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                        REPORT OF THE RECOGNITION TASK FORCE 
 
To:  The Takoma Park City Council 
 
Date:  March 12, 2014  
 
Background 
 
The Recognition Task Force was established by the City Council on October 28, 2013 and 
directed to provide recommendations to the Council on commemorative programs by March 31, 
2014. The Task Force consisted of the following members: Howard Kohn, Diana Kohn, and 
Richard O’Connor. Mayor Bruce Williams and Councilmember Fred Schultz served as Ex 
Officio members and participated fully in all meetings of the Task Force. The Task Force met six 
times and researched the currently existing types of commemorative programs in the City, in 
addition to those programs in other jurisdictions. Potential new programs were also explored. 
    
Purpose 
 
The goal of the Recognition Task Force has been to recommend to the City Council a systematic 
way by which the City and others can recognize (honor) individuals, organizations and 
businesses who have made contributions to the City as a whole or to their neighborhoods. In 
addition, the Recognition Task Force recognized the need for individuals to be memorialized by 
family and friends. Currently there are no policies or programs in place in the City for 
commemorating persons. Any such efforts have been on an ad hoc basis, and this has 
undoubtedly stymied honoring people who are or have been important to the history and culture 
of the City and to the lives of all who live here. The Recognition Task Force sees the need to 
research and resurrect previous commemorations that have been stored away or lost. It is 
important that these past commemorations, existing and future ones be permanently digitized, 
recorded and made easily accessible to the public as a way to preserve and enrich Takoma Park’s 
historical legacy for now and the future.   
 
     Recommendations 
 
1.  Commemoration Commission. The task force recommends that the City Council establish a 
permanent commission to which the City Council can delegate certain responsibilities in order to 
honor individuals, businesses and organizations in the City.   
 
 A.  Name: Commemoration Commission 
 

B.  Members: Nine voting members should be appointed for staggered three-year terms 
– one member appointed by Council from each ward and three at-large members 
appointed by the Mayor. No more than two voting members shall be from any one City 
ward. Four non-voting members would include a staff liaison designated by City 
Manager, a Recreation Committee designee, an Arts and Humanities Commission 
designee, and a Historic Takoma designee. All members, except the City Manager’s 
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designee, would be restricted from serving more than two consecutive three year terms. 
Members will not be paid.   

 
C.  Budget: The Commission will be primarily self-funded from fees charged for 
commemorative services. The Commission may request start-up funds from the Council 
during its first year. Start-up funds will be used for such items as design services, 
mock-ups of commemorative items, publicity materials and related expenses. 

 
D.  Fees: Within six months of appointment, the Commission will establish a schedule of 
fees for commemorative services.  

 
2.  Proposed Recognition Levels. The Task Force recommends that the City Council adopt the 
following three types of recognitions: 
 

A.  City-wide Recognition. An individual, business, or organization must meet the 
following criteria: 
 
 1) Made a significant contribution to the social, cultural, historical, political, 

economic or civic life of the City; and 
 
  2) If an individual, has lived or worked within the City of Takoma Park, or  
  if a business/organization, has operated within the City of Takoma Park. 
   

3) The individual, business or organization must be nominated by at least 25 
residents submitted to the Commission on a form created by the Commission. 

 
4) City-wide recognition shall be decided by the Commission after opportunity     
for public review and comment. 

 
B.  Neighborhood/Local Recognition. An individual, business or an organization must 
meet the following criteria: 

 
1) Made a contribution to the social, cultural, historical, political, economic or 
civic life of the neighborhood; and 

 
2) Be nominated by 10 residents in the neighborhood, or be nominated by a 
neighborhood/tenant association on a nomination form created by the 
Commission. 
 
3) Neighborhood/local recognition shall be decided by the Commission after 
opportunity for public review and comment. 
 

 C.   Personal Recognition. An individual may receive personal recognition as follows: 
 

1) A relative, friend or neighbor may fill out a form created by the Commission to 
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order a commemorative or request recognition. 
 
  2) The Commission shall decide the request after administrative review.   
 
3.  Programs of the Commission. The Task Force recommends the following: 
 
 A.  Permanent Programs. The Commission will adopt procedures for various types of 

honors available through the Commission, e.g., plaques, trees, benches, event naming, 
bricks, flags, markers, signs, and tiles. See attachment 1 for examples of the types of 
programs which could be adopted by the Commission.   

