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ATHENS COUNTY TOGETHER 

PRACTICAL GUIDE 

 

This Practical Guide is designed to help you to complete your community 

improvement project for the 2020 Program Year of the Athens County 

Community Improvement Challenge or Athens County Together (ACT). 

(Eligible communities are limited to those that completed prior Athens 

County Community Improvement Challenge programs.) 

 

This guide aligns with lessons delivered on the ACT website:  and includes 

practical tasks for each lesson along with a summary, infographics, and 

exercises that will help you with your creativity, self-confidence, leadership 

and team-building skills. 

 

Your team’s completed practical guide is the funding request for ACT 2020. 

The team’s completed practical guide is the plan for a project to be 

implemented in 2020. The project’s budget should align with receipts 

submitted as part of the project’s required close out documentation. 

 

 

2020 ACT Program Funding Requests will be accepted 
 

August 31, 2020 – October 16, 2020. 
 
 

Please submit completed Team Practical Guides to ACT at: 

athenscountytogether@gmail.com Or 280 West Union Street, Suite B,  

Athens, OH 45701 
 
 

If you have questions please contact Chelsie Mckee at (740) 447-5890 
or cmckee@athensoh.org  

mailto:athenscountytogether@gmail.com
mailto:cmckee@athensoh.org


ACT 2020 FUNDING REQUEST 

Checklist 

1. Watch Program Content Online:  _____ 
Athens County Together: mycommunityguide.org 

 

2. Complete Team Practical Guide/ Project and Project Implementation Plan:  _____ 
(Collect input from your team and build consensus around your project design and its 

implementation. Use lessons on the ACT website to guide your teams planning. Don’t forget to 

identify your teams’ fiscal agent, which must be a registered Athens County vendor [units of 

government, nonprofits, etc.])  

 

3. Post Success Story:  _____ 
(The implemented project story must be posted online in any public forum(s) such as: community 

facebook page, village website, community center website, etc.) 

 

4. Share Success Story Post:  _____ 
(Teams must also share their post or success story with Athens County Together program 

administrators.) 

 

5. Present Project to Athens County Commissioners:  _______ 
(Team member(s) will present a brief overview/ success story of their project to the Athens County 

Commissioners at a virtual Athens County Commissioners’ Meeting. Presenters will schedule a 

time to present at an Athens County Commissioners Meeting (every Tuesday) by contacting Julie 

Brooks, Athens County Commissioners Assistant Clerk, at jbrooks@athensoh.org or (740) 592-

3202. 

a. Ruth Dudding, Athens City-County Health Department Director of Health and Engagement, 

is available to assist teams with presentation preparations and/ or co-present with team 

member(s). Ruth can be reached at (740) 592-4431 ext. 5912 or 

rdudding@athenspublichealth.org) 

 

6. Turn in Receipts/ Document use of funds:  _____ 
(Team has or will collect receipts for all expenses and submit them to ACT program administrator 

upon completion.)  

http://www.mycommunityguide.org/
mailto:jbrooks@athensoh.org
mailto:rdudding@athenspublichealth.org
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Lesson 1: Team Building and Team Management 
 

Summary & Infographics 
 

Dream Team: 

A Dream Team is a combination of like-minded people where each team member plays 

a particular role and has a clear responsibility. “The Engine” of the project is someone 

who combines leadership qualities, strategic and critical thinking, but also can dream and 

fantasize. “The Mechanic” of the project is someone who sees the project from a structural 

perspective as a list of objectives and deadlines. “The Liaison” of the project is a 

communicator-negotiator. It’s the person who communicates with the outside world 

looking for participants, like-minded individuals, new communities and partners, 

establishing connections with specialists and experts. 

Where to find a team: 

During this time of COVID-19, we are aware that attending community events to recruit 

like-minded individuals is a challenge. Try using the following ideas to reach out to your 

community: 

• Ask your friends, family members, and neighbors to help improve your community.  

• Try reaching out to various social media groups in your area. Create a post on 

Facebook or Instagram about your ideas or post information on your local 

community Facebook page. 

• Create a poster with this information and pos it at local community buildings: Town 

hall, public places, libraries, etc. 

Motivation: 

The most important elements of the dream team’s motivation are: 

• A common vision of the project and its’ outcomes 

• A friendly atmosphere and celebration of success 

• Trust and delegation 

 

Helpful Questions 

• Do you know your team? 

• What are roles and responsibilities in your team? 

