RRC Collaboration System (Trello)

A user guide for using Trello to manage your community’s progress in reaching and
maintaining RRC certification.

RRC Roadmap - City of Test (R6) & [ MEDC Community Development 8 B Team Veuble ic ) tovite 0 Cslendsr @ Map v Board Export (CSV, PDF. image) @ Butler  ~ Show Menu
Active T Ready for RRC Review & RRC Documents & Resources Completed Best Practice Items + Add another It
General Questions
ana .

Updated: January 2020

1|Page



Table of Contents

T dgoTe [T o1 o] o SRS 3
Getting started — SETting UP @N @CCOUNT ......ccciiiii ettt e et e e e e ette e s e s bae e e ssateeeeeenbaeeeenns 4
Yool TY Y [ g T s =N o T - | ISR 5
Pro Tip: Make Trello a browser startup/home PAgE ...ccocuveeiueeecieeceee ettt ettt ens 5
Adding additional members to the DOard ...........coooiiiiiiiiiie s 5
Going mobile using the Trello APP (OPTIONAL) ...ccuvviiiicieie ettt setre e e eevre e e sstae e s esbaee e senseeeeeans 6
Engaged Communities (NON-Certified) ......euuuieiiiiiiiiccccciirrceeecccr st sse e s e e e e e ennss s se s s e e e e s nnnnsssnnnns 6
GENETAl BOAId OVEIVIEW .....eeiiiiiiiiie ettt sttt e b e st e s b e e smee e sare e eneeesmreesneeennreas 6
Understanding Cards (RRC Best Practice Criteria) ......ccccecvueerieeeiieeiiieeeeeesteeesteeesteeeteeeseveesreeesnaeesnnneens 8
GENEIAl WOTKFIOW ...ttt et et s e e eb e ne e s e saees 9
Selecting cards to work on (i.€. aCtive StAtUS) ....eeiiiciiiiiiciie e e 9
Completing Cards — Providing Documentation/Comments..........cccueeeueeeiieeeeiieeeeie et eree e e 10

AN - [ o1 o = B Lo Yol U Yo 0T ) PSRRI 10
Assigning members to cards (i.e. delegating) .......cccceieiiieicie e 11
SettiNg 1arget AUE dateS.....uviii i e et e e e st e e e esta e e e esnbaeeesentaeeeeantaeeeeans 11
Mentions/TaggiNg OTNEIS (@) ...c.eeecveeecieeeiieeeieeeetee et e et e eeee e eeteeeetteesbeeestaeesabeeeeteeessseesbesensseesareeans 11
Watching Cards, Notifications, & REMINAErS.........ccccuiiiiiiiiii et e ebae e e e eraee e 12
ANNUALTEEIMS <.ttt s ettt e st e s b et e sa e e sabe e e se e e sabeeeneeesaseesareeesnneesaneeennes 12
Certified COMMUNILIES ...coiviiiiiieiiiiiiiiiiier s ass e s s e ssnnnns 13
BOAId OVEIVIEW....coutiiiiiiiieeeet ettt ettt sttt et b e s bt e sae e st et e bt e s bt e s beesaeesaneeabe e b e enseenneesnnes 13
Understanding Cards (RRC Best Practice Criteria) ......cceeeeiiieeeeeiieeeeeciiee ettt tee e e eiree e e nree e e 14
General Workflow (Keeping it€mMs CUITENT) ......coiiiiiiie ettt e et e et e e e 14

i v Tol oY [ o= BT Yol U] s g 1= | &SSP 15
Assigning members to cards (i.e. delegating) .........ccceieiieeiiiieece e 16
Mentions/TaggiNg OTNEIS (@) ...c.eeecveeiireeeiieeeiee ettt eeteeecteeeeteesteeeetaeesbeeestaeesabeeeasseessseesbasessseesseeans 16
Watching Cards, Notifications, & REMINAErS.........ccccviiiiiiiii ittt e e e e ebaee e 17

[ Tol =T o A Tor-Y i o] o H PSPPSRSO 17
Providing FEEADACK.......ccueeiiieieeeieieictreieeeereieeetreneeerreneneesennssssennsssssenssssssenssssssenssssseansssssennsnnssennnns 18

2|Page



Introduction

Welcome to the RRC online collaboration system, also known as Trello. The RRC team has invested in
this system to foster one of the best benefits of RRC engagement — an opportunity to build stronger
relationships with your local, regional, and state partners. It’s our hope that this tool will help
communities do just that by providing an interactive, visual way to manage the community’s efforts to
reach and maintain Redevelopment Ready Communities certification.