 
B.  One Time Award. Annual awards and special volunteer recognition awards. 

 
4.  Commission Coordination. The Task Force recommends that: 
 
 The Commission shall coordinate with the Mayor, City Council, City staff, and other 

organizations in the City in regard to recognition programs throughout the year (i.e. 
“Key” to the City, proclamations, special events, annual events, special volunteer 
recognitions). 

 
5.  Maintenance. The Task Force recommends that the City Council establish the following 
maintenance responsibilities for the Commission: 
 
 A.  Endowment Fund. The Commission shall report back to the City Council on 

recommendations for an endowment fund to maintain the commemorative projects. The 
Commission shall outline the options for an endowment fund, the pros and cons 
associated with a fund and the fees to be charged for each service. 

 
 B.  Inventory. The Commission shall conduct an inventory of all current and past 

commemoratives in the City and publish a digital report within one year of appointment.  
 
 C.  Archival Records. The Commission shall be responsible for maintaining and 

supervising the City’s commemorative archival records. The Commission shall issue an 
annual report on the status of commemorative archival records, listing the content and 
place of each record maintained by the City. These digital records shall be publicly 
accessible.    

 
 D.  Digital Record. The Commission shall adopt a policy/procedure manual for moving 

all commemorative archival records to digital format within three years. The Commission 
shall report to the City Council within one year on the progress to adopt a 
policy/procedure manual. 

 
6.   Implementation of the Program- The Task Force recommends that the City Council direct 
the Commission to: 
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A.  Location. Establish designated areas in the City where honors can be physically 
placed in coordination with City agencies.  

 
B.  Fees. Recommend to the City Manager a schedule for honors fees. Attachment 1 has 
examples of fees which may be adopted by the Commission. 
 
C.  Coordination. Establish guidelines for a) fabrication of all commemoratives and  
b) installation of commemoratives. Each commemorative shall have the City seal and 
have a uniform design theme.  

 
D.  MOU’s. Recommend to the City Council proposed memorandums of understanding 
with other agencies regarding honors on their property (e.g. MCPS or M-NCPPC). 

 
E.  Report to the City Council within one year on the status of historical 
commemoratives that have either been lost, or have been placed in storage. The 
Commission shall recommend action by the Council or the Commission regarding these 
historical commemoratives.    

 
 
Attachment 1: Examples of commemorative programs from other cities 
 
Attachment 2: Minutes of the Recognition Task Force meetings 



Recognition Committee 
 
Minutes for meeting of Nov. 13, 2013 
 
In attendance – Dick O'Connor (member), Diana Kohn (member), Howard Kohn 
(member), Fred Schultz (ex officio), Bruce Williams (ex officio) 
 
There was a general discussion about various ways the City could honor and remember 
individuals who have influenced the history of Takoma Park.   They fall in several 
categories that would need to be addressed differently, with different criteria for inclusion 
(and a plan for ongoing maintenance, which has been neglected in the past): 
 
City Government: This discussion centered on how to create a "living wall," possibly in 
the central lobby area of the municipal complex, that would commemorate all previous 
mayors and members of the City Council, dating to the founding of Takoma Park's 
municipal government.  It was suggested that the wall could include photographs and 
could be linked to biographical summaries on the City website and a printed copy in the 
Library. 
 
Historical Figures: Historic Takoma is working on a plan for this to include Council 
Resolutions, and HTI archives, probably to result in a "Who's Who" directory. 
 
Neighborhood Activists: There was a discussion about setting up a system whereby 
friends or families of an individual might be able to purchase a commemorative marker 
for that person  -- e.g. a plaque on a bench, a plaque at the base of a tree, or an inscribed 
brick. 
 
Citywide Activists and People of Note: There was a final discussion about posting 
biographical signs in parks and playgrounds that have already been named for historically 
important members of the Takoma Park community. The focus of this discussion was 
Opal Daniels Park, named for the mother of current Councilmember Kay Daniels-Cohen.  
It was noted that biographical signs are posted at City-owned Belle Ziegler Park and at 
MCPS-owned Lee Jordan Field but not at the M-NCPPC-owned Opal Daniels Park.  
Additional possibilities include B.Y. Morrison, Frank White, and more attention to the 
Gilbert memorial at Piney Branch Rd. and Eastern Ave. 
 
The group decided by consensus to take on the following tasks: 
 
Organize the existing records of everyone who has held elected office in Takoma Park 
(Dick, Diana and Bruce). 
 
Conduct research on how other municipalities allow their residents to purchase 
commemorative markers (Fred). 
 



