
south, and the east side of Labish Ditch on the west.

Bounded by the Bonneville Power Administration transmission
lines on the north, the west side of 14" Avenue NE on the east,
the north side of Lockhaven Drive NE on the south, and the east
side of River Road N on the west.

Bounded by the Bonneville Power Administration transmission
lines on the north, the west side of McLeod Lane NE on the east,
the north side of Lockhaven Drive NE on the south, and the east
side of 14™ Avenue NE on the west.

Bounded by the south side of Tepper Lane NE on the north, the
city limits of Keizer on the east, the north side of Lockhaven Drive
NE and Chemawa Road NE on the south, and the east side of
McLeod Lane NE on the west.

A nominating Committee will attempt to provide at least two nominations for each
open position. Nominations may also be made by the membership at the general
membership meeting held in September/October.

Board members shall be elected by a majority of those voting members in
attendance at the November general membership meeting.

Each area representative must reside, own property, own a business or be a
representative of any business or institution located within the area’s boundaries.

Board members shall serve a one (1) year term, from January 1* through
December 31* of the year following their election.



Section 6 Whenever a vacancy occurs on the Board, such vacancy shall be filled for the
unexpired term by majority vote at the next Board meeting or as soon as possible
thereafter. The Board may declare a Board position vacant if the member is
absent from four (4) consecutive meetings, regular or specially called.

ARTICLE VIl - DUTIES OF THE ASSOCIATION BOARD
Section 1 The board shall hold at least one general membership meeting each year,
holding other general membership meeting according to Article IV, Section 4.

Section 2 The Board shall hold at least quarterly meetings conducting business and taking
such action as may be necessary to fulfill the purpose and accomplish the goals
of the Association.

Section 3 Those board members present for an officially convened meeting shall constitute
a quorum for the transaction of business.

Section 4 In the event of a tie vote by the board, the motion under consideration shall be
brought before the membership at the next general membership meeting.

Section 5 Special meetings of the Board, for any purpose or purposes, may be called by
the President, or if absent, by any other officer of the Association. Three (3) days
advanced notice of the time and place of any Board meeting shall be given to
each Board member. Notice shall also be provided to the media to assist in the
notification of the general membership. Notice shall state the purpose of the
meeting.

Section 6 Any Decision by the Board may be nullified by a majority vote of the voting
membership in attendance at a general membership meeting.

ARTICLE VIII - DUTIES OF THE OFFICER
Section 1 The Assaociation officers shall consist of a President, vice-President, Secretary
and Treasurer.

Section 2 The President shall be responsible for the general supervision and direction of
the Board and the Association; shall preside at all meetings of the Board and
general membership; shall be responsible for an annual report to the City Council
in February; appoints all committee members/chairpersons and shall be an ex-
officio member of all committees.

Section 3 The Vice-President shall in the absence of the President execute all the powers
of the President, and perform other duties as assigned by the President.

Section 4 The secretary shall record the minutes of all general membership and Board
meetings and provide the Executive board with copies of said minutes, retain a
copy for the Association files, and file one copy with the city Recorder; maintain
Association and membership records, including all pertinent data in cooperation
with the Area Representatives.

Section 5 The Treasurer shall maintain the financial records and be accountable for the
funds of the Association. Upon request of any Association member, the



Section 6

Treasurer shall open for examination all financial records of the Association. The
Board shall conduct an examination of the Association financial records annual.
A motion for acceptance shall be made regarding the condition of the
examination with appropriate recommendations.

In the event a checking account is established in the name of the Association
and for its business purposes only, all checks will require two signatures. Only
Association officer have the authority to sign a check.

ARTICLE IX - COMMITTEES

Section 1

Section 2

Section 3

Section 4

In order to carry out the work of the Association, committees not limited to
Christmas Lighting, Parks, Financial, Neighborhood Watch, Land Use,
Nominating, etc. may be created by a majority vote of the Board.

The purpose of a committee is to examine an issue(s) and make a
recommendation to the Board, and take such action as directed by the Board.

Committee members, to include the chairperson, shall be appointed by the
Association President. Each committee shall elect its own secretary.

The secretary of each committee shall present three written copies of the
minutes of the committee meetings to the committee chairperson who shall file a
copy with the Association President and a copy with the Association Secretary.

ARTICLE X — AMENDMENTS

These bylaws may be repealed or amended or new bylaws may be adopted by a majority vote
at any general meeting. Public notice of the meeting and of the proposed bylaw changes shall
be made at least fourteen (14) days prior to the meeting.



The topicis ... ..
KEIZER STATION!

- - - > Current Construction Status
- - - > Other Current Developments

Come join us as Nate Brown, Keizer's Community
Development Director, speaks to us on this important
and timely topic.

WHERE: Gubser Elementary School (Library Area)
WHEN: Thursday, May 19th, 7PM

SPONSORED BY: Gubser Neighborhood Association
Questions? Call (503) 945-8236



The topicis . .. ..

KEIZER STATION!

- - - > Current Construction Status

- - - > Other Current Developments
Come join us as Nate Brown, Keizer's Community
Development Director, speaks to us on this important
and timely topic.

WHERE: Gubser Elementary School (Library Area)

WHEN: Thursday, May 19th, 7PM

SPONSORED BY: Gubser Neighborhood Association
Questions? Call (503) 945-8236

(4 per page for postcards/23 cents each to mail)



Thursday, May 19, 2005
- Gubser Neighborhood Association, 7 p.m., Gubser Elementary School, 6610 14™ NE. Topic
is Keizer Station. For more info call 390-2225.
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Gubser Neighborhood Association Agenda

Date:

Welcome and Introductions

Focus Topic:

Old Business and Committee Reports:

New Business:

Adjourn

(Quick Officers’ Meeting Follows)

Next Meeting Time and Place:

Gubser Neighborhood Association Agenda

Date:

Welcome and Introductions

Focus Topic:

Old Business and Committee Reports:

New Business:

Adjourn

(Quick Officers’ Meeting Follows)

Next Meeting Time and Place:



Sign-In Sheet

Name

Address

Phone

E-mail

Key Topic(s)
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