This system comes at no cost to the community and a free account allows the community to access
everything it’ll need for managing its RRC progress. There are paid tiers of Trello which can provide more
functionality — those are not necessary for managing the community’s RRC board. Key benefits of the
system include:

1.

It allows collaboration between the RRC team and any number of the partners the community
will be looking to for help in achieving RRC certification;

It allows the community to assign tasks, set deadlines, upload attachments and make comments
all in one spot;

It allows RRC Staff to provide direct and timely feedback;

It reduces the number of emails the community will get from RRC Staff, (if you set up
notifications) and ensures that key documents don’t get lost in someone’s email; and

It guards against turnover, ensuring the community always has full access to where it’s at in the
RRC process, including all documentation it has provided to meet the best practices to-date.

The following pages will help the community get familiar with the system including how to update cards,
attach items, and notify us that things are ready for review.

Any questions can be sent directly to your RRC Planner or emailed to rrc@michigan.org.
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Getting started — Setting up an account
Getting started in the system is easy! Just follow these steps:

1. Receive the link to join a board. This will come either from the RRC planner, someone in
the community, or as an invite email directly from Trello with a message. When you first
click the link, it may take you to a page that looks like below. Don’t worry though — just

click the green ‘Sign Up’ button in the upper right corner:

2. Create an account: Trello is an external system not controlled by RRC, but accounts are
free. Creating one should take less than five (5) minutes and only requires your name
and email plus some basic registration questions. The website will walk new users
through the process. It may take you through a brief orientation of how the system
works as well.

cisite s Trello Account Create a Trello Account

3. Confirm your email: Once you’ve set up the account, Trello will send an email asking
you to confirm your email. This is standard online account procedure to reduce spam.
You don’t need to do this right away but should do so as soon as possible.

Trello Account Confirmation
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Accessing the board
When you click the link to your board it should take you directly there. If it instead takes you to
a homepage, the board should appear at the top and you’ll just need to click it. For example:

® (@ Boards (o} R Trellr + 0 2@y
@ Boards & Personal Boards
# Home RRC Roadmap - City of

Pro Tip: Make Trello a browser startup/home page

We all get busy and can easily forget about things such as Trello. While there’s certainly no need to be in
Trello every day for RRC purposes, RRC recommends that communities add Trello as one of your
browser homepages so that every time you open the browser fresh, Trello is there. If you don’t need it,
simply close it out. Every browser is a bit different but see below for links on how to do this on the most
commonly used browsers (or just Google “set start up page on [pick your preferred browser]”.

e Chrome: https://support.google.com/chrome/answer/95314?hl=en

e Microsoft Edge: https://support.microsoft.com/en-us/help/4027577/windows-change-your-
browser-home-page

e Firefox: https://support.mozilla.org/en-US/kb/how-to-set-the-home-page

e Safari: https://support.apple.com/guide/safari/change-your-homepage-ibrw1020/mac

Adding additional members to the board

We've set the system up so we can add multiple members to your board. If you have key staff or
external partners who help you with your RRC-related items, you can either add them directly by using
the “invite” button at the top or send us their name/email and we can invite them from our end.