• How do you motivate your team? 

• Do you have an equal workload for every team member? 

• How do you celebrate success? 

• What are your team building techniques? 
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Practical Tasks 
 

List and describe your team and their roles (Names, roles, skills, and useful information) 

ACT Teams should have members representing: local government, a civic organization, 

a school, a youth (10-19), working professional, senior or retired person, and an artist: 

 

 

 

 

 

 

 

 

 

 

What are the 3 unique facts about your team: 

•                

 

 

•                 

 

 

•              

 

 

Describe one of your team meets (Using Zoom or Google Chats, describe topics of 

discussion and team-building): 
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Lesson 2: How to Know Your Community Better 
 

Summary & Infographics 
 

Your Community: 

The success of your project, its longevity and sustainability, depends on how well you 

know your community, your place, its history and its values. So, if you know about your 

community’s preferences you are best able to build something that the community 

genuinely needs, something that’s appreciated and maintained. 

Detective-Observer Method: 

This is a method of gathering information about the world around you, understanding it, 

and adapting your project to these realities. 

Mapping: 

Asset mapping provides information about the strengths and resources of a community 

and can help uncover solutions. Once community strengths and resources are inventoried 

and depicted on a map, you can more easily think about how to build on their assets to 

address community needs and improve health. Finally, asset mapping promotes 

community involvement, ownership, and empowerment. 

Prototype: 

Testing your project will help you to know what people really think about your idea, and if 

your test turns out positive, you can get even more of the community members on board 

by showing them pictures of your success. Use social media groups to get your project 

out to the public. If you receive negative feedback, it’s a good opportunity to modify and 

adjust your project idea based on feedback and constructive criticism. 

Survey: 

The survey is probably the most commonly used method of collecting the information. 

Surveys and interviews are serious research tools for any industry. During this time of 

COVID-19, you can post survey’s on local websites and social media groups. Your goal 

is not to conduct a big survey, but to learn how to use this tool both for research and for 

seeking potential team members and active citizens. 

Focus Group: 

A focus group is a structured and facilitated discussion aimed at gathering information or 

opinions on a specific idea in order to guide future action. COVID-19 has made public 

meetings difficult to facilitate so it is suggested, if you choose this method, to conduct a 

virtual meeting and to inform the participates. This discussion is led by a leader or 

facilitator in a friendly environment. Usually, a Focus Group involves a small group of 

people - between 5 and 15.  Participants are selected/invited based on their relationship 

with the topic. Commonly, they are representatives of the target audience. 
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Helpful Questions 

• What do you know about or what have you learned about your community? 

• What is the purpose of your research? 

• What is your strategy? 

• What research methods are you going to use? 

 

Practical Tasks 
 

What method do you intend to use in your community? If it is not possible to complete a 

research method, please explain your challenges. Or what have you already learned 

about your that has helped with your project’s design or implementation. 

 

 

 

 

 

 

 

 

 

List important information you gathered about your community and project ideas you 

believe will improve your community: 

 

 

 

 

 

 

 

 



Page 6 of 20 
 

Lesson 3: How to Develop an Idea and Design a Project 
 

Summary & Infographics 
 

What is a Project: 

A Project is a mechanism of changing the surrounding world, introducing innovation or 

transforming the environment. There are three main elements that distinguish a project 

from any other mechanism: a deadline, a goal and resources. 

How to Define a Problem: 

Researching and stating the problem are two connected actions. Most often the problem 

is the unmet needs of the community. This means that your community really needs 

something, and you have data to support that claim. Sometimes you can see it with the 

naked eye: you witness children playing in the street because there is no actual 

playground. When a need is not immediately visible, research, surveys and assessments 

are conducted. 

How to Create a Concept: 

A concept is an ideal framework where the problem is being solved. Concept Creation 

lies in our IDEAL or DREAM WORLD. The source for the concept is your imagination. At 

this stage we would like to ask you to let go of all your rational thinking and get carried 

away by your dreams. You can use such phrases as: “If only …”. 

How to Determine Goals & Objectives: 

You should define your goals and objectives that you can achieve and then to measure 

your impact. In this case use SMART method. Specific – select a specific area for 

improvement. Measurable – quantify or at least suggest an indicator of progress. 

Achievable – state what results can realistically be achieved, given the available 

resources. Relevant – each objective should directly relate to your project. Time-bound – 

specify the deadline for all the objectives. 

 

Helpful Questions 

• Why do you want to implement your project? 

