
DIRECTOR’S HANDBOOK
MAIN STREETS MEAN BUSINESS



ORLANDO MAIN STREETS DIRECTOR MANUAL  |  Pg. 2

1. National Main Street Program

 — Introduction

 — The Main Street Approach

 — The Four Points

 — The Guiding Principles

 — National Accreditation Standards of Performance

2. Orlando Main Streets Program

 — Introduction

 — Meet Our Staff

 — Designation and Accreditation

 — Digital Platforms

3. Organizational Structure

 — A City Program

 — Nonprofit Organizations

 — Director Responsibilities: A Quick Reference

4. Standards and Requirements for Main Street Programs

 — Training and Education

 — Quarterly Reporting

 — Annual Assessment

 — Overview of City Requirements

5. Strategic Planning Annual Work Plans

 — Community Visioning Session

 — Board Planning Session

 — The Annual Work Plan

6. Program Funding For Main Street Programs

7. Resources and Templates

TABLE OF CONTENTS



Pg. 3

In 2015, the center launched a new brand for 
the network of Main Street communities – Main 
Street America™ – to reinvigorate our collective 
look, feel, and strategy and to position them as 
leaders locally, regionally, and nationally.

As a nonprofit organization, the National 
Main Street Center provides information, 
offers technical assistance, holds conferences 
and workshops, and conducts research and 
advocacy on critical revitalization issues. The 
proven Main Street Four-Point Approach® 
provides a framework for communities to 
organize themselves for success, improve the 
design of their neighborhoods, promote their 
districts, and enhance their economic bases.

The Main Street Approach offers a revitalization 
framework appropriate for communities of all 
types – including commercial districts in urban 
neighborhoods, rural towns, and smaller and 

mid-sized cities. Local Main Street programs 
can be established either as freestanding 
organizations or as part of an existing entity, 
such as a community development corporation 
or economic development organization. The 
National Main Street Program is managed on a 
state level. However, Coordinating programs can 
also be county, regional or citywide programs. In 
Orlando, this program is overseen by the City of 
Orlando’s Economic Development Department’s 
Business Development Division. Working in 
conjunction with Orlando Main Streets, local 
Main Street districts plan and implement 
projects that create more vibrant and healthy 
commercial districts.

The National Main Street Center is based in 
Chicago, Illinois, with an office in Washington, 
D.C., and field staff located throughout the 
country. For more information, visit 
mainstreet.org.

NATIONAL MAIN STREET PROGRAM1

Established in 1980 as a program of the National Trust for Historic Preservation, 
the National Trust and National Main Street Center Inc. work with a nationwide 
network of  coordinating programs and local communities to encourage 
preservation-based community revitalization. During its 40-year history, the 
program has equipped more than 2,000 historic commercial districts with the 
skills and organizational framework they need for renewal. An exciting new 
chapter for the organization began in 2013 when the National Main Street Center 
(NMSC) launched as an independent subsidiary of the National Trust. This 
transition enabled the National Main Street Center to build on its three-decade 
record of success with new leadership and new resources that  help communities 
respond to evolving needs and opportunities in the commercial district 
revitalization field.



CHAPTER 1.  NATIONAL MAIN STREET PROGRAM  |  Pg. 4

THE MAIN STREET APPROACH  
The Main Street Approach is a common-sense, strategy-
driven framework that guides community-based revitalization 
efforts. This model harnesses the social, economic, physical, 
and cultural assets that set a place apart, with the ultimate 
goal of realizing tangible outcomes, such as job creation, 
small business development, private/public investment and 
building rehabilitations, which benefit the entire community.
Main Street-style transformation is a combination of art 
and science: communities first need to learn about the 
local economy, its primary drivers, and its regional context 
(the science), but they also need to convey that special 
sense of place through storytelling, preserving the older and 
historic structures that set it apart, broad and inclusive civic 
engagement, and marketing (the art). To support this powerful 
network, the National Main Street Center has a revitalization 
framework – the Main Street Approach – that helps 
communities leverage both the art and science of downtown 
revitalization to create a better quality of life for all.

The Main Street Approach is most effective in places where 
community residents have a strong emotional, social, and 
civic connection and are motivated to get involved and 
make a difference. This approach works where existing 
assets – such as older and historic buildings and local 
independent businesses – can be leveraged. It encourages 
communities to take steps to enact long-term change, while 
also implementing short-term, inexpensive and place-
based activities that attract people to the commercial core 
and create a sense of enthusiasm and momentum about 
their community. Both small-city downtowns and urban 
neighborhoods throughout the nation are renewing their 
community centers with Main Street methodology.

The result of these community-driven efforts are places with 
increased social cohesion and economic opportunity; they are 
places that support and sustain innovation and opportunity; 

places where people of diverse perspectives and backgrounds 
come together to shape the future.

It’s helpful to think of the Main Street Approach as three 
tightly integrated components: community visioning and 
market understanding (the inputs), transformation strategies 
(implemented using the Four Points), and implementation 
and measurement (the outcomes).

Identify the Community Vision for Success
The Main Street Approach begins with creating a vision for 
success in district that is rooted in a solid understanding of 
the market realities of the district and is informed by broad 
community engagement. The Main Street Approach promotes 
a community-driven process that brings diverse stakeholders 
from all sectors together, inviting them to be proactive 
participants in the revitalization process. This essential step 
provides a foundation for outlining the community’s own 
identity, expectations, and ideals while clearly identifying 
needs and opportunities. It also ensures that the vision is a 
true reflection of the diversity of the community.

Create Community Transformation Strategies
A vision of success alone is not enough. Communities must 
work together to identify key strategies, known as Community 
Transformation Strategies, that will provide a clear sense 
of priorities and direction for the revitalization efforts. 
Typically, communities will find one, maybe two, Community 
Transformation Strategies are needed to help reach a 
community vision. These strategies will focus on both long- 
and short-term actions that will move a community closer to 
achieving its goals.

Work on these strategies would align with the four key areas 
Main Streets have been using as a guiding framework for 
more than 40 years: economic vitality, design, promotion, and 
organization, known collectively as the Main Street Four-Point 
Approach™.
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Revitalizing a downtown or neighborhood commercial district 
requires focusing on the underlying economic vitality of the 
district. This work is rooted in a commitment to making the 
most of a community’s unique sense of place and existing 
historic assets, harnessing local economic opportunity and 
creating a supportive business environment for small business 
owners and the growing scores of entrepreneurs, innovators, 
and locals alike. With the nationwide growing interest in 
living downtown, supporting downtown housing is also a key 
element of building economic vitality.

Promoting Main Street takes many forms, but the ultimate 
goal is to position the downtown or commercial district as the 
center of the community and the hub of economic activity, 
while creating a positive image that showcases a community’s 
unique characteristics. This can be done through highlighting 
cultural traditions, celebrating and preserving important 
architecture and history, encouraging local businesses to 
market cooperatively, offering coordinated specials and sales, 
and hosting special events aimed at changing perceptions 
of the district and communicating to residents, investors, 
businesses, and property owners that this place is special.

A focus on design supports a community’s transformation 
by enhancing the physical elements of downtown while 
capitalizing on the unique assets that set the commercial 
district apart. Main Streets enhance their appeal to residents 
and visitors alike with attention to public space through the 
creation of pedestrian-friendly streets, inclusion of public art 
in unexpected areas, visual merchandising, adaptive reuse 
of older and historic buildings, more efficiently designed 
buildings, transit-oriented development, and much more.

A strong organizational foundation is key for a sustainable 
Main Street revitalization effort. This can take many forms, 
from a standalone nonprofit organization, to a special 
assessment district, to a program housed in a municipality 
or existing community development entity. Regardless of 
the organizational type, the focus is on ensuring that all 
organizational resources (partners, funding, volunteers, 
etc.) are mobilized to effectively implement the community 
transformative strategies.

Economic
Vitality

Promotion

Design

Organization

  THE FOUR POINTS
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Impact and Measurement
To succeed, Main Street must show visible 
results that can only come from completing 
projects – both shorter- and longer- term 
activities that add up to meaningful change. 
Activities aligned with shorter-term strategies 
focus on highly visible changes that are a 
reminder that the revitalization effort is under 
way and succeeding, helping to secure buy-
in from community members and rallying 
volunteers. Placemaking strategies – actions 
that focus on what can be achieved “lighter, 
quicker, and cheaper” – are particularly effective 
and important in energizing the community 
and demonstrating short-term progress.

While shorter-term, highly visible activities are 
critical to Main Street’s success, communities 
must also sustain focus on implementing 
longer- term projects and activities that are 
the building blocks for substantial change over 
time. Identifying milestones for these longer-
term projects can be important in creating a 
sense of forward momentum and reinforcing 
the community need for sustained focus on 
revitalization efforts.

Coinciding with implementation is an equally 
important focus on measuring progress and 
results. Healthy Main Streets are built on a 
commitment to measure outcomes. We live 
in a time when public resources are scarce 
and competition for private resources is fierce. 
Main Streets must be able to demonstrate a 
wide use of resources, which translates to real 
change on the ground: new jobs added to a 
Main Street, new businesses open, buildings 
redeveloped, and numerous other metrics of 
success.

THE GUIDING PRINCIPLES      
The National Main Street Center’s experience in 
helping reinvigorate commercial corridors 
across the country has shown time and time 
again that the Main Street Approach is a proven 
framework for helping communities succeed in 
their revitalization efforts. Building on the Main 
Street Approach, the following principles are a 
set of values that can help staff and volunteers 
articulate a Main Street program’s mission and 
focus energy. These principles are an easily 

understandable, common-sense teaching tool 
and can be tailored depending on community 
priorities and needs.

Comprehensive: No single focus – lavish 
public improvements, name-brand business 
recruitment, or endless promotional events 
– can revitalize Main Street. For successful, 
sustainable, long-term revitalization, a 
comprehensive approach, including activity in 
each of Main Street’s Four Points, is essential.

Incremental: Baby steps come before walking. 
Successful revitalization programs begin with 
basic, simple activities that demonstrate 
“new things are happening” in the commercial 
district. As public confidence in the Main 
Street district grows, and participants’ 
understanding of the revitalization process 
becomes more sophisticated, Main Street can 
tackle increasingly complex problems and more 
ambitious projects. This incremental change 
leads to a much longer-lasting and dramatic 
positive change in the Main Street area.

Self-help: No one else will save your Main 
Street. Local leaders must have the will and 
desire to mobilize local resources and talent. 
That means convincing residents and business 
owners of the rewards they’ll reap by investing 
time and money in Main Street – the heart of 
their community. Only local leadership can 
produce long-term success by fostering and 
demonstrating community involvement and 
commitment to the revitalization effort.

Partnerships: Both the public and private 
sectors have a vital interest in the district and 
must work together to achieve common goals 
of Main Street’s revitalization. Each sector has 
a role to play and each must understand the 
other’s strengths and limitations in order to 
forge an effective partnership.

Identifying and capitalizing on existing assets: 
Business districts must capitalize on the 
assets that make them unique. Every district 
has unique qualities like distinctive buildings 
and human scale that give people a sense of 
belonging. These local assets must serve as the 
foundation for all aspects of the revitalization 
program.



CHAPTER 1.  NATIONAL MAIN STREET PROGRAM  |  Pg. 7

“Main Streets must be able to demonstrate a wide 
use of resources, which translates to real change 
on the ground: new jobs added to a Main Street, 
new businesses opened, buildings redeveloped, 
and numerous other metrics of success.”
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Quality: Emphasize quality in every aspect of the revitalization 
program. This applies to all elements of the process – from 
storefront designs to promotional campaigns to educational 
programs. Shoestring budgets and “cut and paste” efforts 
reinforce a negative image of the commercial district. Instead, 
concentrate on quality projects over quantity.

Change: When skeptics turn into believers, attitudes on Main 
Street will turn around. Changes in attitude and practice are 
slow but definite – public support for change will build as 
the Main Street program grows 
and consistently meets its goals. 
Change also means engaging in 
better business practices, altering 
ways of thinking, and improving 
the physical appearance of the 
commercial district. A carefully 
planned Main Street program will 
help shift public perceptions and 
practices to support and sustain 
the revitalization process.

Implementation: To succeed, Main Street must show 
visible results that can only come from completing projects. 
Frequent, visible changes are a reminder that the revitalization 
effort is under way and succeeding. Small projects at the 
beginning of the program pave the way for larger ones as the 
revitalization effort matures, and that constant revitalization 
activity creates confidence in the Main Street program and 
ever-greater levels of participation.

Shoestring budgets and “cut and paste” 
efforts reinforce a negative image of the 
commercial district. Instead, concentrate 
on quality projects over quantity.
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NATIONAL ACCREDITATION 
STANDARDS OF PERFORMANCE 

 
The Main Street America™ National Accreditation 
Standards of Performance were developed by 
the National Main Street Center and coordinating 
program partners. The National Main Street Center 
updated its framework from 10 standards to six 
standards, referred to as the “Switch to Six.” These 
six standards provide a standard evaluation model 
for communities nationwide. A program must meet 
all baseline requirements and in addition, must meet 
the requirements of the following six standards to be 
eligible for Accreditation:

The current Baseline Requirements are:

• A Board of Directors formed by a representative 
base of the district stakeholders and community 
members, dedicated to leading the district’s Main 
Street program.

• Must employ a FTE program director.

• Identified Transformation Strategy to direct the 
work of the program, based on community input 
and market understanding.

• Detailed work plans aligned with the selected 
Transformation Strategy that outline programming 
across the Main Street Four Points. Work plans 
include: the project, expected (measurable) 
outcomes, specific tasks needed to accomplish 
the project, assignments of those tasks showing 
volunteer and staff responsibilities, timelines, and 
budgets.

• A dedicated budget for the district’s revitalization 
programming and the Main Street program’s 
operations.

• Demonstrated support from municipality for the 
Main Street program. This can include leadership 
participation, funding, in-kind donations, and 
philosophical support.

• Reinvestment statistics reported quarterly.

• Be a member in good standing with Main Street 
America and use the Main Street America logo on 
its webpage and/or social media as well as the 
Coordinating Program logo.

Programs that do not meet these baseline 
requirements are not eligible for Accreditation from 
Main Street America, though they may qualify for 
designation at the Affiliate level.