Please be aware that users can only be on one MEDC Community Development-hosted board at the
time as a free account. Most of your partners will fall within this situation, but some — such as regional
economic development partners or consultants who serve as the planner for multiple communities —
may already be on another community’s RRC board. If you try to add someone who is already on
another Community Development board, you’ll get a notification that you cannot add them. If you think
they are an integral partner to have on the board, you may contact for RRC planner and request they be
added to your board. Since MEDC will then need to pay for a license for that user, the RRC team will
discuss your request and either add them or provide alternate options.
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Going mobile using the Trello App (OPTIONAL)

Another benefit to this new system is that it'’s mobile. This mostly helps the

j ToDeo

Certification is an ongoing process. From |

MEDC Community Development team when we are in the field visiting the fime ot el eed Lo see Uinae ke 8

the annual reports for your master plan
and updates on your training activities

community as we can now take notes and update things in real time. But you’re Shoer uh ners andt youtoa weted

also welcome to download the app on your phone so you can update RRC items
on the go. This can be particularily helpful if you need to take pictures of

Training: Strategy & Tracking (4.2.2)

something like a priority site — those can then be uploaded directly to the card Training: Decicated Line tem (4.21)

from your phone. This is completely optional but for those who are inclined to

Development Review: Fees & Payment

tech, it’s a nice perk. Cotont (322)

Engaged Communities (non-certified)

This section contains everything you’ll need to know (and then some) if your community is just starting
the RRC process or has been with us a while and working toward certification.

General Board Overview

When you access the board, you’ll see five columns (referred to as ‘lists’ by Trello). If you've
received your baseline evaluation or are certified, you'll find that the board is fully customized
like the City of Test’s board on the next page. If you haven’t been evaluated, the board will not
have most of the labels and everything will likely be in the first list on the left.

Each board will have the same five lists:

1.

Remaining/Inactive Items: Every incomplete best practice criterion in RRC is broken
down as a ‘card’ in this column. If the community has been evaluated, it’ll also include
labels and other information to help the community understand and complete the card.
Active Tasks: These are the items that the community is currently working on. The
community can work with its RRC Planner to determine the best items to put in here —
or it can just do so on its own. To remain in good standing with RRC, the community
should always be working on at least 2-3 items.

Ready for RRC Review & General Questions: When a community believes a card is
completed or it just wants a review before finalizing things, drag it here. RRC will be
notified that it’s ready for review.

RRC Documents & Resources: This is where the community will find all its RRC
documents and as well as links to various resources such as the RRC Library.

Completed Best Practice Items: When RRC has reviewed something and finds it
complete, the RRC Planner will move it into this list. Nothing should ever be moved into
this list by anyone other than the RRC Planner.
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Remaining/Inactive Items

*These are recommendations from
the baseline report. They can safely
stay in this column until you're ready
to begin working on them.*

Plans: Master Plan (1.1.1)

= &0/

1

Public Participation: Outcomes &
Evaluation (1.2.3)

= =

Zoning: Concentrated Development
(2.1.2)

Zoning: Housing Diversity (2.1.4)

=&

E

Zoning: Nonmotorized
Transportation (2.1.5)

Zoning: Green Infrastructure (2.1.7)

=+ Add ar

Q

RRC Roadmap - City of Test (R6)
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w Private Team

Active Tasks

*Move a card to this column when
you've begun to work on an item. It
helps us know what you're working on
and how we might be able to help!*

Add ano

& Team Visible

=+ Add another card

OLOO -

Ready for RRC Review & General
Questions

*Think an item is complete? Just want
us to take a look at a draft? Drag the
card here and we'll get an email telling
us it's ready for review! You can also
just ask general questions here (click
add card’ below)*

Calendar = 9 Map

RRC Documents & Resources

*We've uploaded all the community's
RRC materials and records to this list
so you have easy access.*

RRC Handbook, Library and Website

[

RRC Baseline Report

Vv Board Export (CSV; PDF, Image)

+ @ 2 G

& Butler -+ Show Menu

Completed Best Practice Items + Add anothe

*The name says it all. These items
have passed RRC review and are
complete! Don't forget that some
items are time sensitive and/or

annual tasks - we'll confirm you're
still doing them prior to certifying the
community.***ONLY RRC PLANNERS
SHOULD MOVE THINGS INTO/OUT
OF THIS LIST***

RRC Training Records

RRC Engagement Materials

Communication: Joint Meetings
(4.2.4)

= Bo

Plans: Capital Improvement Plan
(1.1.4)

Board Recruitment: Application &

Expectations (4.1.1)




Understanding Cards (RRC Best Practice Criteria)

F.a-m.u|'.i|1r_].-'|r|.a|:|,iw,' Items

DCevelopment Review:

as seen to the left.

simliar to below with
what RRC found in th
recommendation on

Each RRC task or criteria has been converted into a card. Cards live in a list

Click on any card to learn more about the task. It’ll open a bigger view

key details such as the exact wording of the criteria,
e baseline report (if applicable), a clear
how to complete the item and more.

