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Introduction
Harlow Neighbors and City of Eugene Neighborhood Services staff worked on a SNAP project focusing on how to build a more active,
engaging neighborhood association during 2011-2012. They focused on assessing their neighborhood demographics, reaching out to
broad stakeholders, solidifying new partnerships, creating tools for continued outreach and organizational development and an
organizational structure that would be flexible enough to support the involvement of a wide variety of people and activities. This
document embodies the work completed. It contains the initial scope of work, Harlow Neighbors’ new organizational structure and
their work plan for the coming years. Many practical tools and resources created during the process are also included as
appendices.
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Strategic Neighborhood Assessment & Planning (SNAP)
Scope of Work

SNAP PROJECT TITLE
Harlow Neighbors Outreach Assessment and Planning

APPLICANT
Harlow Neighbors Neighborhood Association

AFFECTED NEIGHBORHOODS
Harlow Neighbors

BACKGROUND AND PURPOSE
The Harlow Neighborhood Association Outreach Assessment and Planning project was selected for participation in the 2010
SNAP cycle. This purpose of this project is to help Harlow Neighbors create a plan to become a healthier, more effective, and
successful neighborhood association or associations through building and strengthening relationships and partnerships in the
neighborhood and community. More individual relationships will be built as well as new or stronger partnerships with
organizations such as neighborhood schools, Harlow Serves, the Willakenzie Grange, Willakenzie Crossing affordable housing
development; University of Oregon, UO student housing, and the business and faith communities. This will be accomplished
by:





Connecting with more people and finding ways to create more personal interaction;
Identifying common goals or what would make participation more meaningful to people, therefore more appealing;
Increasing involvement and participation that will help accomplish organizational goals; and
Broadening the diversity of people and activities the neighborhood association is involved with.

To this end, Harlow Neighbors, will focus their recruitment and activities around three main concepts:
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Inform: provide a neighborhood forum for City information.
Serve: collaborate on neighborhood service projects.
Connect: sponsor social events for neighbors.

The purpose of this scope of work is to describe the approach agreed upon by Neighborhood Services and the SNAP Leadership
Team in completing this project. Keep in mind that not every task can be described or assigned at the outset of the project and
many tasks will evolve through the course of the SNAP.
Specifically, it will include:


An assessment and further analysis of the Eugene Neighborhood Survey results and other data to help understand
demographics and different priorities that exist in the neighborhood and in different areas within the neighborhood.



Development and assessment of models, strategies and options that would support smaller more cohesive neighborhood
communities.



Development of an outreach plan for the current neighborhood association and the area that details goals, actions,
tasks, resources, leads and timeline.

WORK PROGRAM
Neighborhood Services will work with the SNAP Leadership Team under the direction of Lorna Flormoe, Neighborhood
Planner, to complete the proposed tasks. As staff of Neighborhood Services, Lorna is responsible for project management,
assisting the SNAP Leadership Team and monitoring the progress and timeline of the SNAP. The project will also benefit from
the assistance of Cogito through February, a private consultant, hired by Neighborhood Services to assist with outreach needs
of SNAP projects. The project may also include the participation of interns and volunteers under the supervision of
Neighborhood Services. The overall project timeline is approximately October 2011-May 2012. Aspects of Phases below may
overlap in timing.

Phase 1– Administrative Set-up and Work Plan Development
This phase will help set the foundation for the SNAP project. The development of a complete Leadership Team, a Working
Agreement and an agreed upon Scope of Work to help guide how the group works together are essential. The primary
responsible parties are the Applicant, Leadership Team members and City Staff. Assistance from Cogito will also be
integrated. This phase should be complete after two to three Leadership Team meetings by the end of January. Cogito will
facilitate 2 Scope of Work meetings. During these meetings, project goals, definitions, leadership team composition and assets,
and the final Scope of Work will be confirmed. Preliminary study of the Eugene Neighborhood Survey (ENS) and the new 2011
Neighborhood Analysis will be used to identify constituencies from which the Leadership Team may draw members or check-in
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with during the SNAP process. A system of contacting selected individuals will be developed with a goal of creating a balanced
Leadership Team with adequate capacity for the work. Leadership Team will be responsible for recruiting any additional team
members if needed.
Major Task(s):
Product(s):
Schedule:
Meetings:

Complete Leadership Team Working Agreement; complete a Scope of Work; set Leadership Team
meeting schedule; assess if additional Leadership Team members are needed. Begin to identify
and recruit Leadership Team members.
Leadership Team membership and commitments set; Recurring Leadership Team meeting
schedule; signed Scope of Work; signed Working Agreement;
October 2011 – January 2012
2-3 Leadership Team meetings.

Phase 2 –Demographic and Issues Assessment
This phase will consist of an assessment of the Eugene Neighborhood Survey (ENS) results; new 2011 Neighborhood Analysis
and other available data to understand the geography, natural boundaries, unifying elements, assets, and different
demographics and priorities that exist in the neighborhood. Neighborhood Services can provide ENS results and help identify
other data for the Leadership Team to consider. Initially, the area’s University of Oregon student population and low-income
housing residents, or areas where they are concentrated, business corridors, schools and churches will be included in this
assessment.
Major Task(s):
Analyze available data, including ENS, 2011 Neighborhood Analysis, and area map to understand,
communities and cohesive sub-areas within the Neighborhood Association boundaries. Arrange meetings to talk with
individuals and organizations within those sub areas about interests and identity.
Product(s): Leadership Team develops lists of people and organizations to speak with about future direction of
Harlow Neighbors, as well as developing list for inclusion in SNAP outreach plan.
Schedule:
January - February 2012
Meetings:
(1-2 meetings)

Phase 3 – Model, Strategy and Option Development
Develop and assess models and strategies that would support smaller more cohesive neighborhood communities – this could
mean creating ways to operate more effectively within the current size of the neighborhood association or it could mean
creating smaller, more effective neighborhood associations. Create a list of options and describe their pros and cons.
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The Leadership Team, with the assistance of Cogito, will carry out a series of interviews with existing organizations,
institutions and specific populations to supplement and strengthen the understanding of the data available, and discuss their
interest and concerns about models under consideration; this should include calling ENS respondents who were interested and
the creation of an expanded interested parties list. Other populations or geographical areas to include may be identified in this
process.
Involve and/or inform other City staff as appropriate, with the goal of learning about any city initiatives in the Harlow area.
The Leadership Team will meet to debrief the conversations they have had with identified constituencies.
Major Task(s):
Investigate representation models, committee models and decreasing size and evaluate these
options in light of Harlow demographics and geography. Cogito and City will provide some background research. Make a
preliminary decision about structure and talk with identified individuals and organizations for feedback. Select preferred
option. Logo and iContact listserve created.
Product(s):
List of people included in the conversation and their feedback.
A decision about structure with which to move forward. Logo and iContact listserve. Leadership Team is responsible
with City support.
Schedule:
February & March 2012
Meetings:
3-4 meetings

Phase 4 –Outreach Planning and Early Implementation
The Leadership Team will evaluate the options for structure and develop an outreach plan for the current neighborhood
association and SNAP Leadership Team that will help move towards the goals of more effective, successful and healthy
neighborhood association(s) in the Harlow area.
The Leadership Team will draft an outreach plan built to help neighbors connect socially, help neighbors to serve those in
need, and help neighbors be informed about city issues. A subcommittee should be formed for more focused work on the
outreach plan drafting. The Leadership Team will talk about the draft outreach plan with those who may potentially be
involved. Consider some early implementation of strategic outreach plan tasks with the assistance of City staff.
Major Task(s):
Product(s):
Schedule:

Develop a draft outreach plan. Talk to those identified on list about interest and willingness to
participate. Analyze results of conversations and consider and make revisions.
(products produced under this task and responsible parties)
March and April 2012
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Meetings:

(how many and number of meetings under this task)

Phase 5 – Review, Recommendations and Finalization of Plan
Neighborhood Services staff will distribute the draft SNAP plan to appropriate City liaisons so that they can review the plan
and add creative ideas and information about resources and recommendations that might help the implementation of the plan.
The Leadership Team will help identify if there are any other community contacts that should review the plan in this manner
as well. This information will be collected and integrated into the final SNAP plan document
Major Task(s):
Product(s):
Schedule:
Meetings:

Identify appropriate City and community liaisons that should review the draft SNAP plan.
Distribute draft SNAP plan to City liaisons and other community contacts/resources (as needed) to
review, provide resource information and recommendations. Adopt plan.
Finalized SNAP Plan.
May 2012
May Leadership Team meeting. One additional Leadership Team meeting to finalize and discuss
next steps. Celebration!

PROJECT SCHEDULE
Table 1 presents the proposed project work schedule. Neighborhood Services can begin working on this project once this Scope
of Work is complete. The project will be complete by approximately the beginning of June 2012. See the attached SNAP Project
Schedule for more detail.

Table 1: Proposed Schedule
Phase
1.
2.
3.
4.
5.
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Schedule
Administrative Set up and Work Plan Development
Demographic and Issues Assessment
Model, Strategy and Option Development
Outreach Planning and Early Implementation
Review, Recommendations and Finalization of Plan

October 2011-January 2012
January 2012
February – March 2012
March – April 2012
May 2012
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STATEMENT OF COMMITMENT, COLLABORATION AND COOPERATION
All parties recognize that the project outlined above is a significant commitment and will require substantial volunteer and
staff time to complete. This scope of work is a general outline for the completion of the SNAP project. Both staff and
Leadership Team members agree to fulfill their roles and collaborate and cooperate proactively to accomplish the tasks
outlined above. The scope of work may be revised to meet new circumstances upon agreement of both parties. If the parties to
this agreement are unable to fulfill their responsibilities as outlined here or if proposed scope of work revisions cannot be
agreed upon, either party has the right to withdraw from this agreement and the SNAP process. Both parties agree to make
good faith efforts to resolve differences prior to withdrawing from the agreement. Intent to withdraw must be communicated
to the other party in writing, clearly state the reasons for withdrawal, and will be effective 14 days from receipt of the notice.
The signatures below represent an understanding of and commitment to the contents included in this document.
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Proposed Mission and Values Statements
Mission Statement Draft
Harlow Neighbors is dedicated to supporting the Harlow neighborhood as a culturally, socially, and economically vital
community within the City of Eugene. Our values — inform, serve, connect— are interwoven into everything we do.
Values Statement Draft
The values of Harlow Neighbors are to:




Inform neighbors of important issues and opportunities that create an improved quality of life.
Serve as volunteers dedicated to supporting community needs.
Connect neighbors to neighbors through events and activities.
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Harlow Neighbors Organizational Structure
Neighbors
Neighbors are the people who live, work, or have a vested interest in making Harlow a great place to
work, live, and play. They are the dedicated community members and volunteers that make up every
level of the organization and the driving force behind every decision the organization makes.

Executive Board
The Executive Board is a volunteer group elected to steer the organization’s goals and visions for 1-2
years. Each Executive Board member is responsible for a specific task or role that helps inform the
Boards decisions or create capacity within the organization.
Liaisons
Liaisons are Executive Board members appointed by the Executive Board to oversee priorities
determined to be important to meet the needs of the neighborhood. Current liaisons are :
University Liaison, Community Service and Action Team Liaison, Legislative Liaison, and Public
Safety Liaison.

Committees
Committees are permanent bodies responsible for organizing and utilizing the association’s resources.
The Executive Board appoints a committee chair who reports on Committee work.
The Communication Committee is responsible for sharing information from the Harlow
Neighbors (HN) with its neighbors and partners.
The Hospitality Committee helps create a warm and welcoming environment at neighborhood
events and meetings, with a focus on welcoming and sharing information with newcomers.

Action Teams
Action Teams are the workforce of the association. These teams of volunteers focus on organizing and
developing around projects, events, and issues that are important to the neighborhood. Action Teams
require a short-term commitment from volunteers and dissolve once the Action Plan is completed.

The Community/Community Partners
Harlow Neighbors relies on a variety of individuals and groups throughout Eugene to help create an
association that works towards improving the quality of life for the neighbors who live here. From
donations to volunteer support, these community partners are key to making the Harlow neighborhood
a great place.
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Goal 1: Integrate SNAP plan with Harlow Neighbors structure.
Action 1: Strengthen and Organize Executive Board.
Need: To build the Executive Board’s capacity by recruiting and engaging board members with priorities identified during the SNAP process.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☐ Staffing
Jennifer Yeh
Robust Executive Board
Fall 2012
☐ Medium ☒ Volunteers
Diverse Executive Board
☒ High
☐ Funds
Liaisons Appointed
☐ Education
☐ Other

Task 1: ☐

Recruit additional Executive Board members by 3-4 people (using determined diversity representation (Appendix B1). Consider financial
management and legal advice skills.
Task 2: ☐ Appoint a Community Service/Action Team Liaison (see Appendix C1).
Task 3: ☐ Appoint a Legislative Liaison (see Appendix C2).
Task 4: ☐ Appoint a University Liaison (see Appendix C3).
Task 5: ☐ Appoint a Public Safety Liaison (see Appendix C4).
Task 6: ☐ Define outreach at the Executive level and how it will be integrated into the executive board structure.
Task 7: ☐ Appoint Committee Chairs from the Executive Board.
Task 8: ☐ Executive Board goes through first round of screening and approving Action Team forms.
SNAP Leadership Team Comments:
Relevant City Programs/Dept and Community Partner(s):
Neighborhood Services, Equity and Human Rights Program can serve as support, offering ideas and strategies, for outreach,
particularly to traditionally underrepresented or hard to reach groups. The Neighborhood Association budget can also be
used to help reach out to these groups. Neighborhood Services also has various tools and materials that can help with
outreach.
City Staff Comments:
1. Alignment with Existing Resources:
2. Deficit in Existing Resources:
3. Community Resources: UO Government and Community Relations, Karen Hyatt, 1 (541) 346-5351, khyatt@uoregon.edu
4. Contact Information: Neighborhood Services, 1 (541) 682-5670, http://eugene.or.gov/index.aspx?NID=1128. Equity and Human Rights, 1 (541) 6825177, http://www.eugene.or.gov/index.aspx?NID=525
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5. Other Barriers:

Opportunities: Developing a long-term plan for engaging and maintaining
involvement of diverse community will “institutionalize” their participation. E.g.,
with student populations that transitions yearly, consider each new person’s
“charge” is to replace themselves when they move/graduate.
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Action 2: Revise charter including mission, goals, Committees, and relation to Action Teams to align with SNAP plan.
Need: To update the charter so that it reflects the SNAP work and it more closely matches the needs and goals of Harlow Neighbors.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☐ Staffing
Rick Edwards
Executive Board Retreat takes place
Fall/Winter 2012
☐ Medium ☒ Volunteers
Charter amendment complete
☒ High

☐ Funds
☐ Education
☐ Other

Task 1: ☐
Task 2: ☐
Task 3: ☐

Organize an Executive Board retreat to work on charter revision, reorganization, and group values/team building.
Adopt a new mission statement and values that reflect “inform, serve, connect” (see Proposed Mission and Values Statement).
Use “strive” to fill roles language instead of “must” fill roles language in charter revision to maintain flexibility with the interest of those
involved.
Task 4: ☐ Integrate language about recruiting diverse representation into charter – “strive” not “must”.
Task 5: ☐ Integrate outreach into every aspect of neighborhood association branding and administration.
Task 6: ☐ Coordinate with Neighborhood Services on proposed charter changes.
Task 7: ☐ Change charter language to reflect new committee structure: Communications Committee and Hospitality Committee. Remove other
committees.
Task 8: ☐ Inform membership about charter changes.
SNAP Leadership Team Comments:
Relevant City Programs/Dept and Community Partner(s): Neighborhood Services, 1 (541) 682-5670, http://www.eugene-or.gov/index.aspx?NID=1128

City Staff Comments:
1. Alignment with Existing Resources: City Model Charter (ask neighborhood services)
2. Deficit in Existing Resources:
3. Community Resources:
4. Contact Information:
5. Other Barriers:
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Opportunities:
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Goal 2: Establish SNAP plan Committees to support Harlow Neighbors.
Action 1: Create a Communication Committee. (See Appendix D1)
Need: Coordinate and maintain all media-related outreach such as databases, the association MailChimp, newsletter, website, and mainstream media.
Priority:

Resources Required:

☐ Low
☐ Medium
☒ High

☐ Staffing
☐ Volunteers
☐ Funds
☐ Education
☐ Other

Lead(s):
Kevin O’Brien
Aaron Box

Measure(s) of Success:
Committee chair appointed
Finalized Communication plan and
protocols.
Updated infrastructure

Timeline:
Summer/Fall 2012

Task 1: ☒ Create a logo to help with association branding.
Task 2: ☒ Executive Board appoints a Communication Committee chair from Executive Board.
Task 3: ☒ Create a Communication Support Request Form for planning Action Team projects. (See Appendix D4)
Task 4: ☐ Recruit 3-6 people.
Task 5: ☐ Chose an "apprentice" for support and as a potential replacement should the current lead chose to step down.
Task 6: ☐ Determine how outreach will be integrated into the Communication Committee.
Task 7: ☐ Implement and finalize the Communication Plan (See Appendix D3) (using materials created during SNAP)
Task 8: ☐ Create Communication Protocols.
Task 9: ☐ Update neighborhood communication infrastructure: website and internet presence, open Dropbox account, etc.
SNAP Leadership Team Comments:

Relevant City Programs/Dept and Community Partner(s): Neighborhood Services, 1 (541) 682-5670, http://www.eugene-or.gov/index.aspx?NID=1128

City Staff Comments:
1. Alignment with Existing Resources:
2. Deficit in Existing Resources:
3. Community Resources: local media contacts, adjoining neighborhood associations.
4. Contact Information: Jan Bohman, City of Eugene, 1 (541) 682-5587, jan.l.bohman@ci.eugene.or.us, may have a media list she could share with
you.
5. Other Barriers:
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Opportunities:
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Action 2: Create a Hospitality Committee. (See Appendix D1)
Need: To coordinate hospitality related tasks such as welcoming, collecting contact information, organizing food for meetings and events, and soliciting
donations for food/welcoming from community partners.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☐ Staffing
Jennifer Yeh
Committee chair appointed
Fall 2012
☐ Medium ☐ Volunteers
Committee protocol developed
☒ High

☐ Funds
☐ Education
☐ Other

Task 1: ☐
Task 2: ☐
Task 3: ☐
Task 4: ☐
Task 5: ☐

Executive Board appoints a Hospitality Committee chair from Executive Board.
Recruit 3-6 people.
Chose an "apprentice" for support and as a potential replacement should the current lead choose to step down.
Determine how outreach will be integrated into the Hospitality Committee.
Work with Communication Committee chair to define connections and protocol for sharing information between committees. (see
challenges below)
SNAP Leadership Team Comments:

Relevant City Programs/Dept. and Community Partner(s): Neighborhood Services, 1 (541) 682-5670,
http://www.eugene-or.gov/index.aspx?NID=1128
City Staff Comments:
1. Alignment with Existing Resources:
2. Deficit in Existing Resources:
3. Community Resources: Local organizations (scouts, 4H, churches, etc.) might be good host partners.
4. Contact Information:
5. Other Barriers:
Opportunities: Mail out a postcard to people who attend their first Harlow
Neighbors meeting/event – can use Jefferson Westside as a model (Rene Kane, 541682-6243)
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Goal 3: Implement and evaluate the Action Team system to support Harlow Neighbors' projects/events/issues.
Action 1: Action Team system implementation and evaluation.
Need: To facilitate organization of Harlow Neighbors outreach and build a system that helps the association support neighborhood needs.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☐ Staffing
Aaron Box
All upcoming, planned ATs complete 2012-2013
☐ Medium ☐ Volunteers
planning and evaluation process
☒ High

☐ Funds
☐ Education
☐ Other:

Task 1: ☐ Use completed Action Team Planning Forms to implement Action Team system throughout the next year. (See Appendix E1-E2)
Task 2: ☐ For Actions that have been completed, evaluate and report to Executive Board. Document for next year.
Task 3: ☐ For Actions that are upcoming, go through Executive Board approval process. Evaluate, revise as needed.
Task 4: ☐ For Actions that are upcoming, go through Communications Committee process. Evaluate, revise as needed.
Task 5: ☐ For Actions that are upcoming, go through Hospitality Committee process. Evaluate, revise as needed.
Task 6: ☐ Once upcoming Actions are complete, go through Executive Board evaluation process. Document for future actions.
Task 7: ☐ Revise Action Team system as needed.
SNAP Leadership Team Comments:
Relevant City Programs/Dept and Community Partner(s):
*Recreation Division – What connection does Harlow Neighbors have with Sheldon Center & Sheldon Pool?
City Staff Comments:
1. Alignment with Existing Resources:
2. Deficit in Existing Resources:
3. Community Resources:
4. Contact Information: Sheldon Community Center Supervisor Kim McManus 1 (541) 682-6343, Kimberly.k.mcmanus@ci.eugene.or.us / Sheldon Pool
Supervisor Tim Westerman 1 (541) 682-6335, Tim.j.westerman@ci.eugene.or.us
5. Other Barriers:
Opportunities:
Challenges: New systems are often hard to integrate into
Does Harlow NA utilize Sheldon Community Center as a meeting location? Are
existing organizations. It might be helpful to do a run-through
Sheldon CC and Pool utilized for promoting NA gatherings, events, or other methods for the first one, to help identify the challenges.
of outreach to the Harlow community members?
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Action 2: Willakenzie Crossing Grand Opening (Appendix F4)
Need: A grand opening ceremony to celebrate completion of Willakenzie Crossing on Willakenzie Road next to the historic Grange Hall and to welcome
new neighbors.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☒ Staffing
Michelle Smith
See Action Team Planning Form
See Action Team
☒ Medium ☒ Volunteers
(Appendix E2)
Planning Form
☐ High
☒ Funds
(Appendix E2)
☐ Education
☐ Other

Task 1: ☒ Confirm the Action Team leader listed on the Action Team Planning Form. (See Appendix E2)
Task 2: ☒ Complete Action Team Planning Form (See Appendix E2)
Task 3: ☒ Turn in the Action Team Planning Form to Executive Board for approval.
Task 4: ☒ Complete Communication Support Request Form with Communications Committee Chair. (See Appendix D4)
Task 5: ☒ Confirm needs with Hospitality Committee Chair.
Task 6: ☒ Complete tasks listed on the Action Team Planning Form.
Task 7: ☐ Complete Action Team Evaluation Form. (See Appendix E3)
SNAP Leadership Team Comments:
Relevant City Programs/Dept and Community Partner(s):
Metropolitan Affordable Housing and the Willakenzie Grange have both proven to be strong partners for Harlow Neighbors. Continue to nurture these
relationships. Richard assigned Michelle Smith to stay connected with Harlow Neighbors – Michelle Smith, msmith@metroaffordablehousing.org.
This event was a one-time event, some evaluation pieces may not be necessary.
City Staff Comments:
1. Alignment with Existing Resources:
2. Deficit in Existing Resources:
3. Community Resources:
4. Contact Information:
5. Other Barriers:
Opportunities:
Challenges:
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Action 3: Harlow Neighbors Block Party (Appendix F5)
Need: Celebrate the year and the accomplishments of Harlow Neighbors. Connect neighbors with each other and Harlow Neighbors.
Inform them of the upcoming Harlow Neighbor and Harlow Serves events. Serve – this is Harlow Neighbors’ chance to serve our neighbors by providing
them an opportunity to relax and have fun in their neighborhood.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☐ Staffing
Terri
See Action Team Planning Form
See Action Team
☒ Medium ☒ Volunteers
(Appendix E2)
Planning Form
☐ High
☐ Funds
(Appendix E2)
☐ Education
☒ Other: See Action Team
Planning Form (Appendix E2)

Task 1: ☒ Confirm the Action Team leader listed on the Action Team Planning Form. (See Appendix E2)
Task 2: ☒ Complete Action Team Planning Form (See Appendix E2)
Task 3: ☐ Turn in the Action Team Planning Form to Executive Board for approval.
Task 4: ☐ Complete Communication Support Request Form with Communications Committee Chair. (See Appendix D4)
Task 5: ☐ Confirm needs with Hospitality Committee Chair.
Task 6: ☐ Complete tasks listed on the Action Team Planning Form.
Task 7: ☐ Complete Action Team Evaluation Form. (See Appendix E3)
SNAP Leadership Team Comments:

Relevant City Programs/Dept and Community Partner(s): Neighborhood Services, 1 (541) 682-5670, http://www.eugene-or.gov/index.aspx?NID=1128

City Staff Comments:
1. Alignment with Existing Resources: Public Information and Outreach Budget
2. Deficit in Existing Resources: Neighborhood association budget is limited and must also be used to meet publication goals. City expectations are
that neighborhood groups will go into the community first to identify support for their events and use their budgets to supplement those efforts.
3. Community Resources:
4. Contact Information:
5. Other Barriers:
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Opportunities:

Challenges:

Action 4: Willamette Gardens Movie Night (Appendix F6)
Need: The purpose of this movie in the park is to bring families of the Harlow Neighborhood together for clean entertainment where they can meet
others in their neighborhood and encourage them to become more familiar with and more engaged in our neighborhood.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☐ Staffing
Jennifer Wilkinson
See Action Team Planning Form
See Action Team
☒ Medium ☒ Volunteers
(Appendix E2)
Planning Form
☐ High
☒ Funds
(Appendix E2)
☐ Education
☐ Other

Task 1: ☒ Confirm the Action Team leader listed on the Action Team Planning Form. (See Appendix E2)
Task 2: ☒ Complete Action Team Planning Form (See Appendix E2)
Task 3: ☐ Turn in the Action Team Planning Form to Executive Board for approval.
Task 4: ☐ Complete Communication Support Request Form with Communications Committee Chair. (See Appendix D4)
Task 5: ☐ Confirm needs with Hospitality Committee Chair.
Task 6: ☐ Complete tasks listed on the Action Team Planning Form.
Task 7: ☐ Complete Action Team Evaluation Form. (See Appendix E3)
SNAP Leadership Team Comments:

Relevant City Programs/Dept and Community Partner(s): Recreation Services via Petersen Barn Community Center / Peter Chavannes 1 (541) 6826359, peter.a.chavannes@ci.eugene.or.us as Supervisor of Summer Fun For All Program that manages Movies in the Park throughout the City. Billy
Hernandez, billy.j.hernandez@ci.eugene.or.us, as Recreation Staff the coordinates the movies program.
City Staff Comments:
1. Alignment with Existing Resources: Recreation has previously provided Movie in the Park at this location.
2. Deficit in Existing Resources: See comments under Action 3
3. Community Resources: Relationship and communication with logistics and cost has already been established.
4. Contact Information: Supervisor, Peter Chavannes 682- 6359, peter.a.chavannes@ci.eugene.or.us / Movie Coordinator, Billy Hernandez ,
billy.j.hernandez@ci.eugene.or.us
5. Other Barriers:
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Opportunities:
*Confirming the Movie date of 8/3/13 on the schedule for Recreation staff that
plan the summer scheduled in January 2013.

