Organizing a Christmas Tree Recycling Event in Your Community
Georgia is celebrating 25 years of treecycling and boasts the biggest state wide tree recycling effort in the country!

Return your signup form to www.KeepGeorgiaBeautiful.org.

Coordination
A. Select a coordinator for the event (a person or organization).
B. Provide administrative, clerical, and other staff support.

Planning
A. Select tree collection site(s). Sites must be open from 9a.m. - 4p.m. on January 2, 2016.
B. Decide how you will recycle trees:
1. Mulching
a. Arrange for operators to be present with chippers at each of your collection sites. Don’t assume that those who did it last year will come again, call and be certain!
b. Arrange for disposal of mulch. You might distribute it to schools, public gardens, individuals, etc. Before the event, be certain that you know how the mulch will be distributed and where it will be stored prior to pickup. 
2. Fish or Wildlife Habitat
a. Get permission of landowners and authorities
b. Arrange for transportation of trees
c. On the day of the event, transport the trees and place into lake or habitat
C. Coordinate with local Keep America Beautiful affiliates, and other civic groups to provide volunteer support (labor) on the day of the event. Remind volunteers to dress in layers. They may also want to bring a pair of work gloves if they have them.
D. Publicize the program. Some ideas include:
1. Print and distribute promotional flyers and tree hangers.
2. Distribute press releases and PSA’s to local news outlets and give interviews.
3. Provide and publicize an informational telephone line or drive the public to www.Earth911.com
4. Purchase and hand out promotional stickers and buttons.
5. Insert an information sheet in utility bills.
6. [bookmark: _GoBack]Reserve the “Chipper” mascot for your event by obtaining a reservation form from www.KeepGeorgiaBeautiful.org or by calling 404-679-4910.
7. Announce the event on city marquees and at civic meetings.
8. Hold a poster contest about tree recycling in the local schools.


The Day of the Event
A. Post sponsor signs at drop off sites to identify state-wide sponsors. Remember, the event wouldn’t be a success without them!
B. Bring a “goody box” full of items that might come in handy; pens, paper, a volunteer sign in sheet, scissors, tape, hand/foot warmer packets etc.
C. Provide traffic control at sites.
D. Organize volunteers to perform various tasks.
1. Appoint a volunteer to be your official record keeper.  Ask them to keep track of the information required for your report. This person can also be in charge of taking pictures to document your event.
2. Ask a group of adult volunteers to help with unloading Christmas trees for participants.
3. If you have decided to offer refreshments to your volunteers (always a good idea, hot beverages are especially appreciated on cold January days!) ask a volunteer to be in charge of setting up and restocking the refreshment area.
4. Let volunteers know who your media contact for the day will be. This way when reporters/photographers arrive to cover the event volunteers can direct them to the appropriate person. Make sure your media contact is prepared so they can talk about the turnout, the results of last year’s effort etc.
E. Record results (see the reporting results section).	

Reporting the Results
A. On the day of the event, keep careful track of:
1. The number of trees collected
2. The number of volunteers and how long they work
3. The number of participants (how many people bring trees)
4. Donations and in-kind services provided
5. The extent and range of media coverage
B. Publicize the results; your community did a great job!
C. Thank/recognize sponsors, workers, and volunteers.
D. Fill out a wrap-up form to Keep Georgia Beautiful by Friday, January 29th. You may fill it out online at www.KeepGeorgiaBeautiful.org
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