Communication: Planning Commission Annual Report (4.2.4)

/ Title (RRC Best Practice Criteria Number)
X

) 5 T U E TR —== Current status (green/yellow/red) plus any
a e BECES [ED ° other applicable labels.
) + 4 A loin
T Exact wording of the best practice criterion.
Description  Edit ADD TO CARD
"The community shares information between elected and appointed officials and mbers Recommendation fOr aligning Wlth the criteria;
© Label ity’ i
RECOMMENDATION: Publish a planning commission annual report as < = based on the Communlty S RRC Basellne
reguired by the Michigan Planning Enabling Act. B Checklist Report.
First time doing a planning commission annual report? Check out our template to
ik e s gulot L Y BrlEE —== A snapshot of the RRC Baseline Report findings

BASELINE FINDINGS: - RED The community does not currently issue a planning
commission annual report as required by the Michigan Planning Enabling Act.

@ Attachment related to this item.

&= Cover

4 To complete this card: Delete
- POWER-UPS
Upload a copy of the most recent planning commissien annual report.
Add an item 9 Location
. ‘ A checklist of how to complete the card —
et More Power-Ups
[ Best Practice Expectations — based on the recommendation above.
The planning commission prepares an annual report for the governing body.
The exact expectations from the RRC Best
Add an item Copy ) .
Practices handbook so it’s always clear how
® Watch . .
— RRC reviews the item.
= Activity Hide Details
& Archive
RT Write a comment.. < sh ..
are Comments and a record of any activity related
gt RRC Team moved this card fram Ready for RRC Review & General Questions to to thIS ca rd_

Remaining/Inactive [tems

32 minutes ago
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General Workflow
While there are several lists on the board, you'll spend 95% of your time in @ @b a

RRC Certification Maintenance - Taco City.* ¥  MIPC Community

the first two. When you're ready to begin working on an item from the
inactive list, click and drag it to the active list. When you’ve completed the
card (see details in the previous section), drag it to the review list.

You’'re free to look at the other two lists, but we ask that you not make
changes. Those lists are there to be fully transparent and share information
but also serve imporant administrative and recordkeeping functions.

Workflow example:

Finished with a card? Just click

and drag it to the review list.

The community has decided to create orientation materials (best practice
4.1.2) for its planning commission & DDA, as recommended by RRC.

ok LN R

© %0 N

Move the card for 4.1.2 from inactive to active

Set a target due date

Complete the card (instructions inside)

Move the card to Ready for review; RRC planner gets an email notification

RRC planner reviews materials, makes comments and moves card back to active. You’ll receive
an email notification.

Community makes changes, uploads new documents

Community moves card back to ready for review.

RRC reviews materials, finds them in alignment

RRC moves the card to the completed column.

Selecting cards to work on (i.e. active status)

The RRC Best Practices are comprehensive and working on everything at once likely isn’t within the
capacity of any community. RRC recommends that the community have 3-5 items in the “active” column
at any given time. RRC planners are always available to help you determine which cards to work, but if
you’d prefer to make that call on your own, we recommend considering the following:

1.

Find a balance of long-term and short-term items. For example, you may be working on your
master plan update (card 1.1.1). While that may take a lot of your time, there’s likely another
smaller item such as the planning commission annual report (card 4.2.4) that you could also
work on.

Consider who your partners are and what they can work on. In other words, this doesn’t have
to be all YOU. Have one card you’re working on, one your DDA Director is working on, and
maybe another long-term card.

