Advisor Overview and Checklist

Community Name: _________________________
America in Bloom Advisors play an essential role in helping our communities grow stronger, more connected, and better prepared for the future. This checklist is designed to help you make the most of your visit to each community. It provides a clear roadmap, ensuring you have the context, tools, and touchpoints needed to understand our priorities and engage meaningfully with the municipality, residents and businesses. By following these guidelines, Advisors can engage thoughtfully, gain a clear understanding of local strengths and needs, and support our shared goal of building resilient and thriving communities.
If you are unable to complete the required responsibilities, please let us know now. Those who advise and do not fulfill all their responsibilities will not be asked to return to America in Bloom.
Prior to Travel:
[bookmark: _Hlk216290107]☐ Fill out and return the Advisor Preference form by January 31st-All
[bookmark: _Hlk218540934]☐ Read the advisor guide to understand expectations, tips, etc.-All
☐ Review metrics prior before travel season begins (The metrics change each year)-Lead & Co
☐ Attend the Zoom Advisor Training session. More details will follow-All
[bookmark: _Hlk216290519]☐ Once you receive your schedule, send each community a welcome email to introduce yourself and your Co-Advisor, and arrange for a date to have a Zoom meeting to include the Co-Advisor and anyone from the community that needs to attend-Lead 
Items to be covered in the Zoom call include:
☐ Introductions of both the community representative(s) and AIB Advisors
☐ Confirm dates, transportation, and accommodations.
☐ Find out if any special apparel or needs will be required
☐ Answer questions the community may have
☐ If needed, send examples of the community profile and the evaluation
☐ Walk through and/or send the AIB power point if necessary
☐ Notify the community of any advisor needs (e.g., dietary restrictions or severe environmental conditions/allergies)

☐ Send all community requested information to each community-Lead 
☐ Determine which criteria, and parts of the evaluation each advisor will write up-Lead & Co
☐ Read the community profile before arriving in the community and highlight areas that more information is needed-Lead & Co
☐ Read the prior two years of evaluations before traveling to the community-Lead & Co
☐ Research the community website and any other information on-line-Lead & Co
[bookmark: _Hlk218581635]☐ Prepare questions for the visit-Lead & Co
[bookmark: _Hlk218541371]☐ Work with the America in Bloom Executive Director and travel agent to book your flights and if necessary, rental car-Lead & Co
☐ Schedule a follow up Zoom meeting with the community two weeks prior to visit-Lead & Co


Prepare the following to bring with on your travels: 
☐ A copy of the community profile
☐ A copy of a blank evaluation
☐ Thank you notes
☐ Door hangers
☐ Copy of the awards lists
☐ Laptop
☐ Camera and/or phone camera
☐ Charger cords
☐ Notebook 
☐ Extra pens

During the Trip:
☐ After each day write down bullet points with your partner that are possible topics to write on for each criterion and start the first pass on scoring-Lead & Co 
☐ Write up questions to be asked the following day-Lead & Co 
☐ After the second day, determine what awards you will write up and submit and who will do each write up-Lead & Co
☐ Encourage communities to nominate themselves for special awards-Lead & Co
☐ Encourage communities to attend the national awards symposium-Lead & Co 
☐ Write thank you notes to community members and deliver before leaving-Lead & Co 
☐ Set a date to exchange the first pass of the evaluation-Lead & Co
☐ Ensure the preliminary scoring grid is completely filled out prior to leaving-Lead & Co

Back at Home: 
☐ Write a letter to the Editor to local newspapers-Lead
☐ Write and do a preliminary copy-edit of the evaluation-Lead & Co
☐ Thoroughly spell check evaluations and ensure consistency with the style guide-Lead & Co
☐ Make sure each row in grids has a score-Lead & Co
☐ Finalize the scoring-Lead & Co
☐ Submit scoring grid to Laura-Lead
☐ Submit the completed evaluation.  Per the advisor guide, reports are due two weeks after visits are done OR July 31 (whichever is sooner). Lead
☐ Submit AT LEAST two award writeups (Outstanding Achievement and/or Special Awards) no later than July 31st to Laura Kunkle-Lead & Co
☐ Work with Executive Director on travel arrangements for the Symposium-Lead & Co
☐ Attend the National Symposium-Lead & Co