Suggest to the Recreation Committee that they initiate a request for a biographical sign at 
Opal Daniels Park since they are charged with making recommendations about local 
parks (Howard).  



Minutes of Recognitions and Honoring Taskforce 
December 5, 2013 

 
Present: Diana Kohn, Richard O'Connor, Howard Kohn, Mayor Bruce Williams, 
Councilmember Fred Schultz, 
 
Approval of Minutes: Moved by Howard Kohn, seconded by Dick O'Connor, approved 
unanimously.  
 
A discussion followed -- options for memorials: formal process, oversight, choices. 
 
Planting Trees: Councilmember Schultz did research on programs in other jurisdictions that 
could serve as for commemorating civic leaders and also family members. These are links to 
programs in other cities – 
 
For the City of Upper Arlington, Ohio: http://www.uaoh.net/egov/docs/1369935920_797790.pdf 
 
For the City of West Linn, Oregon: http://westlinnoregon.gov/parksrec/memorial-donation-and-
gift-program-policy 
 
For the City of Lake Saint Louis, Missouri: 
http://www.lakesaintlouis.com/index.asp?Type=B_BASIC&SEC={B179DE2F-5DFF-4C3B-
ABDB-DFDC86464768} 
 
Plaques on trees and benches are common. They require some level of staff oversight, but 
volunteers could handle requests and approvals, so that part would not require staff time. Tree 
plaques would require ongoing maintenance to be covered by an "endowment" (suggest 20 years, 
with option for renewal). City staff would oversee purchase and planting of tree and tracking of 
financial endowment.   
 
We could incorporate already existing benches into a program but also find areas that could be 
"outdoor living rooms" where we could install new commemorative benches. 
 
Tiles, bricks and plaques: Explore options other than nailing a plaque to a wall.  Revive program 
of bricks in front walk outside Community Center.  
 
Naming Rights:  Events could be named in someone's honor, such as a lecture, concert or 
another event or in the auditorium.  The same could apply for an ongoing series, either within 
"We Are Takoma" or additional.  Outdoor events could also be used for a onetime 
commemoration. 
 
Criteria: Create several categories of commemoration, with specific guidelines: 1) city-wide (for 
prominent residents), 2) neighborhood, and 3) personal. Include those killed in line of duty.  
Spotlight the Veterans Memorial. 
 



Past Recognitions: Research memorials established in the past that have since disappeared or 
removed and not been replaced, are missing, or are lacking explanation of why they were 
honored.  Restore signage, if possible, and add details to database.  Example, Ward Sinclair plaza 
in Old Town, NFZ planted trees at library, memorial gardens.  
  
Database: Create database to record all memorials (trees and more) as an ongoing record even 
after the memorial itself disappears (tree dies).  Serve as central repository to tell the stories of 
those honored, thus becoming a commemoration of its own.   Publicize the options to the 
community at large.  Serve as citywide inventory. 
 
Commemorative Committee – We recommend a standing committee of volunteers, appointed by 
Council, to oversee the process, create criteria, revise options, assist staff   Identify one person to 
coordinate between volunteers and staff. .   
 
Commission Tasks: Determine what can/should be done, what criteria, where to place memorials 
(private vs. citywide). Create process (e.g. what species of tree, proper planting, plaque 
template), determine fees and endowment regulations. 
 
Commission selection: Named by Council. Define relationship of City staff to Commission.  
Should there be a staff liaison?  Should there be permanent slots for a representative of (e.g.) the 
Tree Commission, Historic Takoma, Rec Committee, Arts & Humanities Commission?  
 
Public Hearing: to be scheduled. 
 
Mayor Wall: Mayor Williams provided names, Dick O'Connor pursuing options for an exhibit to 
hang in Community Center.  Too many names to include all those who served on Council.  
Biographies of Councilmembers would be available in an on-line database. 
 
Parks: Pursue signs at all parks, starting with Opal  Daniels. 
 
 
 
 
 
 
 
 



Minutes of Recognitions and Honoring Taskforce 
December 17, 2013 

 
Present: Mayor Bruce Williams, councilmember Fred Schultz, Howard Kohn, 
Diana Kohn, Richard O'Connor. 
 
Unanimous approval of December 5 minutes. 
 
Continuing discussion: 

 Story behind Richard Dempsey – example of info that needs to be captured 
 Database: Use of internet to capture and disseminate info on those honored. 