Challenges:

Action 5: Willakenzie Park Movie Night (Appendix F7)
Need: This event is an opportunity for us to provide a way for neighbors to gather together and socialize. We are also serving the entire Eugene area
since this event is advertised city wide.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☐ Staffing
Jennifer Yeh
See Action Team Planning Form
See Action Team
☒ Medium ☒ Volunteers
(Appendix E2)
Planning Form
☐ High
☒ Funds
(Appendix E2)
☐ Education
☐ Other

Task 1: ☒ Confirm the Action Team leader listed on the Action Team Planning Form. (See Appendix E2)
Task 2: ☒ Complete Action Team Planning Form (See Appendix E2)
Task 3: ☐ Turn in the Action Team Planning Form to Executive Board for approval.
Task 4: ☐ Complete Communication Support Request Form with Communications Committee Chair. (See Appendix D4)
Task 5: ☐ Confirm needs with Hospitality Committee Chair.
Task 6: ☐ Complete tasks listed on the Action Team Planning Form.
Task 7: ☐ Complete Action Team Evaluation Form. (See Appendix E3)
SNAP Leadership Team Comments:

Relevant City Programs/Dept and Community Partner(s): Recreation Services via Petersen Barn Community Center / Peter Chavannes
peter.a.chavannes@ci.eugene.or.us ,1 (541)-682-6359 as Supervisor of Summer Fun For All Program that manages Movies in the Park throughout the
City. Billy Hernandez, billy.j.hernandez@ci.eugene.or.us as Recreation Staff the coordinates the movies program.
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City Staff Comments:
1. Alignment with Existing Resources: Recreation has previously provided Movie in the Park at this location.
2. Deficit in Existing Resources:
3. Community Resources: Relationship and communication with logistics and cost has already been established.
4. Contact Information: Supervisor, Peter Chavannes 1 (541) 682- 6359, peter.a.chavannes@ci.eugene.or.us / Movie Coordinator, Billy Hernandez,
billy.j.hernandez@ci.eugene.or.us
5. Other Barriers:
Opportunities:
Challenges:
*Need to determine the marketing scope of this event. Can be marketed to the
neighborhood only, or If City wide marketing is the focus, than the NA would need
to confirm that with Recreation Division and marketed City wide via City marketing
strategies.
Action 6: Harlow Serves Work Day (Appendix E8)
Need: The purpose of this work day is to connect neighbors through service to area schools.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☐ Staffing
Aaron Box
See Action Team Planning Form
See Action Team
☒ Medium ☒ Volunteers
(Appendix E2)
Planning Form
☐ High
☒ Funds
(Appendix E2)
☐ Education
☒ Other: See Action Team
Planning Form (Appendix E2)

Task 1: ☐ Confirm the Action Team leader listed on the Action Team Planning Form. (See Appendix E2)
Task 2: ☒ Complete Action Team Planning Form (See Appendix E2)
Task 3: ☐ Turn in the Action Team Planning Form to Executive Board for approval.
Task 4: ☐ Complete Communication Support Request Form with Communications Committee Chair. (See Appendix D4)
Task 5: ☐ Confirm needs with Hospitality Committee Chair.
Task 6: ☐ Complete tasks listed on the Action Team Planning Form. (See Appendix E2)
Task 7: ☐ Complete Action Team Evaluation Form. (See Appendix E3)
SNAP Leadership Team Comments:
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Relevant City Programs/Dept and Community Partner(s):

City Staff Comments:
1. Alignment with Existing Resources:
2. Deficit in Existing Resources:
3. Community Resources:
4. Contact Information:
5. Other Barriers:
Opportunities:

Challenges:

Action 7: Feed Hope for the Winter Holidays (Appendix F9)
Need: Feed Hope aims to mobilize households to service within the Harlow Neighborhood to donate, package and deliver food to those children facing
need, while increasing awareness of hunger issues and creating opportunity for neighbors to connect through service.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☐ Staffing
Aaron Box
See Action Team Planning Form
See Action Team
☒ Medium ☒ Volunteers
(Appendix E2)
Planning Form
☐ High
☒ Funds
(Appendix E2)
☐ Education
☒ Other: See Action Team
Planning Form (appendix E9)

Task 1: ☐ Confirm the Action Team leader listed on the Action Team Planning Form. (See Appendix E2)
Task 2: ☒ Complete Action Team Planning Form (See Appendix E2)
Task 3: ☐ Turn in the Action Team Planning Form to Executive Board for approval.
Task 4: ☐ Complete Communication Support Request Form with Communications Committee Chair. (See Appendix D4)
Task 5: ☐ Confirm needs with Hospitality Committee Chair.
Task 6: ☐ Complete tasks listed on the Action Team Planning Form.
Task 7: ☐ Complete Action Team Evaluation Form. (See Appendix E3)
SNAP Leadership Team Comments:
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Relevant City Programs/Dept and Community Partner(s):

City Staff Comments:
1. Alignment with Existing Resources:
2. Deficit in Existing Resources:
3. Community Resources:
4. Contact Information:
5. Other Barriers:
Opportunities:
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Action 8: Sound Wall (Appendix F10)
Need: The purpose of the Sound Wall Action Team is to monitor progress towards the construction of sound walls, and to keep all interested parties
informed.
Priority:
Resources Required:
Lead(s):
Measure(s) of Success:
Timeline:
☐ Low
☐ Staffing
Jack Radabaugh
See Action Team Planning Form
See Action Team
☒ Medium ☐ Volunteers
(Appendix E2)
Planning Form
☐ High
☐ Funds
(Appendix E2)
☐ Education
☒ Other: See Action Team
Planning Form (Appendix E2)

Task 1: ☒ Confirm the Action Team leader listed on the Action Team Planning Form. (See Appendix E2)
Task 2: ☒ Complete Action Team Planning Form (See Appendix E2)
Task 3: ☐ Turn in the Action Team Planning Form to Executive Board for approval.
Task 4: ☐ Complete Communication Support Request Form with Communications Committee Chair. (See Appendix D4)
Task 5: ☐ Confirm needs with Hospitality Committee Chair.
Task 6: ☐ Complete tasks listed on the Action Team Planning Form.
Task 7: ☐ Complete Action Team Evaluation Form. (See Appendix E3)
SNAP Leadership Team Comments:

Relevant City Programs/Dept and Community Partner(s): Oregon Department of Transportation.

City Staff Comments:
1. Alignment with Existing Resources:
2. Deficit in Existing Resources:
3. Community Resources:
4. Contact Information:
5. Other Barriers:
Opportunities:
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APPENDIX A

Harlow Neighbors SNAP Leadership Team Contact Information
Name

Affiliation

Phone

Email

Jennifer Yeh
Richard Edwards

Harlow Neighbors
Harlow Neighbors
North Park Community Church, Harlow
Neighbors
Willakenzie Evangelical Church
Metro Affordable Housing
Willakenzie Grange
Willamette Gardens Apartments
University of Oregon

541-513-4331
541-687-0470

jenniferyeh@ymail.com
edwards@uoregon.edu

541-344-7186

aaron@northpark.cc

541-285-0247
541-683-1751
541-953-6724
541-342-7368
541-346-5351

btirrill@gmail.com
rherman@metroaffordablehousing.org
susan3@callatg.com
willamettegardens@affinityproperty.com
khyatt@uoregon.edu

Aaron Box
Brandon Tirrill
Richard Herman
Susan Noah
Jennifer Willkinson
Karen Hyatt

City of Eugene Staff Contact:
Lorna Flormoe, Neighborhood Services, City Manager’s Office 541-682-5670 lorna.r.flormoe@ci.eugene.or.us
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Building Blocks for Outreach Planning
During the Harlow SNAP project the Leadership Team worked on identifying different populations that live in the neighborhood and
issues that affect the neighborhood. This was done using data and information from the 2011 Neighborhood Analysis, the 2009 Eugene
Neighborhood Survey including a Harlow Neighborhood Survey Aggregation Report, and various maps. After this, the Leadership Team
focused on determining if the size and boundaries of the neighborhood were appropriate and what type of organizational model would
best suit Harlow Neighbors neighborhood association considering their focus on outreach and “inform, serve, connect”. The Team then
summarized important populations, areas and sectors to focus outreach efforts with in order to include and serve the diversity of the
neighborhood and in order to expand and develop the Harlow Neighbors membership and Executive Board. The Leadership Team
intends for this information to be considered and integrated into the Harlow Neighbors’ outreach efforts at all levels of the organization.

Demographic & Issues Assessment Synopsis
Knowing who lives in the neighborhood is critical for the neighborhood association to implement and achieve new outreach goals. In general,
the 2011 Neighborhood Analysis shows that the neighborhood has high levels of education; White, followed by Asian are the dominant
racial/ethnic groups; crime rates have had a downward trend; incomes are generally higher North of I-105 although there are several low
income housing sites and a lower income neighborhood which includes some trailer parks along I-5; poverty rates may be skewed by the high
percentage of UO students living in the neighborhood; and the neighborhood is composed of approximately 55% renters and 45% homeowners.
The neighborhood also has a large number of primary schools and commercial businesses generally along Coburg Road.
A large percentage of the neighborhood’s renters are university and college students; this group represents over 30% of the total population.
University student housing is centered primarily in the south extent of the neighborhood, between Hwy 105 and the Willamette River. This
population presents certain challenges respective to involvement with Harlow Neighbors. University students are transient by nature and for
that reason, may be less likely to get involved. However, much discussion focused on making sure they are aware of the association and feel
welcome to participate and also on what a tremendous resource this population is in terms of volunteer/community service work and how that
aligns closely with Harlow Neighbors motto to “inform, serve, connect”. During the SNAP project, special research and outreach was done and a
student outreach system was created.
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Geographic boundaries based on official neighborhood association size and boundary, schools, major thoroughfares (ie north and south of
Harlow), and proximity to a park or other recreational facility were also discussed.
Neighborhood Size and Boundaries Discussion & Decision
Initial discussions on the future structure of Harlow Neighbors focused on the size and boundaries of the neighborhood. The Harlow
neighborhood represents 7.5% of the city, based on City Council guidelines, this put Harlow on the cusp of being too large. Another City Council
guideline for neighborhood association boundaries is that the association boundaries not be divided by a major highway. However, Hwy 105
does divide Harlow Neighbors and represents a significant physical barrier which can create difficulties in neighborhood cohesion. Complications
arising from this physical barrier are further exacerbated by the fact that a significant portion of the neighborhood south of HWY 105 are college
student and/or low-income renters– groups generally not active in the neighborhood association. The SNAP Team invited two representatives
from the Cal Young neighborhood – which had recently divided into three smaller associations – to discuss the reasoning behind why Cal Young
remained big for as long as they did and why it was finally divided.
After extensive reflection and discussion, the Harlow SNAP Leadership Team recommended maintaining the neighborhood association’s current
size and boundaries. They felt the only possible division - South of I-105 becoming its own neighborhood - would leave that area without an
organization and that the area, alone, might be hard to organize. They also felt that including this area added to the diversity of the
neighborhood and that this would only strengthen the neighborhood association. They recognized that special outreach would be needed to
build and maintain a connection to this area.
Organizational Model Options & Selection
The Leadership Team’s discussion on what kind of organizational model would best fit the vision and functionality of Harlow Neighbors centered
around “where Harlow Neighbors HN is and where Harlow Neighbors HN wants to go”. Research on organizational models – characteristics
successful organizations possess and how they sustain being successful – was presented.
Successful organizations possess the following: purpose; identity (emotionally identify with the organization); leadership is open, welcoming and
skilled; simple structure; have a communications plan; have clear paths for involvement (especially new and regular involvement). To sustain
success, organizations need to: stay focused; identify responsibilities clearly; celebrate successes; ask for help (create a culture in the
organization where members can ask for help); engage new entrants (identify gifts and resources and engage them).
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Several possible models were discussed including: committees; skill areas (for infrastructure support); geographic representation; pyramid
hierarchy; general elections; leaderless/structure-less; divide into smaller associations; task groups (specific job, disbanded at completion).
Other ideas included having college student apprentices to be on or connected to the Board, having a high school “seat” on the Board, and the
need for organizational goals. Organizational goals were addressed and created during the SNAP process.
The organizational structure that the Leadership Team recommended for Harlow Neighbors was an Executive Board, a Communications
Committee and a Hospitality Committee and “Action Teams” that do specific events/projects/issues that are disbanded upon completion. The
organizational chart in this document provides a visual representation of this structure and supporting information and appendices can be found
throughout this plan.
Outreach Focus Summary:
Populations, Areas and Sectors
 Populations: University and college students; high school students; renters; people living in low-income -housing developments; families
using Free and Reduced Lunch school programs; seniors.
 Areas: South of 105; areas adjacent to I-5.
 Sectors: faith-based; businesses; schools; non-profits; civic organizations.
Membership and Executive Board
 Strive for membership, participation and connections that include the populations, areas and sectors listed above.
 Look to add someone with financial management and legal advice skills to the Executive Board or alternately someone with these skills
that would consult with the Executive Board on an as-needed basis.
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University Student Outreach Synthesis
The 2010 Census shows that of the 12,888 residents living in the Harlow Neighborhood, more than 1000 college age residents (individuals age
18-24) live at the neighborhood’s southernmost extent, between I-105 and the Willamette River. The students are predominately University of
Oregon students living in three student housing complexes: Chase Village, Duck Village, and Stadium Park. The Harlow Neighbors SNAP
Leadership Team determined that engaging this population into the neighborhood was a priority. The task of developing a student engagement
framework was given to April Buzby, Neighborhood Planning intern, with an emphasis on producing university student outreach strategies that
would be sustainable within the Harlow Neighbors structure.
Initial research focused on local neighborhood associations and communities nationwide with similar city size, university proximity to the
neighborhood, and university size. This research showed that most neighborhoods with a strong track record of student engagement define
student outreach as a primary goal of their organization. These neighborhoods focus on communication outlets that specifically targeted
university students. In addition, by fostering a relationship with the university, the neighborhoods benefitted by gaining access to additional
resources such as university sponsored fairs, message boards, and student organizations. The information gathered helped inform the SNAP
process of the existing university and neighborhood resources to determine what communication outlets were readily available to Harlow
Neighbors. It was found that the University of Oregon has no centralized message board or communication outlet with the off-campus student
body that Harlow Neighbors could access. A resource list of…. was compiled with the assistance of Karen Hyatt, University of Oregon’s Assistant
Director of Government and Community Relations and Neighborhood Liaison.
Attempts were made to engage the student housing managers in the outreach process. Conversations with the property managers showed that
while Duck’s Village was generally interested in working with the association, property managers at the other two complexes are at their busiest
from March through June (the window in which much of the SNAP occurred) and unable to be involved. In the end, commitment was obtained
from all apartment managers to include a neighborhood flier or brochure in their new residents’ packet and at accessible locations in their
complexes.
The leadership team determined that university outreach would become an association priority assigned to an Executive Board liaison position.
In addition to the framework, a draft flier and University Liaison Roles and Responsibilities were created to help the liaison fulfill this need. The
following documents were created to assist the neighborhood’s outreach efforts and approved by the SNAP Leadership Team.

