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Introduction


According to social researcher Robert Putnam (2000), good neighborhoods promote a sense of 
connectedness that is beneficial for our health, our safety, and our children.  Beyond formal 
research, it just makes sense that knowing one’s neighbors turns into being concerned for their 
well-being and the well-being of your neighborhood.


While other local organizations, such as NeighborWorks and Habitat for Humanity, exist to 
improve the quality of housing stock in our Green Bay neighborhoods, only one organization is 
dedicated to the people living in these neighborhoods – the Green Bay Neighborhoods (GBN). 
The goal of GBN is straightforward: to empower citizens to take action to improve the health 
and well-being of their own neighborhoods through the establishment of vibrant Neighborhood 
Associations.  


This guide is written for Neighborhood Association board members, old and new. It goes 
through the nuts and bolts of how Neighborhood Associations function in the City of Green Bay. 


This guide was created in 2015, revised in 2020, and will be a revised and reprinted as changes 
occur in order to maintain its validity.  


Enjoy!
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Green Bay Neighborhoods


set up August GBN agenda during July EC Meeting

The Green Bay Neighborhoods (GBN) works to improve the quality of life in neighborhoods 
throughout the City of Green Bay by empowering citizens working through their Neighborhood 
Associations. The GBN is a council comprised of 
representation from each Neighborhood Association as well 
as members at large with interest in neighborhood issues. 
The council meets each month and works from a budget set 
up annually by a steering committee (comprised of GBN 
representatives) and approval by the entire GBN. 


The GBN is organized exclusively for charitable purposes 
under IRS § 501(c)(3) and seeks to lessen the burden of 
local government and lessen neighborhood tensions. The GBN seeks to accomplish these goals 
by empowering official Neighborhood Associations with focused leadership training, 
opportunities to exchange educational and general information, financial support, and 
opportunities to enhance the City through specific projects. In turn, the GBN promotes 
neighborhood development throughout Green Bay by making our city a better place to live, 
work, and play. 


The GBN functions through private dollars. Every three to four years the GBN has a fund 
campaign to raise funds to empower the neighborhoods and the people in them. These 
campaigns benefit Neighborhood Associations by providing for neighborhood development, 
crime and safety prevention, leadership development, and general funding to improve each 
neighborhood. The Operating Grants, GBN Mini Grants for special projects, Neighborhood 
Association signs, Community Service Interns, and much more are funded through these private 
dollars.


Annual Awards


Each year the GBN has a holiday party as their December meeting. At this meeting Annual 
Awards are given out to recognize outstanding work by Neighborhood Associations. Each year 
the Annual Award categories vary slightly. Past Awards include: Neighborhood Award for 
Outstanding Communication, Outstanding Event, Beautification, Neighborhood Revival, and 
Neighborhood of the Year.
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Neighborhood Associations


Purpose of a Neighborhood Association


A Neighborhood Association is, quite simply, neighbors living within a designated area of the 
City who are concerned about issues affecting their neighborhood and who have decided to 
work together to protect and ensure a better social, economic, and business climate in their 
neighborhood.


Neighborhood Associations act as a “voice” for the neighborhood residents, a somewhat official 
link to local government and the larger community.  Many neighborhoods find that by banding 
together and working through a Neighborhood 
Association, they are better able to meet the collective 
needs of the neighborhood.


Neighborhood Associations take on many different “looks” 
and engage in different types of activities, based upon 
their individual neighborhood’s needs and interests.  
Following are samples of projects that might be 
undertaken by an Association:


• Produce and distribute a 
neighborhood newsletter


• Conduct events that bring neighbors together, such as block parties and 
picnics


• Clean up a neighborhood park


• Conduct traffic studies


• Educate residents about zoning issues and new developments that might 
impact the area


• Organize recreational activities


• Represent and communicate neighborhood interests to local government 
and the news media


• Form a committee to address problem properties in the neighborhood
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• Establish crime prevention programs


Requirements for Neighborhood Association Status 


To remain a recognized and active Neighborhood Association, the Association must meet the 
following annual requirements:


1. Hold regular board meetings where all the members of the Association are welcome


2. Hold an annual meeting that meets the quorum as designated by the Association’s 
bylaws and invite all members of the Association. This meeting is when the Association 
votes in the new board members for the coming year/term, approve a treasurer’s 
report, and report out the Association’s yearly activities to the membership


3. Encouraged to join the GBN and have the President, or a representative from the 
board, attend the monthly GBN meetings


Annual Meetings


In order to remain a recognized Neighborhood 
Association in the City of Green Bay, every 
Neighborhood Association is required to have 
one annual meeting for the election of the new 
board and the transaction of any other business. 
The annual meeting is open to everyone in the 
Association. Generally, the new board is voted in 
as a whole but the official executive positions of 
President, Vice President, Secretary, and 
Treasurer are not decided on at this meeting. 
Generally, the next regular scheduled board 
meeting immediately following the annual meeting is when the board elects its executive 
committee. Check the Association’s bylaws for this information as it relates to your Association 
because some Associations take care of electing their executive committee during the annual 
meeting. At this meeting the quorum, as described in the Association’s bylaws, needs to be met. 
Make sure each household and business within your boundaries is given proper notice of the 
meeting.  Often the easiest way to do this is through an advertisement in the Association’s 
newsletter or a flyer that has been delivered through mail or a literature drop to everyone 
within your boundaries. A good rule of thumb is to distribute the notice no more than two 
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weeks and not less than one week before the meeting. Make sure that the location of these 
meetings is physically accessible to everyone and that there is adequate signage to the meeting 
area. 


At the annual meeting the Association should strive to have as much of the neighborhood 
represented as possible, as it is a great time to reach out to and recruit new volunteers, have 
them find out about what the Association has been doing and is planning to do, as well as just 

get neighbors out of 
their houses and 
getting to know one 
another! We have 
found that one of 
the best ways to do 
this is to keep the 
“annual meeting” 
very short and part 
of a longer more 
“ f u n ” eve nt . I n 
other words, the 
business items such 
as election of the 
b o a r d a n d t h e 
a p p r o v a l o f a n 
a n n u a l b u d g e t 
should be short, 
and in the middle of 

something exciting that will get neighborhood members out of their houses. Things that have 
worked well in the past include neighborhood picnics, outdoor movies, BINGO events with cash 
prizes, or having a guest speaker, such as the Police Captain or Alderperson representing your 
Association. 


It is important for the Association to let the Department of Community and Economic 
Development and the GBN know the date, place, and time of its annual meeting, as a 
representative from the department would like to be in attendance.
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Board Management


Board meetings


A Neighborhood Association should have regular board meetings that are open to everyone 
within official Association boundaries, as described in the Association’s bylaws. 


Since these meetings are regular and open, everyone should know or be able to easily find out 
the time, date, and location of the meetings. Therefore, it is best to keep the logistics as 
consistent as possible, have your meetings in a public place, such as a school, park, church, or 
business in your neighborhood, as well as have a way to get the word out if the meeting is 
canceled, or logistics happen to change. 


The following should be prepared and/or readily available at each board meeting:


1. An agenda. Have copies printed out for the number of people that are expected to 
attend the meeting. Another option is to have an arrangement with the board members 
ahead of time that the agenda will be sent by email for everyone to be responsible to 
bring their own copy. It is a good idea to have a few extra copies available for any new 
faces that might show up. The agenda should also include:


a. Amount of time designated for each line item


b. A treasurer’s report


2. The previous meeting’s minutes. The secretary should have prepared the previous 
meeting’s minutes to be approved at the current board meeting and be taking notes to 
write the minutes for the next meeting. However, the secretary is not required to read 
the minutes to the board at the meeting. 