Look at your RRC Baseline Report. That report includes suggested timeframes which typically
correspond to RRC’s recommended approach. These recommendations come from years of
working with communities of all sizes and capacities.
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Completing Cards — Providing Documentation/Comments

When you open a card to complete it — such as the example above with 4.1.2 (orientation packets),
you’ll find instructions, checklists, etc. to help guide your efforts to complete the card. In order to
maintain the integrity of what it means to have RRC certification, the RRC team seeks to have clear
documention for every item. In this case, that means you’ve either attached the a copy of the
orientation packets or in some other way have very clearly explained how the community meets the
best practice. Simply saying “we’ve created packets” will result in your RRC planner asking for more
detail. Having this information is essential for successfully advocating on your behalf when it comes time
to request formal certification for your community.

When in doubt, lean toward providing too much information. Backing up attachments with comments
to provide context is always advisible.

Attaching Documents

Attaching documents is the most common way you’ll show the community has met a best practice.
Attachments can be files (such as Word, Excel, PDF, etc.), links, or even other Trello cards (for example,
if your economic development strategy is in your master plan, we can link those cards). You'll find an
attachment button in the middle of the card, on the right, and as an option in the comment section.

To attach an item, click the button, select the file type, name the link (if it's not super obvious by the file
name), and click ‘attach’.

In the example below, Christopher is attaching the master plan for the City of Test by clicking the button
on the right, pasting the link from the city’s website, and renamining it so it’s clear what the file is.

Plans: Master Plan (1.1.1)

= Description Edit

RECOMMENDATION:

@ Attachments

City of Test Master Plan - Development Focus Areas.pdf
PDF g

4 Best Practice Expectations:
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Assigning members to cards (i.e. delegating)

If you have other staff members or partners on the board, it may be
helpful to add them as members to the tasks you’d like them to do. For
example, by default Test’s City Manager is the RRC point of contact. But
the DDA Director was also added to the board at their request and is in
charge of ensuring the DDA Plan (best practice 1.1.2) stays up to date.

You can assign them to that specific card by opening it, then clicking
“Members” in the upper right. They should show up in the drop down.
Once you assign them, they’ll get notifications for that card. It also helps
us to know that you’ve assigned that card to someone else.

Setting target due dates

An optional, but highly recommended, function of cards is to set due dates. You can do this using the
Due Date button on the upper right of the card. By setting a target due date, the RRC team can better
follow progress. Due dates will also trigger automatic reminders a couple of days beforehand as an extra
nudge to get the task done. If you miss a date, don’t worry. You can always change it.

Mentions/Tagging Others (@)

One of the most powerful communication tools built into Trello —

is the ability to mention/tag someone in a comment. This '
triggers a notification to let that person know they should Q oo
check your comment. In the example to the right, RRC Planner @ e ——
Christopher Germain has tagged the RRC Team to let them _ ' - '
know that their the baseline for the City of Test is available for

review. The RRC team will then get an email so they know to go check the board. If they’re turned off
email notifications, they’ll still see the notification the next time they log in to Trello.

In order to mention someone, simple type ‘@’ followed by their name. The system will auto populate
suggestions if there’s someone on the board who matches those letters. The person you’re looking to
tag must be a member of the board for this function to work (see later section on adding members).

As a general rule, always tag your planner in a comment if you’re looking for feedback from them. It’ll
build in a safety net to ensure notifications get through.

11| Page



Watching Cards, Notifications, & Reminders

The easiest way to stay on top of activity in the board is to ‘watch’ a
card. To do that, just open the card and click the ‘Watch’ button on
lower right side of the card. Whenever the card is moved to another
list or someone else adds comments/attachments, you’ll be notified
via email.

To control the frequency of email notifications, click the notification
button ( 7] ) in the upper right corner of the board(1), then click
“change notification frequency”(2). It'll let you choose between
instantly or hourly. You can also turn them off completely but if you
do that, we encourage you to get in the habit of checking the board
at least weekly.

To unfollow the card, simply click the “Watch’ button again.

You can also follow lists by clicking the three dots in the upper right
corner(3). That will give you notifications any time something is
added or edited in the list. We’d encourage you to watch the Active
and Completed lists to the very least so you can see if someone
moved something into those lists.

You’ll know you’re watching a card or list when the eye symbol
appears () at the top.

Finally, be aware that all cards with due dates will by default send out
a reminder two (2) days before the date to anyone assigned to the
card.