• How does this project impact your community? 

• Have you conducted research before defining a problem? 

• Have you defined a problem or situation? 

• Why does this problem exist in your community? 

• What is your goal? 

• Have you defined the steps of your implementation plan? 
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Practical Tasks 
 

Describe a problem need and/or asset in your community that you are going to improve 

or solve. Is there anything you have noticed in your community that could be improved 

upon, while complying with COVID-19 Pandemic Health Orders? 

 

 

 

 

 

Describe the concept of your project: 

 

 

 

 

 

SMART Goal and Objective: 

SPECIFIC –  

 

MEASURABLE –  

 

ACHIEVABLE –  

 

RELEVANT –  

 

TIME –  

 

Objective: 
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Write down your implementation plan that includes steps for project preparation, project 

implementation and project evaluation: 

 

 

 

 

 

 

 

 

 

 

Set your project deadline. (Keep in mind your funding request deadline is October 

16, 2020 and the deadline to turn in papers/receipts is November 30, 2020): 

 

 

 

Send completed Team Practical Guide with Checklist to 
athenscountytogether@gmail.com or 280 West Union Street, Suite B, Athens, OH 
45701. 
 

 

 

 

 

 

 

 

 

 

mailto:athenscountytogether@gmail.com
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Lesson 4: Community Engagement 
 

Summary & Infographics 
 

Engage with your Community: 

Engaging with your target audience in the implementation process can ensure your 

project meets people’s needs. It also ensures that a common vision is established among 

the community. Establishing strong communication and rapport can prevent conflicts with 

the community and foster cooperation when seeking solutions for various issues. 

Collective discussion of ideas and details improves the quality of the project and 

encourages room for creativity. Also, engaging with your community on your project will 

strengthen and establish connections within the community. Lastly, every community 

member has a right to know about the development processes in their town and take part 

in them. 

Community Engagement Methods: 

During this time of COVID-19, we are aware that engaging with the community is a 

challenge. Try using the following ideas to reach out to your community: 

• Social Media: Try to find new people who would be interested in your project idea. 

Use social media groups to find members. They can be from your town, from your 

street, from your county, or from other communities. 

• Meetings: Workshops are another way to engage the community. Virtual meetings 

are a great way to implement workshops with COVID-19 social distancing 

requirements. This method is devoted to a particular element of the project, not the 

whole project. It can be a workshop on concept development, where you invite 

your target audience to brainstorm different ideas such as neighborhood holiday 

events, designing a common public space, a community cleaning project, and 

many more. 

• Information Posting: Even something as simple as a flyer on local bulletin boards. 

• Word of Mouth: Yes, this still works.  

 

Helpful Questions 

• How are you going to engage the community with your project? 

• What methods are you going to use? 

• Do you have a plan? 

• Any conflicts in your community? 

• How did you resolve the conflict if applicable? 
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Practical Tasks 
 

How do you plan to engage with your community? If it is not possible to complete a 

research method, please explain your challenges and what you know about your 

community that confirms your project will succeed. (What do people think, do, enjoy, and 

need in your community? & How do you know this?) 

 

 

 

 

 

 

Refer back to Lesson 3 (How to Develop and Idea and Design a Project) page 7 of the 

Practical Guide and develop your project pitch:  

 

Helpful questions:  

Who are you (your team)? 

Why you got involved in this project?  

What would you like to do, share, request support for, or need from your audience? 

 

A project pitch should be concise, yet convey your hard work creativity and passion 

about the positive outcomes of your project.  
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Lesson 5: Budgeting and Fundraising 
 

Summary & Infographics 
 

Your Project Resources: 

Resources are people, things and supplies that help you implement your project. For 

example: your team, volunteers, target audience, time, information, technology, money, 

equipment, venues, knowledge and even your great mood! 

Creating a Budget: 

After listing all the resources that you find in your community, list the resources that you 

could not obtain by the time of creating a budget. You will need to make another budget 

table. It should include these three categories: “Item”, “Cost” and “Contacts of a supplier". 

You can also add a “Notes” column. 

Grants: 

A grant is a specific sum of money allocated to reach a specific objective.  Grants can be 

given out by both the government and by private foundations. When submitting a grant 

proposal, make sure that you’ve clearly listed everything you plan to do and described 

every action in detail. Avoid general statements and filler sentences. 