1. Broad-Based Community Commitment to 
Revitalization
This Standard confirms that at its core, the Main 
Street Approach is community-driven, and that 
successful and sustainable revitalization is only 
possible with active commitment from all sectors of a 
community. This Standard highlights the importance 
of forging public and private sector partnerships that 
demonstrate a shared responsibility on the district’s 
revitalization efforts; the crucial need to foster a 
strong sense of ownership about the district that leads 
to active engagement in its revitalization program; 
and the value in connecting with stakeholders and 
communicating on the progress the district makes and 
the opportunities for community engagement.

Learn more here: youtu.be/LcH0tgo94Xo

2. Inclusive Leadership and Organizational 
Capacity
Strong, thriving communities don’t just happen. They 
need effective leaders at all levels, from a broad base 
of committed volunteers to dedicated professional 
staff offering their time, talents, and passion for this 
work. This Standard place a strong value on PEOPLE 
as Main Street’s greatest resource and should reflect 
our network’s core value that Main Streets are for 
everyone. The Standard places an important priority 
on ensuring that Main Street organizational structure 
offers an inclusive environment for community 
engagement and effective leadership development.

Learn more here: youtu.be/h7oAuAHK35k

3. Diversified Funding and Sustainable 
Program Operations
A successful revitalization program must have the 
financial resources necessary to carry out its work 
and prepare for the future. Through this Standard, 
communities will demonstrate their financial 
investment of the district and its revitalization 
program through a diversified mix of public and private 
sector funding sources and appropriate financial 
management systems and operational best practices 
along with fund-development initiatives aligned with 
action plans that ensure a solid foundation for success.

Learn more here: youtu.be/CM_QwCDSaKw

4. Strategy-Driven Programming
This Standard promotes the value of Main Street as a 
comprehensive framework for addressing all aspects 
of revitalization through a strategy-driven balanced 
level of activities centered around the proven Four-
Points. While the first few years are usually focused 

http://youtu.be/LcH0tgo94Xo
http://youtu.be/h7oAuAHK35k
http://youtu.be/CM_QwCDSaKw
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on achieving small wins that build momentum. As 
vitality grows, this Standard promotes the importance 
of elevating the Main Street program’s focus from 
project to strategy-driven to ensure that the work of 
the program is comprehensive and led with strategic 
direction (Transformation Strategies). Through this 
Standard, Main Street programs can incorporate all the 
integrate a focus on community-informed and market-
based decision making that leads to aligned planning 
and implementation across all Four Points to continually 
move revitalization forward to the next level of success.

Learn more here: youtu.be/FKUJN9Koz00

5. Preservation-Based Economic Development
Main Street is founded on the premise that true 
economic development can only be successful if the 
community places value on its local and existing assets. 
Through this Standard, communities can demonstrate 
their attention to achieving economic development 
while leveraging their unique historic and cultural 
assets. This Standard confirms our firm belief that a 
community’s historic architecture and cultural assets 
reflect the richness and strength of its identity, which 
sets a community apart and offers an economic market 
advantage.

Learn more here: youtu.be/2IrSfS1a0Ag

6. Demonstrated Impact and Results
Main Street communities are part of a national 
movement with a proven track record for generating 
impressive economic returns and strengthening 
the district’s positioning in the community and its 
marketplace. This Standard highlights the importance of 
tracking, packaging, and demonstrating the qualitative 
and quantitative impact of the program’s efforts and the 
district’s incremental revitalization. It also provides the 
opportunity for the local Main Street program to tell their 
stories to continually build a strong sense of ownership 
and pride in the district and the community.

Learn more here: youtu.be/-Cgc-NHHFL4

http://youtu.be/FKUJN9Koz00
http://youtu.be/2IrSfS1a0Ag
http://youtu.be/-Cgc-NHHFL4
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Established in 2008 by the City of Orlando, 
Orlando Main Streets is dedicated to 
empowering each neighborhood business 
district within the city to maintain, strengthen 
and revitalize the unique physical, economic, 
historical and cultural characteristics of its own 
urban neighborhood district.

Orlando Main Streets selects districts to 
become officially designated Main Street 
programs. These districts will receive support 
and training needed to re-establish their Main 
Streets as the center of district activity and 
commerce. Districts selected to participate 
in Orlando Main Streets will receive technical 
assistance, including:

• Volunteer and Executive Director training

• Advanced training on specific District 
issues, such as marketing and promotion, 
business recruitment, volunteer 
development, market analysis, design, 
historic preservation and fundraising

• On-site visits to help each district develop 
its strengths and plan for success

• Materials such as manuals and training 
programs

• Linkages to other city, state and national 
Main Streets

City Coordinating Program
A Coordinating Program is defined as the 
entity that is given branding rights to the Main 
Street name, selects designated Main Street 

communities or neighborhood commercial 
districts, provides technical assistance and 
training, assuring that the program operates 
within the proven standards of the National 
Main Street Center and the Main Street Four 
Point Approach®, and acts as an advocate 
for the Center and liaison between local Main 
Street Programs and the Center. Orlando Main 
Streets provides the following to local Orlando 
districts:

• Advocate for Main Streets to City Hall/City 
Departments

• Liaison between Orlando districts and 
National Main Street Center

• Liaison for Main Streets’ businesses 

• Communication/Promotion of Districts 
locally and internationally

• Small Business Façade Program

• Manages Memorandum of Agreement with 
city

• Liaison for banners, storm drains, murals 
and utility cabinet art projects

• Create external and internal partnerships

• Trainings

• District Exchange meetings

• Networking opportunities

• Resource Provider

• Annual evaluations for National Main Street 
accreditation

ORLANDO MAIN STREETS2
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Orlando Main Streets utilize locally driven programs of work that focus on 
implementing the nationally recognized Main Street Approach in their commercial 
districts. The Orlando districts are committed to providing staff and financial 
resources needed to address the community-based approach of sustainable 
revitalization. Each district is responsible for developing the framework from which 
the program will be delivered locally, including the board that will direct the program, 
the staff that will execute the program, and the partnerships needed to secure the 
long-term viability of the program.

A Network of Peers and Professionals
The benefit of being connected to a program that has been established for 40- years 
is having access to the expansive network of development professionals. Rarely are 
there issues that your district will face that others have not already tackled.

Designation and Accreditation
While the National Main Street Center and Orlando Main Streets work closely together 
to meet the needs of Orlando Main Streets, each of them possesses a unique and 
individual responsibility that is part of the designation and accreditation process.

Orlando Main Streets evaluates districts according to the National Accreditation 
Standards of Performance. The annual assessment is required for Orlando Main 
Streets and Main Street America™ national accreditation.

The chart below outlines the roles each of these organizations plays.

Meet the Staff
Kyle Reynolds 
Main Street Administrator 
407.246.3844 
kyle.reynolds@orlando.gov

Eric Uskowitz 
Business Development Division 
Manager 
407.246.3783 
eric.ushkowitz@orlando.gov

Sherry Gutch 
Director of Placemaking 
407.246.3346 
sherry.gutch@orlando.gov

Kim King-Maysonet 
Business Development Division 
Assistant Manager 
407.246.2721

Caylah Hall 
Communications Coordinator 
407.246.3169 
caylah.hall@orlando.gov

Jennifer Mihalcoe 
Economic Development Coordinator 
407.246.3123 
jennifer.mihalcoe@orlando.gov

Yesenia Martinez 
Development Review Technician 
407.246.2112 
yesenia.martinez@orlando.gov

NATIONAL MAIN STREET CENTER ORLANDO MAIN STREETS

owns the rights to the Main Street America™ name and all 
subsequent designations that fall under the Main Street 
America™ umbrella.

is contracted with the National Main Street Center to license and 
sub-license the Main Street America™ name and all subsequent 
designations that fall under the Main Street America™ umbrella.

coordinates national efforts on behalf of their national main 
street center members.

coordinates citywide efforts for all districts officially associated 
with Orlando Main Streets.

creates the national accreditation Standards of Performance.

accredits local programs based on the designation 
recommendations received from the Orlando Main Streets.

makes designation recommendations to the National Main 
Street Center.

monitors and assesses each coordinating program. assesses each local program’s ability to meet the national 
accreditation Standards of Performance through the 
completion of annual assessment document.
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DIGITAL PLATFORMS
 

OrlandoMainStreets.com 
The Orlando Main Streets website is a great resource 
for templates, calendar events, program updates 
and more information about your fellow districts.

Social Media 
Through Instagram and Facebook, our office 
highlights each district’s impact by sharing photos 
and inspirational stories. 
facebook.com/orlandomainstreets 
instagram.com/orlandomainstreets

http://facebook.com/orlandomainstreets
http://instagram.com/orlandomainstreets
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A CITY PROGRAM
 

The City of Orlando operates as a Main Street 
Coordinating Program under a contract with 
The National Main Street Center. The city pays 
a fee and must meet NMSC requirements to 
house the program. The City of Orlando 
designates and oversees local Main Street 
districts under this contract authority. The city 
provides each Orlando Main Street with annual 
funding that is matched by the districts to be 
used for operating, programming and project 
implementation.

Who Does the Main Street Director 
Report to? 
While the Main Street director will be 
accountable to many people, it is important 
for the director to know exactly who the direct 
supervisor is.  The Board of Directors has 
direct responsibility for the Executive Director. 
However, the Board President should be the 
one point of contact and communication to 
the Executive Director.

Main Street Budget
Main Street revitalization is the shared 
responsibility of both public and private 
sectors. Neither sector can – or should – 
support the revitalization initiative single-
handedly. Any organization, agency, or 
individual who might benefit from the district’s 
revitalization should consider investing in your 
program.

It is important to keep in mind that program 
funding is different than project funding. The 
program itself needs ongoing, annual funding 
to cover the costs for everything from postage 
to utilities. The program will undertake many 
projects over the years – everything from 
festivals to business assistance workshops. 
Funding for operations is most likely to come 
from government sources, corporations, and 
foundations, while funding for projects and 
programs will most likely come from pledges, 
memberships, special assessments, and 
earned income.

MAIN STREET’S ORGANIZATIONAL 
STRUCTURE

3

The organizational structure for each of our Orlando Main Streets is under the 
umbrella of a nonprofit organization. Each nonprofit is run by a local Board of 
Directors, who employ a full-time Executive Director. The local organizations 
operate an annual Memorandum of Agreement with the City of Orlando and are 
overseen by the Orlando Main Street Coordinator.



CHAPTER 3.  MAIN STREET’S ORGANIzATIONAL STRUCTURE  |  Pg. 15

Keep in mind that Orlando Main Streets recommends that 
all local programs have an assorted and diversified funding 
stream. Having this stream ensures the financial stability 
of your program, safeguarding that any change in funding 
from a primary source will not negatively impact the 
progress of your efforts in the community.

Main Street Committees and Task Forces
Main Street programs are traditionally built on the support 
of grassroots initiatives. As a catalyst for revitalization, 
good Main Streets realize that to be an agent of change 
they must elicit support from the entire community. This 
support typically comes in the form of volunteers serving 
on committees or task forces to help plan and execute 
projects or goals of the Main Street program’s annual work 
plan. While some Main Street programs still embrace the 
traditional four-point committee structure, we encourage 
you as the new director to find a balance that works best 
for you, your board of directors and your district.

Facebook groups can be a great way to interact and 
facilitate discussion with volunteers who are working 
together on a specific project. Google Docs, Trello or Asana 
Boards or Dropbox can be great ways to share relevant files 
and documents among group members.

It is important to keep in mind that a volunteer’s time 
is valuable. As a director you should help facilitate the 
dialogue between committee members and work with the 
committee chair ahead of time to make sure there is an 
agenda and goals outlined for every meeting. While some 
volunteers might be willing to serve on a committee for 
an indeterminate amount of time, others might prefer to 
work on task forces that are created to address short-term 
goals and objectives. Allowing volunteers the flexibility 
to roll on and off of committees and short-term task 
forces as desired can help prevent volunteer burnout and 
encourage new participation from untapped resources in 
the community.

NONPROFIT ORGANIZATIONS 
 

Not all nonprofits are created equal. While most people are familiar 
with the traditional 501(c)3 nonprofit designation, you may not realize 
that the Internal Revenue Code provides for many tax-exempt 
designations for nonprofit organizations. The two main designations 
that are traditionally used for Main Street programs are the 501(c)3 
and the 501(c)6. Both entities can be beneficial to the local Main 
Street program.

The table below outlines key differences between the two 
designations to help you as a director decide which one might be 
the better fit for your program’s needs. When in doubt, we always 
recommend that you consult an attorney with experience in tax 
exempt designations for any additional questions that may arise.

With the advancement of 
technology, volunteers and 
committee members no longer 
have to be in the same room to 
communicate and share ideas with 
each other.

501(C)3 501(C)6

donations are tax deductible as 
charitable contributions by donors 
on their tax returns

donations are not deductible as 
charitable contributions, though 
businesses may be able to deduct 
these expenses as advertising; 
dues may be deductible as a 
business expense

organizational requirements no requirements (or less stringent)

assets must be dedicated to 
charitable purposes

no requirements to dedicate assets

social activities must be 
insubstantial

social activity may be anything less 
than “primary”

legislative activity must be 
insubstantial or less than 20 
percent

there is no limit on legislative 
activity as long as it furthers 
the exempt purpose. legislative 
expenditures may limit the 
deductibility of dues

absolute prohibition against 
political activity

political activity permitted but 
taxed

must serve a public purpose can serve the business purposes of 
the members

must take care to generate 
enough public support to 
avoid classification as a private 
foundation

not an issue under the (c)6 
designation

eligible for low-cost nonprofit bulk 
mailing rate

not eligible for lowest bulk mail 
rate

exempt from federal income 
tax unless the organization has 
unrelated business income

exempt from federal income 
tax unless the organization has 
unrelated business income
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YOU GOT THE JOB, NOW WHAT?

As a new director, you may be both overwhelmed and 
excited by your new role within the community. However, 
as you become more familiar with your responsibilities, 
the responsibilities begin to pile up, so it is important 
to take advantage of this slow and gradual start by 
organizing yourself for success in the future.

Tasks to Accomplish within the First Three 
Months
Catch up on your community
Your first official duty as a new director begins long 
before you step foot in the Main Street office by 
familiarizing yourself with your new district. Many of 
the community’s reports can be found online or by 
requesting them from OMS.

