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Lauren Adkins,  Sr. Program Officer

National Trust Main Street Center

©The National Trust for Historic Preservation

Session Overview

I. Brief History of Main Street
II. Organizational Structure & 

Roles
III. Recruiting Volunteers
IV.Raising Funds
V. Managing the Organization
VI.Publicizing the Organization
VII.Importance of Teams

What’s Happened to 
America’s Main Streets?
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Federal Policy

Suburbanization

Shifts in Retail Practices
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Main Street’s Four Points

• Organization

• Design

• Promotion

• Economic Restructuring

Principles for Success

• Comprehensive

• Incremental

• Implementation

• Public-Private 
Partnership

• Self-help
• Existing 

Assets
• Quality
• Change
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Main Street in 2006

• 2,050 communities

• $41.6 billion reinvested

• $11,083,273 average 
investment per community 

• 349,148 new jobs

• 77,799 new businesses

• $25.76:1 reinvestment ratio

Organization
• Coalitions and Partnerships

• Volunteer Development

• Fund-Raising (projects and 
operations)

• Public Relations and Outreach

Revitalization Partners

• business owners
• property owners
• government
• residents/consumers
• civic organizations
• chamber of commerce 
• preservationists 
• economic & community 

development 
corporations

• financial institutions
• utilities
• schools
• social service agencies
• religious institutions
• media
• regional planners
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Organizational Structure
Free-standing Main Street Program

Board of Directors

Advisory Board Main Street Manager

Office Assistant
and/or

Marketing Director

Executive Committee

Membership and 
Development
Committee

Design Subcommittee Economic
Restructuring Committee Promotion Committee

Annual Campaign
Team

Facade Grant Review
Subcommittee

Business Recruitment
Subcommittee

Business Visitation
Team

Special Events
Subcommittee

Organizational Structure
Embedded Main Street organization

Board of Directors
for larger organization

Executive Committee

Main Street 
Committee

other committees
for the larger organization

Main Street Manager

Assistant

Economic
Restructuring Subcommittee

Design Subcommittee

Fundraising
or

Communications
Subcommittee

Promotion Subcommittee

Board Structure

• Broad-based

• A working board

• Usually 9-13 members

• Individuals give 4-10 
hrs./month

• Contains 3 Ws
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Board of Directors Role

• Resources

• Financial Management

• Advocacy

• Committee Management

• Planning

• Personnel

• Evaluation

• Policy

General Committee Roles

• Meeting regularly

• Developing work plans 

• Implementing projects

• Reporting to the board

• Record keeping

Role of Executive Director

• Administrative
• Public relations
• Work plan coordination

– Development
– Implementation

• Volunteer management
• Monitoring & evaluation
• Resource to board & committees
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Desired Characteristics of  
Executive Director

• Excellent people skills
• Good communication skills
• Self-starter
• Computer skills
• Ability to delegate & multi-

task
• Thick-skinned
• Energetic

Work Plan Process

Tasks
(committee)

Projects (8-12)
(committee)

Objectives (3-4)
(board & committee)

Promotion Goal
(board)

Tasks
(committee)

Projects (8-12)
(committee)

Objectives (3-4)
(board & committee)

Economic Restructuring
Goal

(board)

Tasks
(committee)

Projects (8-12)
(committee)

Objectives (3-4)
(board & committee)

Design Goal
(board)

Tasks
(committee)

Projects (8-12)
(committee)

Objectives (3-4)
(board & committee)

Organization Goal
(board)

MISSION STATEMENT
(created by the board of directors)

VISION PLAN
(created by all stakeholders)
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Recruiting volunteers

What Volunteers 
Bring

• Many hands

• Diverse perspectives

• Political clout

• Staying power

Cycle of Managing 
Volunteers

 
Mission Statement 
Program Planning 

 
 

 

    Evaluation of Volunteer    
    Program 

             Volunteer  Job 
                    Development 

 
 

 

Volunteer  Per formance 
      Reviews 

Recruitment 

 
 

 

     Supervision  
             &  Recognition 

                    Interviewing  
                    &  Placement 

 
 

 

     Or ientation &  Training 
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Worksheet for  Volunteer  Job Descr iption 
 

 
Position:______________________________________________________________________ 
 
Responsibilities and/or  tasks volunteer  will do:______________________________________ 
 
 
 
 
I tem(s) on the Workplan to which this job corresponds:  _____________________________ 
 
 
 
Supervisor or contact person:  ___________________________________________________ 
 
What reports will be expected, in what form, and how often:  _________________________ 
 
 
 
 
Maximum hours per  week/month and duration of time:  _____________________________ 
 
 
 
Per formance goals:  ____________________________________________________________ 
 
 
 
 
Qualifications needed:  _________________________________________________________ 
 
 
 
How the volunteer  will benefit from this work:  _____________________________________ 
 
