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New Mexico MainStreet
2024 Planner New Features:

« New File System for Maximum Customization

« More Note-Taking Space on Weekly Pages

- New Meeting Layouts

.:L

o:u

Page
Spread

- Half Page

« New illustrations & Quotes

- New Blank Page Types(dot grid, lined, grid)



Print Notes & Tips

o |f “saddle” or “perfect” bound, page count needs to be in
multiples of 4. (page count doesn’t matter with spiral bound)

* Need extra pages? Add in blank or notes pages provided.

« Even page numbers will be on the left. 0dd page numbers will
be on the right. (covers are the exception)

« Recommended Program: Adobe Acrobat

. Alternative (online): pdfchef.com/rearrange-pdf-pages.html




How to Start Building Your Planner

Adobe Acrobat
« Go to File > Create > Blank Page (this will be your inside cover)

 Drag in your desired page files (or go to Insert > From File
under Page Options)

- Arrange/drag them as desired

« Once completed, save your new planner file!

e You can add a blank page by going to Insert > Blank Page
under Page Options

®@0@® & Y% untitled

Alltools  Edit  Convert  Sign

< Organize pages
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[i Insert

u Design a new page
crfj Replace

(% split

Bates numbering

[__E', Set page boxes

Page transitions

IE] Print pages

[:'. Page labels
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2024 Planner Files — Reference
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02 word of the year

intro/front page
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2024 NMMS PLANNER PAGES

CONTENT

Index |22

PAGE #

\4‘ This 2024 planner was created by NMMS for MainStreet leaders in New Mexico
"*7 and contains tools curated by those leaders to enrich their day-to-day work in

PAGE #

03 index

keep track of where important info is to reference later



2024 Planner Files — Reference

Future Log |2
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NNMS Quarterly Reports

04 future log

12-month view — the widest view of the
year; mini calendars to input important
dates in later months

ECONOMIC TRANSFORMATION STRATEGIES - PRIORITIES - FOCUS

QUARTER1 I QUARTER 2 I

QUARTER 3 I QUARTER 4 I

05 quarterly ets & personal

set ETS priorities and goals by quarter;
also a section to set personal development
goals with a quarterly view

IDEAL WORK DAY/WEEK WORKSHEET
Maximize Productivity

bam

6am

7am

8am

9am

10am

Tlam

NOON

Tpm

2pm

3pm

4pm

5pm

6pm

7pm

8pm

9pm

10pm

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

MORNING

AFTERNOON

EVENING

06 ideal routines

maximize productivity by outlining what your
want your days and weeks to look like; when
are you taking meetings? when are you not?

MONTHLY DASHBOARD

S b U

07 monthly dashboard

arunning task list split into four sections
that can be used monthly outline your most
pressing tasks (idea! you can also split these
into the four points and have tasks for each)



2024 Planner Files — Reference

MEETINGS MEETINGS MEETINGS

MEETING: FOLLOW-UP/TASKS: MEETING NOTES:

MEETING TITLE: MEETING TITLE:

MEETING DATE: / / MEETINGTIME: MEETING DATE: / / MEETING TIME: e
MEETING DATE/TIME:

BEFORE THE MEETING: FOLLOW-UP/TASKS: MEETING NOTES: BEFORE THE MEETING: FOLLOW-UP/TASKS:

MEETING NOTES:

MEETING NOTES:
NEXT MEETING:
FOLLOW-UP/TASKS:

MEETING:

MEETING DATE/TIME:

MEETING NOTES:

NEXT MEETING DATE: / / MEETING TIME: e

NEXT MEETING DATE: / / MEETING TIME:

NEXT MEETING:

08 full page meeting 09 half page meetings 10 full spread meetings

1 meeting; 1 page with lots of meeting 2 meetings; 1 page for shorter meetings 1 meeting; 2 pages for meetings with lots of
notes space planning, disscussion, and follow up tasks
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WEEKLY PLANNING 01 | sanvnry 2020
MONDAY 1 TUESDAY 2 WEDNESDAY 3 THURSDAY 4 FRIDAY 5 weekeno 6-7
Sunday Monday Tuesday Wednesday Thursday Friday Saturday O Start Up Routine O Start Up Routine O Start Up Routine O Start Up Routine O Start Up Routine
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L L
— Tony Robbins 8 8 8 8 8
28 29 30 31 8:30 8:30 8:30 8:30 8:30
gpm gpm m
O Shut Down Routine O Shut Down Routine O Shut Down Routine O Shut Down Routine O Shut Down Routine
TRACKERS
PRIORITIES THIS MONTH:
O O
0]0]0]0]0/0]0]00/0]0]00/0]0]0]0/0]00]00]0]0]0]0160]00]0)
O O
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12 weekly calendars

your day to day by week. Here, you can add in
your tasks and take daily notes.