Read your community’s Main Street 
Application
The Orlando Main Street application is available for 
review. New Directors joining a new or mature Main 
Street program would glean a lot from the information 
within that document.

Things like building and business inventory, historic 
properties, historic districts, donors, volunteers, etc. are 
all documented in the application and can be a great 
reference for years into the future. If your community 
does not have a printed copy of the report on hand, OMS 
may be able to make a copy for you to have.

Review OMS Director Manual
Shortly after becoming an Orlando Main Street Director, 
you’ll receive a New Director Manual complete with 
example documents, materials on OMS, and reports 

specific to your district. This is intended to be a living 
document that can be updated as you are provided 
additional materials on your community.

Tour your district and properties
Even if you are local walking into the director position, a 
tour of the district and surrounding community is always 
helpful. Familiarize yourself with the district and its 
relation to the following items: Schools, industrial parks, 
recreational parks, lakes or rivers, highways, commercial 
corridors, malls, Box stores, other traditional districts, 
airport or other modes of transportation, district lines, 
municipality lines, etc. 

You’ll also want to walk your district assessing the 
buildings and public infrastructure. This should give you 
a better sense of the resources you have in your district 
and the opportunities for improvement. While walking 
the district, bring a pad of paper or better yet a camera 
to document your findings.

Get to know your Neighbors
You’re the fresh new face in town so get out there 
and show it off. A little face time will go a long way 
in getting the program back to the top of mind for 
district stakeholders and begin to nurture those oh-so 
important relationships and partnerships.

Meet all business and property owners
Business and property owners are your main constituent 
group. Some public administration theory  recommend 
that you even view them as clients of your organization. 
Regardless of your school of thought, a solid foundation 
of strong relationships is necessary for them to utilize 
the services that your program offers, no less become 
lifelong volunteers.
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Begin to develop that relationship with one on one visits. The conversation should not be focuses on Main Street but 
on them as business and property owners. What are their struggles, what have been their successes, and what has been 
their experience in the past, and what do they see for district and their business in the future?

After several visits you’ll begin to develop relationships with district stakeholders and become the go to person for their 
district needs.

Have one-on-one meetings with all major funders, board members, and councilpersons
As the Main Street Director, you act as the face of the district. Many people’s relationship with the program is directly 
related to their relationship with you as the director. It is important in the early weeks of your employment with the local 
program that you begin to build those necessary relationships to show consistency and stability in the program and the 
future of the district.

Below is a list of people and organizations that we felt were top on the list. With this said, each community has unique 
needs and stakeholders, so be sure to take that into consideration when scheduling these introductory meetings.

• Municipality

• Mayor

• Council or Commission

• Planning Board or Commission President

• Economic Development Corporation Director

• City Manager/Village President

• Parks and Recreation Director

• Code Enforcement Officer

• Assessor’s Office

• Police/Fire Chief

• Department of Public Works Director

• Partnering Organization

• Chamber President

• Convention & Visitors Bureau Staff

• Library Director

• Local Community Foundation Director

• Historic Organization

• Service Organization

• School Superintendent

• Small Business Technology Development 
Representative

• Any organization hosting major events in the district

• Business Community

• All business owners

• Major property owners

• Any potential businesses that were being courted by 
previous MS director

• Existing business networking groups

• Funders

• Major sponsors

• All member businesses or organizations

• All donors



Pg. 18

Join local civic groups
In many communities, community leaders are often 
expected to join local civic organizations. This is 
a wonderful opportunity for the local Main Street 
program to demonstrate its partnership with these 
organizations and provide an outlet for giving updates 
and access to volunteers.

Many directors find themselves participating in local 
organizations outside of Main Street. It is important 
to choose how you volunteer wisely. As the face of 
the program, giving your time to other organizations 
by fundraising or soliciting for goods and services can 
often confuse donors and wear out your welcome for 
future Main Street related requests.

Attend council meetings and give updates to 
your Commissioner
City council meetings are a great opportunity to 
educate yourself and the organization and regular 
communication with leadership ensures that they 
know the successes that the organization is bringing 
to their community. Schedule yourself to provide an 
update to your City Commissioner/s on at least a 
quarterly basis. I often found coffee with individual 
council members when you are first hired is handy 
too. Developing those relationships can be helpful in 
the future when important district decisions are being 
made at the council level.

Compile stakeholder contact lists
Coordinated and timely communication is key and in 
the digital age, email has become the way to go. As 
you meet individuals and gather contact information, 
store it in a way that makes it a tool instead of 
another business card in the stack. Setting up your 
contact list with contact groups allows you to easily 
and quickly disseminate messages to key audiences 
when the need arises. For example, offering a new 
discount for member businesses only? Send a quick 
email to Member Contact Group. Received a report 
of counterfeit money being circulated in the district? 
Shoot a message to the District Business Owners 
Contact Group. Organizing yourself ahead of time will 
allow you to sort once early and work quickly later on.

Set Yourself Up for Success
Soon you will have emails, documents, contact info, 
and all other sorts of information coming through 
the Main Street office. If you organize yourself early, 
you’ll have a handle on it before it grows beyond your 
control. By setting up files and organizing processes 
for these things early you’ll find yourself being more 
effective later on.

Become a member of the National Main 
Street Center
One of the best resources to a Main Street community 
is the National Main Street Center. Their Members 
Solution Center offers a listserv, example documents, 
free webinars and more. Being a member is one of the 
10 Accreditation Criteria for Main Street Accreditation, 
but membership also provides continued education 
and support from Main Street peers all over the 
country. As a new director, spending some time 
reviewing all materials in the Solution Center will 
give you great background information on what is 
happening in the industry and what has worked in the 
past.

Set Quantifiable goals for yourself with the 
board president
Making good things happen in your district can be a 
moving target when you’re dealing with outside forces 
like business owners and city staff.  Though you may 
be filling your days with good work in the community, 
it can sometimes be difficult to translate to a volunteer 
board that doesn’t see you on a daily or even weekly 
basis. Many directors work with their board president 
to set up quantifiable goals that coincide with 
the organizational goals of the program. By being 
quantifiable, it makes your six month and annual 
evaluation much less of a guessing game for everyone 
involved. By developing these goals together, it allows 
both parties to communicate what is reasonable for 
the organization and the staff.

Job Shadow with nearby Director
One of the benefits of being part of Orlando Main 
Streets is the network of directors around the city, 
as well as Florida Main Street Directors. As a new 
director, you find a “buddy.” This is a director from a 
nearby district or community similar to your own that 
has been on the job and learned the ropes. Feel free 
to reach out to your buddy periodically and take the 
time to spend a day shadowing them. This is a great 
opportunity to see how directors manage relationships 
and communications with the city, partner 
organizations, businesses, and volunteers.

KEEPING IT ALL TOGETHER

In the early weeks of your position it seems that you 
have a mountain of materials to sift through, but as 
the position progresses, the papers seem to flood in. 
It is good to organize yourself early so that there is a 
strategy for managing the madness as projects and 
people draw your attention away from filing.
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Office
The Main Street office can quickly become Grand Central 
Station for people, ideas, paper, and equipment. Setting 
up an organized office that is both functional and 
inviting on a shoestring budget can sometimes seem 
impossible.

Setting priorities
Doing good in the district is a pretty tall order. There 
never seems to be a shortage of empty buildings, litter, 
people vying for your time. With all of these pieces of 
a successful district puzzle pulling your attention, it 
is important to be able to see the forest for the trees. 
Having specific priorities set at the beginning of the 
year will leave you with something to measure activities 
against. With each phone call, request, or unplanned 
project that pops up, you can ask yourself, does this get 
the program closer to its goal? Or does this align with 
the priorities the president and I have set for me? This 
can be especially helpful on those extra hectic days in 
the office where time is scarce.

Managing Time
After you’ve prioritized what needs to be done, then 
you can begin accomplishing the laundry list but in 
a way that allows you to create some work and life 
balance. Directors have come up with a variety of tricks 
to manage their time. Some have limited a two or three 

night a week rule where that this the maximum number 
of evenings each week they’ll allow for evening meetings. 
Others find small breaks throughout the day offer the 
most respite and allow themselves a walk, a cup of 
coffee outside, or a casual chat with staff when they’ve 
accomplished their three to five ‘got to get done’ items 
for the day. Whatever it takes to keep you driven and 
refreshed for another day and another challenge.

Active and Non-Active Files
You Main Street office will quickly become the 
clearinghouse for paperwork of all kinds. Documents 
and contracts from old projects and current projects, 
and projects you hope to one day take on. In an effort to 
tame the beast try organizing your files between active 
and non- active files. This could be separated between 
two filing cabinets.

As a project comes to an end and the final review is done 
by both the committee and the board, the file can be 
laid to rest in a non active filing cabinet for the next time 
you consider the project. These historical documents can 
be very helpful in updating a walking tour or resurrecting 
an old event, but doesn’t need to be cluttering up your 
immediate work space until then.

Only touch a document once
This may be one of the unattainable, yet always 
intended best practices for many directors. Once an 
attainable filing system has been put in place it is 
important to use it. Piles of papers not in their place can 
lead to a director having to do the same task several 
times over. Though it may require more investment 
on the front end, it will pay off down the road. If days 
become too crammed with meetings to be a good 
steward of your documents, try assigning a task every 
Friday to file and organize yourself. That way you only 
have to swallow the bitter pill of filing once a week and 
it prepares you for an organized start to the following 
week.

Get a good calendar and an eraser
In your position, you’ll be managing a variety 
of committees and sub committees and adhoc 
committees galore. Though you won’t be producing the 
projects, you will have an intimate knowledge of the 
activities by these groups, and a very full calendar. It 
will be important to find your system for keeping it all 
straight.

Office, Insurance, Equipment
If you haven’t noticed already, you’ll be spending a lot 
of time in the Main Street office so it is important that 
it is a place that you feel comfortable. Desks, storage, 
and other equipment should be set up to enable you 
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to be successful not an impediment. Though they may 
be larger investments, they are investments that will 
have long-term return. You’ll also want to ensure that 
your organization is carrying the appropriate insurance 
coverage. There are a variety of providers that can assist. 
You are also eligible for discounted insurance rates 
through your National Main Street Center membership.

BUSINESSES

Successful district business becomes the name of the 
game so being able to manage the businesses and the 
people behind the businesses, becomes very important.

Face time becomes a task
You get the most work done when you’re in your office 
uninterrupted, but the perception of you working in the 
district is you on the streets, which means face time 
is going to be critical to maintaining visibility for the 
program, and the positive perception of your impact 
and value in the district. Depending on the size of your 
district, meeting with every business on a monthly basis 
can become burdensome. Pencil this in just like any 
other task.

Never mail something that you could hand 
deliver
Similar principle as above, in order to maintain visibility 
look for opportunities to take yourself outside of your 
office. Whether it is delivering mail or taking meetings to 
district businesses or restaurants. The quick trip will help 
check off a few business visitations from your to-do list 
and will be a nice break in the day.

Keep notes of conversations in contacts
With all these visits there will be questions and 
comments and bits of information that will quickly get 
lost between the business and your office. To keep it all 
together, travel with a little pad and take notes as you 
visit each business. This will help you track the items 
you said you’d follow up on and notes on the business’ 
performance that may be helpful for future support.

This info can be stored in with each contact in the 
“Notes” section for future retrieval.

Business Intake Binder
As the program continues to establish itself as a 
resource for existing and potential businesses, you’ll 
likely have walk ins. These are people looking for 
information on how and where to start a business. 
Before this information ends up on sticky notes 
scattered all over your office, organize yourself with 
a business intake binder. This is a binder of blank 

worksheets of typical questions you’d like to ask the 
person. The worksheets can ensure you don’t miss 
gathering important information and help guide you 
on the best next steps for the potential business. Once 
complete, the sheets become a handy tool for follow up 
on a regular basis.

ROLES AND RESPONSIBILITIES OF A 
MAIN STREET DIRECTOR

Your Role in Main Street
With so many activities of the Main Street program it 
seems that the Director’s list of things to do can be 
never-ending. As director, the role can be a deceiving 
one and without clear roles and responsibilities within 
the organization, a director can become quickly burned 
out.

As a director the first responsibility is administrative. 
As a functioning professional office there are certain 
responsibilities that must be maintained. Day to 
day operations including office management and 
communications to the board of directors can seem 
monotonous but is necessary.

The second is public relations. As the director, you are 
the authorized spokesperson for the program and are 
charged with speaking out on behalf of the organization. 
Now it is important to keep in mind that this is only 
appropriate for topics and positions that have been 
approved by the board of directors, and not reflective of 
your personal opinion.

Third, is work plan coordination allowing the projects 
of the committees to move forward. This would mean 
assisting committee members in development and 
including any administrative tasks not necessarily 
considered by an average volunteer. From there, the 
director will assist with implementation. This does not 
mean doing the projects but being a resource to board 
and committee members, providing them the necessary 
information and assistance to be successful and then 
finally, evaluation of the final product as it relates to the 
board’s goals and objectives.

Finally, but definitely not least is volunteer 
management. This is the cornerstone of the director’s 
responsibility. As the director, you are the key chief 
motivator for all volunteers within the organization. 
You’ll also be directly responsible for utilizing the 
volunteer management system developed in partnership 
with the board and organization committee. This will 
include volunteer recruitment, training, communication, 
leadership development and recognition.
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Roles and Responsibilities
Nearly all tasks of a director can be easily classified 
among the three C’s; collaboration, communication, 
and coordination. We will review each one.

Communicate
Though it is the Organization Committee’s 
responsibility to assist with creating the 
communication tools, it is important that the Director 
is fulfilling his or her role as being the face of the 
program. Good written and verbal communication skills 
that are regularly reinforcing the work of the program 
will not only create value in the program, but in you as 
the director.

Communication will be with a variety of individuals 
but none more important than the district business 
and property owners. As a Main Street program, 
these are your clients and should be treated as such. 
Again, while the Organization Committee continues to 
communicate with this stakeholder group, the director 
can be supplementing this communication with regular 
e-updates and face-to-face time.

Collaborate
Though the Main Street program is equipped to 
provide a variety of services as it relates to the 
district, it doesn’t necessarily need to when there 
are opportunities for partnership with organizations 
already charged with parallel missions.