It is permanent, easily accessible and reaches the younger generation.  Issue 
of who and how it is maintained. 

 Category levels: City, Neighborhood, Local, Personal.  Need different 
criteria for how(who) for designation, what can be placed, and continuing 
maintenance. 

 Policy: Establish and adapt areas of policy. 
 Examples of who is recognized: movers and shakers who live or work here, 

who affected history. Made significant contribution to social, cultural, 
historical, political, economic life. Celebrities (Goldie Hawn). 

 Where: Need map.  Criteria for what is allowed in specific spaces (parks, 
city hall.) 

 Trees: priority for strip in front of public space, city rights of way.  Species 
of tree. 

 Library space:  special attention to how to enhance the space closest to 
maple. 

 Recommend:  staff liaison to commission be determined by city manager – 
work with Rec and PW Dept.  For facilities not under city control, liaison 
through MOUs. Coordinate with OTBA. 

 Taskforce v. Commission: Taskforce identify scope and range of choices, 
Commission refines and creates policy. 

 Special Events: rules for banners, air rights?, banners on city fence,  
 Volunteer recognition: Revive idea of receptions and awards (Azalea 

Awards).  Certificates? 
 
Dick O'Connor to draft list of recommendations. 
 
Adjourned at 10:30 pm. 
 



Commemorative
Tree Program

How to Order, Tree Species, Maintenance and Recognition

Trees represent a valuable economic, environmental and
social resource to people around the world. Because trees
serve as a living link to our past, a wonderful asset in the
present, and a wise investment in our future, the Upper
Arlington Tree Commission offers to all the opportunity to
participate in the Commemorative Tree Program.

Commemorative Trees serve as permanent living
monuments and links to the past. These monuments
grow in importance, visibility and value as the years pass,
while improving our quality of life in countless ways. In
addition, there is no better investment in the future of
our City and our world.

How to Order a Commemorative Tree
Commemorative Tree orders are taken any time of year. The
trees are ordered and planted by the City in the Spring and
Fall of each year. Trees are at least two inches in caliper.
Larger sizes may be available upon request, based on
availability and contribution amount. The minimum
contribution to plant a Commemorative Tree is $180.
Contributions include the cost of planting and caring for the
tree. All donations are tax deductible to the fullest extent
allowed by law. For more information please call 583-5340.

Special Occasions
The Commemorative Tree Program provides an opportunity
for any person to recognize, memorialize, honor or celebrate
a special person, place or event. Trees can be planted to
commemorate an almost endless variety of occasions among
family, friends, neighbors and others.

• Births

• Weddings

• Anniversaries

• In memory of loved ones

• Retirements

• Special achievements (athletic, academic, professional)

• Dedication of new buildings, facilities or programs

• Welcomes or goodbyes

• Congratulations

• Thank yous

• Special events (championships, conferences, visits)

• Family reunions

• Graduations

• School reunions

• Celebration of special days (birthdays, holidays)

• Arbor Day and Earth Day

k

Parks & Forestry Division
3600 Tremont Road, Upper Arlington, OH 43221
Phone: 614-583-5340 • Fax: 614-437-8675 • www.uaoh.net



Planting Locations
Commemorative trees may be planted in City Parks, at the
Municipal Services Center, the Upper Arlington Public
Libraries, the Upper Arlington Public Schools or on other
public land in the City. Donors may select the area in which
they wish to plant a tree. Final location will be determined
by the City or other public landowner in consultation with
the donor. Donors often choose to plant trees in areas which
have a special family or personal significance.

Tree Species
There are dozens of different trees available for planting in
Central Ohio. However, every species has unique site
preferences and aesthetic qualities. The City works with
donors to select a tree which will thrive in its specific
location, and provide the flowers, fruit, fall color, shade or
other characteristics desired. For creative donors, trees can
be matched in some way to the person or event being
commemorated.

Maintenance and Guarantee
The City cares for all City-owned trees. Commemorative trees
planted on City property are included in the City’s tree
maintenance program which includes pruning, watering,
mulching, etc. Trees planted on other public property are
maintained by the controlling institution or organization.
The City will transplant or replace any Commemorative Tree
on City property that dies, or is threatened by land use or site
changes during the lifetime of the tree.

Recognition
All Commemorative Tree donations are registered in the
Commemorative Tree Book. This classic book records the tree
donor, tree species, location, date of planting and the person
or event commemorated. The Commemorative Tree Book is
kept on permanent closed reserve in the Reference
Department of the Upper Arlington Public Library, 2800
Tremont Road, where it is easily accessible to the public.
Commemorative tree donations can also be found at
www.uaoh.net. All participants also receive a
Commemorative Tree Recognition Certificate.