Harlow Neighbors SNAP Work Plan 2012

31 of 89

APPENDIX B2

Harlow Neighbors’ University Liaison Outreach Plan
In response to Harlow Neighbors’ mission to “inform, serve, connect”, the University Liaison executive board position was created to
serve as the organization’s outreach coordinator to the University and Harlow’s university student population. The University Liaison’s
primary roles are to:





Inform students of volunteer and service learning opportunities at the Harlow Neighbors.
Serve university students and Harlow Neighbors by notifying students of association decisions, upcoming general meetings,
and other ways students can be involved in Harlow Neighbors’ day-to-day business.
Connect Committee and Action Team Leaders to university students interested in volunteer and service learning opportunities.
Work closely with the University of Oregon’s Assistant Director of Government and Community Relations and Neighborhood
Liaison, Karen Hyatt, to facilitate opportunities for university students to become engaged in the association. Karen Hyatt can
be reached at:
(541) 346-5351 phone
(541) 520-4672 cell
khyatt@uoregon.edu

The following framework describes the core tasks or actions of the
University Liaison. In addition a partial list of potential future
opportunities is included that may be beneficial for the organization
should it choose to expand the University Liaison’s role. Tasks are
grouped by how they fit into Harlow Neighbors’ objectives to inform
and serve. The framework concludes with a brief list of additional
ways that university students could be involved in the organization if
interested.

Key Points to Remember:

 University students are neighbors too – including
them in your efforts will build mutually beneficial
outcomes.
 Make sure to communicate what the students will
get out of the experience.
 Make sure to be clear to the student about your
expectations.
 Keep in mind that college students are students
first. Community service often works best if the
students are able to serve in areas within their
discipline and that utilize their skills and interests.
Adapted from: Tips to Engaging College Students in Community
Development/Revitalization Initiatives by Tabitha Underwood, PhD.
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Harlow Neighbors 2012-2013
Calendar of Events
Feed Hope for Spring Break
Hundreds of children in Eugene get their basic
nutri onal needs met at school. During school breaks,
children within our neighborhood face the reality of
going hungry. Feed Hope aims to mobilize households
to service within the Harlow Neighborhood to provide
food to those children facing need, while increasing
awareness of hunger issues in our neighborhood.
When: Dona ons March 5th‐21st
Contact: Aaron Box
Loca on: Bertha Holt Elementary

Candidate Forum
Harlow Neighbors will host representa ves running in
this year’s elec ons for a Q&A session. Bring your
ques ons and take an opportunity to meet those who
hope to be your voice in the government.
When: April 19th
Contact: Rick Edwards
Loca on: TBA

University of Oregon’s “Take it to the
Streets” Day of Service
In partnership with the University of Oregon, Harlow
Neighbors will be hos ng a neighborhood cleanup.
Come out and join your college neighbors in a cleanup
project that will help make Harlow a stronger more
beau ful place.
When: April 21st
Contact: Jennifer Yeh
Loca on: TBA
Harlow Neighbors SNAP Work Plan 2012

Willakenzie Crossing Grand
Opening
Help Harlow Neighbors welcome its newest
neighbors and thank all those who made Willakenzie
Crossing possible.
When: June 26th
Contact: Michelle Smith
Loca on: Willakenzie Crossing

Harlow Neighbors Block Party
This family‐friendly event is a great opportunity to
meet new neighbors and reconnect to those you
haven’t seen during the Willame e’s wet winter.
This day of food, fun, and fes vi es is generously
sponsored by our community partners at North Park
Community Church.
When: late June/early July
Lead: Jennifer Yeh and Terry
Loca on: North Park Community Church

Willamette Gardens Movie Night
Sponsored by the City of Eugene Recrea on
Division’s Summer Movie Series, join your
Willame e Gardens neighbors in a family‐friendly
movie night.
When: July
Lead: Jennifer Wilkinson and Richard
Herman
Loca on: Willame e Gardens

Willakenzie Park Movie Night
The second of our Summer Movie Series, join Harlow
Neighbors and the Grange in a family‐friendly movie
night Willakenzie Park.
When: August 3rd
Lead: Jennifer Yeh and Susan Noah
Loca on: Willakenzie Park

School Work Day
Help Harlow Neighbors and Bertha Holt Elementary
prepare for the new school year during this day of
service. Let’s get together to clean up the playground
to create a safe and friendly first day of school for our
children.
When: August 25th
Lead: Aaron Box and Brandon Tirrill
Loca on: Bertha Holt Elementary

Feed Hope for the Winter Holidays
The holidays can be a diﬃcult me for families with
children in school. Last year Harlow Neighbors, Harlow
Serves, and its community partners provided over 1600
meals to neighborhood families and Food for Lane
County, help us say no to hunger again this year.
When: late November/early December
Lead: Aaron Box
Loca on: Bertha Holt Elementary
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From:
To:
Subject:
Date:

FLORMOE Lorna R
BUZBY April A
FW: Harlow SNAP Homework
Wednesday, May 30, 2012 12:37:22 PM

Hi AprilMaybe save this email with your work and we can include it in the Appendices, maybe with the UO
liaison? Important for this to get passed on that they agreed to do this. Thanks!

Lorna Flormoe
City of Eugene
541-682-5670
From: Kelly at Chase Village [mailto:kellychase@horizonra.com]
Sent: Friday, May 11, 2012 9:58 AM
To: FLORMOE Lorna R
Subject: RE: Harlow SNAP Homework

Yes, we can do both of those for you, not a problem.
Thanks again,
Kelly
From: FLORMOE Lorna R [mailto:Lorna.R.Flormoe@ci.eugene.or.us]
Sent: Thursday, May 10, 2012 12:20 PM
To: Kelly at Chase Village
Cc: BUZBY April A
Subject: RE: Harlow SNAP Homework

Hi KellyDone. We may be in contact with you briefly in the next month or so to see if you might put up a
poster in your office and/or hand out a small flier with new resident packets.
Thanks and take care,
Lorna

Lorna Flormoe
City of Eugene
541-682-5670
From: Kelly at Chase Village [mailto:kellychase@horizonra.com]
Sent: Thursday, May 10, 2012 10:47 AM
To: FLORMOE Lorna R
Cc: Ariel at Chase Village
Subject: RE: Harlow SNAP Homework
Lorna,
I do apologize they Chase has not been able to participate, we have been extremely busy.
We wish you all luck, but can you take Ariel and I off your email lists.
Thank you again,
Kelly

Harlow Neighbors SNAP Work Plan 2012

41 of 89

APPENDIX B 4.5

From:
To:
Cc:
Subject:
Date:

Caitlin Hascall
BUZBY April A
RICHTER Tillmann (SMTP)
RE: Harlow Neighbors new neighbors brochure concept
Wednesday, April 25, 2012 11:39:15 AM

Hi April,
We would be willing to do all of that. Just let us know what we can do to help.
Thanks.
Caitlin Hascall
Office Manager
Duck's Village Apartments
541-485-7200 Office
541-485-4656 Fax
From: BUZBY April A [mailto:April.A.Buzby@ci.eugene.or.us]
Sent: Monday, April 23, 2012 1:05 PM
To: Tillmann Richter; Caitlin Hascall; 'kellychase@horizonra.com'; 'arielchase@horizonra.com'; 'Anthony
Collins (anthonyspa@horizonra.com)'
Subject: Harlow Neighbors new neighbors brochure concept
Hello property managers,
I understand that everyone is busy with end of the year preparations and I do not want to take up too much
time. Although the meeting did not work out, Harlow Neighbors is still committed to trying to find a workable
way to connect the organization to you and your tenants. Our primary goal is to do this in a sustainable way that
requires little to no extra work for anyone. The current proposal is to create a “new Neighbors” brochure to
distribute to the students. Unfortunately, we’re having difficulties determining the best way to distribute the
brochure that would target the desired audience and not become lost in the junk mail that we all experience too
much of.
Our current proposal is for Harlow to produce and supply a brochure with some basic information about the
Neighborhood Association and life in Eugene to students as they move into the neighborhood. If Harlow did
create the brochure, would it be possible for you to make this available to the tenants as they moved in. Some
ideas are, if feasible, by having it included in a new tenant packet, sitting at the front desk or other convenient
place, and/or online if you have a tenant resource page. Please let me know whether you would be interested in
this idea.
Thank you,
April A. Buzby, Intern
Neighborhood Services
City of Eugene/City Manager's Office – Atrium
(541)682-5239
My office hours are Mondays and Wednesdays 12-5pm.

Messages to and from this e-mail address may be available to the public under Oregon Public Records Law.
þ Please consider the environment before printing this message
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The Fairmount Neighborhood Association is recruiting a student board member to serve a term from
May 29, 2012 - May 2013.
Any undergraduate or graduate student who lives in the Fairmount neighborhood is eligible to serve. A
large number of students live in the neighborhood and FNA members believe it’s important for your
voice to be heard.
What’s required of a board member?
•
•
•

Participating in four board meetings a year
Providing your opinions and ideas on neighborhood issues
Working with the board to move forward on issues related to the city and the UO

What are the benefits of being on the board?
•
•
•

Excellent way to be involved in local government at grass roots level
Excellent way to learn about planning, policy and neighborhood issues
Great community service opportunity

For more information please contact co-chairs Camilla Bayliss and Josh Reckord at fn.board@gmail.com.
You must be a resident of the Fairmount Neighborhood to join the board. Fairmount's eastern
boundary lies along a ridgeline terminating at Judkins Point, with the Willamette River forming the
northern edge, the University of Oregon bordering on the west, and 30th Avenue at its southern-most
terminus. For a map of the area, go to: http://www.eugeneor.gov/portal/server.pt/gateway/PTARGS 0 2 361479 0 0 18/fairmount 1.pdf

Contact:
Camilla Bayliss fn.board@gmail.com
Josh Reckord fn.board@gmail.com
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S O U T H

U N I V E R S I T Y N E I G H B O R H O O D
A S S O C I A T I O N

The South University Neighborhood Board is currently recruiting for
one open board position. Any interested graduate or undergraduate
students who live in the South University Neighborhood are eligible. A
large percentage of students live in the neighborhood & your voice is
very important in neighborhood issues.

SAMPLE
SAMPLE

What does joining the board mean to you?
 P ticipation in monthly meetings
 Providing you input an ideas o eighborhoo iss es
 W king wit the board to help move f rward eighborhood i
ith
the Cit an the UO
 E l ent ommunity S rvic Opp rtun ty
 Excellent way to learn about local government, planning and policy,
neighborhood issues, etc.

For more information please contact Carolyn Jacobs, South University
Neighborhood Board President at carolyn.i.jacobs@gmail.com. You must be a
South University Resident to join the board. The South University Neighborhood
is bordered by Agate Street, 18th Street, Patterson Street and 24th Avenue.

South University Neighborhood

Patterson Street

Agate Street

24th Avenue

18th Avenue
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DRAFT Harlow Neighbors is recruiting a student board member!
Any undergraduate or graduate student who lives in the Harlow neighborhood is eligible to serve. A
large number of students live in the neighborhood and HN members believe it’s important for your
voice to be heard.
What’s required of a board member?
• Participating in four board meetings a year
• Providing your opinions and ideas on neighborhood issues
• Working with the board to move forward on issues related to the city and the UO
What are the benefits of being on the board?
• Excellent way to be involved in local government at grass roots level
• Excellent way to learn about planning, policy and neighborhood issues
• Great community service opportunity

For more information please contact:
{Association Chair and University Liaison Contact Information} Or check us out at {Website or Facebook
Page Here}
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Executive Board Liaison
Roles & Responsibilities
Liaison Title:

Community Service/Action Teams Liaison

Role Summary (includes relationship to the Executive Board, Committees, and Action Teams)
The Community Service/Action Team Liaison serves as the outreach coordinator to Neighborhood
Action Team leaders and other organizations working alongside the Harlow Neighbors in community
service. The Community Service/Action Team Liaison’s primary roles are:

•Inform the Board of any upcoming community service projects as well as new Action Teams and work
with Action Team leader and/or Community Service leaders to ensure a clear line of communication
with the board.
•Serve Action Team Leaders to ensure they have proper support from the board for successful
outcomes.
•Connect Board members, Community Service/Action Team leaders, and neighbors, where necessary to
serve Community Service/Action Team goals and outcomes.

Primary Responsibilities
The following is a list of the Community Service/Action Team Liaison’s primary responsibilities.
•Connect with Community Service/Action Team leaders and serve as their primary board contact though
out the Action/Service Project life cycle.
•Resource Community Service/Action Team leaders with Harlow Neighbor’s network of business and
volunteer connections where applicable in order to foster collaboration and meet desired outcomes.
•Maintain list of past and current Team Leaders for future neighborhood use. •Build relationships with
local businesses and organizations to develop a network of community partners for the organization.
•Collect and forward community partner contact information to the Communication Committee.
•Assist in the post Action/Service project evaluation to ensure outcomes are celebrated and mistakes
are learning opportunities for both the board as well as team leaders

Desired Skills, Abilities, and Interests

A strong passion for community service and empowering neighbors to serve neighbors. Organizational
skills to maintain contact database and track project dates and needs. Creative problem solving abilities
to support Community Service /Action Team leaders in reaching desired outcomes. Proficiency with
email.
Important Contacts
(List to be generated from SNAP contacts)

Last Updated November 14, 2012
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Executive Board Liaison
Roles & Responsibilities
Liaison Title:

Legislative Liaison

Role Summary (includes relationship to the Executive Board, Committees, and Action Teams)
The Legislative Liaison serves as the outreach coordinator to elected officials who represent the
Harlow Neighbors. The Legislative Liaison’s primary roles are:
• Inform the Board of any upcoming elections, results of elections, and changes to
legislative district boundaries that will impact elected officials.
• Serve the Board and Harlow Neighbors by inviting elected officials to all General
Meetings and neighborhood events.
• Connect Board members, neighbors, and University Students to the appropriate elected
official when necessary.
Primary Responsibilities
The following is a list of the Legislative Liaison responsibilities:
• Build relationships with local, regional, and state elected officials who represent Harlow.
• Collect and forward contact information for elected officials who represent the Harlow
Neighbors to the Communications Chair- State Senator, State Representative, City
Councilor, EWEB Commissioner, and County Commissioners.
• Monitor the election cycle, and inform the Board whenever there is a primary or general
election that will affect any of the incumbent officials.
• During the census or other changes to district boundaries, determine if there are any
changes that affect Harlow Neighbors, and advise the Chair and Board.
• Whenever there is a new incumbent as a result of elections or boundary changes,
determine the name and contact info for the new incumbent.
• When a general meeting or event is scheduled, verify the date, time, and location, and
invite elected officials. Send out invitations 30 days in advance, and follow up if there is
no response.
• Update the Chair and Board, as each incumbent official responds to invitations.
• Notify the Chair immediately if an elected official requests time on the agenda.
• Serve as the intermediary between the Chair and officials who ask for time on the
agenda.
• Arrive early to any meeting or events, to introduce visiting officials to the Executive
Board.
Desired Skills, Abilities, and Interests
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Interest and motivation to monitor the election cycle.
Ability to obtain and read district boundaries on political maps.
Initiative to obtain contact information for newly elected officials.
Basic ability to use email and spell-check.
Organizational skills to schedule and track important dates on a calendar.
Tactful, but clear and concise when sending out invitations, or follow-up invitations.
Public speaking and understanding of protocol when introducing elected officials.
Important Contacts