By assessing partnership and collaborative 
opportunities, you are reserving scarce resources but 
also clearly identifying each organization’s role in 
achieving a common goal. As a director, this sort of 
partnership building will be on you. This can be done 
through regional partnerships, regular participation in 
partner organization activities, open communication 
and clearly shared goals with roles and responsibilities.

Coordinate
Directors choose to coordinate projects or people. The 
directors who chose to coordinate projects get burnt 
out and resentful of an ineffective volunteer base. 
The directors who chose to coordinate people enjoy a 
support system of volunteers willing to do impactful 
work. The secret is being a leader or a doer.

As a leader of the organization you will act as a 
resource to the committees by attending meetings 
and serving as a liaison to city administration. You’ll 
connect the work of the committees to each other and 
other partnering organizations by connecting resources 
and shared opportunities.

No matter how strong the volunteer, everyone needs 
support to keep on track and keep the projects moving 
forward. Support can take the form of reminders, 
updates, and clear actionable items all the way to 
advice, example documents, and educational materials 
on the volunteer’s area of participation.

No matter what way you support the variety of 
individuals in your organization, do so with a cool head 
at all times. Smile when you speak and take a deep 
breath in when responding to a volunteer.

You do not…
For all directors, what you don’t do is nearly as 
important as what you do to help nurture leaders in 
your volunteer base. So below is a short primer on what 
not to do as a director.

Don’t create agendas and take minutes.  Committees 
should have the leadership within it to take on these 
tasks.  A volunteer willing to type up minutes as the 
meeting is occurring is an easy access point to a 
leadership position.  Creating agendas for committee 
chairs ensures a level of understanding by the chair 
of the work plans and activities of the committee. 
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Train each chair to read the work plans and use them to 
develop each month’s agenda. And don’t forget, even 
the best volunteer needs reminders. So take it upon 
yourself to email the committee chair reminding them 
of the need for an agenda sent in advance and offer 
assistance in identifying upcoming activities.

Carry out most of the tasks of the work plan. If you 
don’t have the volunteer base to execute the project, 
the board should have never approved the project. By 
committing your time to managing this project, you are 
neglecting developing volunteers to take on the project 
in the future, creating a never-ending cycle of disinterest 
in the program.

Never Report to Individual Board Members. As the 
director you work for the Board of Directors as a whole 
but answer to only the board chair. The board chair is 
elected to take on a variety of responsibilities including 
holding the director accountable for the performance 
expectations outlined by the job description and 
approved by all board members. By taking on individual 
activities, you may be undermining your board chair 
and neglecting other performance measures that will 
determine future compensation.

Never use language like “I” or “my”.  As the director, you 
are staff that serves the program, not owns the program. 
The committee volunteer serve at the pleasure of the 
board, just as you do. How you reference the volunteers 
is an extension on the value you place on them and 
language of ownership is an easy way to quickly alienate 
many.

Never take sides. It is important to not take sides 
politically, ever. Whether it is done on behalf of the 
program or not, people will view it as a direct reflection 
of the board, the program and the volunteers.

Key Communication
In all instances of communication, regardless of the 
stakeholder it is important to identify the need and 
benefit. Often when talking about the vision for Main 
Street it is explained in a very non-accessible way, using 
jargon, and exclusivity of “Main Street volunteers.” It can 
be hard to believe in our constant pursuit for volunteers 
that this sort of language may dissuade people from 
participating. Because of this, it is important to frame 
Main Street efforts that allows community members to 
identify the need, clear opportunities for involvement, 
and a vision that they can adopt as their own instead of 
mandated.

Norma Ramirez DeMeis of the National Main Street 
Center describes this as “Main Street with the 
community, as opposed to for the community.” 
Communication is only one step in creating this 
partnership. However, it can be a very important tool in 
your work as the Main Street director.

Crafting the Message
Now that you have identified the audience and thought 
about how they receive information, you can then think 
about what message should be crafted to communicate 
your point. The National Main Street Center put together 
a very helpful document outlining the benefits of Main 
Street broken out by different stakeholder groups.

For Property Owners
• Increased occupancy rates

• Rent stabilization or increase

• Increased property values

• Increased stability

• Reduced vandalism/crime deterrent
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• Assistance with tax credits, grants, loan programs, design 
and cooperative maintenance

• Communication medium with other property owners 

• Better image

• New uses on upper floors

For Local Residents and Consumers
• Enhanced marketplace (better shopping and the benefits of 

shopping locally)

• Sense of price in District

• Social/cultural activities

• Opportunities to keep kids in town

• Sense of hometown community

• Opportunity to participate/volunteer

• Better communication

• Political advocate

• Home values increase

For Retail Business Owners
• Increased sales

• Improved image

• Increased value of business

• Coordinated efforts between local businesses and 
franchises

• Quality of life

• Educational Opportunities (seminars and workshops)

• Increased traffic

• District marketing strategies

• (promotion and advertising)

• Better business mix

• New market groups District

• Community pride

• Have needs/issues addressed

For Service Business Owners
• Image building/improvement

• New/renewed/repeated exposure

• Increased variety of services

• Healthier economy generates new/more businesses

• Increased competition means more aggressive business 

styles

• Tapping leakage

• Increased population, new customers

• Improved image, creates new market

For Financial Institutions
• Community Reinvestment Act compliance

• Potential growth for loans, deposits, and other services 
(bank cards, financial services)

• Improved image and good will

• Survival of community, critical to bank success and 
economic stability

• Central location more cost effective

For Utilities
• Additional businesses

• Longer business hours

• More employees

• Healthy businesses feel freer to increase utility use

• Healthy economy causes community to grow

• Ensure quality in Main Street public

• Improvements

For Municipal Government
• Increased tax base

• More tourism

• Increased property values

• Increased number of jobs

• Better goals and vision

• Healthy economy

• Better services available

• Positive perception of District and community

• Better relations between local government and private 
sector

• Increased volunteer base for city

• Takes political heat, develops consensus for political requests

• Industrial recruitment

• Impetus for public improvements

• Grant solicitation

• Information resource for city leaders
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For County Government
• Increased public relations for county

• Viable District increases tax base

• Multiplier effect

• Viable District is a draw for industry

• Develops partnerships with city hall

• Builds pride Heritage preservation

• Alternative to redevelopment district

• Quality of life issues

• Help with parking issue

For Preservationists
• Main Street reinforces the common goals of preservation

• Increases coalition

• Increased awareness and credibility

• Education of public and group

• Improved public image

• Improved economic feasibility of preservation

No matter who you are talking to, there are some things to 
consider that ensure that your message is making the most 
impact.

The first is to consider if you are incorporating both tangible 
and intangible benefits of the program. Main Street 
often is accused of addressing the “fun” stuff of district 
development and historic preservation. This isn’t a fault of 
Main Street but in our inability to outline both the intangible 
benefits (quality of life, identify of the community, hub 
of arts and culture, gathering of the community) with the 
tangible (increase property value, net new jobs, net new 
businesses). Lean on your Monthly & Annual Progress 

Reports to do the heavy lifting and add the information into 
existing communications.

While some stakeholder groups respond better to 
quantifiable indicators of success as outlined above, others 
respond to anecdotal evidence of the impact that Main 
Street has made a single person in your community. These 
heartwarming stories aren’t hard to find. A testimonial from 
a new business owner or longtime volunteer can be a great 
way to create a connection among their peers.

A well written mission statement can evoke a strong 
response from its reader. Unfortunately, many mission 
statements are written in a very utilitarian way that 
alienates the typical Main Street volunteer with jargon 
and legalese. The author Simon Sinek says that the great 
companies in the world start their mission statements with 
why they do what they do, and then get into what they do, 
and how they do it. For example, leading with “creating a 
unique destination” or “vibrant district” may be the why.

Then you can explain what you do using what tools and 
tactics.

All communication, not matter the audience, should include 
a call to action. Great communication often engages and 
inspires but fails to provide the recipient of this information, 
an opportunity to participate. No matter the form, all 
communication should at the very least include a link to 
the website where volunteer and donation opportunities 
are clearly outlined. Just as a salesman looks to “close the 
deal,” Main Street Directors should seek to have the same 
mantra. 
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TRAINING AND EDUCATION 
 

Training is essential to your success as a Main 
Street director. A wide variety of training 
opportunities are provided by Orlando Main 
Streets and our partners at Florida Main Street. 
New directors are required to participate in a 
New Director Orientation, all District Exchange 
meetings, Main Street 101 and Board Member 
training within your first year. Additionally, you 
are highly encouraged to attend Florida Main 
Street’s Quarterly Meetings and Annual State 
Conference. We highly recommend that you 
seek out workshops, webinars and professional 
development opportunities that provide you 
with an in-depth learning experience in topics 
and concepts that may be less familiar. We also 
highly recommend that all directors attend the 
National Main Street Conference put on by 
Main Street America.

Main Street 101 
Main Street 101 is given over four different 
evenings; one for each of the Four Points. 

While the workshops are required for all new 
board members and Main Street directors, 
this training opportunity is a great educational 
experience for existing board members, city 
staff, elected officials and active volunteers 
as well. Our Main Street 101 courses introduce 
both you and your board members to the Main 
Street Approach.

Our staff focuses on the roles of both the 
director and board members, as well as 
key components to assist you in building a 
solid foundation for your program. Please 
make sure to check your training calendar, or 
orlandomainstreets.com and the Orlando Main 
Streets Facebook page for more information.

District Exchange Meetings
District Exchange meetings are short three-
hour training/networking opportunities that 
are traditionally held throughout the year in our 
districts. These meetings are planned by the 
directors and may encompass a presentation 
component, group activities, guest speakers or a 
roundtable discussion. This training is mandatory.

STANDARDS AND REQUIREMENTS 
FOR MAIN STREET PROGRAMS

4

While Main Street directors are accountable for an immense number of 
responsibilities and activities on a day-to-day basis, a few important 
components must be focused on throughout the year. Orlando Main Streets, 
in conjunction with the National Main Street Center, identified three areas of 
concentration that annual accreditation are contingent upon: training and 
education, quarterly reporting and annual assessment.
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Board Training and Education
All new board members are required to attend Main 
Street 101 training within their first 12 months of 
appointment. A well-educated and informed board 
makes the job of revitalization much easier. Having 
board members that are familiar with the Main Street 
Approach ensures that the director and board are 
working together and provides the director time to 
implement the annual work plan. Board members who 
attend training regularly are exposed to best practices 
and are better equipped to make decisions that benefit 
the entire community.

QUARTERLY REPORTING 
 

For districts to gauge their economic impact, it is 
important that we capture specific data in a timely 
manner.

Upon completion of this report, directors will receive 
an email showing receipt and approving the invoice for 
quarterly payment of city funds. We strongly recommend 
that you provide a copy of your program’s current 
quarterly report to your Main Street board of directors.

ANNUAL ASSESSMENT
 

A district that wishes to be eligible for national 
accreditation from Main Street America, must complete 
the Self-Assessment documentation provided by the 
National Main Street Center and submit it Using the 
online platform provided by the National Main Street 
Center

The Main Street America Community Self-Assessment 
Tool evaluates districts according to the National 
Accreditation Standards of Performance. These six 
standards, developed by the National Main Street 
Center (NMSC) provide guidelines on how Main Street 
revitalization programs should function and serve as an 
incentive for programs to operate more effectively.

National Accreditation Standards of Performance

1. Broad-Based Community Commitment to 
Revitalization

2. Inclusive Leadership and Organizational Capacity

3. Diversified Funding and Sustainable Program 
Operations

4. Strategy-Driven Programming

5. Preservation-Based Economic Development

6. Demonstrated Impact and Results

The purpose of Orlando Main Street’s annual year-end 
assessment is to recognize program accomplishments 
made during the calendar year, to address and discuss 
additional revitalization issues, and to eliminate barriers 
to achieving work plan goals and activities. It is not meant 
to be a qualitative ranking to compare your district’s 
revitalization and management activities with other 
programs, and no official “report card” will be issued. 
Main Street programs vary considerably in scope, staffing 
and available resources, so direct comparison between 
districts is not possible. Instead, this evaluation examines 
the effectiveness of the local Main Street district within 
its own context and outlines a level of activity the 
organization is prepared to undertake in the coming year 
to accomplish the overall goals and objectives.

The annual assessment is important for many reasons. 
Locally, the annual assessment can serve as an essential 
tool for tracking the progress of your current projects and 
goals. Assessments are also a great way to keep track of 
your activity for end-of-the-year reports.

At the end of each quarter, Main 
Street districts have 30 days to 
submit their information to the 
City Coordinating Program.
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The annual assessment is an opportunity for the local 
Main Street program to tell its story in a way that 
highlights its qualitative and quantitative impacts.

The annual assessment for each district must be 
submitted to the City Coordinating Program in January 
and will always be based on the information collected 
and implemented during the prior calendar year. 
Assessment forms should be submitted no later than 
seven days prior to the assessment meeting, so they 
can be thoroughly reviewed by staff. Annual assessment 
reviews are scheduled with the City Coordinator during 
the month of January.

After reviewing documents and conducting the 
on-site evaluation, Orlando Main Streets will make 
recommendations to the National Main Street Center 
regarding the appropriate designation for each district. 
The National Main Street Center will then accredit local 
programs based on these recommendations as long as 
they maintain an active membership with the National 
Main Street Center. The local Main Street program will 
receive feedback regarding its accomplishments, and 
staff can use this opportunity to address any areas that 
may need improvement.

OVERVIEW OF CITY REQUIREMENTS

The city requirements below must be met in order for 
participating communities to receive a designation from 
Orlando Main Streets. Districts that wish to use the Main 
Street America™ name must receive accreditation from 
the National Main Street Center. To be eligible for 
national accreditation each program must meet all of 
the city requirements, listed here, and maintain an active 
membership with the National Main Street Center. To 
check on your organization’s current membership status 
email the National Main Street Center staff at 
membership@mainstreet.org.

Staff
 ❏ Provide OMS with official point of contact

 ❏ Paid professional staff, dedicated office space, 
phone number and email address for main 
street director

Training And Education
Must send new directors and board members to

 ❏ Main Street 101 training within the first year

 ❏ Participate in ongoing director training and 
district exchange meetings

Reporting and Annual Requirements
 ❏ Must sign annual memorandum of agreement

 ❏ Must complete quarterly reports

 ❏ Complete and submit program’s annual 
assessment and schedule evaluation meeting 
for January

 ❏ Have an annual work plan

 ❏ Programs must meet the national accreditation 
Standards of Performance as outlined by the 
National Main Street Center.
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Good work plan development is one of the 
most important building blocks of your 
organization’s foundation and your local Main 
Street program’s success can be unnecessarily 
compromised if your foundation is not well 
developed and stable.