Plaques are not permitted next to trees in City parks.
However, you may wish to consider donating a
Commemorative park bench if a plaque is desired.

Upper Arlington Tree Commission
The Upper Arlington Tree Commission is a
group of seven residents appointed by the
President of Council. The Commission's
purpose is to advise City Council on urban
forestry issues, to educate residents and to
work with professional staff in support of a
comprehensive municipal forestry program. Members serve
four-year terms, and meetings are held the first Tuesday of
every other month.

The goal of the Upper Arlington Tree Commission is to
guide and facilitate the operation of a comprehensive
municipal forestry program which enhances the quality of
life for all Upper Arlington residents. Programs include:
• Cost Share Street Tree Program

• Commemorative Tree Program

• Tree Treks

• Arbor Day Celebration

• Volunteer planting projects

• Street tree maintenance and replacement

• Park tree maintenance and replacement

Updated 3/13

Upper Arlington City Council
Mayor Donald B. Leach, Jr.
Vice Mayor Frank Ciotola

 John C. Adams, David DeCapua 
Debbie Johnson, Mike Schadek 

Erik F. Yassenoff

Upper Arlington Tree Commission
Chair Debra Marsh

Vice Chair Dr. Charles Hickey
Norma Miller Steigerwalt, Connie Frecker

Scott Zanon, Paul Newman
Larry A. Schmitz

City Manager
Theodore J. Staton

Parks & Recreation Director
Tim Moloney

Parks & Forestry Superintendent
Steve Cothrel

Upper Arlington has received the
National Tree City USA award each
year since 1990. Thank you for your
interest in a greener Upper Arlington.



 

 
 Memorial Donation & Gift 

Program Policy 
                             
 

PARKS AND RECREATION   22500 SALAMO RD #1100   WEST LINN OR  97068  *503‐557‐4700 *503‐656‐4106 FAX 

 
Purpose 
To establish guidelines for the consistent decision-making process related to the 
acceptance, placement and long-term maintenance of public requests for memorial 
donations in City-owned facilities, parks, natural areas and trail system. 
 
Background 
Memorials and gifts have augmented West Linn Parks and Recreation Department 
properties and facilities.  Historically, the department has accepted these donations 
without a formal written policy.  Although the City Council has policies that outline the 
criteria and conditions for the naming of parks and facilities and the donation of real 
property these policies do not apply to memorial donations within the City’s Parks and 
Recreation system. 
 
Guidelines are also needed for sustainable management of site-appropriate amenities, 
so as not to detract from the visual esthetics of the surrounding natural environment or 
place an undue burden on the City.   
 
Management Philosophy 
The protection of the natural environment is a high priority.  To this end, the West Linn 
Parks and Recreation Department may limit memorials in order to promote resource 
management and sustainability of natural landscapes. The integrity, natural and 
architectural features of parks, natural areas and facilities will be preserved and not 
detract from a user’s experience. Design specifications will be compatible with existing 
management and operations plans. Final decision on the placement of memorials will 
be made by the Parks and Recreation Department. Memorials cannot have a 
commercial appearance or corporate label. 
 
Approval Criteria 
All proposals will be evaluated by Parks and Recreation staff according to the following: 
  

• Placement of enhancements in the Parks and Recreation system must be 
compatible with the existing Parks, Recreation and Open Space Master Plan, 
Parks Management Plan, Parks Operations Manual, Individual Park plans, and/or 
Capital Improvement Program (CIP) requirements of the Department 

• The final decision as to location will be determined by the Parks and Recreation 
Department. 

• Memorials shall not detract from or overpower the scenic or architectural values 
of the existing environment. 

• All memorials will be constructed of materials that meet the design and 
maintenance considerations of the Parks and Recreation Department. 

• Memorial donations, which are large in scale, may be considered on a case-by-
case basis, as they relate to park planning processes and the CIP process. 



• Non-designated monetary memorial donations will be used to meet current 
needs of the Department as recommended by the Department Director. 

 
Procedures 
The donor talks/meets with Department staff to share ideas then submits a completed 
Memorial Donation Agreement Form to the Parks and Recreation Department.  
 
Department staff will review and determine the appropriateness of the proposal as 
measured by approval criteria. Department staff will notify the donor, in writing, within 20 
business days of the review decision, identifying any final conditions of approval.  
 