 
 

Cycle of Managing 
Volunteers

 
Mission Statement 
Program Planning 

 
 

 

    Evaluation of Volunteer    
    Program 

             Volunteer  Job 
                    Development 

 
 

 

Volunteer Performance 
      Reviews 

Recruitment 

 
 

 

     Supervision  
             &  Recognition 

                    Interviewing  
                    &  Placement 

 
 

 

     Or ientation &  Training 

Recruiting volunteers

� � � � �� � � �
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Ways to Recruit Volunteers

• neighborhood festivals
• ask local politicians
• electronic bulletin 

boards
• direct mail
• news article/ads
• partner w/other groups
• churches
• schools/universities
• speakers bureau

• one-on-one
• community/TV bulletins
• brochures/posters
• “walk-in” traffic
• booth at community 

events
• PSA’s
• corporations
• newsletter

Recruiting volunteers

The internet:

WWW.IDEALIST.ORG

WWW.NATIONALTRUST.ORG

Cycle of Managing 
Volunteers

 
Mission Statement 
Program Planning 

 
 

 

    Evaluation of Volunteer    
    Program 

             Volunteer  Job 
                    Development 

 
 

 

Volunteer Performance 
      Reviews 

Recruitment 

 
 

 

     Supervision  
             &  Recognition 

                    Interviewing  
                    &  Placement 

 
 

 

     Or ientation &  Training 
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Orientation & Training
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Orientation & Training

Contents for  a Board or  Committee Manual 
Adapted from The Nonprofit Board Book by Independent Community Consultants 

 

Section 1. Board and Staff Directory 
This should be a current l isting of all board members with their addresses, phone 
numbers, email addresses, organizational aff il iation (if any), committee 
assignments, and term of service.  Staff should also be listed by job title, home 
and office addresses, phone numbers, and email addresses.   Be sure to include 
emergency contact information. 

 
Section 2. An over view of the Organization and Boar d of Directors 

This should include the mission statement, a short history of the organization, an 
organization chart, and a statement of the general role of the board.  Include no 
more than five recent news articles, annual reports, a map of downtown (which 
indicates where they should park while attending meetings) and brochures 
published by the Main Street program.   

 
Section 3. Board activit ies and expectations of member s. 

This should include an annual board meeting schedule, a brief overview of any 
board committees (nominating, etc.), the board’s workplan, and a clear statement 
of the role and responsibil ities of board members.  Are board members expected 
to serve on committees?  Attend all special events?  Make contributions? 

 
Section 4. Committees 

This should include detailed information about each committee, including their 
goals, annual work plans, meeting schedule, and membership. 

 
Section 5. Organization policy statements 

This section is a collection of all the board approved policy statement currently in 
force, including personnel policies, confidentiality policy, conflict of interest 
policy, and reimbursement policy.  You may also include any off ice policies here, 
such as who holds keys. 

 
Section 6. Board minutes. 

Include minutes from at least the last twelve months.   
 
Section 7. Manager  repor ts 

This section should be a collection of the most recent staff reports, whether 
weekly or monthly.  It should also include a copy of the manager’ s work plan and 
job description. 

 
Outline of a Board Manual (continued) 
 
Section 8. Organizing papers, laws, and regulations 

This section should contain the articles of incorporation, bylaws, summary of the 
state nonprofit statutes and the IRS regulations, a copy of the tax exemption 
notification from the IRS, and any regulations imposed by funding sources. 

 
Section 9. Finances 

This should contact a copy of the current budget and copies of the financial report 
from the past twelve months. 

 
Section 10. Key resources 

Include information from the state and national Main Street programs, such as 
contact information and website addresses, and copies of any recent reports from 
site visits provided by the state Main Street program.  This may be a place to 
include the Board Members’  Handbook, published by the National Main Street 
Center, and a list of all the books in the organizations library, for further reading. 

 
 
 This information can be presented in a three-ring binder, which makes updating it easier, 
especially if you copy all meeting minutes on pre-punched paper.  Similar notebooks can be 
adapted for all committee members.   
 
 When presenting the notebook, be sure to include an agenda for the any upcoming 
training or orientation sessions.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Orientation & Training

� Formal Orientation 

� Main Street Training Session

� Notebooks

� Publications

� Job specific Instructions

� On-the-job training with supervision

� Conferences
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Cycle of Managing 
Volunteers

 
Mission Statement 
Program Planning 

 
 

 

    Evaluation of Volunteer    
    Program 

             Volunteer  Job 
                    Development 

 
 

 

Volunteer Performance 
      Reviews 

Recruitment 

 
 

 

     Supervision  
             &  Recognition 

                    Interviewing  
                    &  Placement 

 
 

 

     Or ientation &  Training 

Program Evaluation

Language

•Involve, not use, volunteers

•Us, not me
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Volunteer Career Path

 
     Help with a task 

 
 
 

 

Board President Committee Member  
 
 

 

     Board Officer                      Committee         
                          Chair  

 
 

 

     Board Member  

Where the Money Is

0%

10%

20%
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40%
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Foundations
Cor porations

Where the Money Goes

0%

5%

10%

15%

20%

25%

30%

35%
Religion
Education
Human Services
Health
Ar ts
Public Benefit
Environment
International
Foundations
Unallocated
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Distribution of Funding 
Sources

Public funding

Stakeholder Support

Earned Income (grants, 

sponsorships, etc.)