3. A copy of the Association’s bylaws. Make sure everyone on the Association’s board 
knows the Association’s bylaws and has a copy. This creates more consistency among 
meetings and clarifies expectations.


*See Appendix A for a sample meeting agenda, 
minutes and treasurer’s report.


Planning & Budgeting as a Board


It is important that at least once a year or election 
cycle that the Association’s board sits down with the 
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purpose of planning for the upcoming year. Things that should be discussed include, but are not 
limited to, upcoming events, projects, and general goals for the Association. Remember that the 
first step in meeting a goal is setting the goal. 


It is also important that at this time the Association makes a budget for the upcoming 12 
months. Consider things like the Operating Grant, Mini Grants, and fundraising as means of 
income, and consider them individually with specific dollar amounts. Also consider what the 
expenses will be for the events and projects for the year. Do not forget that the plan and budget 
needs to receive majority approval from the board, and that it is best if the secretary types up 
the plan of events for the year, and the treasurer types up the budget, so it can be filed and 
referred to in the future. 


*See Appendix A for a sample budget.


Bylaws


Basically, bylaws tell you who should do what and how. They establish the structure of the 
Neighborhood Association “in black and white” and provide consistent, ongoing guidelines 
through changing leadership over time. Bylaws should be firm enough to give the Neighborhood 
Association guidance when a question arises, but flexible enough so the Association’s hands are 
not tied. Bylaws get passed down from the Association’s original board.


A Neighborhood Association’s bylaws should be shaped and written specifically for that 
Neighborhood Association. 


Bylaws can and should be amended if there are problems living within them. For protocol on 
amending the bylaws, see the Association’s current bylaws. Typically, amending the bylaws 
should be done at the Association’s annual meeting, if possible. If it cannot wait that long, 
typically the board needs to approve the amendment then the amendment needs to be ratified 
at the annual meeting. In some situations an Association may even choose to review possible 
amendments with a lawyer. Please send a copy of any bylaw updates to the Department of 
Community and Economic Development and to GBN.


*See Appendix B for a sample bylaws template.


Points to Include in Bylaws


1) Name of the Association


2) Geographic Boundaries 


3) Purpose (can be as general or as specific as the neighborhood wants)
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4) Membership (definition of who is a member, role of members) 


5) Meetings (annual meeting, dates or frequency of general board meetings)


6) Board of Directors (number of board members—can be flexible, date and manner of 
election, term of Office, filling vacancies, removal of directors, meetings and quorum)


7) Officers (number of positions, duties, term limits of officers, manner of election)


8) Standing Committee (manner of creation, duties, composition)


9) Parliamentary Authority-- Robert’s Rules of Order or Consensus Decision Making 
(amendments to bylaws, amended at annual or board meetings, size of majority needed 
to amend, notice of bylaw changes needed) 


General Responsibilities of President


The President of any organization has a special role.  The strength of the organization will be a 
reflection of the President’s abilities as an administrator. The spirit of the organization will be a 
reflection of the President’s clarity and understanding, just as meetings and proceedings will 
reflect his or her organizational ability.


The duties and responsibilities of a Neighborhood Association President include:


▪ Knowing the bylaws of the Association


▪ Preparation, in advance, of an agenda for every meeting to ensure a smoothly run, on-
schedule meeting. The President should consult with the board beforehand so that all 
necessary agenda items are included


▪ Presiding at all meetings. If it is necessary for the President to be absent, the Vice 
President and other board members should be notified in advance


▪ Knowing basic rules on running a meeting. Meetings do not have to be run under 
Robert’s Rules of Order; they could be run under a consensus. Also and bearing in mind 
that tact and graciousness are important in all situations. With any questions on rules, 
please contact the Department of Community and Economic Development or GBN


▪ Setting up special committees, if needed
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▪ Planning and implementation of the Neighborhood Association’s long-range and 
intermediate activities with the board/other officers, including strategic planning for any 
issues that may be presented to the Association


▪ Timely communication of any pertinent information that is intended for the Association


▪ Delegation of tasks and responsibilities among board members/officers to fairly 
distribute the workload whenever possible. A Neighborhood Association is not a one 
person show. Take full advantage of anyone that is interested in helping out or being a 
part of the Association


▪ Representation of the Neighborhood Association, both officially when requested at 
community or local government functions, and unofficially, as a good example of a 
responsible member of the community and neighborhood


General responsibilities of Vice President 


If the President is present, the Vice President assists the President. If the President is absent, 
the Vice President does the President’s job—presiding at the meetings and otherwise 
performing the duties set forth in the bylaws of the Association. In case of resignation or other 
unanticipated life changes of the President, the Vice President, unless otherwise provided for in 
the bylaws, becomes President for the unexpired part of the term. 


General Responsibilities of Secretary


The duties and responsibilities of the secretary include:


• Keeping a record of the business proceedings of the organization


• Keeping an accurate, up-to-date list of the board members


• Having available, at all times, a copy of the Association’s bylaws as well as any other 
rules the Association as agreed to abide by (Neighborhood plan, Parliamentary 
Authority, etc.)


• If requested, assisting the President with preparation of the agenda; for example, by 
providing a record of any unfinished or postponed business
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• Writing the minutes of the meetings and keeping them filed/organized to pass on to the 
next secretary. Minutes do not need to be lengthy. It is important to capture attendance, 
account balances (from the Treasurer’s report), and any actions taken on agenda items


• Send/email minutes to the board, and other interested parties such as the Department 
of Community and Economic Development and GBN. Please add us to your email list. 


Other duties of the secretary may include:


• Notification of all meetings to the officers, affiliated organizations, and other interested 
persons


• Preparing any official Association correspondence at the President’s request


• Reporting at the meeting on correspondence sent by the Association and 
correspondence received since the last meeting


*See Appendix A for a sample meeting minutes.


General Responsibilities of Treasurer


• The treasurer is the keeper of all funds. Their duties and responsibilities include:


• Paying all bills approved by the board


• Maintaining an itemized account of all receipts and disbursements


• Reporting such receipts and disbursements at each meeting


• Ensuring an audit occurs annually to check that everything is in proper order. The audit 
can be performed by a general board or Association member, as long as it is approved by 
the board and is not completely by the treasurer


• Presenting a treasurer’s report at the annual meeting


• Maintaining all records filed/organized to pass 
on to the next treasurer, or to give to the 
Department of Community and Economic 
Development or GBN if the Association goes 
inactive


• Being one of two required check signers. The 
President and/or Vice President are often 
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other check signers. It is a requirement to have each check signed by two of your 
Association’s check signers


Board Members


Board members are those members who are not the President, Vice President, Secretary or 
Treasurer. The roles of these members can vary from board to board. Generally, these members 
do not have an interest in the executive roles, but bring a different interest to the 
neighborhood. They can help deliver newsletters, serve on one of the Association’s committees, 
or simply bring a general desire to see good things happening in the neighborhood. It is 
important to still delegate tasks to these members, if they would like. 


Please note that board members are those members that are elected, while general members 
are those who live in the boundaries of your Neighborhood Association. 


Accounting & Tax Information


Accounting and tax duties are generally those of the Treasurer, but should be done in 
communication with other board members. 