Memorial Donations that are part of the commemorative bench, table and living tree 
menu only require approval for exact location (species for trees) of the desired memorial 
donation.  
 
With a positive review decision, Department staff will finalize the Memorial Donation 
Agreement Form between the City and donor and submit it to the Parks and Recreation 
Department Director for final approval. 
 
The City does not guarantee permanency of the memorial.  If a memorial must be 
relocated, Department staff will attempt to notify the donor, in writing, at the address 
shown on the completed Memorial Donation Agreement Form. The City takes no 
responsibility to replace stolen, vandalized plaques or for maintenance or replacement 
of trees that are not watered by automated irrigation system, and/or where a donor has 
agreed to a accept responsibility for watering the tree. 
 
The Director’s approval must be received before ordering and installation of the 
memorial may proceed. The City shall be responsible for the installation, maintenance 
and protection of the work, within reason.  Once installed, the memorial becomes City 
property. The City does not guarantee permanency of the memorial.  If a memorial must 
be relocated, Department staff will attempt to notify the donor, in writing, at the address 
shown on the completed Memorial Donation Agreement Form. 
 

 
Review and Update 
This policy may be reviewed annually in August by Department staff and updated as 
indicated. 
 
Issued & Approved: Parks & Rec Advisory Board 5/27/10 
Edited 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

PARKS AND RECREATION DEPARTMENT 
 

MEMORIAL DONATION & Gift AGREEMENT FORM 
 

 
Donor Name:  ________________________________________________________________ 
 
Donor Organization (if applicable) _________________________________________________ 
 
Address: ____________________________________________________________________ 
  
Home Phone: _____________________________ Work Phone: ________________________ 
 
E-mail: ______________________________________________________________________ 
 
Park for Donation: _____________________________________________________________ 
 
Proposed Location: ____________________________________________________________ 
 
Bench, Table or Tree type (description):____________________________________________ 
 
Tree Desired Species __________________________________________________________ 
 
Other item description: _________________________________________________________ 
 
Plaque:  _____ YES _____ NO (benches and tables include plaque) 
 
Inscription: 3 lines with 45 characters per line maximum, including spacing and punctuation. 
 
 
 
 
Memorial gifts to the City of West Linn are considered outright and unrestricted donations.  The City of 
West Linn does not guarantee permanency of the accepted donation.  If a memorial must be relocated, 
Department staff will attempt to notify the donor in writing at the address shown on this form.  Donations 
may be tax deductible (please consult an accountant).  The donor declares to have read the Memorial 
Donation Acceptance and Management Guidelines.  The donor understands and agrees with the 
conditions set forth in this policy and agrees to pay the City any donation funds within one month of 
notification of Memorial Agreement approval. 
__ I have read and understand the donation policy 
 
___________________________  _______________ 
Signature Donor     Date 
 
Mail, fax or email completed form to :  
Ken Warner, West Linn Parks & Recreation, 22500 Salamo Road #1100 West Linn OR 97068 
Phone 503-557-4700 Faxe 503-656-4106 kwarner@westlinnoregon.gov 

 
FOR OFFICE USE ONLY 

Accepted By _________________________________________ Date ___________________ 
Parks & Recreation Director _____________________________ Date ___________________ 
Cost $ ____________ Paid $ ____________________________ Date ___________________ 
Exact Location verified _________________________________________________________ 
Inscription Proof reviewed by donor _______________________________________________ 



 
 

PARKS AND RECREATION DEPARTMENT 
 

MEMORIAL DONATION AGREEMENT FORM 
 

 
Donor Name:  ________________________________________________________________ 
 
Donor Organization (if applicable) _________________________________________________ 
 
Address: ____________________________________________________________________ 
  
Home Phone: _____________________________ Work Phone: ________________________ 
 
E-mail: ______________________________________________________________________ 
 
Park for Donation: _____________________________________________________________ 
 
Proposed Location: ____________________________________________________________ 
 
Bench, Table or Tree type (description):____________________________________________ 
 
Tree Desired Species __________________________________________________________ 
 
Other item description: _________________________________________________________ 
 
Plaque:  _____ YES _____ NO (benches and tables include plaque) 
 
Inscription: 3 lines with 45 characters per line maximum, including spacing and punctuation. 
 