Building a solid foundation in the early years 
of your program will not only help you, as 
a director, reach your full potential but will 
also result in a better district as a whole. The 
challenge that most new directors face is not 
having enough patience to see this process 
through in a comprehensive and strategic 
way. By taking the time to develop a clear and 
detail-oriented work plan for your Main Street 
district, you will set yourself up to accomplish 
substantial revitalization initiatives in a 
measured and meaningful way.

Once created, this document will help guide 
you, the board, and your volunteers through a 
series of projects and tasks that will ultimately 
lead to the success and the revitalization of 
your historic district.

COMMUNITY VISIONING 
SESSION

A community visioning session provides the 
local Main Street program an opportunity to 
invite a diverse and varied representation of 
the public to participate and contribute ideas 
and recommendations to help craft the work 
plan. While the size and scope of the 
community visioning session will vary from 
district to district, the purpose it plays in work 
plan development remains the same. The 
ideas expressed here will serve as a framework 
for you, your board of directors and your 
district for years to come.

One of the most important things to keep in 
mind when planning a community visioning 
session is that these meetings should be used 
to gather feedback and information, while 
serving solely as a listening session. It can 
at times be both exciting and frustrating for 
you, as the Main Street director, and the board 
to hear the good, the bad and the ugly truth 
about the local perceptions of Main Street. It is 
important, though, to consider that different 
people bring different perspectives, and all 

5
At this point we know that main street organizations consist of volunteers, 
business owners and community stakeholders, all equally invested in seeing 
the success and revitalization of your neighborhood’s commercial district. Your 
team’s success will be determined by two key components: your leadership 
abilities and your organization’s ability to create and follow a comprehensive 
strategic plan. A main street strategic plan is developed through community 
visioning, a board planning session and an annual work plan.

STRATEGIC PLANNING
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opinions are valuable. Keep in mind that not everyone 
who wants to participate in your community visioning 
session is able to do so. With that in mind, it can be 
helpful to provide additional avenues for public input 
and feedback, such as an online or printed survey.

Set an Agenda
One of the most important factors that will drive 
participation in your visioning session is your 
agenda. It will help guide your meeting and ensure 
engagement, effective communication and efficient 
time management. It is important to work with the 
board of directors to select the topics and subjects to be 
discussed, the role they will play in the presentation and 
the overall time and flow of the event.

When in doubt, we recommend pre-approving your 
agenda with Orlando Main Streets staff. Their feedback 
on the tentative agenda items can help keep the 
discussion on track with a positive and constructive 
focus.

Take time to identify any potential issues or topics that 
might become controversial so that you have adequate 
time to put safeguards in place to address these 
concerns.

Once your agenda has been set, prepare handouts, 
reports or presentations that can assist in effectively 
communicating your message and agenda during your 
meeting. All printed publications should be of high 
quality and visually attractive to draw the attention and 
interest of the audience.

We recommend that you provide materials for citizen 
groups with special needs, such as language translation 
or larger print. Make sure that text and graphics in 
PowerPoint or other displayed presentations are large 
enough to be read by everyone in the room.

Don’t forget a microphone if your meeting will be in a 
larger space.

We also recommend that you provide a sign-in sheet. 
This is a great opportunity to provide attendees a chance 
to express interest in volunteering for future events.

Name tags for attendees can encourage group dialogue 
and social networking between participants.

Who Should Be Invited?
When planning your visioning session, it is important to 
identify your target audience and stakeholders whose 
input will be valuable to the Main Street program. While 
deciding what groups and organizations to reach out to 
about participating, consider which potential partners 

and stakeholders the Main Street program is most likely 
to work with in the upcoming year. Think about whose 
input is important for creating a vision for your district 
and make sure that you seek out and include under-
represented groups in your community.

Some examples include:

• Local residents

• Chamber of Commerce    

• Mayor and City Council

• Downtown business owners    

• Downtown property owners    

• Civic clubs

• City/County development authorities    

• Convention and visitors bureau

• Local churches    

• Tourism board

• Planning or zoning board    

• Planning commission

• Regional commission staff

• Local merchants and business associations

• Current and potential Main Street volunteers    

• Historical/preservation society

• Local financial institutions

• Historic preservation commission    

• City staff

• Local media

When Should We Meet?
Meetings should be held at a time that is most 
convenient to the public, keeping in mind that we 
want to encourage the greatest number of participants 
possible. If your community’s population is greater than 
15,000, you might want to consider holding multiple 
meetings or smaller focus groups, at different times 
and on different days, to encourage more participation 
from the greater community. If you are planning to 
host your visioning session during the evening hours, 
it can be valuable to provide childcare options, as well 
as complimentary food and beverages, to encourage 
attendance.
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Where Should We Meet?
The location of the meeting space is extremely 
important. The community visioning session should be 
held in a publicly- accessible location whose facilities 
meet ADA standards.

When selecting a location, you want to consider 
a space that is comfortable and large enough to 
accommodate your projected number of attendees. If 
you are planning to use technology, make sure to select 
a space that can accommodate all your needs. Ensure 
that there is adequate parking or close access to public 
transportation for all attendees, and make sure to arrive 
early on the day of the event to confirm that the room 
has been set up properly to meet your specifications and 
needs.

Note how seating is arranged in the room. Consider if 
the room setup is favorable to participation. The seating 
arrangement will depend on the number of attendees, 
but if you will be giving a presentation, make sure that 
the room is set up so that everyone can easily view the 
presenter’s screen.

Meeting Spokesperson
Ideally, the meeting spokesperson should be the Main 
Street director or a member of the board. It is important 
for the spokesperson to be a person who is effective at 
public speaking, presenting information before groups 
and communicating with the media. A spokesperson 
should be able to help facilitate dialogue and direct the 
conversation and feedback from all participants. Keep 
in mind that as the spokesperson, you should remain 
unbiased at all times and stay open to all topics of 
conversation. A good spokesperson never gets defensive 
and understands that this is an opportunity to listen, not 
to solve problems.

Technical Experts
When organizing this event, consider inviting 
representatives from both the city and board of directors 
so that they may address any potential conflicts, 
questions or issues that may arise throughout the 
course of the event. Be patient, and keep in mind that 
just as citizens don’t see city and county lines, they 
also don’t see organizational boundaries. Be aware 
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that ideas and topics brought up during the meeting 
may fall into categories that are beyond the scope, 
reach or responsibility of the Main Street program. 
Having representation from community organizations 
and elected officials will allow the spokesperson 
the opportunity to address any matters beyond the 
traditional role of the Main Street program.

Advertising and Marketing
Effective advertising of your visioning session will help to 
ensure good attendance for your meeting. The meeting 
date(s) should be set and advertised throughout the 
community (including the business community) at 
least 30 days prior to the meeting. Directors should 
work with the local media to publicize the event and 
encourage media attendance at the meeting. Meeting 
announcements should be advertised in multiple 
media outlets including print and radio in order to 
reach a larger portion of the community. Social media 
and online resources can be a great and inexpensive 
way to promote and market your upcoming meeting. 
A Facebook group or website can be created for easy 
access to relevant materials and provide a simple 
process of collecting feedback. Meeting schedules, 
agendas, minutes and links to other important 
information should be available on these sites.

BOARD PLANNING SESSION

Now that you have gathered community input, it is time 
to sit down as a board to discuss the feedback received. 
This is best done through a board retreat or planning 
session. During the board retreat the Main Street director 
and fellow board members will have the opportunity 
to discuss and plan for the future direction of the Main 
Street program. In preparation for this retreat the Main 
Street director should pull together historical documents 
including master plans, community surveys, historic 
resource studies and even prior work plans so that 
patterns, trends or gaps in services can be identified and 
addressed.

While we recommend that the Main Street director 
serve as the facilitator for the community visioning 
session, Orlando Main Streets recommends that you 
consider bringing in a professional meeting facilitator 
to help enable dialogue and discussions during your 
board retreat. Meeting facilitators can often say things 
that need to be said and ask questions that can lead 
to deeper probing and reflection. In certain situations 
directors may feel uncomfortable voicing their opinions 
for fear of possible retaliation or hurt feelings; a meeting 
facilitator can help alleviate these concerns.

Setting Goals 
During the board planning session, the board and 
director should identify areas of focus for the next one 
to two years. When working to develop an annual plan of 
work, we want to make sure that we approach downtown 
development and revitalization with a wide-angle lens. 
Earlier in this handbook, you learned about the Main 
Street Approach and the role that the four points can 
have in creating a balanced and harmonious downtown. 
Now we want to make sure that we are thinking about 
the big picture by asking ourselves the following 
questions.

Will what we are doing or proposing…

• Be good for the district?

• Be good for the businesses?

• Complement our program’s vision and mission?    

• Positively impact the community?

• Be fair to all concerned?

• Negatively impact any of our key partners and 
stakeholders?

If you can answer yes to the first five of the above, then 
what you are proposing is most likely on the right track. 
Keep in mind that Main Street cannot be everything to 
everyone. While it is important to make sure that we are 
serving the greater good, it’s just as relevant to ensure 
that we remain effective and focused in our efforts.

SWOT Analysis
One technique that can be used to help focus your 
organization is a SWOT (Strengths, Weaknesses, 
Opportunities and Threats) analysis. The analysis 
is a simple but useful framework for analyzing your 
organization’s strengths, weaknesses, opportunities and 
threats. Done correctly it can help you as an organization 
focus on your strengths, minimize threats and take the 
greatest possible advantage of opportunities available 
to you.

To complete your own SWOT analysis internally you 
should ask yourself these questions, and keep in mind 
that when carrying out your analysis, you should be both 
realistic and rigorous with your answers.

Summing it all up: Once all the participants have 
completed their organizational SWOT analysis, ask them 
to share their responses. Assign someone to keep track 
of common themes and comments repeated throughout 
the process. Once everyone has shared, ask the group 
to vote on the ideas they believe most reflect your 
organization. Tally the votes, and then work as a group 
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to tackle the core issues identified through this process. 
This consensus will help provide your organization with 
a compass when trying to decide what direction to move 
in.

THE ANNUAL WORK PLAN

The program’s annual work plan should reflect the 
organization’s major priorities and goals for the next 
one-to-two years. It should serve as a framework for 
the goals, projects, programs and tasks that need to be 
undertaken to accomplish the transformation strategies 
identified during the board retreat. A well-developed 
work plan will include measurable goals with necessary 
objectives identified to accomplish each goal. Each 
individual task should have ownership either by an 
individual, a board member or a committee and should 
lay out the desired time frame for accomplishing each 
objective.

Understanding how many steps it will take to complete 
a project can help you as a director identify the resources 
needed and potential partners necessary to execute your 
plan. Good work plans have benefits beyond organizing 
work. They are a useful public relations tool and 
should be posted on your website and shared with the 
public to help educate the community regarding your 
organization’s purpose.

The Main Street director should ensure that the 
organization does not take on activities that do not 
serve the purpose of supporting the program’s overall 
mission and work plan. With limited time and resources 
available to complete the program’s outlined goals, the 
work plan must remain focused and timeline oriented. 
It is easy to get sidetracked by “great ideas” and “can’t 
miss opportunities.” As the Main Street director, you will 
want to make sure that your organization remains open 
to new ideas while remaining optimistically cautious in 

evaluating the time, money and resources that may be 
diverted away from the existing work plan.

Work plans are a crucial budgeting tool that can help 
assist the director in managing the budget, sponsorship 
and fundraising opportunities. It is also important to 
measure the impact, both quantitative and qualitative, 
of the projects and programs put in place by the annual 
work plan. Nothing builds more credibility for a Main 
Street organization than being able to report back the 
program’s annual work plan accomplishments at the 
end of the year.

We recommend tracking:

• The sources from which funding was received and the 
amount.

• The dollar value of all media exposure (even if it was 
donated in-kind).

• The return on your investment for all projects and 
events, taking into account staff’s time, salary and 
benefits when measuring your investment as related 
to your return.

• The number of successful partnerships. (Identify 
organizations with whom you collaborated and 
identify for what project the collaboration occurred.)

• Volunteer hours.

Your program’s track record in accomplishing work plan 
goals and objectives can have a direct impact on your 
organization’s success in appealing for continued or 
increased support from your local government or other 
community stakeholders. Main Street programs that 
can demonstrate the visual impact of their projects are 
more likely to gain future support from businesses, the 
community and elected officials.
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The way a Main Street program makes itself 
financially sustainable can vary from district to 
district. While there are many different avenues 
to achieve financial independence, we typically 
see the items listed here used most frequently 
in local programs.

• Membership

• Hotel-motel tax

• Special event revenue

• Special tax district (BID, NID, CRA)    

• Donations and sponsorships

• Grants

• City governments

• County governments    

• Chamber

• Convention and visitors bureau

The City of Orlando however, has set aside 
annual funding for each Main Street District to 
assist with staffing and programming. These 
funds are in essence “seed money” to get new 
programs started and well established. As 
programs learn the Main Street Approach and 
grow, so will the portion of their budget that is 
earned by the district.

The city funds are appropriated funds for the 
period commencing October 1 and ending 
September 30 of each fiscal year, in an 

PROGRAM FUNDING FOR MAIN 
STREET DISTRICTS

6

amount up to $60,000.00 to be administered 
and disbursed to each district solely for the 
purposes set forth in the memorandum of 
agreement. Under the terms and conditions 
of the MOA, the city agrees to match the 
total amount of funds raised by the district 
in each quarter.  Payments shall be made to 
the district on a quarterly basis and shall be 
contingent upon the following:

1. Receipt and approval by the city of a 
quarterly report as specified in Section 
II, paragraph 10 of the MOA indicating 
the total amount of funds raised by the 
district in that quarter;

2. Receipt and approval by the city of a 
copy of the district’s Profit and Loss 
Statement run from the district’s 
accounting system for the inclusive 
dates of that quarter and signed by the 
district’s treasurer, accountant, or other 
financial representative;

3. Receipt and approval by the city of a 
copy of the district’s bank statement 
indicating deposits for the city’s 
matching share invoiced during that 
quarter;

4. Receipt and approval by the city of a 
quarterly invoice indicating the city’s 
matching share for that quarter;

5. The district’s continued utilization of 
the Main Street Four Point Approach 
and Guiding Principles with a goal of 
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achieving National Main Street Accreditation 
annually;

6. The district’s compliance with the terms and 
conditions of the agreement; and

7. The district’s continuing faithful and timely 
performance of all of the provisions of the MOA.  

All invoices must be submitted to the city for this fiscal 
year no later than September 30th.  The city’s total 
annual contribution to the district shall not be less than 
$30,000 and not more than $60,000.  In addition to 
cash, competitive grants from other city programs that 
require submittal of a written application and that are 
awarded to the district may be calculated in the district’s 
quarterly fundraising amount.  