How to open a checking account

1. Choose a bank, and contact the bank


2. Things needed: The Association should have two signatures required for each check 
(have the President, VP & Treasurer as the authorized signers), the official name of 
the Association, an EIN number (you can apply for an EIN on the IRS website), a 
mailing address, and a phone number


3. Go to the bank and they will create the appropriate paperwork to be signed. Signers 
may be required to give a copy of their driver’s license and social security number


4. Fill out a W-9 with your EIN number and return to the GBN


5. The GBN will cut your association a check for start-up funds once your W-9, 
complete with EIN number, is received 


What to do when a check signer leaves the board

	 1. Written notice to the Association President

	 2. Notify bank to remove signer

	 3. Elect a new member to fill position
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	 4. Notify bank to add the signer (will need copy of driver’s license and social security 	
number)

	 5. Return signed signature cards (forms) to the bank


What to do with your bank account if you are going inactive

1. Close the account with the bank


2. Have the bank cut a cashier’s check cut to the GBN with all remaining funds

	 3. GBN will hold funds in an escrow account until the Association reforms or for 5       	
years

	 4. If the Association reforms, see number three through five on what to do when check 	
signer leaves


Financial tracking

1. A written report should be given and approved at regularly scheduled board meeting 

to update members on the financial standing, can be as simple as a bank statement 


2. Checking accounts should be reconciled monthly


3. Save and file copies of all receipts/invoices and reports by year to be handed on to 
future treasurer


*See Appendix A for a sample treasurer’s report and bank statement.


EIN

1. An EIN is a tax identification number filed with the IRS. It is needed to open the bank 

account for the Association. It is the government’s way of identifying who you are as 
an organization, it is also required for W-9’s and many other important forms


2. If the Association has lost or misplaced their EIN

a. Check and see if the EIN was used to open a bank account, or apply for any 

type of state or local license. Contact the bank or agency to secure the EIN.

b. Find a previously filed tax return for the Association (if you have filed a 

return).  The previously filed return should be notated with the EIN

3. If the Association is not sure if they have an EIN number ask the IRS to search for the 

EIN by calling the Business & Specialty Tax Line at (800) 829-4933, 7:00am - 7:00pm, 
Monday through Friday


4. If the Association does not have one, apply for one on the IRS website and make sure 
it is associated with the Neighborhood Association’s checking account
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Tax information

The GBN is not responsible for a 
Neighborhood Association’s tax 
i n f o r m a ti o n . T h e f o r m s t h e 
Association needs to fill out depend 
on how much money the Association 
raises per year and how their EIN 
was filled out. The Department of 
C o m m u n i t y a n d E c o n o m i c 
Development and the GBN will do their best to help the Association with general tax 
questions and dilemmas. However, the Department of Community and Economic 
Development and the GBN is not qualified to give professional tax advice, so the 

Association may need to seek out a professional or contact the IRS. 


Running a successful board meeting


Successful meetings can build an organization and poor meetings can erode even the best 
organizations. This section is full of good ideas for holding great meetings. Here are some things 
to keep in mind:


Time Is Everyone’s Most Valuable Commodity


• Do not waste people’s time with dull, extended, unnecessary, and unproductive 
meetings. Everyone’s time is valuable and people want to feel their time and the 
meeting is well spent and productive


• Always ask yourself: Is this meeting necessary? Is this topic necessary?


Pre-Plan the Meeting as Carefully as You Would If You Were Putting on a Play


• Remind people to come. Don’t rely on mailings or a phone call a week or two before. 
Call, text, or email all active members a couple nights before the meeting as a friendly 
reminder of the important meeting that you have coming up


Have a Printed Agenda


• Try to limit the total length of the meeting to about one hour. As a rule of thumb, do not 
let regular board meetings exceed one and a half hours. If board meetings exceed one 
and a have hours, consider forming committees to take care of details on the side, then 
have brief committee reports at the regular board meetings
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• Put a suggested time limit on the agenda for each agenda item


• Have a period for open discussion (open forum) at the end of the meeting.  This is the 
time for announcements and items that are not central to the point of the meeting. 
Limit this time so that the meeting does not dribble away at the end. After the 
discussion period the chair should review everything decided at the meeting and then 
formally close the meeting


• If non-board member neighbors attend, ask them if they have a need to address the 
board. If yes, move your open forum session to the beginning but manage the time so 
you still have enough time to complete the rest of your agenda


Have a Leader


• The President is typically the leader of the meeting.  More than just a moderator, the 
President has the responsibility for moving the meeting ahead, encouraging 
participation, and getting the agenda accomplished


• If the President is not present, he or she should delegate the Vice President to chair the 
meeting


• Sometimes board members can try to take over a meeting. Do not let that happen. Keep 
control of your meeting and make sure you are following your agenda


Voting and Determining Decisions during the Meeting is Democratic


• It is important to allow everyone 
the opportunity to share their 
ideas and let their perspective be 
heard


• Once all views have been heard, 
vote. Do not let the meeting drag 
on.  If the discussion has already 
lasted longer than the amount of 
time set aside, but more time is 
required for a decision to be made, 
the discussion can be tabled and 
continued at the next meeting.  If 
the decision requires immediate action, a motion can be made to continue discussion 
for a set amount of time
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• It is helpful to have some minimal rules (i.e., Robert’s Rules of Order; a consensus) for 
the conduct of regular board meetings. Be sure to share your meeting procedures with 
non-board members that may attend. This will allow them to contribute to the meeting 
without derailing it


Fundraising


General Fundraising


The GBN and Department of Community and Economic Development strongly encourage each 
Neighborhood Association to make sure that fundraising is a regular part of the Association’s 
activities. Fundraising ideas include working brat barns at area grocery stores, asking area 
businesses to pay for an advertisement in your newsletter, or having a silent auction at an event. 
Do not forget that when hosting events it is a possibility to ask area businesses for item 
donations, for example, food donations from a grocery store. Lastly applying for grants can also 
be an effective way to raise money to help fund a project or program. Aside from the two grants 
offered by GBN, there are numerous grant opportunities to explore locally. Some examples 
include the Brown County Crime Prevention Foundation, the Greater Green Bay Community 
Foundation, and local business and corporate foundations.


Brat Barns


The GBN Partners with Neighborhood Associations who do not possess their own 501c3 status 
so they can work a brat barn. Some grocery stores, such as Festival Foods, have a requirement 

of 501c3 status to sign up 
for a brat barn, others do 
not. When partnering with 
the GBN for a brat barn, 
each Association is asked to 
donate 10% of the proceeds 
back to the GBN to help 
d e f r a y t h e c o s t s o f 
m a i n t a i n i n g t h e t a x 
deductible status. Contact 
t h e G B N f o r m o r e 
information. 
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Operating Grants


The GBN will award a grant of up to $1,000 per year to each Neighborhood Association, if 
requirements are met. The Operating Grants applications are open all year, but the following 
requirements should be met before applying:


• The Neighborhood Association must have an open 
membership. A Neighborhood Association cannot 
discriminate in the admission of members, and 
must actively seek membership or involvement of 
neighborhood residents or business operators


• Attendance at a minimum of 75% of GBN meetings 


• Provide a list of the Neighborhood Association’s 
current board members, including contact 
information


• At least one newsletter must be published and 
distributed in the prior 12 months to everyone in 
the Association’s official boundaries 


• The Neighborhood Association must have one 
annual meeting and the quorum, as designated in 
the Association’s bylaws, must be met. The 
Neighborhood Association can apply for the Operating Grant even if they have not yet 
had their annual meeting for that calendar year, as long as the date for the upcoming 
annual meeting is provided. Everyone in official boundaries must be notified of the 
annual meeting through a newsletter, flyer, or door hanger


• Provide details on how the Association fundraised. The Operating Grant will match the 
Association’s total fundraised amount (up to $250) by four, for a maximum grant amount 
of $1,000.   The funds raised may be from the prior 12 months but may not be the same 
funds that the Association applied to the prior year’s Operating Grant Application


Fundraised Amount Maximum Grant Amount

$100 $400

$200 $800

$250 $1000
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• Provide the current balance of the Neighborhood Association’s bank account and attach 
the Neighborhood Association’s budget or the proposed use of funds for the grant 
period


*See Appendix C for a sample Operating Grant Application.