11 monthly calendars

monthly view calendars with priority task box and
customizable trackers to track work tasks you want
to do everyday (like returning phone calls) or personal
tasks you want to achieve (like staying hydrated!)



2024 Planner Files — Reference

SERVICE REQUEST TRACKER GRANT TRACKER

FINANCIALS REFERENCE — REVENUE

REQUEST: REQUEST DATE: GRANT NAME/GRANTOR:

CONTRACTOR ASSIGNED: START DATE: PROJECT:

<A».
oA

v\" ' DATE: NOTE: APPLICATION DUE: NOTIFICATION OF AWARD DATE:

(72]
V’ - E DATE: NOTE: KEY DEADLINES: el
E‘ DATE: NOTE: DATE: oo ITEM DUE: |
Q. pare: NOTE: DATE: ITEM DUE: O
. . . D * ereereeeeseeeeeaea. .
MalnStreet LeaderShlp’ DATE: NOTE: DATE: oo ITEM DUE: |:|
Worksheets, Checklists, and Trackers COMPLETED DATE: _ DATE: e ITEM DUE: ]
' DATE ITEM DUE: O
OUTCOME: .
Service Request Tracker ' NOTES:
Grant Tracker REQUEST: REQUEST DATE:
Financials Reference Worksheets CONTRACTOR ASSIGNED: START DATE: COMPLETION DATE:
DATE: NOTE:
Annual Accreditation Compliance Digital Dashboard Checklist a
L oate: NOTE: OUTCOMES:
Annual Accreditation Compliance Activity Checklist g DATE: NOTE:
o . .
Project/Activity Worksheet S M NOTE: GRANT NAME/GRANTOR:
DATE: NOTE:
Event/Campaign Worksheet COMPLETED DATE: _ PROJECT:
Presentation Tracker OUTCOME: APPLICATION DUE: NOTIFICATION OF AWARD DATE:
. ADDED TO MASTER
Presentation Worksheet KEY DEADLINES: TRACKER?
REQUEST: REQUEST DATE:
ITEM DUE: ]
Success Tracker CONTRACTOR ASSIGNED: START DATE: ITEM DUE: O
Testimonials Tracker DATE: NOTE: - [TEMDUE: O
N . ITEMDUE: O
Impact/Annual Report Tracker B OaTE: NOTE: ITEM DUE: ]
< pare: NOTE:
T
& oare: NOTE:
DATE: NOTE:
NMMS Acronym Glossary COMPLETED DATE:
COMPLETION DATE:
OUTCOME:
OUTCOMES:
© 2024 BY NEW MEXICO MAINSTREET © 2024 BY NEW MEXICO MAINSTREET © 2024 BY NEW MEXICO MAINSTREET
13 worksheet contents 14 service request tracker 15 grant tracker
a table of contents view of the leadership- track the service requests you have in and track any grants you're interested in applying
. . . , . .
related worksheets, checklists, and any significant updates and outcomes for, what's needed for the application, due

trackers dates, and outcomes

FINANCIALS MONTH AND/OR YEAR(S):

Government:

City Contracts/Awards

County Contracts/Awards

Grants:

Public Sector Grants
(local, state, federal, EIDL, ARPA, etc.)

Foundation Grants

Fundraising:

Board Contributions

Online (website, social media, crowdfunding)

Partnership Campaign

Mail Solicitations

Fundraising Event (gala, etc.)