State Senate District 7: Senator Chris Edwards
State Representative District 13: Representative Nancy Nathanson
City Council Ward 4: Councilor George Poling
Eugene Water & Electric Board: Commissioner John Brown
County Commissioners:
Position 4 (North of Interstate 105): Commissioner Rob Handy
Position 3 (South of Interstate 105): Commissioner Peter Sorenson

Last Updated November 14, 2012
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Executive Board Liaison
Roles & Responsibilities
Liaison Title:

University Liaison

Role Summary (includes relationship to the Executive Board, Committees, and Action Teams)

In response to Harlow Neighbors’ mission to “inform, serve, connect”, the University Liaison Executive
Board position was created. The Executive Board appoints from elected Board members a University
Liaison to serve as the organization’s outreach coordinator to the University and Harlow’s university
student population. The University Liaison’s primary roles are to:
• Inform students of volunteer and service learning opportunities at the Harlow Neighbors.
• Serve university students and Harlow Neighbors by notifying students of association decisions,
upcoming general meetings, and other ways students can be involved in Harlow Neighbors’ dayto-day business.
• Connect Committee and Action Team Leaders to university students interested in volunteer and
service learning opportunities.
• Work closely with the University of Oregon’s Assistant Director of Government and Community
Relations and Neighborhood Liaison, Karen Hyatt, to facilitate opportunities for university
students to become engaged in the association.

Primary Responsibilities

The following is a list of the University Liaison’s primary responsibilities. Please see the University Liaison
Framework for a more complete listing.
• Build relationships with Student Partners –responsible for maintaining regular communication
with the property managers, students, and on-campus contacts.
• Collect and forward contact information for interested students to Communication
Committee.
• Event Volunteers –responsible for forwarding volunteer opportunities for Harlow Neighbors
sponsored events and projects to students through various communication media.
• InfoShare –responsible for sharing information between the university and neighborhood
association as needed. Supports the neighborhood chair by attending Campus Partners or other
UO neighborhood related meetings and events, as requested.

Desired Skills, Abilities, & Interests

Interest in connecting with the University and its students.
Ability to use email.
Social networking experience is a plus but not required.
Important Contacts
Karen Hyatt
(541) 346-5351 phone
(541) 520-4672 cell
khyatt@uoregon.edu
Last Updated November 21, 2012
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Executive Board Liaison
Roles & Responsibilities
Liaison Title:

Public Safety Liaison

Role Summary (includes relationship to the Executive Board, Committees, and Action Teams)
The Public Safety Liaison serves as the connection between the Harlow Neighbors and entities or issues
related to the safety of its residents. Primary responsibilities include:
-Inform the Board about new long-term as well as more immediate safety issues and updates on
previously identified issues.
-Serve the Board, and neighbors, by inviting the designated Eugene Police Department Liaison to
Harlow General Meetings and neighborhood events.
-Connect the Board, and neighbors, with officials working with public safety issues including, but not
limited to: Eugene Police, UO Dept of Safety, and Eugene/Springfield Fire Department.

Primary Responsibilities
Primary Responsibilities include:
-This is an appointed Harlow Board position lasting 12 months (Term dates?)
-Availability and ability to attend Harlow Board and General Meetings.
- Build relationships with community liaisons for: Eugene Police,
Eugene/Springfield Fire and UO Department of Safety.
- Collect and forward any contact information to the Communication Committee.
-Maintain the names and contact information for community liaisons for: Eugene Police,
Eugene/Springfield Fire and UO Department of Safety.
-Contact EPD liaison for Harlow Neighbors and invite them to all Harlow General Meetings.
With Board, determine any topics they will present at meetings.
-Inform Board Chair if any representatives contact you for time on a General Meeting agenda
and what they will be presenting.
-Receive e-mailed EPD reports from their Crime Prevention Specialist and pass on to Board
any information relevant to Harlow.
-Identify issues that require action and help to organize Action Teams for those issues. If not
a member, provide them with support when needed.
Desired Skills, Abilities, and Interests

Interest in Public Safety
Desire to help the great spread of information about Public Safety in the Harlow Neighborhood
Ability to e-mail/phone public safety contacts
Important Contacts
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Eugene Police Department
E-mail EPD Reports: Todd Schneider, Crime Prevention Specialist 541.682.8186
Tod.Schneider@ci.eugene.or.us
Eugene/Springfield Fire Department
UO Department of Safety
Last Updated November 21, 2012
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Hospitality Committee
The role of the Hospitality Committee is to create a warm and welcoming environment at neighborhood events
and meetings, with a focus on welcoming and sharing information with newcomers. In addition, the Committee
helps the Communication Committee in maintaining the neighborhood email and address list by collecting
contact information from new attendees. The committee shall strive to consist of the chair and no less than two
(2) members.
Roles and Responsibilities
CALENDAR OF EVENTS: The Committee works with the Executive Board to prepare and maintain a calendar of
events.
RELATIONSHIP WITH ACTION TEAMS: The Hospitality Committee coordinates with Action Team Leaders to assist
in Hospitality related tasks.
WELCOMING: At general meetings, the Hospitality Committee is responsible for overseeing the greeting of all
attendees. In addition, the committee may provide information to attendees as requested. During Action Team
organized events (projects or issues), the Hospitality Team may fulfill this role if requested.
COLLECTING CONTACT INFORMATION: The Hospitality Committee will oversee the collection of contact
information from attendees of all general meetings. The Hospitality Committee Chair will forward this
information to the Communication Committee. During Action Team organized events (projects or issues), the
Hospitality Committee will work with Action Team Leaders to create a system for the collection and forwarding
of attendee contact information.
REFRESHMENTS FOR MEETINGS AND EVENTS: During general meetings, the Hospitality Committee will oversee
the organizing of refreshments for attendees. The Committee is also responsible for overseeing the solicitation
of donations from community partners or neighbors as appropriate. During Action Team organized events
(projects or issues), the Hospitality Team may fulfill this role if requested.
Hospitality Chair Position Description
The Executive Board will appoint an Executive Board member as chair of the Hospitality Committee. To ensure
continuity and sharing of information should the Committee Chair change, the Committee Chair will choose a
co-chair or apprentice from Committee members to assist in Committee business.
The committee chair is responsible for the following tasks:
1.
2.
3.
4.
5.

Meet with committee members at least 4 times a year.
Act as the contact for the Executive Board and Action Team Leaders on committee matters.
Delegate Hospitality tasks to Committee members.
Coordinate sharing of contact information between the Hospitality and Communication Committees.
Report to the association about committee activities at all Executive and General Meetings.
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Communications Committee
The role of the Communications Committee is to oversee effective communications through a variety of media
delivery systems with particular focus on sharing information from the Harlow Neighbors (HN) Executive Board,
Committees, and Action Teams with the neighborhood and partners. The Committee shall strive to consist of the
chair and no less than two (2) additional members. The responsibilities outlined below will be completed in
accordance to HN’s most recent Communication Plan.
Roles and Responsibilities
NEWSLETTER & OTHER PUBLICATIONS: The HN newsletters and other publications are sent electronically to
email subscribers and through the U.S. mail. Once an edition of the newsletter is ready for distribution per the
most recent association and City guidelines, the Communication Committee sends electronic copies to email
subscribers and uploads it to the appropriate website(s).
SUPPORT ACTION TEAMS: The Communication Committee coordinates with Action Team Leaders to assist in
Communication related tasks upon approval. This includes working with Action Team Leads to complete their
Communications Committee Support Request in a timely manner.
MAINTAIN STRONG COMMUNICATION INFRASTRUCTURE: Communications Committee maintains current email
lists, neighbor contact information, social media (where applicable) and contacts with media outlets.
•

•

•

EMAIL AND ADDRESS LISTS: Harlow Neighbors uses MailChimp for email marketing and contact list
management. The Committee will maintain and update MailChimp as needed. The Committee is
responsible for sending notices of upcoming neighborhood events, communications from the City and
from other neighborhoods, and other information as approved by the Executive Board.
WEBSITE & SOCIAL MEDIA: The Committee is responsible for maintaining the HN’s internet presence
both through the organization and the City. This includes posting information about neighborhood
events and responding to inquiries that come via HN’s web or social media sites.
OTHER MEDIA: The Committee is responsible for sending information to appropriate mainstream media
venues including the newspaper, television, and radio. The Committee may also be asked to help in
overseeing supplementary communication outlets not mentioned above including banners, door
hangers, posters, and other forms of communication as needed.

Committee Chair Position Description
The Executive Board will appoint a Board member as chair of the Communication Committee. To ensure
continuity and sharing of information should the Committee chair change, the Committee chair will choose a cochair or apprentice from Committee members to assist in Committee business. The Committee chair is
responsible for the following tasks:
1.
2.
3.
4.

Meet with Committee members at least 4 times a year.
Delegate Communication Committee tasks to Committee members.
Act as the contact for the Executive Board, Action Team Leaders, and Neighborhood Services.
Report to HN about Committee activities at all Executive and General Meetings.
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Communications Plan
Goals:
The central goal of the Communications Committee is to oversee effective communications through a
variety of media delivery systems with particular focus on sharing information from the Executive Board,
Committees, and Action Teams with the neighborhood and partners. Through the use of direct mail,
electronic communication, traditional media and other applicable channels, the Communications
Committee serves as the lifeline connecting the HNA Board and Action Teams with the neighbors we
serve. Central to everything done is the goal of informing, serving and connecting Harlow neighbors.

Core Messages:
1.Harlow Neighbors exists to inform neighbors on issues pertinent to Harlow, to create opportunities for
service within our neighborhood and to provide opportunities for neighbors to connect with one
another.
2. Harlow Neighbors general meetings are a fantastic way to be informed on local issues, to connect
with other neighbors, resources and your elected representatives and to discover service opportunities
within the Harlow neighborhood.
3. Additional core messages will be developed specific to each Action Team.

Core Materials:
(All items listed are available through HNA Dropbox account)
•
•
•
•
•
•
•
•
•
•
•
•
•

Logo
Mail Chimp Email Management
Website
Facebook Page
Twitter Account
Neighborhood Contact List
Annual Calendar
Gmail Account
Sample Press Release
Newsletter and Postcard Templates
Communication Protocol Guidelines
Sample Newspaper Insert
Communications Request Form
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Core Responsibilities:
1. Regular printed Newsletter and/or Postcards: Typically HNA will create up to 4 direct mail pieces
annually.
2. Consistent Electronic Communication supporting and augmenting direct mail: Newsletters will be
made available in electronic format and all events listed in regular mailing pieces will be supported with
reminder emails (through Chimpmail) and/or website and/or social media reminders.
3. Link to Media outlets: Where appropriate provide press release to local news outlets.
4. Support Action Teams and Events: Work in concert with Action Team leads to determine appropriate
schedule and channels to effectively communicate Action to Harlow neighbors.

Annual Timeline (example):
Month
Newsletter
General Email
Postcard
Event Press Rel.
Event Email
Event Paper Ins
Social Media upd.

Jan
X

X

Feb
X
X

X

Mar

Apr

May

X
X
X
X

Jun

Jul

X

X

X

Aug

X

X

X

X

X

X

X

X

Sep
X
X

X

Oct

X

Nov

Dec

X

X

X

X

Communication Protocol:
The communication protocol will be developed by the Communication Committee Summer/Fall 2012 (See
Harlow SNAP work plan).
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Communications Support Request Form
To be filled out jointly by Action Committee Lead and Communications Committee Chair.

Project/Issue/Event Name: PROJECT TITLE
CORE MESSAGE

In the space below, create a brief statement (no more than 2-3 sentences) that explains why the project is
important in a “nutshell” and speaks to your target audience. This statement should align closely with the
Action Team’s purpose/need statement. This information can also be used as talking points for media contacts.

TARGET AUDIENCE

Describe the targeted audience for the communication and/or advertisement planned based upon the Action
Team’s Outreach and Engagement statement. For example, families, university students, or retirees. Media is
also an intended audience.(Please use the space below)

DESIRED OUTCOME(S)

In the space below, list specific desired outcomes for the communication/advertising planned and how it fits
into the Action Team’s purpose/need statement. For example: we want to provide food to families in need.
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CRITICAL INFORMATION

List below, all information that must be conveyed to the intended audience including media. Important
information to include may be date(s) and time(s), location, who to contact for more information, and/or
materials attendees need to bring.

COMMUNICATION/ADVERTISING MATERIALS NEEDED

List in the space below, all materials needed for the communication or advertisement to be produced. Some
examples are logos, contact lists, and printing.