Mini Grants


Each year there is typically at least one round of Mini Grants, either funded by the GBN or by 
the City of Green Bay. The Neighborhood Association should always be brainstorming ideas or 
doing research for possible projects and therefore be ready to apply when the grant process 
opens.


Every recognized Neighborhood Association may apply for these Mini Grants. There is no limit 
on how many grants a Neighborhood Association can apply for or how much they can ask for. 
The Neighborhood Associations that submit 
well-prepared and informational applications 
with creative and new ideas generally receive 
funding.


As with everything , the project the 
Neighborhood Association is applying for 
MUST BE APPROVED BY THE BOARD. A 
Neighborhood Association is not a one person 
show. Mini Grants are great opportunities to 
put some of the group’s ideas into action. Past 
Mini Grant projects have included safety lights 
for City parks, sign beautification, music in the park events, scholarships, the spraying/clearing 
of invasive species, Neighborhood Association street signs with logos, a spray/neuter clinic, LED 
light bulbs to be distributed for neighborhood safety, and much more! The GBN and/or City of 
Green Bay should be recognized for the financial contribution to your Mini Grant project.


$500 $1000
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One other thing to remember with the Mini Grant applications is that the application cannot 
and should not be done the day before the application deadline. Research often needs to be 
done on the prices for these projects for the cost of materials, and in some cases someone from 
your board may even need to go out and get quotes or pre-approval for the project. If the 
project is going to be in a park or on City Property, we suggest contacting the Department of 
Community and Economic Development before applying. The Department of Community and 
Economic Development can connect the Association to the city resources needed for the 
approval process. Before spending time and effort on the application, it is best to determine if 
the project will even be permitted and what resources may be needed for approval. For 
example, some events may require insurance coverage, which will be an additional cost that 
needs to be added the project’s budget. We require this research, approval, and estimates/
quotes to be turned in with the application and the Mini Grant Committee will not fund 
incomplete applications.


*See Appendix C for a sample Mini Grant Application.


Special Events


Committees


A Neighborhood Association may create special committees to work on certain projects or focus 
on specific areas of work. Examples of types of committees include media, scholarships, 
fundraising, land, safety, welcoming, and a special events committee. The Neighborhood 
Association by no means needs to create committees, but they can be a great way to divide 
work and let people get the opportunity to work in areas they are interested in and can 
specialize in. Committees may meet separately of the general board meetings or after regular 
board meetings and do not have to 
be open to the public like regular 
board meetings. However, that does 
not mean they should act in 
secrecy. A committee report should 
be given at the regular board 
m e e ti n g s t o m a ke s u r e a l l 
i n f o r m a ti o n a n d a c ti v i t y i s 
communicated and recorded.


Activity Arsenal
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Activity Arsenal equipment is provided by the Green Bay Neighborhoods (GBN) for the 
Neighborhood Associations to use FREE OF COST for their activities and events. The equipment 
available for use includes:


• 16 x9’ inflatable movie screen (including speakers, projector and DVD player)


• Variety of backyard games


o 2 Bean Bag Toss Games, 1 Duck Game, 1 Bocce Ball Game, 1 Bounce House 
(includes inflator), 1 Foosball Table, 1 Football Toss, 2 tick-tack-toe toss games, 
Croquet Set, 9 in 1 game set (Volleyball, Badminton, Horseshoes, Shuttle Smash, 
Lawn Tennis, Jai-Lite, Ring Toss, Magic Mitts, Flying Disk)


• BINGO set (including cards, cage and markers)


• Popcorn popper (including kernels, oil, salt, bags, measuring cups, and cleaner)


• Large drink coolers(3)


• Chairs (20 folding chairs & 19 plastic/stackable outdoor chairs)


• Tables (13 6’ foot tables)


• Tents (2 18’x40’ tents, 1 10’x10’)


• Portable PA system (including microphone and iPod dock)


To reserve the inflatable movie screen, BINGO set, popcorn popper or portable PA system, call 
the Department of Community and Economic Development at (920) 448-3150. To reserve the 
backyard games, tents, tables and chairs, call NeighborWorks Green Bay at (920) 448-3075. 
Aside from the inflatable movie screen which is transported and set up by a neighborhood 
volunteer, pick-up and drop-off of all other activity arsenal items is the Neighborhood 
Association’s responsibility to arrange.  


When using the inflatable movie screen, the Association may not use just any DVD. Since the 
film will be shown in public, the DVD needs to be rented through a distributor of motion 
pictures for public performance. Two companies we have used in the past are Swank(https://
www.swank.com/) and Criterion Pictures(https://www.criterionpicusa.com/). The Association is 
not limited to these companies for the movie rental, but they are two good options. Rental of 
the movie from these companies typically ranges from $100-$300, depending on the movie. 
Please factor this cost in when considering hosting an outdoor movie event. 


For more details on the Activity Arsenal equipment, feel free to contact the Department of 
Community and Economic Development for the Activity Arsenal booklet. 
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Block Parties 


The GBN and Department of Community and Economic Development encourage neighbors to 
get to know one another in the fun and relaxed setting of a neighborhood block party. 


For more information on block parties and receiving the necessary permit, please visit https://
greenbaywi.gov/773/Block-Party-Permit.


Little Libraries


Neighborhood Associations and individuals/groups may install little libraries. If a Neighborhood 
Association would like to install Little Libraries in their neighborhood, they may fundraise for 
them, utilize a Mini Grant opportunity, or in some situations, work in coordination with the 
Parks Department. The placement of a little library on City owned land will need approval 
before installation.


The Little Libraries are not the 
responsibility of the Department of 
C o m m u n i t y a n d E c o n o m i c 
Development. Once they have 
been installed they are the 
Ne ighborhood Assoc iation’s 
responsibility to monitor and keep 
up. If the little libraries become 
damaged or vandalized, the 
Neighborhood Association may 
contact the Department of 
C o m m u n i t y a n d E c o n o m i c 
Development for an outside 
consultant to make the repair, 
however the Association will be 
billed for this work. If an Association’s little library is continuously being damaged or vandalized, 
the board may want to consider having it moved to a different location. 


For more information on little libraries and how they work, feel free to visit http://
littlefreelibrary.org/. The option is available to register your Little Library, for a small fee, on this 
webpage.
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Branding


Neighborhood Identification Sign


Once a new Neighborhood Association is formed, the GBN will fund a Neighborhood 
Association identification sign. The GBN will work with a designer and the Neighborhood 
Association to come up with an appropriate design that fits the neighborhood’s characteristics. 
While the design is being created and approved the Neighborhood Association should identify a 
few potential locations for their sign. The GBN and the Association will work to get the required 
approval for the sign placement. The Association is responsible for creating and submitting to 
the GBN a landscape design for the area where the sign is placed. This will go through an 
approval process and then the sign will be put in place by the Department of Public Works. 


Landscaping of the sign is the responsibility of the Neighborhood Association. Shortly after the 
installation of the sign, the landscaping should be completed. The only exception is if the sign is 
installed in late summer/early fall, then the landscaping can be done come spring. Regardless, it 

is important to keep up the sign 
landscaping, it is a representation of the 
Association to the whole neighborhood 
and City of Green Bay.


If an Association decides to change their 
sign landscape design from the current 
design, they do not need to get the new 
design approved; only the initial design 
needs to be approved. However, if an 
Association has questions or concerns 
about the design feel free to contact the 
Department of Community and Economic 
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Development. If it happens to be that maintaining the landscaping is too much at the moment, 
or not what you’re the Association’s board would like to dedicate energy toward, please remove 
the plants and simply put mulch around the sign. The mulch will keep the area clear of weeds 
while still have it looking fresh and allow for proper lawn mowing around the sign.