Annual Items

EK Elizabeth King

This is great

EK Elizabeth King

Q

® [@ Boards

RRC Certification Maintenance - Taco City. © ¥ | MEBC Commuhity D¢

Items for RRC Planner

RRC is an ongoing way of doing business in your community. As such, you'll notice there are some items
that call for annual reviews or updates. Examples include the capital improvements plan, planning
commission annual report, and joint meetings. These are typically denoted with a pink “Annual Iltem”
label. Once you complete those items for the first time, the RRC planner will work with you to set a
target due for the annual update. The system is programmed to automatically move the annual items
from the completed list to your Active list one more prior to the due date. This function helps ensure
that those items reamin current so there are no surprises when it’s time to request certification.

12| Page



Certified Communities

This section contains information if your community has achieved RRC certification and you’re using
Trello to maintain that status.

Board Overview

Every RRC certified community took a different path to reach certification. As such, RRC has chosen to
allow full customization of certification boards to reflect those differences. The graphic below provides
an idea of what yours may look like. In general, all boards will include the following columns, albeit with
slightly different organizations or names. Yours may include additional columns depending on your

situation.

1. To-Do: This is a list of things which are due soon (typically within the next 30 days). Your RRC
planner may also put other things in this list such as active technical assistance projects.

2. Annual Items: This is a list of those annual updates such as the planning commission annual
report, capital improvements plan, etc. They live here when they aren’t due for updates.

3. Items for RRC Planner Review: This is where you place the cards from the To-Do list once you’ve
completed the task. Your RRC planner will get a notification that there’s something waiting for
our review.

4. RRC Documents and Resources: This is a space for all your official RRC documents such as the
certification report, MOU, resolutions, completed TA projects, etc.

5. Completed Best Practice Items: This is a holding place all for those non-annual best practice
items. So you can see all the work done previously. Typically you won’t need to use this list but
it’s here in the interest of transparency.

@ [H Boards

City of Test - Certification Maintenance (R1) &

Q

= MEDC Community Development (B¢

= A& TeamViible |

_ahvi!e

v Board Export (CSV, PDF, Image)

To Do
[ ot s |

Certification is an ongoing process.
From time to time, we'll need to see
things like the annual reports for your
master plan and updates on your
training activities. When it's time for
those, the card will show up here and
you'll be notified

Annual Check-In
® Jan 15,2020

L[]

RRC TA: Zoning Ordinance Updates
Oun302020 = €1

+ Add another card
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Items for RRC Planner Review

Once you finish something from the
to-do list. move it here. We'll be
notified that it's ready for review!

[ o o Revicn ]

Annual Joint Mesting (4.2.4)

=D - ¢ G

<+ Add another card

a2

Annual Reports/Updates

Don't forget about these annual
reporting tasks to stay aligned.

They'll automatically be moved to the
To-Do list 30 days out but if you do
them earlier, even better. We've
customized the dates to align with
your local process.

L\ Fully Aligned |2 m_
Plans: Capital Improvement Plan
(1.1.4) - 2019-2025

O®Jun30200 =

L\ Fully Aligned |
Development Revi

Payment Options (3.2.2)
Oun3o200 = €2 [SE

Master Plan Annual Progress Report

(1.1.1)

@ Jan 15,2021

Development
Improvement

©Jan s,

Training: Dedicated Line Item (4.2.1)
© Jun 30, 202

L\ Fuly Aligned |

Training: Strates

+ Add another card =]

RRC Documents & Resources
P

Here's links to all your RRC documents
as well as RRC resources to help keep
you certified.

RRC Certification Report

@

RRC Best Practice Training Records

RRC Resource Links

Other RRC Documents
= @5

RRC Annual Report
= e
RRC TA: Market Study - Restaurant

RRC TA: Converted vacant upstairs in
downtown buildings into apartments

+ Add another card (=]

Completed Best Practice Items

Remember all that work you did to
reach certification? We kept it all here
- think of it as the fridge door; we're
proud and want to display your work!
As you make updates to your
processes, we encourage you to keep
these cards updated as well.