COMMUNICATION CHANNELS AND TIMELINE

List in the space below, the primary channels being used for the communication or advertisement, such as
flyers, door hangers, email, newsletter, postcard, and/or press releases. After each channel state a list of tasks
and timeline for completion.
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2011-2012 Calendar of Events (Detailed)
Feed Hope for Spring Break/Winter Holidays
When: March/Nov-Dec
Lead: Aaron Box
Location: Donations can be dropped at Bertha Holt Elementary or Papa’s Pizzas; Packaging will
occur at Bertha Holt Elementary
Targets for outreach:

•
•
•

Population that are serving – school connections and neighborhood volunteers
Populations being served - Families receiving the food (although no personal
information is collected during the program so this is a less formal connection)
Potential for connection with UO students

Candidate Forum
When: April
Lead: Jennifer Yeh and Rick Edwards
Location: TBA
Targets for outreach:

•
•

Neighbors age 40 and over
Good potential for reaching out to senior housing neighbors and high
school students getting ready to vote

University of Oregon’s “Take it to the Streets” Day of Service
When: April 21st
Lead: Brandon Tirrill, Karen Hyatt, and Jennifer Yeh
Location: TBA
Targets for outreach:

•

UO students and neighborhood families

Harlow Neighbors General Meeting
When: Periodically (watch for upcoming times in Harlow Neighbors newsletter)
Location: TBA

*One-time event
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Willakenzie Crossing Grand Opening*
When: June 2012
Lead: Richard Herman and Michelle Smith
Location: Willakenzie Crossing
Targets for outreach:

•

Elected officials, neighbors, Grange, investors, residents, media

Harlow Neighbors Block Party
When: late June/early July
Lead: Jennifer Yeh and Terry
Location: North Park Community Church
Targets for outreach:

•

Families especially those in walking distance of the church

Willamette Gardens/Willakenzie Park Movie Night
When: July/Aug 3
Lead: Jennifer Wilkinson and Richard Herman/ Jennifer Yeh and Susan Noah
Location: Willamette Gardens/ Willakenzie Park
Targets for outreach

•

Families

School Work Day
When: August
Lead: Aaron Box and Brandon Tirrill
Location: Bertha Holt Elementary
Targets for outreach:

•

Neighbors and families connected to Bertha Holt

*One-time event
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Action Team Planning Form
Project/Issue/Event Name: PROJECT TITLE
PURPOSE/NEED

Create a brief statement of the project’s purpose and need. Include how this project meets all pieces of Harlow Neighbors’
mission to inform, serve, connect? (respond in the space provided below)

OUTREACH AND ENGAGEMENT

In the space below, describe which groups will be targeted for outreach/engagement and how it will occur.

ACTION TEAM COMPOSITION
Team Leader:
Team Members (Action Teams should include 2-5 members in addition to the team leader.)

DURATION AND TASKS
Start Date:

Click here to enter a date.

End Date:

Click here to enter a date.

What system is in place to collect contact information from attendees? (State below)

Action Team Tasks

In the space below, list specific tasks that must be done for the event/project and expected deadline for completion.

Event/Project Title
Harlow Neighbors SNAP Work Plan 2012
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BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.

Item

Anticipated Cost

Committed or Needed

Funding Source

Association Resources Requested:

List items from above that the Action Team is requesting the neighborhood association supply.

Other Resources Needed:

In the space below, list needed resources that do not require funding such as reserving space, special equipment, or short
term volunteers.

COMMITTEE SUPPORT

In the space provided below the committee, request specific items or tasks that each committee might assist with. Be
aware that if committees do not have the capacity to assist with the requested task(s), an alternative approach may be
recommended. Please see each committee role and responsibility descriptions for more detail on appropriate requests.

Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)
Communication Committee
No information is needed at this time. Upon approval of this action/form by the Executive Board, the Communications
Committee Chair will work with the Action Team Lead to create a Communication Plan to support this Action. The
Communication Committee Chair will contact the Action Team Lead within 72 hours of approval.

MEASUREMENT(S) OF SUCCESS

Enter 2-4 achievable measurements of success for the project. For example, “Collect the contact information of three (3)
new neighbors” or “Have 30 people attend event”. The measurements should directly tie to the stated project purpose.
Although not often measurable, anecdotal information can also be relevant to the success of the event/project/issue, so be
aware of capturing stories or statements to include in your Action Team Evaluation. For example, if you were having an
event with the purpose connecting UO students more with the neighborhood association, and you heard a student at the
event say, “taking part in this event has really made me feel like I am part of Harlow Neighbors”. (Please use the space
provided below)

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date

Event/Project Title
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Action Team Evaluation Form
Project/Issue/Event Name: PROJECT TITLE
ACTION TEAM COMPOSITION
Team Leader:

Team Members (Provide a final list of team members and their contact information.)

MEASUREMENT(S) OF SUCCESS

Measurement
In the space below, include a condensed list of the
Measurements of Success from the Action Team
Planning Form.

Were the Goals Met?
Explain if the goal was met. If not, please explain in
Key Problem Areas any barriers to meeting the
goal.

What are the anecdotal stories or statements you heard that further support the success of the
project/issue/event? (Provide below)

Answer below, how did the Action Team serve its purpose and outreach objectives?

Event/Project Title
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THINGS THAT WORKED WELL

In the space below, explain elements that worked well and why. What went right? What worked well?
What was found to be particularly useful? Consider listing them in order of importance

AREAS TO IMPROVE
List below, problem areas experienced throughout the project. Be specific. For example, What went
wrong? What didn’t work well? Do you have any suggestions for improvement?

DURATION AND TASKS

The Communication Committee MUST receive collected contact information.
Has this been sent to them?

Yes

☐

What follow-up communication with participants needs to take place? How will that happen?

Post project/event report and Evaluation
Completed by:

Event/Project Title

Harlow Neighbors SNAP Work Plan 2012
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Action Team Planning Form
Project/Issue/Event Name: FEED HOPE SPRING INITIATIVE
PURPOSE/NEED

Create a brief statement of the projects purpose and need. Include how this project meets all pieces of Harlow Neighbors’
mission to inform, serve, connect?

Hundreds of children in Eugene get their basic nutritional needs met at school. During school breaks, children
within our neighborhood face the reality of going hungry. Feed Hope aims to mobilize households to service
within the Harlow Neighborhood to donate, package and deliver food to those children facing need, while
increasing awareness of hunger issues and creating opportunity for neighbors to connect through service.

OUTREACH AND ENGAGEMENT

Describe which groups will be targeted for outreach/engagement and how it will occur.

Households throughout Harlow will be targeted through door hangers, email and mass mailing. Local
businesses will be engaged as drop site locations, and in donation requests. Both business employees and
individuals living in Harlow will be invited to come to the packaging event.

ACTION TEAM COMPOSITION
Team Leader: Aaron Box
Team Members (Action Teams should include 2-5 members in addition to the team leader.)
Terri Kargel
Brandon Tirill
Jennifer Yeh

DURATION AND TASKS
Start Date:

1/1/2012

End Date:

3/31/2012

What system is in place to collect contact information from attendees?
Participants will register via email address (which will be entered into database. Packaging participants will
also have opportunity to register for delivering and future events.
Action Team Tasks

List specific tasks that must be done for the event/project and expected deadline for completion.
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•
•
•
•
•
•
•

Confirm drop site locations
create and deliver initial marketing communication
enlist and direct volunteers to carry out door hanger campaign to 2000 homes
schedule and prepare for packaging night logistics, collect food from drop sites
work in conjunction with school administration to identify students being served
arrange for and oversee food delivery
send follow up communication to participants.

BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.

Item
Banners & Direct Mail
Register Guard Insert
Food Collection Bins
150 Reusable Bags
Hospitality for event

Anticipated Cost
$500
$100
$150
$100

Committed or Needed
Committed
Committed
Committed
Committed
Committed

Funding Source
North Park/Willakenzie
Harlow Neighbors
North Park
Trader Joes
North Park Volunteer

Association Resources Requested:

List items from above that the Action Team is requesting the neighborhood association supply.

Other Resources Needed:

List of resources that do not require funding such as reserving space, special equipment, or short term volunteers.

•
•
•

Location for packaging event and storage of food
Bags to deliver food in (provided by Trader Joes)
Food / hospitality for packaging night.

COMMITTEE SUPPORT

Request specific items or tasks that each committee might assist with. Be aware that if committees do not have the
capacity to assist with the requested task(s), an alternative approach may be recommended. Please see each committee
role and responsibility descriptions for more detail on appropriate requests.

Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)
• Soliciting Donations
• Greeting
• Food at Packaging Event
Communication Committee
No information is needed at this time. Upon approval of this action/form by the Executive Board, the Communications
Committee Chair will work with the Action Team Lead to create a Communication Plan to support this Action. The
Communication Committee Chair will contact the Action Team Lead within 72 hours of approval.

Email communication, Postcard, Newsletter, Website, Press Release, Newspaper insert.

MEASUREMENT(S) OF SUCCESS

Enter 2-4 achievable measurements of success for the project. For example, “Collect the contact information of three (3)
new neighbors” or “Have 30 people attend event”. The measurements should directly tie to the stated project purpose.
Although not often measurable, anecdotal information can also be relevant to the success of the event/project/issue, so be
aware of capturing stories or statements to include in your Action Team Evaluation. For example, if you were having an
event with the purpose connecting UO students more with the neighborhood association, and you heard a student at the
event say, “taking part in this event has really made me feel like I am part of Harlow Neighbors”.
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•
•
•

Provide food for at least 1000 meals.
Engage at least 80 people in service
Engage 15 new individuals with this event.

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date
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Action Team Planning Form
Project/Issue/Event Name: CANDIDATE FORUM
PURPOSE/NEED

Create a brief statement of the projects purpose and need. Include how this project meets all pieces of Harlow Neighbors’
mission to inform, serve, and connect?

The purpose of a “Candidate Forum” is to provide a venue for constituents in the neighborhood to see and
hear candidates for office. The format of a “forum” is designed to inform residents on how candidates will
address the concerns of the neighborhood, rather than a “debate” format where candidates set their own
agenda. The forum is an excellent opportunity to host an event that provides a tangible service to voters who
want to meet the candidates. The forum also provides an objective introduction to the candidates, and
establishes the basis of a tangible connection to a neighborhood’s future elected representative.

OUTREACH AND ENGAGEMENT

Describe which groups will be targeted for outreach/engagement and how it will occur.

The primary target audience of the Forum is voting age citizens who reside in the Harlow neighborhood.
Residents who are not registered will also have an opportunity to check in with the Hospitality Committee and
pick up a voter registration packet.

ACTION TEAM COMPOSITION
Team Leader: Richard Edwards
Team Members (Action Teams should include 2-5 members in addition to the team leader.)
Moderator and time-keeper: Jennifer Yeh
Question reader: Richard Edwards
Public Address technician: Aaron Box

DURATION AND TASKS
Start Date:

2/21/2012

End Date:

4/19/2012

What system is in place to collect contact information from attendees?
The Hospitality Committee maintains “sign-in sheets” to collect names and contact information from visitors.
Action Team Tasks

List specific tasks that must be done for the event/project and expected deadline for completion.

Harlow Neighbors SNAP Work Plan 2012

67 of 89

APPENDIX F2

•
•
•
•

Legislative Liaison to monitor the election calendar for upcoming elections.
Coordinate a date prior to the election that is near the date that ballots will be mailed.
Reserve a venue for the date of the forum and also the day prior to the event to for a dress rehearsal.
Submit a draft of the agenda and proposed questions to the Executive Board for approval.

BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.

Item
Advertising and announcements
Post card mailed by USPS
Printing of agenda
Printing candidate questions
Water for candidates
Snacks and drinks after forum
Ceremonial medal for coin toss

Anticipated Cost
In newsletter
$400-500
0
0
0
0
10-15

Committed
Needed
Committed
Committed
Committed
Committed
Committed
Committed
Committed

Funding Source
Neighborhood Services
Neighborhood Services
Donated
Donated
Donated
Donated
Donated

Association Resources Requested:

List items from above that the Action Team is requesting the neighborhood association supply.

Advertising and announcements
Post card mailed by USPS
Printing of agenda
Water for candidates
Snacks and drinks after forum
Ceremonial medallion for coin toss
Other Resources Needed:

List of resources that do not require funding such as reserving space, special equipment, or short term volunteers.

•
•
•
•

Indoor venue with a stage and seating to accommodate the event.
Public Address system and microphone for each candidate, plus one microphone for the moderator
Identical tables and chairs for each candidate.
Voter registration material.

COMMITTEE SUPPORT

Request specific items or tasks that each committee might assist with. Be aware that if committees do not have the
capacity to assist with the requested task(s), an alternative approach may be recommended. Please see each committee
role and responsibility descriptions for more detail on appropriate requests.

Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)
The Hospitality Committee should arrive at least 15 minutes prior to the forum to staff the welcome and signin table. Also designate one volunteer to offer candidates a glass or bottle of drinking water for their use
during the forum.
Communication Committee
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No information is needed at this time. Upon approval of this action/form by the Executive Board, the Communications
Committee Chair will work with the Action Team Lead to create a Communication Plan to support this Action. The
Communication Committee Chair will contact the Action Team Lead within 72 hours of approval.

MEASUREMENT(S) OF SUCCESS

Enter 2-4 achievable measurements of success for the project. For example, “Collect the contact information of three (3)
new neighbors” or “Have 30 people attend event”. The measurements should directly tie to the stated project purpose.
Although not often measurable, anecdotal information can also be relevant to the success of the event/project/issue, so be
aware of capturing stories or statements to include in your Action Team Evaluation. For example, if you were having an
event with the purpose connecting UO students more with the neighborhood association, and you heard a student at the
event say, “taking part in this event has really made me feel like I am part of Harlow Neighbors”.

MOS 1: Contact and invite all eligible candidates to the forum.
MOS 2: All invited candidates attend the forum.
MOS 2: Start and end the forum on time.
MOS 3: Make follow-up calls to all visitors who signed up and left contact information.

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date
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Action Team Planning Form
Project/Issue/Event Name: UO DAY OF SERVICE APRIL 21
PURPOSE/NEED

Create a brief statement of the projects purpose and need. Include how this project meets all pieces of Harlow
Neighbors’ mission to inform, serve, and connect?
Serves the Harlow Neighborhood by cleaning playground equipment and removing invasive species at Marche
Chase Park. Involves UO students in neighborhoods. Gives students a connection and appreciation for their
neighborhood.

OUTREACH AND ENGAGEMENT

Describe which groups will be targeted for outreach/engagement and how it will occur.
• UO Students: recruitment via Service Learning Center promotion, through neighborhood property
managers and e-mail.
• Neighbors: Announcement at General Meeting and in Spring Newsletter.