Raffles/Gaming

Corporate Sponsorships (operations)

Events:

Ticket Sales

Event Sponsorships

Other Sales/Fees

Earned Income:

Fee for Services/Contracts

Merchandise Sales

Leases/Rent

Other Business Income

Donated Property

Non-Cash Support:

In-kind gifts

NMMS Technical Assistance

Scholarships/Trainings

TOTAL REVENUE :

©2024 BY NEW MEXICO MAINSTREET

16 financial reference

areference sheet of organization financials;
either to use before digital input or to have on
hand while in the field
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ACCREDITATION COMPLIANCE DIGITAL DASHBOARD CHECKLIST PROJECT/ACTIVITY PLAN WORKSHEET EVENT/CAMPAIGN WORKSHEET PRESENTATION WORKSHEET

PROJECT: _ EVENT: PRESENTATION FOR: DATE:
COMPLIANCE DOCUMENT DATE UPLOADED TOPIC:
DATE: PROJECT FALLS UNDER OURETS # ..o DATE:
DESIRED OUTCOME:
UPDATED ANNUALLY
PEOPLE TO ENGAGE: GOALS: PEOPLE TO ENGAGE: GOALS:
[ | currentBoard Roster / /
|:| Current Year Board Member Conflict of Interest Disclosures / / OUTLI NE:
|:| Current IRS Form 990 Filing / / OPENING — Who we are, what we do
[ c New M A s IR ; ; KEY TASKS |:| INTRODUCE TOPIC —
urrent New Mexico Attorney General Registration KEY TASKS I:l . DUE:
: DUE: .
|:| Current New Mexico Secretary of State Registration / / |:| DUE: D DUE:
O |c Fiscal Year Operating Bud / / O DUE: = -
urrent Fiscal Year Operating Budget O DUE: O DUE:
[] | current Year Work Plan with ETS & CBS / / . O DUE: POINTT —
urrent Year Work Plan wi |:| DUE:
|:| Current Year NMSC Sub-Licensing Agreement Signed/Submitted / / D DUE: .
O DUE: NOTES: FINANCIALS:
|:| Signed Biannual LOA/MOU with Local Government & NMMS (every two years) / / I:l DUE:
O Main Street America Accreditation Self-Assessment / / O DUE: POINT 2 —
|:| Local Program Annual Performance Report / / NOTES FINANCIALS
|:| Annual Partner Surveys Shared with Partners / /
|:| Annual Budget & Salary Survey Completed / / POINT 3 —
UPDATED AS NEEDED ASSESSMENT-
[J | Records Retention/Destruction Policy / / WHAT WORKED: . NEEDS REVIEW:
[J | whistleblower Protections Policy / / POINT & —
|:| Fiscal Controls Policy / /
e . TEAM KUDOS:
|:| Non-Discrimination Policy / /
I:l Form 1023 (0riginal Application for Tax-Exempt Status) / / OUTCOMES: EXCLUDE:
’ SUMMARY — CALL TO ACTION, CLOSING —
[J | original Bylaws / /
|:| Amendments to Bylaws / / DATE FOR NEXT YEAR:
©2024 BY NEW MEXICO MAINSTREET ©2024 BY NEW MEXICO MAINSTREET © 2024 BY NEW MEXICO MAINSTREET ©2024 BY NEW MEXICO MAINSTREET

17 accreditation checklist 18 project/activity plan 19 event/campaign worksheet 20 presentation worksheet

be prepared and keep track of all the a planning space for any organization a planning space for any organization event or a planning space to prepare for public
things needed for accreditation project or activity campaign; also includes an assessment area presentations and speeches
to reflect on an event/campaign’s impact
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SUCCESS TRACKER

IMPACT/ANNUAL REPORT TRACKER

PROGRAM ACRONYM GLOSSARY

IMPACT REPORTING YEAR/TIMELINE:

Bold and (*) sections are required

Donor/Funder/Contributor
Acknowledgements

Donor Spotlight Story

Board/Staff Roster*

Board/Staff Bios

Board/Staff Photos (individual head shots)

Volunteer Acknowledgements (list)

Year-to-date revenues/Financials

Ogogoooo oo ooooooog o).

Additional Photos, OR Code

Ogogoooo oo ooooooog o).

DDDDDDDDDDDDDDDDDDE

Ogogoooo oo ooooooog o).