Plans: Master Plan (1.1.1) - 2017
Ooct1,202 = &1
L\ Fuily Aligned |

Plans: Downtown Plan (1.1.2) - 2017
= o

Public Participation: Adopted Plan
(1.2.1)- 2018

owvoz = ¢1 EER
L\ Fuily Aligned |

Public Participation: Proactive
Engagement Activities (1.2.2)

= Bo7

Public Participation: Outcomes &
Evaluation (1.2.3)

= @1 B23

L\ Fully Aligned |
Zoning: Master Plan Alignment
(21.1)

+ Add another card =]

Priority Redevelopment Sites

[ biiorut e |
You'll always need to have at least
three active/current sites in this
column to maintain certification,
including one fully packaged site.

g Helpful Hints |

Need to add another site? Start by
going to
https://forms.gle/Ga62)riy6GEOhTSGT.

Priority Redevelopment Site #1 (East
US-2) - FULL PACKAGE

+ Add another card =}




Understanding Cards (RRC Best Practice Criteria)

Each RRC task or criteria has been converted into a card. Cards live in a list

Remaining/inactive ltems " asseen to the left. As a certified community, most of your cards will be in
' the completed column or the annual reports/updates list.
| Unaligned |
Development Renen: Feedback & Click on any card to learn more about the item. It’ll open a bigger view
_“ e - simliar to below with key details such as the exact wording of the criteria,
how the community met the best practice to achieve certification, and any
o mmert R o o supporting documentation/records.

/ Title (RRC Best Practice Criteria Number)
X

& [Communication: Planning Commission Annual Report (4.2.4)

™ et REmaIning nactve ems —== Current status (likely green plus any other
: TCCESTED o applicable labels such as ‘annual item’.
— R
Eeedback Exact wording of the best practice criterion.
= Description Edit ADD TO CARD
“The community shares information between elected and appointed officials and mbers Needed action (if any) fOr aligning Wlth the

_ © Labels criteria. Typically only applicable for annual

RECOMMENDATION: Publish a planning commission annual report as

required by the Michigan Planning Enabling Act. & Checklist items.
First time doing a planning commission annual report? Check out our template to
— f Due Dat . .
LR S s dia O Drm=lE= === A snapshot of RRC team’s finding to support
P

BASELINE FINDINGS: - RED The community does not currently issue a planning

ey ope . ..
commission annual report as required by the Michigan Planning Enabling Act. L SR the Communlty S Certlﬂcatlon Of thlS item.
= Cover
4 To complete this card: Delete
POWER-UPS

Upload a copy of the most recent planning commission annual report.

Add an item Q@ Location

Get More Power-Ups
[ e e — of these will already be checked since you're

certified.

The planning commission prepares an annual report for the governing body.

The exact expectations from the RRC Best

Add an item . .
Practices handbook so it’s always clear how

® Woatch
. RRC reviewed the item.
<= Activity Hide Details

& Archive
RT Write a comment.. e .

e Comments and a record of any activity related

gr RRC Team moved this card from Ready for RRC Review & General Questions to to thls ca rd_

Remaining/Inactive ltems

32 minutes ago

General Workflow (keeping items current)

A main goal of implementing Trello for certified communities is to help your stay current with the RRC
Best Practices without burdensome annual RRC reports that sit in everyone’s inbox until we can all find
time to do them. As such, the most common way you’ll use this board is to provide updates to annual
items as they come due. You'll work with your RRC planner to set appropriate due dates way in advance
so none of this is a surprise. The overall workflow for keeping things up-to-date looks as follows:
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A checklist of how to complete the card — most



1. 30 days prior to a card’s due date, the system will automatically move it to the To-Do list

2. Community will get a notification (as long as you’re ‘watching’ the list (see later section) for
details.

3. Community completes the action on the card (uploads annual report, training records, etc.)

Community moves card to the “Review” colum

5. RRC Planner reviews the card, makes any comments, moves back to annual item list and sets a
due date for a year out.

A

Attaching Documents

Attaching documents is the most common way you’ll interact with a card. Attachments can be files (such
as Word, Excel, PDF, etc.), links, or even other Trello cards (for example, if your economic development
strategy is in your master plan, we can link those cards). You'll find an attachment button in the middle
of the card, on the right, and as an option in the comment section.