Free mulch can be obtained from the City’s Yard Waste Centers located at:


• West side: 1470 Hurlbut Street 


• East side:  2530 East Shore Drive


Newsletters & Distribution


Newsletters are a great way to get information out to your neighborhood. In fact, in order to 
receive an Operating Grant, at least one Neighborhood Association newsletter each year needs 
to be drafted and distributed to every household and business within Association’s boundaries. 
Newsletters are to be created by the Neighborhood Association. There is no minimum or 
maximum number of pages or a certain layout that needs to be followed, and it is up to the 
Association’s board as to what the newsletter will be like. A newsletter may contain, but is not 
limited to, a President’s message, a message from the CSI’s or Community Police that represent 
your area, advertisements for events, advertisements from local businesses, recipes, pictures, 
information about City Services or events, and information about what the Neighborhood 
Association has been up to.  


For newsletter printing, the Neighborhood Association may print from any business or company 
of their choice, as well as from the City Hall print shop. Contact printshop@greenbaywi.gov  
(920.448.3129) for information on printing from City Hall. 


Newsletters are typically delivered in one of two ways, either they are mailed, which is the more 
expensive of the options, or they are distributed by volunteers. If an Association decides to 

distribute their newsletters by-hand with 
volunteers, it tends to work best if each 
volunteer takes a designated area of the 
Neighborhood Association’s boundaries. 


Newsletters MAY NOT be put in mailboxes, 
it is a FEDERAL OFFENSE. Only mail carriers 
can put items in mailboxes. Copies can be 
placed under door mats, inside doors, or 
hung from the door knob.
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Please send a copy of your newsletter to the Department of Community and Economic 
Development and GBN as well, either by mail or email. Please add us to your email list. 


*See Appendix D for a sample newsletter.


Social Media


Effective communication is key to the success of any strategy, group or organization. Whether an 
Association wants to share information among their board, or spread the word to the wider 
community about the Association’s goals and programs, the ability to communicate regularly 
and effectively is critical. Utilize Facebook, Twitter, Nextdoor.com, a Neighborhood Association 
website, as well as your newsletter to easily spread the word. 


Strategies to try: 


• A full page in the Association’s newsletter dedicated advertising the Association’s 
website, email address, Facebook page, Nextdoor.com, etc.


• A sign and return portion of an Association’s newsletter to become part of an email/call 
list


• A full page in the Association’s newsletter requesting everyone in your boundaries sign 
up for an Association email distribution list by means of a simple email request


• ACTIVELY getting people to sign in at events


• Signage (Remember, no signs can be placed in the right of way. This is the area between 
the sidewalk and the street, or for areas without sidewalks roughly 6ft in from the 
street.)


• Generating a news release or public service announcement for special events 
accomplishments


• Phone trees


Another topic to consider is mobilizing your neighborhood in times of neighborhood related 
crisis. Does your Association have a plan to mobilize your neighborhood when something 
unexpected happens? We recommend sitting down as a board to discuss what the Association 
would do to quickly get the word out about a potential issue. 
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City Resources


Police & Community Service Interns 


A Neighborhood Association can serve as a wonderful liaison between Police/Community 
Service Interns (CSIs) and your neighborhood, but it is unlikely this will happen if the Association 
is not in contact with them. It is important to invite and maintain relationships with the Police 
Officers and CSIs of the Association’s area. The Neighborhood Association may need them in the 
future to be an advocate for something affecting the neighborhood, or the Officers may rely on 
the Association to get the word out about something going on in the neighborhood. 


To reach the Community Police Officers and District Captains use the following numbers which 
will route you to the appropriate officer/captain:


• West side Community Police Officers – 920.492.3785


• East side Community Police Officers – 920.448.3143


• District Captains – 920.448.3333


The best way to invite a CSI to your meeting 
or event is through the Crime Prevention 
Specialist at 920.448.3260. The CSIs are 
f u n d e d b y t h e G r e e n B ay Po l i c e 
Department. CSIs are the eyes and ears of 
our neighborhoods. They provide a 
connection between residents and city hall.  
They help to patrol our parks and provide 
positive role models to our kids who are 
involved in park programs.  They assist the 
Police Department in basic tasks such as 
vacant house checks and bike licensing, 
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which allow our Community Police Officers more time to concentrate on more critical matters.  
They are involved in Neighborhood Association activities and participate in neighborhood watch 
walks and other crime prevention activities. CSIs play an important role in stabilizing and 
revitalizing Green Bay neighborhoods. They are students and many go on to become police 
officers. 


Elected Officials


A Neighborhood Association can be a great link between the government and the 
neighborhood. Therefore, it is important that the Association board members know their City 
Council representatives and County Board Supervisors. They can be a great asset when 
navigating through neighborhood issues. It is also important that elected officials know when 
your Neighborhood Association has their meetings and that they are included in the newsletter 
or email distribution list that your Association utilizes to disseminate information. 


Contact information for Green Bay Council Members can be found on the City of Green Bay 
website: https://greenbaywi.gov/617/Common-Council


Department of Community and Economic Development


The Department of Community and Economic Development directs neighborhood related 
activities such as the redevelopment, purchase, demolition, disposition and rehabilitation of 
housing stock. It also oversees the enforcement of the existing housing and zoning code. 
Furthermore, it assists in forming and re-forming Neighborhood Associations.  As you can see, 
the Department of Community and Economic Development does more than Neighborhood 
Association work. There is one full time staff person though who is dedicated to working 
exclusively with Neighborhood Associations. The contact number for this staff person is 
448-3150.


Parks, Recreation, & Forestry Department 


The Parks, Recreation & Forestry Department and Neighborhood Associations have the ability to 
form a wonderful team. This Department offers Neighborhood Associations the clean and 
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welcoming green space of city parks, and the 
Neighborhood Associations provide great 
community and neighborhood development 
events in the parks. 


In the early stages of planning Neighborhood 
Association events in the city parks, please 
be in contact with the Parks, Recreation, & 
Forestry Department. There are a lot of 
events that already go on in the parks, such 
as the Park Leader Program, Softball Leagues, 
Tennis Lessons, the list goes on. Therefore, it is highly possible that the Association will need to 
work around these already planned events and programs. Be clear with the Department staff on 
what events and implications will be taking place in the park.  The following are items that need 
to be clearly addressed:


• Having the bathrooms in the Park Shelter unlocked


• Having the intentions of using the tennis courts, baseball diamonds, etc.


• The need for electricity for an outdoor movie, crock pots, etc.


The Parks, Recreation, & Forestry Department offers Neighborhood Associations up to three 
free park shelter reservations per year.  These reservations can be used for events such as 
neighborhood picnics, movie nights, and even board meetings. If the Association has used all 
three of its park shelter reservations and does not want to pay for more reservations, they can 
still use the park for things like board meetings, without having a reservation. If the Association 
does not have a reservation, they can either use picnic tables that are not in the park shelter, or 
can use the park shelter if there are no other groups there. If a different group is there before 
you, or if a group comes with a reservation, they receive priority over you. We would suggest 
using the three free park shelter reservations for any bigger events you plan on having in the 
parks, as opposed to using them for board meetings.