Sources of Funding

• Public sector support 
• Private sector memberships 
• Sponsorships
• Product sales, other activities

• Event revenue
• Contracts, fees for services
• Grants
• Self-assessment districts

 Main Street Anyneighborhood 
 Sample Budget for an Urban Main Street Program 

Source:  Lauren Adkins, National Main Str eet Center  
 
 

 Budgeted 
Income  
Membership/dues $15,000 
Contributions and grants $20,000 
Earned income $10,000 
Municipal Government $13,000 
Other  
          Total I ncome $58,000.00 
Expenses  
Salaries & Fringe benefits $30,000 
Insurance $1,000 
Rent &  Utilities $9,000 
Taxes $500 
Equipment & repairs $1,000 
Office supplies $500 
Postage $1,000 
Telephone $1,000 
Professional development $1,500 
Memberships $500 
Printing $1,500 
Newsletter $2,000 
Design Committee  $4,500 
Promotion Committee $2,000 
Economic restructuring committee $1,000 
Organization Committee $1,000 
      Total Expenses $58,000.00 
Net Revenues (or loss) -0- 
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Benefits of Fundraising
• Self-sufficiency
• Pride
• Long-range plans
• Outreach
• Understanding the program’s benefits
• Proof of many supporters
• Written materials
• Accurate financial records
• New members
• Peace of mind

Materials Needed

• Packet of Materials for 
Contributors

• Packet of Materials for 
Campaign Volunteers

• Funding targets and 
potential donor lists

Grants

0%

10%

20%

30%

40%

50%

60%

70%

80%

Individals
Bequests
Foundations
Cor porations
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Board Funding 
Responsibilities

• Ensuring that the program is well-
funded

• Developing a strategic business plan 
for organization funding

• Monitoring financial condition of the 
organization

• Supporting fundraising activities of the 
organization

• Making a financial contribution

Organization Committee
Funding Responsibilities

• Preparing fundraising 
materials

• Conducting annual 
membership campaign

• Planning annual dinner

• Implementing other 
fundraising activities

Staff Funding 
Responsibilities

• Serving as public relations 
ambassador

• Making sure work plan is 
implemented

• Recruiting new members
• Assisting with membership & 

fundraising materials

• Tracking contributions, other 
recordkeeping
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Other Committees’
Funding Responsibilities

• Developing & implementing 
funding plans for committee 
projects

• Supporting fundraising 
activities of the organization

Organization Committee 
Primary Areas of Work

• Public Relations and Outreach

• Volunteer Development

• Fund-Raising (projects and 
operations)

Who Serves on the 
Organization Committee?
Needed Skills:
• Public 

relations/media 
specialists

• People who know 
lots of people

• Organized souls
• Individuals with 

fund-raising or 
grant-writing 
experience

Types of People Who 
Often Serve:
• Writers
• Bankers
• Attorneys
• Teachers 
• Reps from other civic 

organizations
• Business/property 

owners
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Publicizing the Organization

Newsletters & Brochures

Main Street Web Sites
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Media Coverage

Presentations

Annual Reports
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Other P.R. Outlets

• Other organizations’ media
• Employee publications
• Newspaper inserts
• Bulletin boards
• Inserts (grocery bags, 

bank statements)

Running Effective Meetings
• Use a written agenda
• Identify agenda items for discussion or 

action
• Set approximate time to spend on each 

agenda item
• Distribute agenda and background 

materials 1-2 weeks ahead of time  
• Start and end on time
• Ensure everyone has opportunity to 

contribute
• Keep meeting/discussion focused
• Recap the meeting before ending
• Keep good notes/records 

National Main Street 
Community Criteria

• Broad-based public and private 
support

• Vision and mission statements 
• Comprehensive work plan 
• Historic preservation ethic
• Active board and committees
• Adequate operating budget
• Paid, professional program director
• On-going training for staff & 

volunteers
• Reporting of key statistics
• Current member of National Main 

Street Network
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Please stay in touch!

Lauren Adkins, Sr. Program Officer

National Trust Main Street Center
1785 Massachusetts Avenue, NW

Washington, DC 20036

lauren_adkins@nthp.org 

www.mainstreet.org