Sponsors: 

When working with sponsors, keep in mind that businesses do not owe you anything.  A 

commercial enterprise’s main objective is to make a profit. Whether to support various 

social projects or not, it’s always up to them. There are two types of sponsor relations: a 

donation (or unconditional help) and an exchange of funding for promotion of company’s 

brand. 

 

Helpful Questions 

• What kind of resources do you need for your project? 

• What resources do you have? 

• What does your budget look like? 

• Is your budget relevant to your project scale? 

• Do you have any possible partners/sponsorships? 
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Practical Tasks 
 

List resources in your community that will help with your project: 

Resource How to Obtain Notes 

 
 

  

 
 

  

 
 

  

 
 

  

 

Additional Info: 

 

 

Create a Budget: 

Project Funding Amount Notes 

Grant   

Sponsor   

Total   

 

Project Expenses/ Needs 

Item Cost Contacts of Suppliers Notes 

 
 

   

 
 

   

 
 

   

 
 

   

 

Additional Info: 
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Lesson 6: Laws and Regulations 
 

Summary & Infographics 
 

Working with Local Officials: 

There are various entities, committees, and agencies that govern physical developments 

in Athens County, such as a village finance committee, safety committee, or 

transportation committee. These committees can provide expertise, advice, and may 

need to approve projects. They all have different roles that serve the community. We 

recommend starting a the most local level, like your neighborhood, mayor, or township 

trustee. If your city, town, or village doesn’t have a website call or write the local 

government office. Don’t be intimidated! Remember their job is to help you and your 

community and they’re happy to help. You can be confident because you have already 

worked on your project pitch and have a detailed strategy of how you can achieve it. 

Athens County Laws and Regulations: 

There are laws and regulations found in each neighborhood, village, town, city, township, 

county, state, and at the national level. Each of these regulators have various 

responsibilities for the various areas of development. Multiple permits may be required 

from a variety of entities, for example, a village council may require a permit approved for 

use of the park/shelter, if food is served at your event you will need approval from the 

Athens City-County Health Department. Some of these forms can be found online, but 

you may have to speak directly with the city council to obtain the necessary approval. 

Useful Tips: 

• Study the structure of your city/village/neighborhood government 

• Prepare a project description 

• Be organized and detailed 

• Invite an expert to join your team 

• Approve everything in advance 

• Be open and inclusive 

 

Helpful Questions 

• Who are the leaders in your neighborhood, village/town? 

• What are the different committees that exist in your area? 

• What regulations does your project need to abide by for completion? 

• Who approves projects in your community? 

• Are there any laws you need to be aware of that may affect your project? 
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Practical Tasks 
 

Make a list of requirements needed for your project. (Do you need approval from local 

communities, permits, etc.): 

 

 

 

 

 

 

 

 

 

 

 

 

Describe your strategy and process of obtaining the required permissions: 
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Lesson 7: Marketing, Communication, and Project Promotion 
 

Summary & Infographics 
 

Promote your Project: 

Publicizing your project helps with its growth and acceptance. The more people talk about 

it, the more it is real to them and they can trust the process. This can also be beneficial 

when it comes to crowd funding and finding donors and sponsors. Promoting your project 

also helps with gaining volunteers and possibly getting more qualified enthusiastic people 

to join your dream team. 

Defining your Audience: 

Make a rough sketch of who this project is reaching. If you need volunteers, who are these 

people? If you need sponsors, what are the main sponsors you’re targeting. This will help 

give you an idea of what information and what platforms are necessary to use for 

communication. In addition, who benefits from this project? 

Create a Success Story: 

Engagement and active participation from your audience is a key indicator that your 

project is well received. You want people to feel connected to this project and have a 

chance to tell their own stories. That way, they can express how their lives have been 

impacted. Creating a success story means you need to involve your community and give 

them a chance to contribute to the project. You can achieve this with various social media 

platforms. 

Your success story can be as simple as your audience appropriate project pitch and the 

impact of your project once implemented. Please remember to Team member(s) will 

present a brief overview/ project success story to the Athens County Commissioners at a 

virtual Athens County Commissioners’ Meeting. Presenters will schedule a time to 

present at an Athens County Commissioners Meeting (every Tuesday) by contacting Julie 

Brooks, Athens County Commissioners Assistant Clerk, at jbrooks@athensoh.org or 

(740) 592-3202. 