ETS — Economic Transformation Strategies
GBoM — Great Blocks on MainStreet Initiative
GRT — Gross Receipts Tax

HPD — Historic Preservation Division

HSIP — Highway Safety Improvement Program
HTC — Historic Tax Credit

ICIP — Infrastructure Capital Improvement Plan

iD+Pi — Indigenous Design and Planning Institute (UNM School of
Architecture and Planning)

JPA — Joint Powers Agreement (usually for City—County
joint projects)

JTIP — Job Training Incentive Program (NM Economic
Development Department)

LCS — Legislative Council Service
LEDA — Local Economic Development Act
LFC — Legislative Finance Committee

LMI — Low/Moderate Income (referring to CDOBG
funding specifications)

LOA — Letter of Agreement

Impact Report sections.
DATE 01-ITEM DATE 02-ITEM
CONTENT SECTION RESPONSIBLE PARTY :: D
Opening Content + Opening Message ACC/A&CC — Arts and Cultural Compound MAP21— Moving Ahead for Progress in the 21st Century Act (DOT)
from the Director* ACD/A&CD — Arts & Cultural District MFA — (NM) Mortgage Finance Authority
Mission Statement* ?SHEIIJE:S’_Bt;reau of Business and Economic Research MOU — Memorandum of Understanding
of New Mexico) MRA — Metropolitan Redevelopment Area
Vision Statement BID — Business Improvement District NEA — National Endowment for the Arts
ETS's* CBS CopeclyBulldng Streay ::gz;chhfet:vo;’ln:;f::;aliltion of MainStreet Communities
CCI — Certified Communities Initiative
ETS Supporting Project Bullets ©CS — Context Sensitive Solutions (NMDOT) NMDOT, or DOT — NM Department of Transportation
CDBG — Community Development Block Grant NMFA — NM Finance Authority
Year-at-a-Glance Infographic* CLG — Certified Local Government NMMS — New Mexico MainStreet Program
Previous Year Project Highlights* €0~ Capital Outiay {funds) ::::: : :v;::i;:,?j eneyHenee
(upto6) €06 — Council of Government pment program (USDA)
DCA — (NM) Department of Cultural Affairs NMSC — National Main Street Center, aka Main Street America, a
Outcomes & Highlights D:A i (:\IM))De::T—tmeit ; F(i:na:c: andaAdministration subsidiary of the National Trust for Historic Preservation
NMSO0S — NM Secretary of State
Quotes/Testimonials from Community ED — Executive Director (MainStreet) NMTRD or TRD — NM Tax and Revenue Department
Members & Partners EDA - U.S. Economic Development Administration OR — Outdoor Recreation (relevant to NMMS/EDD Outdoor
EDD — (NM) Economic Development Department Recreation Div. mapping and revitalization projects)
DATE 03-ITEM DATE 04 -ITEM Looking Ahead” (future projects) ERDC — Economic and Rural Development Committee PPP, or P3 — Public Private Partnership

PIP — Project Implementation Plan

RBEG— Rural Business Enterprise Grant (USDA)

RBOG — Rural Business Opportunity Grants (USDA)
RFP — Request for Proposals

RFQ — Request for Qualifications

RS - Revitalization Specialist (New Mexico MainStreet)

SAP — School of Architecture and Planning (University of
New Mexico)

STIP — State Transportation Improvement Program (NMDOT)
STP — State Transportation Program (NMDOT)

TAP — Transportation Alternatives Program (NMDOT)

THPO — Tribal Historic Preservation Officer

TIDD — Tax Increment Development District

TIF — Tax Increment Financing

TIF (DIA) — Tribal Infrastructure Fund (administered by the NM
Dept. of Indian Affairs)

SHPO — State Historic Preservation Officer

USDA — U.S. Department of Agriculture (administers NM Rural

+ Photography L Contentisin . Section Development Program loans and grants)

E Copywritin
=5 Py ¢ A4 ] Gathered Word Doc Completed LOGRT — Local Option Gross Receipts Tax

©2024 BY NEW MEXICO MAINSTREET ©2024 BY NEW MEXICO MAINSTREET ©2024 BY NEW MEXICO MAINSTREET

1success/testimonials

a space to document organization
successes (to post about later!) and take
down any great quotes or testimonials
from partners, volunteers, business
owners, and more

impact report checklist

a planning checklist and progress tracker
for impact report sections

23 acronym reference

a list of commonly-used NMMS and NMMS-
adjacent acronyms and what they stand for
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24 blank - lined

a blank page with lined ruling, perfect for
long-form notetaking

25 blank - dot grid

a blank page with dot grid ruling; perfect
for a mix of notetaking and drawing

26 blank - graph grid

a blank grid with graph ruling; perfect for
precise drawing/planning

But | plan digitally!