City of Orlando Mayor’s Matching Grants
Main Streets districts are also eligible for the Mayor’s 
Matching Grants. The Mayor’s Matching Grant Program 
was implemented in 1994 to partner with neighborhood 
associations, schools and non-profit organizations 
to fund projects which address neighborhood needs, 
improve education and build community pride. The 
Mayor and City Commissioners believe in the power 
and creativity of its citizens to address challenges, build 
communities and develop relationships with fellow 
neighbors, community partners and local businesses 
through the Mayor’s Matching Grant Program.

Grant funds are available bi-annually, with awards 
ranging from $1,000 to $10,000. Requests may be 
made in increments of $500. To learn more about the 
Mayor’s Matching Grants, please see the city’s website 
for more information: cityoforlando.net/oca/mmg
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RESOURCES
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Main Street District Responsibilities:

 Make sure signed Agreement in place with OUC 

 Submit City of Orlando Banner Form to Orlando Main Streets Coordinator

 All artwork for banner/banner bibs is approved by the Main Street Administrator 

* ALL changes must be approved *

Include all below:

 Photo/Drawing of banner with dimensions, materials, and all verbiage clearly labeled 

 Approval

 Photo/Artwork of sponsorship bibs

 Approval & Letter of Determination

 Map showing locations 

 List of poles by location and asset numbers (located on a metal tag on the pole)

 Info on mounting brackets (include specifications)

 Information on Installer, including copy of Insurance Certificate for Installer

 Insurance Certificate for Main Street District

 Insurance Certificate for the installer (include contact information)

 Get Planning Official Signature

 Completed Exhibit A for OUC

Please send all information to: OUCPermit@ouc.com and Orlandomainstreets@orlando.gov  

 For banner removal:

Submit a completed Exhibit “B” to OUCPermit@ouc.com and or Orlandomainstreets@orlando.gov

 For Banners within FDOT Roadways, send to:

FDOT-District 5 - Orlando Operation Center
420 W. Landstreet Rd.
Orlando, FL. 32824
Fax 407-858-6128 Office 407-858-5900

BANNER PROGRAM CHECKLIST

mailto:OUCPermit%40ouc.com?subject=
mailto:Orlandomainstreets%40orlando.gov?subject=
mailto:OUCPermit%40ouc.com?subject=
mailto:Orlandomainstreets%40orlando.gov?subject=
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City of Orlando Responsibilities 

 Banner content acceptable 

14.5’ plus  banner height = total height over roadway. Acceptable?    

9.5’ plus  banner height = total height over roadway. Acceptable?   

OUC Responsibilities

 Review insurance certificate for Main Street –Risk Management (Joint Use)

 Review insurance certificate for installer –Risk Management (Joint Use)

 Review suitability of poles (Engineering)

 Obvious problem with installer (Engineering)

 Obvious problem with mounting Hardware (Engineering)

 Banner size acceptable (Engineering)
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1. Contact Donald Chance, Sanitation Section Supervisor, at donald.chance@orlando.gov and inquire about availability 
of a dumpster for painting. Note: Solid Waste Division no longer provides primed dumpsters; priming the dumpster for 
painting will be the responsibility of the district.

2. Once a dumpster is available, follow the typical process for murals to get the artwork approved by Orlando Main Streets. 
Same rules will apply:

The artwork must be:

a. Hand rendered by an artist (paint, mosaic, etc.).

b. A unique, non-copyrighted image (i.e.. the image doesn’t exist anywhere else).

c. Less than 5% of the area devoted to text (includes “tags”, which are graffiti signatures).

d. Allowed to have a 5% area devoted to text/logo.

You will need: 

a. Permission of the Property Owner – Letter

b. Get application from City Planning – Planning Official determination

c. $50 Fee

d. E-mail application to cityplanning@cityoforlando.net and cc: orlandomainstreets@orlando.gov 

e. Upload application, photo example of dumpster, picture of the concept from artist, include a description of the art, 
and all artist contact information.

Note: Planning will happily include approval on a letter for multiple locations under one application, provided 
that the district receives permission of each property owner. To submit in this fashion, send all property owner 
permission letters and artwork in as one application. 

3. Once approved, forward approvals to Kevin Hoolihan to schedule dumpster delivery.

Commercial Recycling

The City of Orlando can assist any business looking to start a new recycling program or improve an existing one.  The City 
will assist with tailoring a recycling program that best fits the needs of the business.  By implementing recycling, a business 
can often save money on its overall solid waste bill. Please request a recycling consultation here: 
orlando.gov/Trash-Recycling/Start-Commercial-Garbage-or-Recycling-Service

DUMPSTER ART

Rev. 07/22/24

http://orlando.gov/Trash-Recycling/Start-Commercial-Garbage-or-Recycling-Service
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 Check for eligibility – Confirm with Kyle Reynolds or Jacob Ballard whether the building is eligible for a mural and the 
location of such prior to applying for the mural permit.

Include all below:

 Location

 Side or rear of a building.

 Approval may be allowed on the front of a building in Main Streets (a sheer wall, etc).

 Not located in an Historic (/HP) or an exclusive Residential District (R-X).

 Industrial properties located on Premium Transit lines (Lymmo or SunRail).

 The artwork must be:

 Hand rendered by an artist (paint, mosaic, etc).

 A unique, non-copyrighted image (ie. the image doesn’t exist anywhere else).

 Less than 5% of the area devoted to text (includes “tags”, which are graffiti signatures).

 Allowed to have a 5% area devoted to a sponsor.

 Not cover any architectural details of a building, windows, doors, etc.

 Height and Wall Limits (pick one):

 Up to 15-ft tall – allowed on 100% of the wall

 Up to 30-ft tall – allowed on 50% of the wall

 Up to 60-ft tall – allowed on 25% of the wall (over 60-ft not allowed)

 Permission of the Property Owner – Letter

Complete online application from City Planning – Planning Official determination

 You will need to upload the following: 

• Permission of the Property Owner – Letter (when 
applicable)

• The dimensions of the mural (height x width)

• The percentage of the wall the mural covers

• A photo of the wall where the mural will be 
located

• A concept sketch of the proposed mural 
(.jpg, or .pdf)

 $50 Fee at the time of the Application

Once Planning processes the application, you will receive an email approval letter, which serves as the permit. Painting can 
begin at that time. 

If you have any questions, please contact Jacob Ballard, Jacob.ballard@orlando.gov or orlandomainstreets@orlando.gov 

ARTISTIC MURAL PROGRAM PROCESS

Rev. 07/22/24

https://orlando.opencounter.com/permits/mural-permit
mailto:Jacob.ballard%40orlando.gov?subject=
mailto:orlandomainstreets%40orlando.gov?subject=
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Utility cabinet art located within City limits must be approved by the City of Orlando through an application process and 
legal agreement.  In addition, cabinets that are in Florida Department of Transportation right-of-way must go through a 
Community Aesthetic Feature application process with FDOT and obtain an additional agreement from FDOT.  Agreements 
with both the City and FDOT will have an end date and must be renewed as they expire.  If original cabinet art was installed 
before 2018, it is considered “grandfathered in” per FDOT and renewed agreements will not need to go through FDOT’s 
Community Aesthetic Feature process; these cabinets will only need to renew their agreement with the City.  Outlined below 
are the steps for obtaining agreements to install new art on cabinets in the City right-of-way, obtaining agreements for new 
art on boxes in FDOT right-of-way, renewing agreements in City right-of-way, renewing agreements in FDOT right-of-way 
that are grandfathered in, and renewing agreements in FDOT right-of-way that are not grandfathered in.

New Utility Cabinet Art in City Right-of-Way

1. Main Street will contact the Main Street Coordinator to request Traffic Control Cabinet Artwork 

2. Main Streets Coordinator will contact Traffic Studies to inquire about the availability of cabinets 

3. Traffic Studies will verify that cabinets are available and that there is no expected work planned on cabinets 

4. Traffic Studies will contact Main Street Coordinator  

5. Main Street Coordinator will contact the Main Street and inform about availability 

6. Main Street will send mock-up of art to Main Street Director 

7. Main Streets Coordinator will approve/disapprove art

a. If approved, Main Street Coordinator will forward information to Traffic Studies Main Street

b. If not approved, Main Street Coordinator will inform the Main Street of needed changes 

8. Once art is approved, Main Street will send proof of liability insurance to Traffic Studies 

9. Traffic Studies will send the Main Street’s application package (including approved art and liability insurance) to City 
Legal

10. City Legal will draft agreement (VARA waiver included) and send the agreement to Traffic Studies 

11. Traffic Studies will review and send the agreement to the Main Street for signature 

12. Main Street will sign agreement and send back to Traffic Studies 

13. Traffic Studies will sign the agreement and send the agreement to City Clerk’s Office 

14. City Clerk’s Office will send the executed agreement to Traffic Studies 

15. Traffic Studies will draft the Notice to Proceed and send both the Notice to Proceed and the executed agreement to 
the Main Street

UTILITY CABINET ART
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16. Main Street will notify Traffic Studies of when the project will take place

17. After one year, Traffic Studies will contact the Sponsor for liability insurance renewal 

18. Main Street will need to renew its liability insurance annually, per the term of the agreement

New Utility Cabinet Art in FDOT Right-of-Way

1. Main Street will contact the Main Street Coordinator to request Traffic Control Cabinet Artwork

2. Main Streets Coordinator will contact Traffic Studies to inquire about the availability of cabinets

3. Traffic Studies will verify that cabinets are available and that there is no expected work planned on cabinets

4. Traffic Studies will contact Main Street Coordinator regarding availability

5. Main Street Coordinator will contact the Main Street regarding availability

6. Main Street will send mock-up of art to Main Street Director 

7. Main Streets Coordinator will approve/disapprove art

a. If approved, Main Street Coordinator will forward information to Traffic Studies Main Street

b. If not approved, Main Street Coordinator will inform the Main Street of needed changes

8. Once art is approved, Main Street will send proof of liability insurance to Traffic Studies 

9. Traffic Studies will send the Main Street’s application package (including approved art and liability insurance) to FDOT  

10. FDOT will draft the Community Aesthetic Feature (CAF) agreement and send the agreement to Traffic Studies 

11. Traffic Studies will sign the agreement along with City Legal and City Clerk’s office 

12. Once agreement is signed, Traffic Studies will send the agreement to FDOT for execution

13. FDOT will send the executed agreement and a Notice to Proceed to Traffic Studies 

14. Traffic Studies will send the Main Street’s application package (approved art and liability insurance) to City Legal  

15. City Legal will draft agreement (VARA waiver included) and send the agreement to Traffic Studies 

16. Traffic Studies will send the agreement to the Main Street for signature 

17. Main Street will sign agreement and send back to Traffic Studies 

18. Traffic Studies will sign the agreement and send the agreement to City Clerk’s Office 

19. City Clerks Office will send the executed agreement to Traffic Studies 

20. Traffic Studies will draft the Notice to Proceed and send both the Notice to Proceed and the executed agreement to 
the Main Street 

21. Main Street will notify Traffic Studies when the project will take place and Traffic Studies will inform FDOT this date 

22. After one year, Traffic Studies will contact the Sponsor for liability insurance renewal 

23. Main Street will need to renew its liability insurance annually, per the term of the agreement

Cabinet Art Agreement Renewal – City Right-of-Way

1. Cabinet Art Agreement term is 3 years; after this time, agreement must be renewed

2. When term of agreement is approaching, Traffic Studies will contact Main Street Coordinator

3. Main Street Coordinator will notify Main Street

4. Main Street must decide to renew agreement or not

a. If Main Street decides to renew, they will provide an application package consisting of all existing art, cabinet 
locations and descriptions, as well as proof of liability insurance to Main Street Coordinator and Traffic Studies; 
they will then follow steps 9-18 listed above for cabinets in City right-of-way   

b. If Main Street decides not to renew the agreement, the Main Street will remove the art and/or the City will paint 
the cabinet black
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Cabinet Art Agreement Renewal – FDOT Right-of-Way: GRANDFATHERED

1. Cabinet Art Agreement term is 3 years; after this time, agreement must be renewed

2. When term of agreement is approaching, Traffic Studies will contact Main Street Coordinator

3. Main Street Coordinator will notify Main Street

4. Main Street must decide to renew agreement or not

a. If Main Street decides to renew, they will provide an application package consisting of all existing art, cabinet 
locations and descriptions, as well as proof of liability insurance to Main Street Coordinator and Traffic Studies; 
they will then follow steps 9-18 listed above for cabinets in City right-of-way  

i. Grandfathered cabinets (those painted prior to September, 2018) do NOT need an FDOT CAF agreement

b. If Main Street decides not to renew the agreement, the Main Street will remove the art and/or the City will paint 
the cabinet black

Cabinet Art Agreement Renewal – FDOT Right-of-Way: NOT GRANDFATHERED

1. When term of agreement is approaching, Traffic Studies will contact Main Street Coordinator

2. Main Street Coordinator will notify Main Street

3. Main Street must decide to renew agreement or not

a. If Main Street decides to renew, they will provide an application package consisting of all existing art, cabinet 
locations and descriptions, as well as proof of liability insurance to Main Street Coordinator and Traffic Studies; 
they will then follow steps 9-23 listed above for cabinets in FDOT right-of-way

b. If Main Street decides not to renew the agreement, the Main Street will remove the art and/or the City will paint 
the cabinet black

The City Attorney’s Office will draft the agreement to allow art on the requested traffic signal 
cabinets. We need the following information to prepare the agreement: 

1. The sponsoring organization’s legal name:  

2. The sponsoring organization’s legal address:  

3. The description of the cabinets to be painted:  

4. Organization contact person:  

• Name:  

• Address:  

• Phone number:  

City Attorney’s Office will prepare the agreement as soon as they receive the information. Let me know if you have any 
questions. 