To attach an item, click the button, select the file type, name the link (if it's not super obvious by the file
name), and click ‘attach’.

In the example below, Christopher is attaching the master plan for the City of Test by clicking the button
on the right, pasting the link from the city’s website, and renamining it so it’s clear what the file is.

Plans: Master Plan (1.1.1)

escription

RECOMMENDATION:

@ Attachments

aster Plan - Development Focus Areas.pdf

% Best Practice Expectations
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Assigning members to cards (i.e. delegating)

If you have other staff members or partners on the board, it may be
helpful to add them as members to the tasks you’d like them to do. For
example, by default Test’s City Manager is the RRC point of contact. But
the Planning Commission Chair has expressed an interest in completing
the planning commission annual report (we like to dream big!). The City
Manager can add the Chair to the board and then assign the card to them
so they can upload the document when it's complete.

You can assign a card to someone by opening it, then clicking “Members”
in the upper right. They should show up in the drop down. Once you assign them, they’ll get
notifications for that card. It also helps us to know that you’ve assigned that card to someone else.

Mentions/Tagging Others (@)

One of the most powerful communication tools built into Trello
is the ability to mention/tag someone in a comment. This -

triggers a notification to let that person know they should Qoo

check your comment. In the example to the right, RRC Planner @ e ——
Christopher Germain has tagged the RRC Team to let them _ ' - '
know that their the baseline for the City of Test is available for

review. The RRC team will then get an email so they know to go check the board. If they’re turned off
email notifications, they’ll still see the notification the next time they log in to Trello.

In order to mention someone, simple type ‘@’ followed by their name. The system will auto populate
suggestions if there’s someone on the board who matches those letters. The person you’re looking to
tag must be a member of the board for this function to work (see later section on adding members).

As a general rule, always tag your planner in a comment if you’re looking for feedback from them. It'll
build in a safety net to ensure notifications get through.
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Watching Cards, Notifications, & Reminders

The easiest way to stay on top of activity in the board is to ‘watch’ a
card. To do that, just open the card and click the ‘Watch’ button on
lower right side of the card. Whenever the card is moved to another
list or someone else adds comments/attachments, you’ll be notified
via email.

To control the frequency of email notifications, click the notification
button ( 7] ) in the upper right corner of the board(1), then click
“change notification frequency”(2). It'll let you choose between
instantly or hourly. You can also turn them off completely but if you
do that, we encourage you to get in the habit of checking the board
at least weekly.

To unfollow the card, simply click the “Watch’ button again.

You can also follow lists by clicking the three dots in the upper right
corner(3). That will give you notifications any time something is
added or edited in the list. We'd encourage you to watch the Active
and Completed lists to the very least so you can see if someone
moved something into those lists.

You’ll know you’re watching a card or list when the eye symbol
appears (<) at the top.

Finally, be aware that all cards with due dates will by default send out
a reminder two (2) days before the date to anyone assigned to the
card.

Recertification

N Fully Al

N

EK Elizabeth King

This is great

EK Elizabeth King

Q
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RRC Certification Maintenance - Taco City. © ¥ | MEBC Commuhity D¢

Items for RRC Planner

When it comes time for your community to formally begin the recertification process (typically one-year
to six months out from your three-year certification anniversary depending on various factors), your RRC
Planner will likely make some changes to the board to reflect changes to the best practices. Additional
lists or tasks may be added. Your RRC planner will work closely with you to explain any changes.
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Providing Feedback

Have thoughts on the system? Share them with us via email or fill out this form and get it back to us.
We're always looking to make changes and update our systems to be as community-focused as possible.

Initial impression. Things such as ease of understanding the system, whether it felt managable, things
you’d change right off the bat.

Technical Issues — Did you face any issues getting set up or operating the system?

Overall feel — Does this still feel very report-y (yes, we’ve made that a word now) or does it feel more
collaborative, project-based? Something in between? Basically, how does the system make you feel
about managing your RRC progress?

User Guide — Was it helpful? Ways you’d change it? Things you’d add or remove? Enough pictures?

Other Thoughts — Anything else you’d like to share? Be honest. We can take it.
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