 
 
 
Memorial gifts to the City of West Linn are considered outright and unrestricted donations.  The City of 
West Linn does not guarantee permanency of the accepted donation.  If a memorial must be relocated, 
Department staff will attempt to notify the donor in writing at the address shown on this form.  Donations 
may be tax deductible (please consult an accountant).  The donor declares to have read the Memorial 
Donation Acceptance and Management Guidelines.  The donor understands and agrees with the 
conditions set forth in this policy and agrees to pay the City any donation funds within one month of 
notification of Memorial Agreement approval. 
__ I have read and understand the donation policy 
 
___________________________  _______________ 
Signature Donor     Date 
 
Mail, fax or email completed form to :  
Ken Warner, West Linn Parks & Recreation, 22500 Salamo Road #1100 West Linn OR 97068 
Phone 503-557-4700 Faxe 503-656-4106 kwarner@westlinnoregon.gov 

 
FOR OFFICE USE ONLY 

Accepted By _________________________________________ Date ___________________ 
Parks & Recreation Director _____________________________ Date ___________________ 
Cost $ ____________ Paid $ ____________________________ Date ___________________ 
Exact Location verified _________________________________________________________ 
Inscription Proof reviewed by donor _______________________________________________ 



Sample Commemorative Benches, Tables and Trees…. 
          
                                                                                                                                                                                  
                                             □ Remote or Trail Bench               □ Contour Bench 
       6 foot – approx. $ 900      6 foot – Approx $900 
       Recycled plastic slats in      with arm rests Approx $ 1,100 
       choice of 5 wood tones,      Recycled plastic slats in 
                   without side supports to      choice of 5 wood tones,  
          maximize seating capacity.     with or without arms. 
 
 
 
 
              □ Pedestal Table             □ Picnic Table 
       4’x4’ – Approx. $ 2,000              6 foot – Approx. $ 1,200 
       Recycled plastic              Recycled plastic in 
      2x4       materials in choice                5 wood tones for 
       of 5 wood tones.              Superior durability. 
 
 
 

 
 
Benches and tables can come with your choice of custom inscription on a 
2” x 10” bronze plaque inset into the backrest of a bench or the top of the 
table. 
 
 

 
Sample Recycled Plastic: The high-density polyethylene material 
utilized in our recycled plastic furnishings is derived from post- consumer 
bottle waste resulting in a product that is more than 90% recycled. 
 

Commemorative Tree Program  
West Linn’s extensive city parks system is continually growing and trees are a great way to increase the beauty of our city and 
provide countless benefits to this community. Your tax-deductible contribution will be used to purchase trees to be planted in the 
parks system and personnel will care for the trees. Although we accept living legacy requests year round, we encourage the 
planting of trees in the spring or fall to give the trees the best chance to survive. Through communication between Parks staff 
and the contributor, an approved species will be chosen based on the desired planting site. Deciduous trees will be at1.5 inches 
in diameter (approximately 6 to 9 feet tall) and evergreen trees will be 5 to 6 feet in height. Your 2 x10 bronze plaque will be 
mounted in concrete at the base of the tree. Contributors are always welcome to attend the tree planting. Approximately $ 750 
 
The cost noted above includes the purchase, the plaque and the installation of the item. The City does not guarantee 
permanency of the memorial.  If a memorial must be relocated, Department staff will attempt to notify the donor, in writing, at the 
address shown on the completed Memorial Donation Agreement Form. The City takes no responsibility to replace stolen, 
vandalized plaques or for maintenance or replacement of trees that are not watered by automated irrigation system, and/or 
where a donor has agreed to a accept responsibility for watering the tree. 

All prices listed are samples and will be verified during the initial stages of the process.  
 
Contact: Ken Warner, Recreation Director 
  (503) 557-4700 or kwarner@westlinnnoregon.gov 
 
 

Walnut Cedar Grey     Redwood Green 







 
 
 
 
 
 
Project Specifics:   
 
• Donors may select the type of tree, 1” to 1-1/2" trunk diameter, from a predetermined list of  

flowering , shade or evergreen trees that thrive in our eastern Missouri climate. 
• The tree of your choice, a quality 4" x 6" bronze plaque with your personalized inscription, 

planting, and maintenance is all included for the price of $350. 
• Planting location can be chosen by the donor with the guidance of the City’s 

Arborist/Horticulturist 
• To ensure their health, trees will be planted during appropriate planting season.  This is 

typically done during the spring and fall. 
• Up to three lines of text can be engraved onto the plaque.  Each line can have up to 15 

characters (including blanks and punctuation). 
• Donor or honoree will receive a Commemorative Certificate and your name will be 

announced as a donor during the next Arbor Day celebration. 
--------------------------------------------------------------------------------------------------------------------- 

(Detach and return this portion with your payment.  Please complete a separate form for each order.) 
 