Cabinets to be painted and detailed description of the art:
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ORANGE COUNTY

If the property, right-of-way, graffiti, or other infraction is in 
the Orange County jurisdiction, please call 311 and make a 
report. This is the County’s system for ensuring there will be 
follow up.

REPORT GRAFFITI

Online: orlando.gov/Report-a-Problem/Report-Graffiti

Phone: 407.254.GRAF (4723)

Email: graffiti@orlando.gov

STREET LIGHTS, TRAFFIC LIGHTS, 
AND STOP SIGNS

Street Lights: OUC-407-737-4222

Traffic Lights: 407-246-2020

For traffic issues: Orlando-traffic-concerns@orlando.gov

http://orlando.gov/Report-a-Problem/Report-Graffiti 
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EXHIBIT A – For use when adding banners

Application and Permit for Attachment(s) to OUC Poles

District:  

Date:  

Applications must be submitted in Duplicate

In accordance with the terms of Agreement dated                                     , 20       , application is hereby made for MSD to make 
attachment(s) to the following pole(s), to be completed within                            days:

Location:  

Bracket/Banner Description:  

 

 

Proof Of Insurance:  

Installer Information:  

If greater than five banners, Use Separate Pole Attachment List (next page) 

# Pole/Asset # Street Address/Location Street Light Distribution

1

2

3

4

5

By  

Title  

 

License granted                                     , 20       .

By  

Title  

OUC Inspection of New Attachments Previous Attachment Total                  

By                                                Number of Attachments Added                   

Date                                            New Attachment Total                  

Pole Banner Application
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ADDITIONAL SHEET FOR POLE LISTS 

# Pole/Asset # Street Address/Location Street Light Distribution

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27
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EXHIBIT B – For use when removing banners

Notification of Removal of Licensee Attachment(s) From OUC Poles

District:  

Date:  

Applications must be submitted in Duplicate

In accordance with the terms of Agreement dated                                     , 20       , application is hereby made for MSD’s removal of 
attachment(s) to the following pole(s), to be completed within                            days:

Location:  

If greater than five banners, Use Separate Pole Attachment List (next page) 

# Pole/Asset # Street Address/Location Street Light Distribution

1

2

3

4

5

By  

Title  

 

Notification of removal of attachment(s) hereby acknowledged on                                     , 20       .

By  

Title  

OUC Inspection of New Attachments Previous Attachment Total                   

By                                                Number of Attachments Added                   

Date                                            New Attachment Total                  
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ADDITIONAL SHEET FOR POLE LISTS 

# Pole/Asset # Street Address/Location Street Light Distribution

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27
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ARTIST’S/ARTIST’S ASSISTANT’S RELEASE OF LIABILITY—READ BEFORE SIGNING

In consideration for the City of Orlando’s permission for the below-signed person to install or assist in installing Artwork on a 

storm drain within City of Orlando right of way, the undersigned acknowledges, appreciates, and agrees that:

1. Due to the proximity of the storm drain to travel lanes and vehicular traffic, there is a risk of injury from the activity of 
installing Artwork on a storm drain, including the potential for permanent disability and death, and while the safety 
precautions required by the City of Orlando may reduce this risk, the risk of serious injury to me does exist; and,

2. I KNOWINGLY AND FREELY ASSUME ALL SUCH RISKS, both known and unknown, EVEN IF ARISING FROM THE 
NEGLIGENCE OF THE RELEASEES (as defined in paragraph 4 below) or others, and assume full responsibility for my 
participation; and,

3. I willingly agree to comply with the terms and conditions of the Storm Drain Artwork Agreement entered into between the 
City of Orlando and _______________, which provides for my participation in installing Artwork on storm drains within 
City of Orlando right of way, and a copy of which is attached to this Waiver. If I observe any unusual significant concern in 
my readiness for participation and/ or during installation of Artwork on a storm drain, I will remove myself from participation 
and bring such to the attention of City of Orlando personnel immediately; and,

4. I, FOR MYSELF AND ON BEHALF OF MY HEIRS, ASSIGNS, PERSONAL REPRESENTATIVES AND NEXT OF KIN, HEREBY 
RELEASE, INDEMNIFY AND HOLD HARMLESS THE CITY OF ORLANDO, FLORIDA AND THEIR OFFICERS, ELECTED and 
APPOINTED OFFICIALS, AGENTS, AND EMPLOYEES, (“RELEASEES”) FROM ANY AND ALL CLAIMS ARISING OUT OF 
MY PARTICIPATION IN INSTALLING ARTWORK ON A STORM DRAIN WITHIN CITY OF ORLANDO RIGHT OF WAY, 
INCLUDING, BUT NOT LIMITED TO, CLAIMS FOR ANY AND ALL INJURIES, DISABILITY, DEATH,OR LOSS OR DAMAGE 
TO PERSON OR PROPERTY,WHETHER ARISING FROM THE NEGLIGENCE OF THE RELEASEES OR OTHERWISE, TO 

THE FULLEST EXTENT PERMITTED BY LAW, INCLUDING ATTORNEY’S FEES AND ATTORNEY’S FEES ON APPEAL.

I HAVE READ THIS RELEASE OF LIABILITY AND ASSUMPTION OF RISK AGREEMENT, FULLY UNDERSTAND ITS TERMS, 

UNDERSTAND THAT I HAVE GIVEN UP SUBSTANTIAL RIGHTS BY SIGNING IT, AND SIGN IT FREELY AND VOLUNTARILY 

WITHOUT ANY INDUCEMENT. I also waive and release the use of my photograph or likeness for any reason or purpose. I WANT 

TO PARTICIPATE IN THE INSTALLATION OF ARTWORK ON STORM DRAINS!

MEDICAL RELEASE: In the event that I am unconscious or otherwise unable to make medical decisions for myself in an 

emergency, I hereby give permission for medical treatment, and related transportation, to any licensed physician, surgeon, clinic, 

hospital or ambulance service to secure proper treatment, and to order anesthesia, for myself as named above. I am allergic to 

the following medications:  .

STORM DRAIN ARTWORK WAIVER & RELEASE FORM
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SIGNATURES MUST BE NOTARIZED 

    

PARTICIPANT SIGNATURE Date Signed Date of Birth

Name:   Form of ID:  

Address:   Apt. # :   E-Mail:  

City:   State:   Zip:   Phone:  

DOCTOR to be notified in case of emergency:  

STATE OF FLORIDA 

COUNTY OF                                                       

 SWORN TO AND SUBSCRIBED before me this                       day of                                                    , 20         , by 

                                                                          , who is personally known to me or has produced a                                                        

as identification.

    

 Notary Public

 My commission expires:  



Note: This application applies only to City of Orlando streets. Streets within the City but outside its jurisdiction may require additional permitting.
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Please fill out the following information to submit to the Main Street Administrator and Street and Stormwater Division for 
written approval of drain location(s), followed by drain artwork.

Contact Information
• Kyle Reynolds, Main Street Administrator: kyle.reynolds@orlando.gov

• Hannah Yucht, Public Outreach Coordinator: hannah.yucht@orlando.gov

• Doug Metzger, Appearance Review Board Coordinator: douglas.metzger@orlando.gov

Please note: This is a two-part application. Applicants must first have their drain location(s) approved by the Public Outreach 
Coordinator and Main Street Administrator. Once the drain location(s) has been approved, applicants can then submit drain 
artwork to Main Street Administrator and Appearance Review Board Coordinator for approval.

Main Street District Name:   

Applicant First/Last Name:   

Address:   

Phone Number:   

E-mail Address:   

PART 1
Please submit Part 1 of your application to Stormwater Public 
Outreach Coordinator and Main Street Administrator for 
approval. Be sure to include the following:

• List of drain location(s) and address(es) 
(Applicant should include an Excel spreadsheet with the 
address for each storm drain they are applying for, along 
with a separate map specifically indicating the location of 
the storm drain along the intersection/address in question. 
Applicants can obtain City of Orlando storm drain maps 
from Hannah Yucht.)

• Check made out to City of Orlando for $375.00 
(The applicant is responsible for providing the City with an 
escrow of $375.00 to hold per Main Street District. This 
amount is sufficient to pay for removal of the artwork if 
applicant ceases to maintain artwork, the artwork begins to 
show wear or becomes a slip hazard. Funds shall be 
sufficient to reimburse the costs of the above activities, as 
well as the use of harsh chemicals if necessary for complete 
and proper removal of the artwork.)

PART 2
Once your storm drain location(s) has been approved, please 
submit Part 2 of your application to Main Street Administrator 
and Appearance Review Board Coordinator. Be sure to include 
the following:

• Photo/drawing of artwork with dimensions 
(Artwork must incorporate the message “Only Rain Down 
the Drain.”)

• Details of painting materials (paint brushes, containers, 
drop cloths, etc.) 
(All paint used in the artwork shall be provided by the 
applicant and approved by the City of Orlando. No product 
may be used which would create or increase the likelihood 
of a slip hazard.)

Storm Drain Inlet Art Application

mailto:kyle.reynolds%40orlando.gov?subject=
mailto:hannah.yucht%40orlando.gov?subject=
mailto:douglas.metzger%40orlando.gov?subject=


Note: This application applies only to City of Orlando streets. Streets within the City but outside its jurisdiction may require additional permitting.
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Applicants will be responsible for:

• Coordinating all planned work with Main Street Administrator, Public Outreach Coordinator, and Appearance Review Board 
Coordinator;

• Maintenance of traffic;

• Plugging the inlet to capture illicit materials and prevent their discharge;

• Pressure-cleaning the inlet top prior to painting;

• Painting the inlet with a City approved permanent pain that cannot flake off and enter the stormwater system;

• Renewal of artwork every 12 months;

• If artist is unable to renew artwork, the artist must remove the artwork in a way that is compliant with the City of Orlando 
Stormwater Utility Code (no paint chips, cleaning chemicals or water from pressure washing can enter the storm drains);

• Artist shall submit plan detailing how renewal and removal of artwork will be carried out;

• If artist is unable to renew OR remove artwork, it will be removed by the City of Orlando with escrow funds provided by the 
artist.
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The Artwork provided to the City by the undersigned artist pursuant to this Agreement is [describe artwork in detail]   

  

                                                                           painted by the undersigned artist on the Structure located at                                         

                                                                                   . The work is and will be used for public art, civic beauty and promotion, 

economic development, and public education. The above-described Artwork may be considered a “work of visual art” under the 

Visual Artists Rights Act of 1990 (17 U.S. Code § 106A). As the author of the Artwork, the undersigned artist, pursuant to 17 U.S. 

Code § 106A(e)(1), hereby voluntarily, expressly, permanently, and irrevocably waives the rights of attribution and integrity 

conferred by 17 U.S. Code § 106A(a). Additionally, the undersigned artist hereby voluntarily, expressly, permanently, and 

irrevocably waives all other rights of attribution and integrity that may arise under other federal, state, local, or foreign law. This 

waiver survives termination of the Agreement.

  

Signature of Artist

  

Print Name

STATE OF FLORIDA

COUNTY OF ORANGE

 The foregoing waiver was acknowledged before me this                       day of                                                    , 20         , by 

                                                                          . He/she is personally known to me or has produced                                                        

as identification.

    

 Notary Public

 My commission expires:  

EXHIBIT “D”

WAIVER OF RIGHTS OF ATTRIBUTION 
AND INTEGRITY BY ARTIST
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This Agreement, entered into this                       day of                                                    , 20         , by and between the City of 

Orlando, a municipality duly enacted under the laws of the State of Florida, whose address is 400 South Orange Avenue, 

Orlando, FL, 32802, “City”, and                                                                                                       , a Florida non-profit corporation, 

whose address is                                                                                                                                                           Orlando, FL, 3280   , 

“Organization”.

Recitals

WHEREAS, Organization is the manager of certain property located in the City of Orlando, the boundaries of which are                   

                                                                                                                                                                                                                        , 

                                                                                       and more particularly described in Exhibit “A”, attached hereto and made a 

part hereof by reference (“Property”); and

WHEREAS, City owns and maintains stormwater drainage structures, “Structures,” consisting of concrete inlets and grates 

throughout the Property and the surrounding area, as referenced in Exhibit “B”; and 

WHEREAS, Organization has requested the City’s consent to painting artwork (“Artwork”) on the Structures to showcase local 

artists and to continue the progression of revitalization in the area; and

WHEREAS, it is the parties’ understanding and assumption that the Organization will, subject to the terms of this Agreement, 

select, approve, install, and maintain Artwork on the Structures; and

WHEREAS, City and Organization intend, by this Agreement, to confirm Organization’s responsibilities for the installation and 

maintenance of Artwork on the Structures; and

WHEREAS, City and Organization acknowledge that installing and maintaining Artwork on the Structures serve a public purpose 

and benefits the citizens of the City of Orlando by turning blighted elements of the urban streetscape into works of art and 

thereby reducing graffiti. 

WHEREAS, City and Organization acknowledge the Structures are critical to the safe movement of stormwater from streets, and 

properties adjacent thereto and must continue to operate without impediment at all times. 

WHEREAS, the parties hereto desire to memorialize their agreement.

WITNESSETH

NOW, THEREFORE, in consideration of the mutual covenants herein contained, the sufficiency of which is hereby acknowledged, 

the parties agree as follows:

1. Recitals. The above recitals are true and correct and hereby incorporated into the substantive body of this Agreement.

