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Neighborhood Association First Year Checklist

· Start with a core group of people who agree to meet regularly to begin organizing.
· This core group will be responsible for getting the neighborhood association on its feet and moving in the direction of being an established and official association. Interim executive positions will be decided by the group to delegate and organize responsibilities. This core group will be completing the steps to become a Recognized Neighborhood Association with the City of Amarillo. 
· Recruit board members.
· Minimum of seven (7) board members is required.
· Determine interim officer positions.
· Sample Board Member application form attached.
· Create communication tools.
· Set-up emails for officer positions.
· Create a logo-
· Can use neighborhood plan funding to hire a graphic designer to create a logo. Must have three different estimates and vote as a Board on which designer to hire.
· Create a website-
· Can use google or other free website builders to create a website that will be updated consistently with news in the neighborhood and the association. Can post event information, meeting minutes, photos etc. on website.
· City employee may assist in website building and then pass on information to the Communications Officer.
· Social Media-
· Create one or more social media accounts for the association to post about meetings, volunteer opportunities and events.
· Facebook is a great tool and easy to manage. 
· Begin drafting bylaws and file your Certificate of Formation with the Texas Secretary of State.
· The bylaws, along with the Certificate of Formation, are the “governing documents” of the organization.
· The bylaws will establish the procedures for the operation of the association which include voting procedures, financial controls, and the structure of the board of directors and membership.
· Filing a Certificate of Formation with the Secretary of State establishes your organization as a legal entity. The form requires that you identify some items that will be established in the bylaws, but you are not required to file bylaws at the time you file the Certificate. You must list four initial directors and identify if you will have members. Note: the RNA program requires membership.
· After the organization obtains its Certificate of Formation, it must hold an organizational meeting, called by the incorporator or a majority of the directors. At this meeting you will adopt bylaws, elect officers, and determine if you will open a bank account among other items.
· Sample bylaws template attached.
· Work on Projects in Motion Annual Action Plan
· Recognized Neighborhood Associations are required to work from an annual action plan. These actions plans are the high priority implementation projects that are known as Projects in Motion. 
· A Projects in Motion submittal form is required for projects that are in partnership with the City of Amarillo. 
· Blank Projects in Motion Form attached.

· Work on becoming an official 501 c(3) non-profit organization. 
· Neighborhood associations are not required to be a non-profit organization; however, they are required to file a Certificate of Formation to be a recognized, legal entity in the State of Texas. Having a non-profit status is highly recommended for outside funding and grant eligibility. 
· Connect with Legal Aid of Northwest Texas for assistance on obtaining the association’s non-profit status. 
· Recruit members and run monthly meetings.
· Members are important for a neighborhood association to succeed. Recruit members in your community by visiting different churches, stores, and small businesses in the neighborhood.
· Sample membership application form attached.
· Complete board training with the Amarillo Area Foundation.
· The Amarillo Area Foundation offers training and resources to area non-profits. Working with the City of Amarillo, they will sponsor a two-hour training for all new neighborhood associations with adopted plans. This training should be completed towards the end of your first year. Contact neighborhood planning staff to assist in scheduling your sponsored session.
· File as a Recognized Neighborhood Association with the City of Amarillo.
· RNAs are the official neighborhood partner for plan implementation.
· To become a Recognized Neighborhood Association, the group must meet the eligibility standards listed in the Ordinance (4-12-5) and included in the Neighborhood Association Toolkit on page 2. By the end of your first year, you should be eligible to apply for RNA status.
· The application is provided by the Planning Department and requires the following information:
· Official name
· Official boundary
· The name, email, mailing address, and telephone number of the primary contact whom the City or a member of the public may contact.
· A roster for the board of directors including officer positions; the schedule for electing directors and officers; and board of directors’ composition.
· The number of persons the organization represents and number of dues paying members, if any.
· Methods used to communicate with members and the neighborhood.
· A copy of the organization's articles of incorporation and/or bylaws.
· The time and place of the board and community meetings; and,
· Agenda and minutes of the required annual general membership meeting.
· A copy of a current work plan or strategic plan demonstrating active engagement in activities that improve the quality of life in the respective neighborhood.
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