For all events in the city parks, the Neighborhood Association must apply for a Special Events 
Permit which can be found here, https://greenbaywi.gov/356/Special-Events
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Conclusion


Whether you are the President of a Neighborhood Association, hold one of the executive 
positions on the board of directors, or are a member at large, you made the choice to work to 
improve the quality of life in your neighborhood through a Neighborhood Association. You are 
supported by your neighbors, the Department of Community and Economic Development of the 
City of Green Bay as well as all other City Departments who appreciate the work you do and the 
passion you bring to making Green Bay a better place to live, work, and play. The resources you 
are given as a Neighborhood Association have the potential to generate  great improvements in 
your neighborhood at the grassroots level. Utilize the resources you are given, the tips in this 
guide, and the voice you have as an Association to meet the collective needs of the 
neighborhood.  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Report & Budget
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AGENDA

Neighborhood Association Meeting


April 15, 2015

7:00 p.m. – 8 p.m.


Aldo Leopold School, Library

622 Eliza St. (Door 6 Entrance)


Roll call:	

Sarah Gray, President	 	 	 ___	 	 	 	 

John Black, Vice President	 	 ___	 	 	 

Lisa Jones, Secretary	 	 	 ___	 	 

Rhonda Stevens, Treasurer	 	 ___	 

Rudy Willows	 	 	 ___	 	 

Greg Smith	 	 	 ___	 	 	 

Ryan White	 	 	 ___	 	 	 


Order of Business:	 	 


1)  Treasurer’s report & approval of meeting minutes	 	 7:00-7:05

2)  Fundraising	 	 	 	 	 	 	 	 7:05-7:20


a.  Newsletter Ads

b.  Brat Barn


3)  Sign maintenance	 	 	 	 	 	 	 7:20-7:30

4) Block party planning	 	 	 	 	 	 7:30-7:40


a.  Required forms

b.  Food

c.  Activity Equipment


5)  Report from Alderperson 	 	 	 	 	 	 7:40-7:50

6)  Open Forum		 	 	 	 	 	 7:50-8:00

7)  Adjournment	 	 	 	 	 	 	 8:00


MINUTES
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Neighborhood Association Meeting

April 15, 2015


7:00 p.m.

Aldo Leopold School, Library


622 Eliza St. (Door 6 Entrance)


Roll call:	

Sarah Gray, President	 	 _x_	 	 	 	 

John Black, Vice President	 exc	 	 

Lisa Jones, Secretary	 	 _x_	 	 

Rhonda Stevens, Treasurer	 _x_	 

Rudy Willows	 	 _x_	 	 

Greg Smith	 	 _x_	 	 	 

Ryan White	 	 _x_


Guests: Alderman, Julie Roets	 	 


1) Treasurer’s report & approval of meeting minutes

a. Motion seconded and carried (m/s/c) to approve treasurer’s report with current 

balance of $1052.

b. M/s/c to approve March meeting minutes.	 


2)  Fundraising	 	 	 	 	 	 	 	 

a. Update given on current status of newsletter ads. Rudy will contact 3 more 

businesses to place ads in the 3 newsletters of 2015 at a price of $25 each.

b. Discussion took place on planning a brat barn for fundraising. Greg will contact 

local grocery stores to set up brat barn date for 1st or 2nd weekend in June.

3)  Sign maintenance	 	 	 	 	 	 	 


a.  M/s/c/ to use $50 of NHA funds for plants for identification sign. Lisa & Julie will 
take care of sign maintenance for the year


4)  Block party planning	 

a. Discussion took place on a NHA block party. M/s/c for date of June 20, 2015. 

Ryan will look into what the required forms are and getting those taken care of. 
Rhonda and Greg will serve as food committee. Sarah will call NeighborWorks to 
reserve tables, tents, and backyard games.


5)  Report from Alderperson - General report of projects in the area.	 

6)  Open Forum


a.  Website: Passed on information from present web master (Eric, neighbor, free), who 
wants to re-do the web site, but not until winter. A price from an out-of-the 
neighborhood web designer ($50/mo.). Rhonda’s husband might be interested.


7)  Adjournment
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a. Meeting adjourned 7:55pm.


Our next Neighborhood Association Meeting will be Wed., May 20, 2015 at 
7:00pm


Aldo Leopold Library

(Sarah will be gone on family vacation, John to lead meeting in her place)


TREASURER’S REPORT
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Rhonda Stevens

August 1, 2015


Beginning Balance: 

$1087

Expenses: 

$5 at Shopko for new pens

$12 at Dollar Tree for snacks for meetings

$20 at Seroogy’s for gifts to volunteers

$200 at Festival Foods for food for picnic

$48 at Home Depot for project materials

Income:

$250 from silent auction

Ending Balance: 

$1052







Neighborhood Association Operating Budget
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	 Estimated Income:

Beginning balance	 	 	 	 	 	 $488

Newsletter advertising	 	 	 	 	 $400

Picnic Auction		 	 	 	 	 	 $400

GBN Operating Grant	 	 	 	 	 $1000

Brat stand	 	 	 	 	 	 	 $350

Donations	 	 	 	 	 	 	 $50

	 	 	 	 	 	 	 	 $2688


	 Estimated expenses:

	 Four quarterly newsletters	 	 	 	 	 $800

	 Annual picnic	 	 	 	 	 	 	 $500

	 Identification sign maintenance	 	 	 	 $150

	 Donations	 	 	 	 	 	 	 $200

	 BINGO Night	 	 	 	 	 	 	 $225

	 Board expenses	 	 	 	 	 	 $100

	 Winter carnival	 	 	 	 	 	 $300

	 	 	 	 	 	 	 	 	 $2275
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APPENDIX B

Sample Bylaws 

Template


These Bylaws were adopted at the Neighborhood Association Name General Meeting on Date.


Section 1	 Name

The name shall be the Name Neighborhood Association.


Section 2	 Mission Statement
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The Association’s Mission is to: Insert Mission Statement


Section 3	 Boundaries

The Association’s boundaries are: Insert Neighborhood Boundaries 


Section 4	 Association Membership

Membership in the Association is open to all persons, 18 years of age and older, residing in or 
owning a property or business within the Association’s boundaries. 

	 	 


4.1	 Voting

Each member shall be entitled to one vote on each matter submitted to a vote of the 
members.


Section 5	 Board Members

The Board shall consist of up to # members who are elected by the Association members. The 
Board, which shall consist of the following Officers, manages the business and affairs of the 
Association: President, Vice President, Secretary, and Treasurer. All board members serve without 
compensation.  


Officers and Board Members are expected to attend all meetings. Any officer or board member, 
who is unable to attend a meeting, should notify the President in advance of the meeting. 

	 

	 5.1	 Duties of Officers


5.1.1	 President

The President shall preside at all meetings or appoint another Officer given an 
expected absence, exercise general supervision of the affairs of the Association, 
appoint committees, be the official spokesperson of the Association, and attend 
meetings of the Green Bay Neighborhoods. 


5.1.2	 Vice President

The Vice President shall perform duties of the President in her/his absence and 
assist the President in matters pertaining to administration and direction of the 
Association.


5.1.3	 Secretary

The Secretary shall keep proper records of attendance at Association meetings, 
record meeting minutes, maintain a list of Board members, and conduct the 
official correspondence of the Association.  


5.1.4	 Treasurer

The Treasurer shall collect funds, maintain and communicate monthly accounts, 
disperse funds as directed, and prepare an annual financial report.


	 5.2	 Removal

Officers are elected by Members of the Board and serve until the next Board meeting 
following the annual meeting. An officer may be removed prior to the next officer 
election meeting by a vote of the majority of all Board Members. 


Section 6	 Meetings
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Meetings shall be held quarterly/bi-monthly/monthly. When possible, a one-week notice to 
Board members will be provided to serve as a reminder. The officers determine the time and 
place of meetings. 