Also, Ruth Dudding, Athens City-County Health Department Director of Health and 

Engagement, is available to assist teams with presentation preparations and/ or co-

present with team member(s). Ruth can be reached at (740) 592-4431 ext. 5912 or 

rdudding@athenspublichealth.org) 

Platforms: 

The COVID-19 Pandemic may have limited in person interactions, but there are traditional 

and new communication platforms available, platforms such as: radio, mailers, posters, 

community websites, Zoom, Google Hangout, Free Conference Call, and, of course, 

social media. Brainstorm which platforms will be most beneficial and accessible to your 

target audience. You can use more than one platform, but you must use at least one 

mailto:jbrooks@athensoh.org
mailto:rdudding@athenspublichealth.org
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social media site to post your information. You can use the Social Media Post worksheet 

on page 17 to notify us of your post. We would also love to share your post so keep us 

posted. 

 

Helpful Questions 

• What are the most used communication tools in your community? 

• How do you receive your information? 

• What platforms do you prefer? 

• How will your project reach out to your audience? 

 

Practical Tasks 
 

Create an outreach plan. Using at least one social media platform and any others you 

feel are needed in your community: 

Platform Date Content Feedback 

 
 

   

 
 

   

 
 

   

 
 

   

 

Additional Info: 

 

 

Use the “Social Media Post” worksheet attached on the next page to compile a post on 

your social media site (include pictures in your post if possible). Please complete this form 

when project is completed and social media post has been posted. Once the form is 

complete, return it to: 

Athens County Together – Email: athenscountytogether@gmail.com 

OR 

Athens County Regional Planning Department 
280 W Union Street, Suite B 
Athens, OH 45701 

mailto:athenscountytogether@gmail.com
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Social Media Post 
 

Your social media post must include who completed the project (team name), 

what your project is, when your project was completed, where your project was 

installed, and why you chose this project for your community. Also include a 

picture in your post if possible. 

 

Athens County Together 2020 Project Name : _________________________________ 
 
______________________________________________________________________ 
 

Which social media platform did your team chose (Facebook, Instagram, Twitter, etc.):  

______________________________________________________________________ 

 

Post Date: _____________________________________________________________ 

 

Post description: ________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

 

Feedback (You can attach comments to practical guide if you prefer): ______________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 
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Summary 
 

Project Success Indicators: 

Indicators are measurable values that represent progress towards the desired impact. A 

key component of indicators is that they are measurable. Remember that indicators are 

not only immediate results, but also future expectations. Try to create at least six 

indicators: three for future results, three for immediate results. It is also important to 

discuss the possible risks with your team and how you are going to overcome those 

challenges. 

Review Core Materials: 

Dream Team: Remember to look for team members, experts, and specialists within your 

community first. Often the things that we are looking for are nearby, we just need to find 

them. 

Know your community: It is important to know your community history, needs, and 

values. Longevity, sustainability and your project’s success depend on it.  

Project design: Create a project out of your idea. An idea is a desire, but not a plan. A 

project is a mechanism for changing the surrounding world, introducing innovation or 

transforming the environment. 

Community engagement: Engaging your community in your project will strengthen your 

projects positive impact and help build bonds within the community. Every citizen has a 

right to know about government and development processes in their community and the 

choice to engage in those processes. Collaborative communities with engaged citizens 

are better equipped to enhance quality of life and access resources.  

Budgeting and Fundraising: Remember that money is only one type of resource you 

need. Do not hesitate to look for in-kind donations, to look for other types of resources 

and not just money. 

Laws and Regulations: Seek assistance from your local officials and their staff. If you 

neglect regulations, you can face unexpected consequences that will hold you back. 

Marketing and Communications: Use various methods of promotion such as social 

media, word-of-mouth, local media, radio, offline events, posters, flyers, etc. Remember 

to be practical: use only those methods that suit your project, and are safe and complaint 

during the COVID-19 Pandemic. 

Expectations and Results: 

It is important to share your ongoing results with your team and other teams. If you have 

a team Facebook group, which we highly recommend, keep it active. Post often about the 

smallest things going on. If there is an article covering your project, share it. Post on social 

media. Tag other stakeholders and teams. Share your story, all ups and downs! 
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Practical Tasks 
 

Identify your project success indicators: 

 

 

 

 

 

 

Write down your expectations: 

 

 

 

 

 

 

 

 

PROJECT CHECKLIST 

 

⃞ Project Team 

⃞ Project Description 

⃞ Community Engagement Plan 

⃞ Budget and Fundraising Plan  

⃞ Permissions 

⃞ Outreach Strategy 

⃞ Expectations and success indicators 
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