2. Artwork. Organization shall, at its sole cost and expense, cause the Artwork to be installed and maintained on the 

Structures by an artist(s), “Artist,” consistent with all applicable laws, codes, rules, regulations, and this Agreement. The 

Artwork shall not operate as a sign, as defined under Chapters 64 and 66 of the Orlando City Code, and it shall not 

contain any nude images or religious/political symbols or resemble graffiti. Any and all Artwork must be approved by the 

STORMWATER DRAIN ARTWORK AGREEMENT
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City in writing prior to installation and shall comply in all respects with the application procedure established by the City 

for the installation of Artwork including the requirement that the Artwork represent themes related to Stormwater quality 

and the City’s “Only Rain in the Drain” program. If the location of the Structure is within the boundaries of the Downtown 

Orlando Community Redevelopment Area (CRA), then any and all Artwork must be approved by the Appearance Review 

Board (ARB) prior to installation. The specifications of all paint utilized on the Structures under the terms of this 

Agreement must be approved by the City prior to installation of the Artwork. Organization or Artwork shall not interfere 

with the functioning of the Structures and said Structures shall remain clear of all debris or other blockage at all times. 

Organization is responsible for all aspects of the installation and maintenance of Artwork including permits as applicable. 

During installation/maintenance of the Artwork, Organization may, at its discretion, remove any City tags or stickers or 

painted symbols or language located on the Structures but shall replace same upon completion of the Artwork. City may 

install tags, stickers and other such identification on the Structures and the Artwork at any time without liability to 

Organization or the Artist.

3. City Inspection. The Organization will notify the City’s Streets and Drainage Division Manager, or her designee, in writing , 

at least two business days before beginning installation or maintenance of Artwork at each location and within one 

business day after completion of such work. City shall have the right to inspect the work on the Structures at any time. If 

the City determines, in its reasonable discretion, that the Artwork was not properly installed or that the Artwork or 

Structures are not being properly maintained or if the Structures are damaged during installation or maintenance of the 

Artwork, City shall notify Organization in writing of said determination and of the appropriate repair or maintenance 

activities Organization must undertake. Organization shall have ten (10) days to make said repairs or accomplish said 

maintenance activities, after which the City may do so and invoice the Organization for the costs. If Organization fails to 

pay the invoices within thirty (30) days of receipt thereof, the City may enforce the payment as provided by law and may 

terminate this Agreement. City shall not be responsible for replacing Artwork or for any damages to Artwork as a result of 

repairs or maintenance of the Structures or other improvements in the right-of-way.

4. Artwork Installation Procedure: 

A. Organization will hire a pressure washing company to pressure wash the Structures prior to the installation of Artwork. 

The company shall be experienced in pressure washing within road rights of way. Pressure washing must be done in 

compliance with City Code, including though not exclusively, the following: (i) Only water may be used; no detergents, 

degreasers, bleach, etc shall be used unless there is a plan, approved by the City, to recapture all water; (ii) debris and 

litter must be swept and removed before pressure washing begins, so as to keep these items from entering the storm 

drain; and (iii) any oil or grease staining the Structure to be pressure washed must be cleaned off via a dry cleanup 

method prior to pressure washing.

B. The Organization will ensure that the Structure inlets are blocked with cardboard while the Artwork is installed and 

that the cardboard is removed upon the conclusion of installation activities on any given day.

C. Prior to the installation/maintenance of the Artwork, City shall review the location of the Structures and prepare a 

Maintenance of Traffic Plan, “MOT,” for Organization’s use. The below referenced requirements may constitute the 

MOT for the installation/maintenance of Artwork on each Structure. Organization shall be responsible to ensure 

compliance with the MOT in all aspects of implementation. The parties acknowledge and agree that the City does not, 

by virtue of its approval of an MOT, assume any liability arising from the installation/maintenance of the Artwork. In 

addition to requirements otherwise provided by the City, Organization shall be responsible to ensure that: (i) orange 

safety cones are placed around the storm drains in visible positions at each location where Artwork is being installed/

maintained, (ii) the Artists wear reflective vests while installing/maintaining the Artwork, (iii) the Artists are positioned 

outside the travel lanes at all times during installation/maintenance of the Artwork, (iv) the Artwork is installed/

maintained at low-traffic volume times, (v) the Artwork is installed/maintained without any intrusion of materials or 
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equipment into the travel lane and (vi) at least one individual will assist the Artist by observing traffic during the 

installation/maintenance of Artwork to ensure the Artist’s safety.

D. Organization shall ensure that the Artwork and the Structures are inspected periodically and that any required 

maintenance is conducted expeditiously.

5. Insurance. Organization shall possess and maintain, at all times during the installation and maintenance of the Artwork 

general liability insurance in the amount of at least Five Hundred Thousand and 0/100 Dollars, ($500,000.00), in order to 

protect the City from any liability, claims, damages, losses or expenses arising from or out of in any way connected with 

installation or maintenance of the Artwork on the Structures. City shall be listed as an additional insured on the general 

liability policy. The above liability policy shall contain a contractual liability endorsement in favor of the City and shall 

provide that the City will receive written notice prior to termination of coverage. Said insurance shall also be primary, and 

not contributory, as to any insurance coverage maintained by the City. This provision shall survive termination of this 

Agreement to the extent necessary to protect the City from liability arising during the term of the Agreement. Nothing 

herein operates as a waiver of the City’s grant of sovereign immunity or the limits of liability established under Florida law. 

 

Organization shall provide proof of such insurance coverage prior to the initiation of any installation/maintenance activity 

under this Agreement.

6. Indemnification. The Organization agrees that it shall release, indemnify, defend and hold harmless the City, their 

representatives, employees and elected and appointed officials from and against all claims, damages, loss and expenses 

of any sort including reasonable attorneys’ fees and costs including appeals, arising from or out of in any way connected 

with installation or maintenance of the Artwork on the Structures. Nothing in this Agreement operates as a waiver of the 

City’s grant of sovereign immunity and the limits of liability established thereby.

7. No Waiver/No Vesting. This Agreement does not constitute a waiver of the City’s regulatory authority and the Property 

remains subject to all applicable laws, rules, codes and regulations. This Agreement does not operate to vest any interest 

or right whatsoever.

8. Release. Organization, its employees, agents and assigns hereby release the City, their representatives, employees and 

elected officials from any and all damages, claims, or liability, with respect to the Artwork that may arise due to the City’s 

operation and maintenance of the Structure or its right-of-way. Organization shall ensure that any person conducting the 

maintenance/installation of Artwork in the right-of-way under this Agreement, including anyone assisting the Artist, 

has executed a Waiver in the form attached hereto as “Exhibit “C”, attached hereto and made a part hereof by reference.

9. Priority of Structure. The Artwork shall not be installed and maintained in such a manner so as to interfere, in any way, 

with the City’s operation or maintenance of the Structures or any public or general utility and/or road improvements 

located within the City’s right of way.

10. Removal. It is understood between the parties hereto that the City may notify the Organization to remove, relocate or 

adjust the Artwork at any time and for any reason. The Organization shall be given thirty (30) calendar days from said 

notice to remove, relocate or adjust any such Artwork consistent with procedures contained in the notification, after which 

time the City may do so and invoice the Organization for said costs.

11. Notices. Any notices which may be permitted or required hereunder shall be in writing and shall be deemed to have been 

duly given as of the date and time the same are personally delivered, transmitted electronically or within three (3) days 

after depositing with the United States Postal Service, postage prepaid by registered or certified mail, return receipt 

requested, or within one (1) day after depositing with Federal Express or other overnight delivery service from which a 

receipt may be obtained, and addressed as follows:
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City: City of Orlando, Florida 

 400 South Orange Avenue 

 Orlando, Florida 32802 

 Attn: Transportation Engineer 

 Telephone: (407) 246-3222 

 Fax: (407) 246-2266

Organization: Mills Fifty Mainstreet Co. 

 1200 Weber Street 

 Orlando, FL 32803 

 Attn: Joanne Grant, Director 

 Telephone: 407-421-9005

or to such other address as either party hereto shall from time to time designate to the other party by notice in writing as 

herein provided.

12. Modification. This Agreement may not be amended, modified, altered, or changed in any respect whatsoever, except by a 

further Agreement in writing duly executed by the Parties and recorded in the Public Records of Orange County, Florida.

13. Successors and Assigns. The terms and conditions of this Agreement shall constitute covenants running with the land, 

and all rights and privileges granted herein shall be appurtenant to the lands herein described, and, except as hereinafter 

set forth, shall run with said lands forever and be binding upon and inure to the benefit of and be enforceable by the heirs, 

legal representatives, successors and assigns of the Parties hereto and shall continue in perpetuity, unless otherwise 

modified in writing by the Parties hereto. All obligations of the Parties hereunder shall be binding upon their respective 

successors-in-title and assigns. Organization shall not assign its interest in this Agreement without the prior written 

consent of the City.

14. Entire Agreement. This Agreement constitutes the entire agreement between the Parties hereto with respect to the 

transactions contemplated herein, and it supersedes all prior understandings or agreements between the Parties.

15. Attorneys’ Fees. In the event of any dispute regarding this Agreement, the prevailing party shall be entitled to payment of 

its attorneys’ fees, expert’s fees and costs. 

16. Relationship Between the Parties. Nothing contained in this Agreement, nor the relationship between the parties which 

may arise as a result of the provisions of this Agreement, are intended to, or shall be construed as, creating a partnership, 

joint venture, or other such relationship as between the Parties.

17. Section Headings. The section headings as used herein are for convenience of reference only and shall not be deemed to 

vary the content of this Agreement or the covenants, agreements, representations and warranties herein set forth, or limit 

the provisions or scope of any section herein.

18. Severability. This Agreement is intended to be performed in accordance with, and only to the extent permitted by, all 

applicable laws, ordinances, rules and regulations. If any provision of this Agreement or the application thereof to any 

person or circumstance shall, for any reason and to any extent, be invalid or unenforceable, the remainder of this 

Agreement and the application of such provision to other persons or circumstances shall not be affected thereby, but 

rather shall be enforced to the greatest extent permitted by law.

19. Counterpart Execution. This Agreement may be executed in counterparts, each of which shall constitute an original, but all 

taken together shall constitute one and the same instrument.

20. Termination. This Agreement shall terminate at the end of the Initial Term as provided in Paragraph 23, below. In addition, 

either party may terminate this Agreement at any time and for any reason, upon thirty (30) days written notice to the 

non-terminating party. The City’s Public Works Director is hereby authorized to terminate this Agreement on behalf of the 

City. In the event of termination, the Organization shall remove any and all Artwork installed by the Organization, within 

thirty (30) days of either the expiration of the Initial Term or the date of mailing of the written notice, whether or not the 

notice is received, unless the City agrees in writing to the abandonment and acceptance of the Artwork so installed. If the 



Rev. 06/27/24STORMWATER DRAIN ARTWORK AGREEMENT • PAGE 5 OF 6

Organization fails to remove said Artwork within the above-described timeframe, the City may remove improvements and 

invoice the Organization for the costs. 

21. Governing Law. This Agreement shall be governed by and construed under the laws of the State of Florida.

22. License. This Agreement constitutes a License and does not rise to the level of a real property interest in the area in which 

the traffic control cabinets are located. 

23. Term. Unless earlier terminated, this Agreement shall remain in effect for a period of two (2) years commencing on the 

date this Agreement is executed by all parties, “Initial Term”. The Initial term may be extended for an additional two years 

at the City’s sole discretion upon written notice from City to the Organization at least sixty days prior to expiration of the 

Initial Term. The City’s Public Works Director, in consultation with City staff, is hereby authorized to extend the Initial Term 

on behalf of the City. There shall be no further extensions absent City Council approval.

Signatures Next Page
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IN WITNESS WHEREOF, the parties hereto have caused this Stormwater Drain Artwork Agreement to be executed as of the date 

set forth above.

ATTEST: CITY OF ORLANDO, FLORIDA, a municipal corporation, 

organized and existing under the laws of the State of Florida

By:    By:   

Amy T. Iennaco, Interim City Clerk  Mayor / Mayor Pro Tem 

  Date:  

STATE OF FLORIDA 

COUNTY OF ORANGE

The foregoing was acknowledged before me this                         day of                                                                , 20           , by  

                                                             , as Mayor/Mayor Pro Tem, of City of Orlando, Florida, a municipal corporation, organized 

and existing under the laws of the State of Florida, on behalf of the City.  He/she is personally known to me or has produced 

                                                              as identification.

    

 (Signature of Notary Public)

    

 (Printed name of Notary Public)

 My commission expires:  

Signed in the presence of Two Witnesses: “ORGANIZATION”

Sign Name:     , a 

  Florida non-profit corporation 

Print Name:  

Sign Name:   By:  

Print Name:   Title:  

STATE OF FLORIDA 

COUNTY OF ORANGE

The foregoing was acknowledged before me this                         day of                                                                , 20           , by  

                                                             , as                                                               of                                                             , a Florida 

non-profit corporation.  He/she is personally known to me or has produced                                                               as identification.

    

 (Signature of Notary Public)

    

 (Printed name of Notary Public)

 My commission expires:  



Exhibit “A”



Exhibit “B”



Name of Organization / Company Is the Organization    What counties do you serve?
an OUC Customer? 

Yes    No

Contact Full Name Title

Email Phone Fax

Organization Classification (check your organization’s designation and confirm tax certificate is attached)

501(c)(3)  501(c)(4)   501(c)(6)  Tax Certificate attached*    
*All organizations must be a 501(c)(3), 501(c)(4), or 501(c)(6) and a tax exempt certificate must be included when
submitting a request for sponsorship.
Nature of Sponsorship: (check all that apply)

Event      Speaking Request      Corporate Table (Only)      Exhibition booth     In-kind 

Event Flyer Attached*  

Custom or Generic Sponsorship Levels with Incentives Packet Attached*     

*All organizations must include event flyer and sponsorship packet when submitting a request for sponsorship.
Event Name Event Date Event Time / Hours

Event Location Target Audience / Background Estimated Attendance 

Webpage with additional information: (if available) Sponsorship Level / Amount Requested

Is this an annual event? If so, how many years has your
organization hosted this event?

Number of Event Attendees
(Prior Year)

Yes No

List the Top 5 Sponsors of this event: (if annual event)

Describe opportunities for OUC to promote energy and water conservation, rebate information and other programs:

Related Opportunities: Please indicate any additional opportunities related to the sponsorship, such as advertising, etc.

Are there any Board or Committee opportunities for OUC employees?
Please provide point of contact:

Yes No

Name:        Email:     Tel:     

Link to OUC website: Please let us know if OUC website 
will be linked to event/organization’s website

OUC GUIDELINES (OUC use only)

Yes No
Approved by: Date:

Sponsorship Request Form
Email Completed Forms to CommunityRelations@ouc.com
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