	 6.1	 Annual Meetings

An annual meeting, or General Membership meeting, shall be held once a year. A 
quorum of # Association members must be present.  These meetings are for the election 
of the Board and the transaction of any other business requiring a majority vote of 
Association members. The Board determines the time and place of these meetings. The 
next meeting, following the annual meeting, shall include the election of Officers. 


Section 7	 Committees 

Standing and Special Committees are appointed by the President, with their reports and 
recommendations submitted to the Board for review and approval prior to publication in the 
newsletter or presentation at any meetings.  Anyone can serve on a Committee with Board 
Member approval.


Section 9	 Finances

A checking account shall be opened and maintained by the Treasurer. Financial records shall 
be open to scrutiny by the Board of Directors. Other members may scrutinize such records if the 
Board votes to allow such. All checks dispensed by the Association shall require two signatures of 
the Board of Directors.  


Section 10	 Parliamentary Authority 

All issues will be resolved by general consensus by the Board or by motion from the floor at a 
General Membership meeting. 


Section 11	 Dissolution

If Neighborhood Association becomes “inactive,” any remaining funds will be placed in escrow 
account with the City. The City will hold them for a period of 5 years. If the Neighborhood 
Association does not become active in that time, the City will use the funds a Green Bay 
Neighborhoods project. 


Section 12	 Amendments

The power to alter, amend or repeal the Bylaws or adopt new Bylaws shall be vested in the 
members. Such action shall be taken at a General Membership meeting by a simple majority 
vote. The Bylaws may contain nay provision for regulation and management of the affairs of the 
Association consistent with the law. Two weeks’ notice for any proposed change to the Bylaws 
shall be given. 
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APPENDIX C

Sample Operating & 

Mini Grant 
Application



x



APPENDIX	      


Green Bay Neighborhoods

2015 Operating Grant (up to $1,000) for

Established Neighborhood Associations


As Recognized by the Common Council


The Grant

The GBN supports the on-going commitment of established Neighborhoods Associations that are 
working to improve the quality of life in neighborhoods throughout the City of Green Bay.  As a showing 
of its support, the GBN will award a grant of up to $1,000.00 per calendar year to each established 
Neighborhood Association as recognized by the Common Council. Applications can be submitted 
anytime from January 1, 2015 to December 31, 2015.


General Requirements for Grant

To receive up to a $1,000.00 award, the following general conditions must be met:


1) The Association must have an open membership.  A Neighborhood Association cannot 
discriminate in the admission of members, and must actively seek membership or involvement 
of neighborhood residents or business operators.


2) The Association must be represented at a minimum of 75% of the prior 12 GBN meetings. 

3) No GBN grant funds will be paid, by or on behalf of a funded organization, to any person for 

influencing or attempting to influence an officer or employee of any City, State, or Federal 
agency.   Funded Neighborhood Associations shall not support any political candidate or favor a 
candidate in its actions. 


4) The grant CANNOT be spent on any activity that involves alcohol, tobacco or any illegal activity.

5) Monies may then be spent for one of the following activities:


a. Hold Fundraising Events to strengthen the existing neighborhood organization. 

b. Hold social or food events to promote sense of community in neighborhood.

c. Capital Improvements to benefit neighborhood such as signs or lighting.

d. Offer educational or informational programs to develop leadership skills in existing 

neighborhood organization.


Application Requirements

The Chairperson or President of the Neighborhood Association must complete this Operating Grant 
Application with the most accurate information possible, on the following categories:


I. Board Members

a. Provide a list of your current board members, including contact information.


II. Newsletter and Distribution

b. Attach your most current newsletter and how it was distributed.


III. Annual Meeting and Quorum

c. Provide information on your last annual meeting, and if you have not had it yet, the date 

of your upcoming 2015 annual meeting.

IV. Fundraising


d. Detail how the funds for this grant were raised and the grant amount you are requesting.

V. Financial Information


e. Provide the current balance of your Association’s bank account and attach your 2015 
budget or the proposed use of funds for this grant period.


VI. Verify attachments

a. Verify all necessary documents are attached.
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Green Bay Neighborhoods (GBN) 

2015 Operating Grant Application (up to $1,000) 


Neighborhood Association Name
 Association President or Contact Person

Mailing Address
 Day Phone/Evening Phone

Email Address


I. Board Members.  


a. Please provide a list of your current board members, including contact information. 

NAME CONTACT INFO (PHONE OR EMAIL)

1.


2.


3.


4.


5.


6.


7.


8.


9.


10.


11.


12.
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13.


14.


II. Annual Meeting. You can apply for the 2015 Operating Grant if you have not yet had your 
2015 annual meeting, as long as you provide the date of your upcoming annual meeting. 


a. Fill out line 1 and 2. 

b. Fill out line 3 if you have not had your 2015 annual meeting yet.  

1 QUORUM REQUIREMENT. Did you meet 
your quorum requirement at your last annual 

meeting? Check yes or no. 

 

          Yes                                        No

2 DATE. Provide the date of your Association’s 
last annual meeting.

3 2015 DATE. Provide the date of your 
upcoming 2015 annual meeting.

III. Fundraising for Determination of Amount Requested.  This Operating Grant will match your 
total fundraised amount ($0-$250) by four, for a maximum grant amount of $1,000.   The 
funds raised may be from the prior 12 months but may not be the same funds that you 
applied to your 2014 Operating Grant Application. Volunteer time will not be allowed to 
count toward this match.


a. Fill out the table below; begin by detailing how your funds were raised.

RECEIVED FROM AMOUNT

$

$

$

$

$

$

$

TOTAL FUNDRAISED AMOUNT
 $
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The signatory declares that he/she is the elected Chairperson or President of the Neighborhood 
Association, assures that a majority of members of the organization’s governing body voted to undertake 
this project, any funds received as a result of the application will be used only for the purposes set forth 
herein, and that to the best of his/her knowledge all information is accurate. 


___________________________________________         ____________________________________


Name (print)	                  Date


Multiply your total fundraised amount by four
 $

Maximum grant amount
 $1,000

GRANT AMOUNT REQUESTED. Enter the lowest 
amount from the two lines above.

$

V. Financial Information.  


a. Provide the current balance of your Association’s checking and/or savings account in 
the space below. 


b. Attach your 2015 budget or proposed use of funds for this grant period.


ACCOUNT TOTAL $


VI. Attachments.


a. Verify the necessary documents are attached. 

1 Newsletter and invoice from the mailing 
house, if mailed. Check yes or no.


 

 

          Yes                                       No

2 Budget or proposed use of funds. Check yes 
or no.


          

           Yes                                      No
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___________________________________________


Signature
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APPENDIX D

Sample Newsletter
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Idea Generation
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Green Bay Neighborhoods

Breakout Session Idea Generation


March 5, 2015


*The following list consists of ideas that were brought up during the breakout sessions at the March 5th GBN 
meeting. There is no promise that these techniques will guarantee results or that these Mini Grant ideas will be 
funded. Please use this list as a base for generating new ideas for your Neighborhood Association that you can 
research and develop more fully*


Attendance at meetings & events

• Advertise on social media and include pictures of past events

• Put an agenda with clear and concise wording out in advance

• Annual newsletters with meeting dates

• Place and time of meetings/annual events should be consistent, within boundaries if possible

• Keep the duration of your board meetings to a minimum (no more than 1-1.5 hrs)

• Piggy back off other events as far as giving notifications

• Advertise through church bulletins, business associations

• Create signs & flyers

• Knocking on doors to meet, greet and invite neighbors

• Collect emails

• Fostering block captains to communicate and recruit

• Assign tasks to board members to hold them accountable to come to regular meetings

• Rotate facilitators of the board meeting (make sure it complies with your bylaws)

• Network with local businesses for generating attendance and getting the public involved