ACTION TEAM COMPOSITION
Team Leader: Karen Hyatt, UO Neighborhood Liaison
Team Members (Action Teams should include 2-5 members in addition to the team leader.)
City of Eugene Parks and Open Space Staff

DURATION AND TASKS
Start Date:

3/1/2012

End Date:

4/21/2012

What system is in place to collect contact information from attendees? Welcome table with sign in sheets.
Students: Service Learning Center
Neighbors: Karen Hyatt
Action Team Tasks
List specific tasks that must be done for the event/project and expected deadline for completion.
•
•
•
•

Recruit Neighbors: Newsletter, announcements at meetings
Recruit Students
Develop project components with Park and Open Space
t-shirts/Food
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BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.
Item
Anticipated Cost
Committed or Needed
Funding Source
Food
Committed
UO
Tools/Leader
Committed
City of Eugene Parks
Association Resources Requested:
List items from above that the Action Team is requesting the neighborhood association supply.
Other Resources Needed:
List of resources that do not require funding such as reserving space, special equipment, or short term
volunteers.

COMMITTEE SUPPORT

Request specific items or tasks that each committee might assist with. Be aware that if committees do not have
the capacity to assist with the requested task(s), an alternative approach may be recommended. Please see
each committee role and responsibility descriptions for more detail on appropriate requests.
Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)

Communication Committee (may include email address lists; newsletter; websites; mainstream media, etc.)
Advertising in Newsletter and at meetings. Contact Property Managers.

MEASUREMENT(S) OF SUCCESS

Enter 2-4 achievable measurements of success for the project. For example, “Collect the contact information of
three (3) new neighbors” or “Have 30 people attend event”. The measurements should directly tie to the stated
project purpose. Although not often measurable, anecdotal information can also be relevant to the success of
the event/project/issue, so be aware of capturing stories or statements to include in your Action Team
Evaluation. For example, if you were having an event with the purpose connecting UO students more with the
neighborhood association, and you heard a student at the event say, “taking part in this event has really made
me feel like I am part of Harlow Neighbors”.
• 10 UO Students
• 5 Neighbors
• Needed work in Marche Chase Park completed.

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date
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Action Team Planning Form
Project/Issue/Event Name: WILLAKENZIE CROSSING GRAND

OPENING AND WILLAKENZIE GRANGE ICE CREAM SOCIAL
PURPOSE/NEED

Create a brief statement of the projects purpose and need. Include how this project meets all pieces of Harlow
Neighbors’ mission to inform, serve, connect?
A grand opening ceremony to celebrate the opening of Willakenzie Crossing on Willakenzie Road next to the
historic Grange Hall. The event will:
1. Serve as a celebration for the completion of 56 units of critically needed affordable housing with 16 of
those units dedicated to those with developmental disabilities.
2. Provide an opportunity for the Harlow Neighborhood to welcome the new residents into the community
and to present opportunities for residents to participate in accomplishing the mission of the Harlow
Neighborhood.
3. Recognize all the public and private agencies that made this achievement possible including the City of
Eugene, the State of Oregon, Metropolitan Affordable Housing, SAIL Housing, Investment Partners,
Collaborative Partners, and other key individuals
Inform: neighborhood about Willakenzie Crossing and who it serves and inform neighbors about the
Willakenzie Grange and its commitment to the community.
Connect: A large networking opportunity to increase the awareness of all participating entities and their
mission.
Serve: There will be tables, representatives, and opportunities identified for individuals that want to
participate in achieving the Harlow Neighborhood mission.

OUTREACH AND ENGAGEMENT

Describe which groups will be targeted for outreach/engagement and how it will occur.
Flyers, brochures, and event invitations will be distributed through the use of email, word of mouth, and bulletin
boards in our area. We are reaching out to Harlow neighborhood members, Willakenzie Crossing tenants, City
and State officials, and SNAP members.
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ACTION TEAM COMPOSITION
Team Leader: Michelle Smith/ Metro Affordable Housing
Team Members (Action Teams should include 2-5 members in addition to the team leader.)
Jennifer Wilkinson/Affinity Property Management, Susan Noah/Willakenzie Grange, Brandon
Terrill/Willakenzie Neighborhood Church, Jennifer Yeh/Harlow Neighborhood Association, Sherry Schumaker

DURATION AND TASKS
Start Date:

5/1/2012

End Date:

6/26/2012

What system is in place to collect contact information from attendees?
Emails and meetings will help to connect task group and committee members.
Action Team Tasks
List specific tasks that must be done for the event/project and expected deadline for completion.
• Selection of Task Group Members
• Bi-Weekly task group meetings
• Communication plan and press release
• Food plan
• Parking plan
• Ice Cream Social plan
• Planning of a social event like an ice cream social
• Logistics plan to include refreshments, technology, chairs, sign-up tables for the Grange
• Final Outcomes report from the Task Group Leader

BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.
Item
Anticipated Cost
Committed or Needed
Funding Source
Metro Grand Opening
$500
$500
Metro
Grange Ice Cream Social $200
$200
Willakenzie Grange

Association Resources Requested:
List items from above that the Action Team is requesting the neighborhood association supply.

Other Resources Needed:
List of resources that do not require funding such as reserving space, special equipment, or short term
volunteers.
Short Term Volunteers may be needed to assist on the day of the event.

COMMITTEE SUPPORT

Request specific items or tasks that each committee might assist with. Be aware that if committees do not have
the capacity to assist with the requested task(s), an alternative approach may be recommended. Please see
each committee role and responsibility descriptions for more detail on appropriate requests.
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Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)
• Organizing Food
• Welcoming attendees
• Hosting information tables
• Parking
Communication Committee (may include email address lists; newsletter; websites; mainstream media, etc.)
• Press releases to local media week before the event
• Email out reminders the week of the event

MEASUREMENT(S) OF SUCCESS

Enter 2-4 achievable measurements of success for the project. For example, “Collect the contact information of
three (3) new neighbors” or “Have 30 people attend event”. The measurements should directly tie to the stated
project purpose. Although not often measurable, anecdotal information can also be relevant to the success of
the event/project/issue, so be aware of capturing stories or statements to include in your Action Team
Evaluation. For example, if you were having an event with the purpose connecting UO students more with the
neighborhood association, and you heard a student at the event say, “taking part in this event has really made
me feel like I am part of Harlow Neighbors”.
•
•
•
•
•
•
•

Create a supportive and welcoming event for new tenants at Willakenzie Crossing
Provide outreach and information to the neighborhood about Metro Affordable Housing, the
Willakenzie Grange, and the Harlow Neighborhood Association.
An elected official from the City, County, and State in attendance.
Target of 50 members attending the Willakenzie Grand Opening
Target of 75 people attending the Grange Hall ice cream social and their open house.
At least one television station covering the event
Media coverage in (television and print)

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date
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Action Team Planning Form
Project/Issue/Event Name: NEIGHBORHOOD BLOCK PARTY
PURPOSE/NEED

Create a brief statement of the projects purpose and need. Include how this project meets all pieces of Harlow Neighbors’
mission to inform, serve, connect?

Celebrate the year, and the accomplishments of the NAs and its neighbors.
Connect neighbors with each other and the NA.
Inform them of the upcoming Harlow Neighbor and Harlow Serves events.
Serve – this is the NAs chance to serve our neighbors by providing them an opportunity to relax and have fun in

OUTREACH AND ENGAGEMENT

Describe which groups will be targeted for outreach/engagement and how it will occur.

Holt Elementary School – 2 flyers
Sign on North Park Comm. Church sign on Harlow Rd.

ACTION TEAM COMPOSITION
Team Leader: Terri
Team Members (Action Teams should include 2-5 members in addition to the team leader.)
Garry
Elizabeth Day
Jennifer Yeh
Aaron Box

DURATION AND TASKS
Start Date:

1T

End Date:

6/16/2012

What system is in place to collect contact information from attendees?
Yes – We will have a “Welcome Table” at the event.
Action Team Tasks
Beading Table
Face Painting
Coloring Table – patriotic pictures to send the US Military Troops overseas.
Bounce House ($150) – from Willamette Christian Center
Hula Hoops Station and Contests – (from Holt)
Sidewalk Chalk Gallery (Jennifer)
Bubble Blowing Station (Terri)
Fire Truck???
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BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.

Item
Food
Prizes
Game Supplies
Music Group
Name Tags
Other

Anticipated Cost
$200
25
180
200
10
34

Committed or Needed

Funding Source
N. Park (all expenses)

Association Resources Requested:

List items from above that the Action Team is requesting the neighborhood association supply.

Volunteers to work at the event!
Other Resources Needed:

List of resources that do not require funding such as reserving space, special equipment, or short term volunteers.

COMMITTEE SUPPORT

Request specific items or tasks that each committee might assist with. Be aware that if committees do not have the
capacity to assist with the requested task(s), an alternative approach may be recommended. Please see each committee
role and responsibility descriptions for more detail on appropriate requests.

Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)

Communication Committee
No information is needed at this time. Upon approval of this action/form by the Executive Board, the Communications
Committee Chair will work with the Action Team Lead to create a Communication Plan to support this Action. The
Communication Committee Chair will contact the Action Team Lead within 72 hours of approval.

MEASUREMENT(S) OF SUCCESS

100 people attend event.
66 volunteer slots filled by 30 people.
Get 10 people to sign up on an Interest Group sign up sheet.

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date
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Action Team Planning Form
Project/Issue/Event Name: WILLAMETTE GARDENS MOVIE IN THE PARK
PURPOSE/NEED

Create a brief statement of the projects purpose and need. Include how this project meets all pieces of Harlow Neighbors’
mission to inform, serve, connect?

The purpose of this movie in the park is to bring families of the Harlow Neighborhood together for clean
entertainment where they can meet others in their neighborhood and hopefully encourage them to become
more familiar with and more engaged in our neighborhood.

OUTREACH AND ENGAGEMENT

Describe which groups will be targeted for outreach/engagement and how it will occur.

We will be targeting families from our neighborhood to come together and become more engaged in our
neighborhood.

ACTION TEAM COMPOSITION
Team Leader: Jennifer Wilkinson
Team Members (Action Teams should include 2-5 members in addition to the team leader.)
Guinevere Garcia
Richard Herman
Michelle Smith?

DURATION AND TASKS
Start Date:

8/18/2012

End Date:

8/18/2012

What system is in place to collect contact information from attendees?
No system is in place at this time.
Action Team Tasks

List specific tasks that must be done for the event/project and expected deadline for completion.

The movie itself and the popcorn are being provided and set up by the City of Eugene. Jennifer Wilkinson and
Guinevere from Metro will assist in setting things up and talking with people. Jennifer will work with the
landscaper to ensure that the sprinklers are turned off a couple of days in advance to ensure the ground is dry.
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BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.

Item
Movie
Lemonade

Anticipated Cost
$500

Committed or Needed
Committed
Committed

Funding Source
Metro (partial possibly WG)
Willamette Garden

Association Resources Requested:

List items from above that the Action Team is requesting the neighborhood association supply.

Other Resources Needed:

List of resources that do not require funding such as reserving space, special equipment, or short term volunteers.

None. The city will be setting up the movie and providing the popcorn. Willamette Gardens and Metro staff will
help with set up as well as clean up.

COMMITTEE SUPPORT

Request specific items or tasks that each committee might assist with. Be aware that if committees do not have the
capacity to assist with the requested task(s), an alternative approach may be recommended. Please see each committee
role and responsibility descriptions for more detail on appropriate requests.

Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)
None. These are already being provided by the City of Eugene as well as Willamette Gardens
Communication Committee
No information is needed at this time. Upon approval of this action/form by the Executive Board, the Communications
Committee Chair will work with the Action Team Lead to create a Communication Plan to support this Action. The
Communication Committee Chair will contact the Action Team Lead within 72 hours of approval.

MEASUREMENT(S) OF SUCCESS

Enter 2-4 achievable measurements of success for the project. For example, “Collect the contact information of three (3)
new neighbors” or “Have 30 people attend event”. The measurements should directly tie to the stated project purpose.
Although not often measurable, anecdotal information can also be relevant to the success of the event/project/issue, so be
aware of capturing stories or statements to include in your Action Team Evaluation. For example, if you were having an
event with the purpose connecting UO students more with the neighborhood association, and you heard a student at the
event say, “taking part in this event has really made me feel like I am part of Harlow Neighbors”.

We normally capture 75 people at the Movie Night, half adults and half children. We would also measure
results by focus groups who help us identify things that are meeting the needs of tenants, usually most of
which we are providing on site

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date
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Action Team Planning Form
Project/Issue/Event Name: MOVIE IN THE PARK
PURPOSE/NEED

Create a brief statement of the projects purpose and need. Include how this project meets all pieces of Harlow
Neighbors’ mission to inform, serve, and connect?
3rd Annual Movie in the Park Event at Willakenzie Park on Best Lane.
Inform: Event gives Harlow Neighbors an opportunity to inform area residents about what the NA does and
connect with those not attracted to a general meeting. Also, opportunity to let neighbors know about
upcoming events.
Serve: This event is an opportunity for us to provide a way for neighbors to gather together and socialize. We
are also serving the entire Eugene area since this event is advertised city wide.
Connect: By providing information to neighbors we are helping them to connect with their Neighborhood
Association. The event also gives them an opportunity to connect with each other and we plan to give them an
chance to connect with the Willakenzie Grange as well.

OUTREACH AND ENGAGEMENT

Describe which groups will be targeted for outreach/engagement and how it will occur.
• Advertising: All City of Eugene summer event publicity. Spring Newsletter.
•

Welcome Table: Sign in Sheet and flyers for any upcoming NA events.

ACTION TEAM COMPOSITION
Team Leader: Jennifer Yeh
Team Members (Action Teams should include 2-5 members in addition to the team leader.)
City Parks and Recreation Staff work with us on this event.

DURATION AND TASKS
Start Date:

8/3/2012

End Date:

8/3/2012

What system is in place to collect contact information from attendees? Welcome table with sign in sheets.
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Action Team Tasks
List specific tasks that must be done for the event/project and expected deadline for completion.
•

Coordinate with City Parks and Recreation Staff to choose movie title and date of event.

•

Bathroom Facilities: Contact Willakenzie Crossing for use of community room restrooms and/or
Grange. Make sure a clear path is available to these facilities.

BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.
Item
Anticipated Cost
Committed or Needed
Funding Source
Movie Licensing
Committed
City of Eugene
Movie Projection
Committed
City of Eugene
Popcorn
Committed
City of Eugene
Posters?
?
Needed
Harlow Neighbors Budget
Association Resources Requested:
List items from above that the Action Team is requesting the neighborhood association supply.
Posters to put up in area businesses/locations to advertise event. ??? (Ask Board for Opinion on this)
Other Resources Needed:
List of resources that do not require funding such as reserving space, special equipment, or short term
volunteers.

COMMITTEE SUPPORT

Request specific items or tasks that each committee might assist with. Be aware that if committees do not have
the capacity to assist with the requested task(s), an alternative approach may be recommended. Please see
each committee role and responsibility descriptions for more detail on appropriate requests.
Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)
Welcome Table

Communication Committee (may include email address lists; newsletter; websites; mainstream media, etc.)
Posters (if decided in favor of)
E-mail reminder week of event. (Monday or Tuesday before)

MEASUREMENT(S) OF SUCCESS

Enter 2-4 achievable measurements of success for the project. For example, “Collect the contact information of
three (3) new neighbors” or “Have 30 people attend event”. The measurements should directly tie to the stated
project purpose. Although not often measurable, anecdotal information can also be relevant to the success of
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the event/project/issue, so be aware of capturing stories or statements to include in your Action Team
Evaluation. For example, if you were having an event with the purpose connecting UO students more with the
neighborhood association, and you heard a student at the event say, “taking part in this event has really made
me feel like I am part of Harlow Neighbors”.
• Movie Playing goes without incident. (last year we ran out of power before end)
• 5 new E-mail addresses for Harlow Neighbors List.
• Bathroom facilities are available and accessible for group.

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date

Harlow Neighbors SNAP Work Plan 2012

81 of 89

APPENDIX F8

Action Team Planning Form
Project/Issue/Event Name: HARLOW SERVES WORK DAY
PURPOSE/NEED

Create a brief statement of the projects purpose and need. Include how this project meets all pieces of Harlow Neighbors’
mission to inform, serve, connect?

The purpose of this work day is to connect neighbors through service to area schools. Through this service
event we aim to better inform neighbors of the many ways in which they can make an ongoing difference to
neighborhood children through volunteering at an area school. We hope to bring neighbors together to make
a tangible, visible difference in our neighborhood.

OUTREACH AND ENGAGEMENT

Describe which groups will be targeted for outreach/engagement and how it will occur.

Households throughout Harlow will be targeted through door hangers, email, press release and mass mailing.
Local businesses will be engaged in donation requests. Both business employees and individuals living in
Harlow will be invited to come to the service event.

ACTION TEAM COMPOSITION
Team Leader: Aaron Box
Team Members (Action Teams should include 2-5 members in addition to the team leader.)
Terri Kargel
Brandon Tirill
Jennifer Yeh
Bruce White
Kevin Boling

DURATION AND TASKS
Start Date:

6/1/2012

End Date:

8/25/2012

What system is in place to collect contact information from attendees?
Participants will register via email address (which will be entered into database. participants will also have
opportunity to register for future events.
Action Team Tasks

List specific tasks that must be done for the event/project and expected deadline for completion.
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•
•
•
•
•
•
•

Arrange for logistics involved in multiple service projects.
Solicit donations from area businesses.
Coordinate volunteers, materials and tools for each project.
Provide food for workers.
Engaged local businesses and organizations to take park in projects.
Work with school district on worksite plans.
Engage and invite neighbors to event.

BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.

Item
Doorhangers
Raised beds
Ball Field – cinder
Food

Anticipated Cost
$300.00
$1000.00
$500.00
$100.00

Committed or Needed

Funding Source
North Park & Willakenzie
North Park Volunteer

Association Resources Requested:

List items from above that the Action Team is requesting the neighborhood association supply.

Other Resources Needed:

List of resources that do not require funding such as reserving space, special equipment, or short term volunteers.

Tools and building materials will be through solicited donations as needed.

COMMITTEE SUPPORT

Request specific items or tasks that each committee might assist with. Be aware that if committees do not have the
capacity to assist with the requested task(s), an alternative approach may be recommended. Please see each committee
role and responsibility descriptions for more detail on appropriate requests.

Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)
• Soliciting Donations
• Greeting
• Food at Event.
Communication Committee
No information is needed at this time. Upon approval of this action/form by the Executive Board, the Communications
Committee Chair will work with the Action Team Lead to create a Communication Plan to support this Action. The
Communication Committee Chair will contact the Action Team Lead within 72 hours of approval.

MEASUREMENT(S) OF SUCCESS

Enter 2-4 achievable measurements of success for the project. For example, “Collect the contact information of three (3)
new neighbors” or “Have 30 people attend event”. The measurements should directly tie to the stated project purpose.
Although not often measurable, anecdotal information can also be relevant to the success of the event/project/issue, so be
aware of capturing stories or statements to include in your Action Team Evaluation. For example, if you were having an
event with the purpose connecting UO students more with the neighborhood association, and you heard a student at the
event say, “taking part in this event has really made me feel like I am part of Harlow Neighbors”.
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•
•
•

Engage over 100 volunteers in service.
Complete work projects at school successfully.
Engage 15 new volunteers for ongoing relationship with Harlow Neighbors.

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date
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Action Team Planning Form
Project/Issue/Event Name: FEED HOPE FALL 2011
PURPOSE/NEED

Create a brief statement of the projects purpose and need. Include how this project meets all pieces of Harlow Neighbors’
mission to inform, serve, connect?

Hundreds of children in Eugene get their basic nutritional needs met at school. During school breaks, children
within our neighborhood face the reality of going hungry. Feed Hope aims to mobilize households to service
within the Harlow Neighborhood to donate, package and deliver food to those children facing need, while
increasing awareness of hunger issues and creating opportunity for neighbors to connect through service.

OUTREACH AND ENGAGEMENT

Describe which groups will be targeted for outreach/engagement and how it will occur.

Households throughout Harlow will be targeted through door hangers, email and mass mailing. Local
businesses will be engaged as drop site locations, and in donation requests. Both business employees and
individuals living in Harlow will be invited to come to the packaging event.

ACTION TEAM COMPOSITION
Team Leader: Aaron Box
Team Members (Action Teams should include 2-5 members in addition to the team leader.)
Terri Kargel, Brandon Tirill, Jennifer Yeh, Bruce White

DURATION AND TASKS
Start Date:

9/1/2011

End Date:

12/17/2011

What system is in place to collect contact information from attendees?
Participants will register via email address (which will be entered into database. Packaging participants will
also have opportunity to register for delivering and future events.
Action Team Tasks

List specific tasks that must be done for the event/project and expected deadline for completion.

Confirm drop site locations, create and deliver initial marketing communication, enlist and direct volunteers to
carry out door hanger campaign to 2000 homes, schedule and prepare for packaging night logistics, collect
food from drop sites, work in conjunction with school administration to identify students being served,
arrange for and oversee food delivery, send follow up communication to participants.
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BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.

Item
Doorhanger
150 Reusable Bags
Hospitality for event

Anticipated Cost
$450.00
$150.00
$100.00

Committed or Needed
Committed
Committed
Committed

Funding Source

North Park CC & Willakenzie Evangelical

Trader Joes
North Park Volunteer

Association Resources Requested:

List items from above that the Action Team is requesting the neighborhood association supply.

Other Resources Needed:

List of resources that do not require funding such as reserving space, special equipment, or short term volunteers.

•
•
•

Location for packaging event and storage of food
Bags to deliver food in (provided by Trader Joes)
Food / hospitality for packaging night.

COMMITTEE SUPPORT

Request specific items or tasks that each committee might assist with. Be aware that if committees do not have the
capacity to assist with the requested task(s), an alternative approach may be recommended. Please see each committee
role and responsibility descriptions for more detail on appropriate requests.

Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)
• Soliciting Donations
• Greeting
• Food at Packaging Event
Communication Committee
No information is needed at this time. Upon approval of this action/form by the Executive Board, the Communications
Committee Chair will work with the Action Team Lead to create a Communication Plan to support this Action. The
Communication Committee Chair will contact the Action Team Lead within 72 hours of approval.

Email communication, Postcard, Newsletter, Website, Press Release.

MEASUREMENT(S) OF SUCCESS

Enter 2-4 achievable measurements of success for the project. For example, “Collect the contact information of three (3)
new neighbors” or “Have 30 people attend event”. The measurements should directly tie to the stated project purpose.
Although not often measurable, anecdotal information can also be relevant to the success of the event/project/issue, so be
aware of capturing stories or statements to include in your Action Team Evaluation. For example, if you were having an
event with the purpose connecting UO students more with the neighborhood association, and you heard a student at the
event say, “taking part in this event has really made me feel like I am part of Harlow Neighbors”.

•
•
•

Provide food for at least 1500 meals.
Engage at least 80 people in service
Engage 15 new individuals with this event.

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date
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Action Team Planning Form
Project/Issue/Event Name: SOUND WALL
PURPOSE/NEED

Create a brief statement of the projects purpose and need. Include how this project meets all pieces of Harlow
Neighbors’ mission to inform, serve, and connect?
The purpose of the Sound Wall Action Team is to monitor progress towards the
construction of sound walls, and to keep all interested parties informed. An effective
sound wall provides a barrier to block traffic noise from freeways or highways from
impeding into a nearby neighborhood. The location and construction of a sound wall is
imperative to the effectiveness of the finished product, for the benefit of the affected
neighborhood. The Sound Wall Action Team keeps the Board and affected neighbors
updated on progress towards construction of new sound walls, or informed when there is
an impediment to progress. The Sound Wall Action Team serves the Board and affected
neighbors as the primary action agent to lobby all levels of local government for the
construction of effective sound walls. The Sound Wall Action Team stays connected to
the Oregon Department of Transportation (ODOT), and all interested neighbors. Not
mentioned is the essentially neighborhood issue of locating the Beltline Wall at the
neighborhood's most northerly property line rather than somewhere down in the ODOT
right of way. Odds are that this is the most essential neighborhood proposal because
traffic grows more noisy and voluminous than ever.

OUTREACH AND ENGAGEMENT

Describe which groups will be targeted for outreach/engagement and how it will occur.
The primary target audience for the Sound Wall Action Team is residents who live
adjacent to a freeway or highway in the Harlow neighborhood. We will use door to door
canvassing, email, and social media to do outreach and engage all members of the
Harlow Neighbors Association, (HNA).

ACTION TEAM COMPOSITION
Team Members (Action Teams should include 2-5 members in addition to the team leader.)
Team Leader: Jack Radabaugh
Member: Kevin O’Brien
Member: Richard Edwards

DURATION AND TASKS
Start Date:

5/17/2006
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What system is in place to collect contact information from attendees?
The Chairman puts out a sign-in roster at all general meetings and events to solicit
interested neighbors, and turns the roster over to one of the Action Team members for
follow up.
Action Team Tasks
List specific tasks that must be done for the event/project and expected deadline for completion.
Monitor progress, news releases, and contact with ODOT.
Coordinate guest speakers from ODOT to give updates at general meetings.
Hold periodic Sound Wall Action Team meetings.
Brief the Executive Board on any progress or problems at all board meetings.
Submit updates to the Communications Committee and Webmaster.
Follow up with neighbors listed on the sign-in rosters who requested more information.
Conduct media outreach around the plan in order to raise the HNA’s profile citywide

BUDGET & RESOURCES

Enter a list of all anticipated expenses for the project. Please indicate if funded and the funding source.
Item
Anticipated Cost
Committed or Needed
Funding Source
0
N/A
N/A
None at this time
0

N/A

N/A

Association Resources Requested:
List items from above that the Action Team is requesting the neighborhood association supply.
None at this time.
Other Resources Needed:
List of resources that do not require funding such as reserving space, special equipment, or short term
volunteers.
Allow time on the agenda at General Meetings for ODOT speakers.
Reserve space in the newsletter for articles and announcements.
Post updates on the website.

COMMITTEE SUPPORT

Request specific items or tasks that each committee might assist with. Be aware that if committees do not have
the capacity to assist with the requested task(s), an alternative approach may be recommended. Please see
each committee role and responsibility descriptions for more detail on appropriate requests.
Hospitality Committee (may include overseeing welcoming, soliciting and organizing food if needed)
The Hospitality Committee can welcome visitors to general meetings or events, and show
interested neighbors where to sign-in to receive a follow-up call from the Sound Wall
Action team.
Communication Committee (may include email address lists; newsletter; websites; mainstream media, etc.)
The Communication Committee will be provided with information regarding the date,
time, and location of any pertinent meetings with ODOT, so that they can draft media
announcements. Key information will also be sent to the Harlow Neighbors webmaster
so that they can post details on the website.
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MEASUREMENT(S) OF SUCCESS

Enter 2-4 achievable measurements of success for the project. For example, “Collect the contact information of
three (3) new neighbors” or “Have 30 people attend event”. The measurements should directly tie to the stated
project purpose. Although not often measurable, anecdotal information can also be relevant to the success of
the event/project/issue, so be aware of capturing stories or statements to include in your Action Team
Evaluation. For example, if you were having an event with the purpose connecting UO students more with the
neighborhood association, and you heard a student at the event say, “taking part in this event has really made
me feel like I am part of Harlow Neighbors”.
MOS 1: Completion of the sound wall on the Randy Pape Beltline.
MOS 2: Completion of the sound wall on Interstate-5.
MOS 3: Survey of neighbors in affected areas indicating positive growth using the
following metrics:
a. Rate sound from freeway on 1-5 scale
b. Rate your opinion of ODOT on 1-5 scale
c. Rate your opinion of HNA on a 1-5 scale
d. Rate your answer to this question on 1-5 scale: How effective is the HNA as an
intermediary between my household and ODOT?
The intent of MOS 3 is to see if we improved the situation in four specific areas so we can
know if we are being effective and how we can improve on our goals. MOS 3 is not tied
to ODOT’s performance because we have no control over their goals, management,
budget, etc.

THE FOLLOWING SECTIONS ARE TO BE COMPLETED BY THE EXECUTIVE BOARD ONLY.
EXECUTIVE BOARD APPROVAL
Chairperson Signature

Date

POST PROJECT/EVENT REPORT AND EVALUATION COMPLETED

Date
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