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1-2 Months

Connect with
funders

Confirm
planting
zones

Solidify date/
location

Order trees

3 weeks

Create flyers
for socia
media

Write press
release

Open
volunteer
sign-up

Confirm
photographer

2 weeks

Create tree
descriptor/
planting cards

Assign roles
among staff for
distribution day

Send flyers to
partners

Social media

Planning
Distribution

1 week

Gather supplies
Print tree cards

Send ;
confirmation
and reminder to
volunteers

Print suryeys for
distribution day

Day of
Event

Arrive 2hrs early

Setup
distribution area

Set up
refreshments
table

Hang banners
and “Say Trees”
signage

Distribute Trees!

48hrs After

Document all
information
from recipients

Complete Arbor
Day reporting

Upload pictures
to Arbor Day

Make social
media postings
thanking
funders, Arbor
Day, and
volunteers

2024 PARTNERS IN COMMUNITY FORESTRY CONFERENCE | ALLIANCE FOR COMMUNITY TREES DAY



1-2 Months
- : (Planning & Research)

« Connect with funders

« Work with Arbor Day to connect to
funders

e Plan call within one month of event

« Confirm planting zones
« Make sure tree distribution is planned
during optimal growing months
« Arborday.org/media/zones.cfm

« Solidify date/location

» Choose an open area: parking lot,
recreation center, church, pasture, etc.

* Make sure all documentation is in place
(MOU, permits, waivers, etc.)
* Order trees

« Find a local wholesaler if possible and
order directly through them

« Make sure trees order_ed are a match for
the zone you live within
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3 Weeks

Marketing &
Volunteer Qutreach

* Create flyers
* Tree varieties
* Time/Date/Location
* Instructions
e Funders

TREE GIVEAKNAY!

Arbor Day
Foundation®

*  Write press release
* Reach out to funding partner to

get info regarding press release
* Send to local TV, newspapers,
blogs, etc.
* Open volunteer sign-up

* Create document where
volunteers can sign-up

* Include waiver

* Confirm photographer
* Be specific with needs

* Include all requirements from
Arbor Day Foundation
reporting (banner, Say Trees
signage, activities, etc
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2 Weeks
' Look Up Before Digging Down! Educational

Watch out for powerlines and other

obstructions Mate ri a Is & ROIe
it Assignment

ore hours per day

- Life Span: 50
Mrc Hcig
Growth Rate: IF'2 1t
Harvest Tin A id Augu
mid Scptembert "

1220 ct
ar

loam (silt), or sand

* Create tree
descriptor/planting

2 weeks to 10 days
is sufficient

Orient Pear T'ree Facts:

| : ' cards

Guides L=l \

o N der » Use cards to control
Video Planting G A imventory
https://www.ar v o
- e Stant « Assign roles among

rece Benefit Calg 1 o ° °

hitps://www.arbor S - e G etirest DT Ties staff for distribution

e Surveyors

https ://shop.arborday.org/t. ceguide/360

INTERNATIONAL . '—’{(—;EIF:EFP]f e Arbor D ay e Tree Movers
 Floaters

PAPER www.shreveportgreen.org
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1 Week

~ (Final Prep & Gathering of Supplies)

Gather supplies

Walkie-Talkies

Tree cards o 0 0 0
Surveys
Survey Boxes ——
Pens/Pencils —
Clipboards —
Tables

Waivers

Pens

Refreshments

Say Tree Sign

Banner

T-post/hanging materials

First Aid

Chairs

Gloves

High-Vis Vests

Traffic Cones

Trash Cans & Bags

Recycling Bins
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Morning of Event

(2 hours prior)

Arrive 2hrs early

*  Meet with volunteers for at least 5mins to discuss run of
show, sign waivers, and reinforce role assignments.

. ﬁdldress the environmental/ socioeconomic benefit of their
elp
Refreshments Table

» Before work begins, set up refreshments table so that
volunteers can access water, coffee, snacks, etc.

Unload & Divide Trees

« Put trees together in sections that are easy to walk through
and distinguish from a distance

« Hang labeled signs on the front of each group

Signs & Banners

« Hang “Say Trees” and banners where they will be easily seen
and 1n thé background of photos

Info Table
» Set up at least 10ft. in front of trees

« Have at least 6-10 volunteers dedicated to filling out surveys
with tree recipients

 Familiarize surveyors will tree cards and how they work as
inventory/ticket of sale
Cones/Rope
 Create lines that divide each surveyor into separate lines

 Allow recipients to fill in the lines 5-10 mins prior to
opening
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During Event!
(3-4 hrs)

Survey

« In order to receive a tree, guests must file into the line
and fill out a survey

 All surveys are collected in boxes on the table

Tree Card

» After survey is completed, the guest receive a tree card
with requested tree

* Guest steps aside and alerts volunteer who is waiting to
locate the tree

» Tree card must be presented to the volunteer for
confirmation

» Volunteer retrieves tree and offers assistance with
wagon if necessary
* Refreshments

» Periodically address the %uests reminding them that
refreshments are available. If possible, use a walking ice
chest to bring them water

* Reporting Measures

« Remember to interview some of the recipients using the
questions provided by Arbor Day Foundation

» Take a photo with the entire group in front of the banner
« Take photo of the “Say Trees” sign
» Don’t forget about the media!

e Break Down
e Leave no trace
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After the Event!
(48 hours)

Documentation

« Digitize all survey information
into shared spreadsheet

Reporting
 Fill out all reports including

photo uploads to Arbor Day
Foundation

Social Media

 Post on all socials thanking
funders, Arbor Day, supportive

organizations, volunteers, and

recipients

REE PLANTING & GIVEI WA
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THANK YOU

Lauren LJ Jones

Executive Director

Shreveport Green

SHREVEPORT
G REEN Ljones@shreveportgreen.org

An Affiliate of Keep America Beautiful, Inc. (31 8) 219-1888 ex12
Shreveportgreen.org
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