• Provide transportation

• Task board members for not showing up

• Advertise events though school packets

• HAVE FUN & INERESTING meetings and events

• Kids play area/child care

• Food, prizes, raffles, etc

• Have well thought out meetings and events, use all the notifications you can think of to get the 

word out

• Drones

• Invite dignitaries

• Announcements of events at council

• Team up with other Neighborhood Associations


Fundraising

• Brat Barns

• Cold call asks

• Paid newsletter ads

• Rummage sale, everyone donates 10% back to the Association

• Association holds their own rummage sale with food sales as well

• Entrance charge at events with free food or beverages inside (Wine & Cheese event)

• “Flower Power” – internet proceeds to Association

• Restaurant fundraising nights (Pizza Ranch, Chipotle, Buffalo Wild Wings, etc.)
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• Raffle (50/50 and silent)

• Script (Quick trip, grocery stores)

• Dog and car wash

• Silent auction

• Sell concessions at outdoor movies

• Write grants

• Donation jars

• Candy bar and food sales

• Sporting competition (Golf outing, bowling, softball competition, competition for kids, kickball, 

cribbage)

• Target local business for percent of sales

• Vend at grand opening events

• Packer stadium clean-up, shoveling, vending

• Plant sale, bake sale, book & craft sale


Assessing neighborhood strengths & challenges

• Assess through talking to neighbors

• Community Police Officer interviews

• Form on newsletter for comments

• Census

• American Fact Finder

• Straw poll

• Aldermen interviews

• Take a walk with the purposes of assessing strengths and challenges

• Police call website 

• Designate a board member whose role is to collect this type of information and reports

• Break up neighborhood into quadrants to ease analyzing

• Free & reduced lunch data

• Analyze social media newsfeeds and stories for your area

• Ask businesses their opinions of neighborhood strengths and challenges

• Ask realtors what they see as the strengths and challenges of your Neighborhood Association, 

and also with realtors the positives that you see

• Talk with landlords, share concerns and positives

• Facilitate an asset mapping process with your board

• Work with planners and public works

• Reach out to surrounding associations

• Adding strengths and challenges to your meeting agendas

• Utilize local colleges for research institutes

• Contest in newsletter to get different age groups to share a paragraph on strengths and 

challenges of their neighborhood, add prizes!

• Surveys and increasing survey response


o Prepaid postage

o Drop box

o Make it short and easy

o Drawings/prizes

o Survey monkey


• Meeting with school leaders & PTA

• Avoid judging, focus on feedback
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Mini Grant idea generation

• Art


o Murals & graffiti art

o Refurbishing existing works

o Neighborhood art/monument

o Artist in residence


• Community Gardens

• Environmental projects


o Adopt a highway

o Enhancing neighborhood trails

o Adding benches, gazebos, semi-permanent garbage cans, dog waste stations

o Tree planting


• Events

o Block parties & neighborhood parties

o Guest speakers, comedians, sports figures

o Winter carnival

o Haunted house

o Music in the park

o Adding aspects that make your event stand out

o Talent show or pet talent show

o Organized competitions (sports competitions, contests for neighborhood beautification)

o Food focused events- ice cream social, booyah, corn-roast


• Garden walk

• Historic calendar/books, highlighting different architecture styles 

• Kayak launch

• Neighborhood Advertising/Branding


o Yard signs 

o Customized street signs with Neighborhood Association logos

o Message board

o Neighborhood Association banners on street lights

o T-shirts, canvas bags, hats with Neighborhood Association logo

o Neighborhood Association shirts for volunteers


• Little libraries

• Special Projects


o Collars & tags for dogs

o Crime prevention projects

o Traffic studies (possibly to rally for a East River bridge)

o Bike registration

o Project Porch Light

o Co-sponsoring events (Ex. Flu shot clinic, Habitat for Humanity landscaping on a new 

build)

o Workshops


• Magnets/kits with neighborhood information

• Welcome to the neighborhood kits

• Park improvements


o Playground equipment

o Benches & woodchips


• Safety measures

o Security cameras
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o Lighting

o Fencing around community gardens


• Scholarships


Communications with neighbors

• Social Media (Facebook, Twitter, Instragram, Nextdoor.com, NHA website)

• Newsletter

• Setting up an event on Facebook and inviting neighbors instead of simply making a post about an 

event

• Personal communication

• Talk to neighbors while delivering newsletters- appoint one person to talk and one person to 

deliver, deliver early evening and weekends

• Name tags & T shirts for board members so they are recognizable at events

• ACTIVELY get neighbors to sign in, introduce yourself while they sign in

• Post things in your Little Libraries, have copies of your newsletters in your Little Library

• Welcome packet that you hand deliver when someone new moves into your neighborhood, 

maybe include Bay Beach tickets or gift cards

• Be in contact with realtors to distribute a welcome packet to recently sold homes in your 

neighborhood

• Use NeighborWorks as a resource to find out about new homeowners in your neighborhood

• Use the Apartment Association of Northeastern Wisconsin as a resource to contact renters in 

your neighborhood

• Signs made to direct people to your meetings and events, even place in your own yard

• Work with businesses to post your events

• Post your events to Community Connections E-mail Group, send an e-mail to 

connect@browncountyunitedway.org

• Contact the Press Gazette to post your events and pictures in the community section of the 

newspaper

• Information box by your identification sign

• Information booth at other events in Green Bay

• Coffee News publication

• Contact area schools, see if they have a newsletter or will accept flyers or Tuesday Envelopes

• Neighborhood walks


Recruiting & managing volunteers

• Give all info (precise dates/times/expectations) ahead of time

• Knock on doors to meet, recruit, and get email addresses

• Offer child care

• First get neighbors involved in projects, later recruit for board

• Recruiting at PTAs

• Volunteer recognition and appreciation events

• Free t-shirts and food

• Make it exciting

• Social media

• Put one person in charge of volunteers

• Partnering with other Neighborhood Associations

• Looking outside your Neighborhood Association for volunteers (schools, scouts, Boys and Girls 

Club, other organizations)
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• Ask people at events

• Make your website more user friendly, with more contact information and accessibility

• Pass volunteer sheets for specific events around at other events

• Reminder signs

• Take time to explain what a Neighborhood Association is, give them a reason to feel good about 

being involved

• Know what motivates your current volunteers

• Neighborhood Association business cards

• Start planting the seed early

• Using interns

• Volunteer Center

• Retention through thank you cards

• Be careful of burnout

• Encourage neighbors/volunteers to bring someone with them

• Let volunteers decide what they want to do 



xxxiv



APPENDIX	      


APPENDIX F

Helpful Contacts


Helpful Contacts

City of Green Bay Police Non-emergency 920-391-7450
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City of Green Bay Green Bay Housing/Zoning 
Inspection

920-448-3300

City of Green Bay Request for Service/File a 
Complaint

https://rfs.greenbaywi.gov/requestforservice/ 

City of Green Bay Parks, Recreation, and Forestry 920-448-3365

City of Green Bay Department of Public Works: 
Sanitation

920-448-3535

City of Green Bay Department of Public Works: 
Traffic/Engineering

920-448-3100

City of Green Bay Mayor’s Office 920-448-3005

City of Green Bay Clerk 920-448-3010

City of Green Bay Public Arts Coordinator 920-448-3142

Green Bay Public Schools 920-448-2000

Brown County Executive 920-448-4003

Brown County Aging and Disability Resource 
Center

920-448-3400

United Way Community Resources 211

Volunteer Center of Brown County 920-429-9445

NeighborWorks Green Bay 920-448-3075

Tenant Resource Center 680-257-0006

Red Cross 800-733-2767
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