« Recommended App: GoodNotes

 Files will import as portrait vs.

landscape; not the best fit for monthly
calendars; pages that are split across
the spine.

« Nothingis hyperlinked (but you can add
favorites & bookmarks in app to get to
the pages you use most frequently)



IDEAL WORK DAY/WEEK WORKSHEET DAILY ROUTINES
Maximize Productivity

PERSONAL MORNING ROUTINE TIME ALLOTTED

bam

6am

7am

8am

WORK START-UP ROUTINE TIME ALLOTTED
9am

10am

Tlam

NOON

, PERSONAL MID-DAY ROUTINE TIME ALLOTTED
pm

2pm

3pm WORK SHUT-DOWN ROUTINE TIME ALLOTTED

4pm

S5pm

6pm

/pm

PERSONAL EVENING ROUTINE TIME ALLOTTED

8pm

9pm

10pm




MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

AFTERNOON MORNING

EVENING




Eisenhower Matrix

The Eisenhower Matrix improves
productivity by teaching you how
to prioritize better. This technique
helps you learn which activities
are worth your time and effort, and
which ones aren't.

URGENT

NOT URGENT

DO

Do it now

This is crisis management. Reduce the
time spent in this quadrant by doing
more work in “SCHEDULE" blocks.

SCHEDULE

Schedule atime to do it later

Work ahead. Spend as much time here
as you can. It will require planning and
strategic thinking.

Take photos for social media

«  Thank you notes to sponsors
and donors

-
< |
<I
E Example: Example:
% Finish a grant due this week. Attend a networking event
- «  Prepare for a meeting later today. «  Put together a civic presentation
for next week.
Start on a grant due next month,
Respond to new reguests to
manage expectations
Who else can do it? Board? Volunteer? or eliminate
Empower others! Limit or eliminate ideas and tasks that do
_____________________________________ not align with your organizations mission
Example: and goals. They may be worthwhile, but not
- ‘ , a good choice if they stretch you too thin.
E Trans‘cnbe last weel's Learn to say no!
IE meeting notes
E Fold and mail stakeholder | T TTToooTroTTmmmmmmmmmmmmn
5 updates Example:
B +  Organize files Sales emails / calls
<

«  Reguest for copies of files on your
website

Serve on a planning team for a
project outside of the district.




« Be Flexible! |t may take some time and experimentation to « Color coding with pens or highlighters for different categories

figure out what works best for you. Be willing to assess what (Personal/ Work/ Family & Friends) is a great way to quickly
Is working and what is not working for you and be willing to get a visual for what your day or week consists of, but

flex accordingly. You may find yourself combining methods or keep it broad and stick to only a few cateqgories for optimal
creating your own and that's totally ok! Make it work for you! productivity.

- Be Consistent! Effective planning is indeed creating a habit e Ina hurry? Use the blank dot grid sections as a place to

and should be part of your routine to be the most beneficial. quickly jot things down when you're in a hurry. Refer back to
Some people like to plan the next day at the end of the day these sections when doing your daily planning so you don't
prior while others prefer to with their morning coffee. The miss anything! You can also use washi tape or color coded dot
choice is up to you! stickers to help organize these sections.

» Beginner Tip! Try not to over-plan your time - You dont want < Abbreviations or codes for repeated tasks (think email

to be checking your planner every 6 minutes to make sure checking, laundry day) take up less room and less time.
you're on track. Start by writing down your highest priority Creating your own codes/abbreviations/icons can help
tasks for each day and any meetings, but don't feel the need declutter your planner and make your it your own.

to assign something to every minute of the day. Perhaps try

blocking them out by morning, afternoon and evening. e Make it Fun for you! Planning should not be stressful. It

should help alleviate day to day stress, knowing everything

« Admin & Catchup Time are great additions to your planning IS In one place. Make it fun — add quotes, color, doodles,
arsenal. Things happen and tasks get moved around on the fly,  stickers, washi tape, photos; the possibilities are endless to
and there are always those admin tasks that constantly get make your planner fun!

put on the back burner. Schedule in some time (or entire days
if possible) to deal with these.