Name: ____________________________________  Daytime Phone: _____________________ 

Address: _____________________________________________________________________ 

City: ___________________________________  State: _____________   Zip: ______________ 

Plaque 1st Line: 

Plaque 2nd Line:       

Plaque 3rd Line:  

PLEASE PRINT.  Only one letter in each block. 

Enclose check and order form and mail to:  "Commemorative Tree" 
       City of Lake Saint Louis 
       200 Civic Center Drive 
       Lake Saint Louis, MO 63367 

This is a gift! 
To mail the Certificate of Recognition directly to your gift recipient, indicate the name 
and address here:   

Name:________________________________________________ 
   Address: ______________________________________________ 
   City: ________________________ State: ______  Zip: _________ 
 
   Type of tree selected: ______________________________   
  
(Office Use) Planting Location: ___________________________ Approved:  ______________ 



 
 
 
 
 
 
 
Project Specifics:   
 
• Donors may adopt an existing tree (not already adopted) within a park.  
• Fee schedule is established according to the size of the tree, not the species. 
• An engraved paver will be set in the Memorial Walk area at the amphitheater in  

Boulevard Park. 
• Donor or honoree will receive a Certificate of Adoption along with a current photograph of 

the tree,  and your name will be announced as a donor at the next Arbor Day celebration. 
• Fee schedule is as follows: 
        Any tree 0”-12” DBH    $  500.00 
  Any tree 13”-24” DBH   $1000.00 
  Any tree >24” DBH (Landmark Tree) $3000.00 
--------------------------------------------------------------------------------------------------------------------- 

(Detach and return this portion with your payment.  Please complete a separate form for each order.) 
 
Name: ____________________________________  Daytime Phone: _____________________ 

Address: _____________________________________________________________________ 

City: ___________________________________  State: _____________   Zip: ______________ 

Plaque 1st Line: 

Plaque 2nd Line:       

Plaque 3rd Line:  

PLEASE PRINT.  Only one letter in each block. 

Enclose check and order form and mail to:  "Commemorative Tree" 
       City of Lake Saint Louis 
       200 Civic Center Drive 
       Lake Saint Louis, MO 63367 

This is a gift! 
To mail the Certificate of Adoption directly to your gift recipient, indicate the name and 
address here:   

Name:________________________________________________ 
   Address: ______________________________________________ 
   City: ________________________ State: ______  Zip: _________ 
 
Park Name: ____________________________    Tree Species: __________________________ 
  
Tree Location: _________________________________________________________________   
 



 



 
 
 
 
 
 

 
Project Specifics: 
 
• Memorial Bench Program provides for the installation of a beautiful 6-foot bench with 

backrest along with an engraved plaque for a fee of $600. 
• Location can be chosen by the donor with the approval of the Park Director. 
• Maximum of three lines of text can be engraved onto the plaque.  Each line can have up to 15 

characters (including blanks and punctuation). 
• Donor or honoree will receive a Commemorative Certificate. 
 
-------------------------------------------------------------------------------------------------------------------------------------------- 

 
(Detach and return this portion with your payment.) 

 
Name: ____________________________________  Daytime Phone: _____________________ 

Address: _____________________________________________________________________ 

City: ___________________________________  State: _____________   Zip: ______________ 

Plaque 1st Line: 

Plaque 2nd Line:       

Plaque 3rd Line:  

PLEASE PRINT.  Only one letter in each block. 

Enclose check and order form and mail to:  "Commemorative Bench" 
       City of Lake Saint Louis 
       200 Civic Center Drive 
       Lake Saint Louis, MO 63367 

This is a gift! 
To mail the Certificate of Recognition directly to your gift recipient, indicate the name 
and address here:   

Name:________________________________________________ 
   Address: ______________________________________________ 
   City: ________________________ State: ______  Zip: _________ 
 
  
(Office Use)  Bench Location: ____________________________________________________  
 

Approved:  ______________ 
 
 
 



 



 
 
 
 
 

Honor that special someone or commemorate that special event for generations 
to come by engraving it onto a Roman Stone Paver that will be placed in the 

pathway at the Boulevard Park Amphitheater. 
Good for children, grandchildren, your company, or organization.   

A unique gift for any occasion.   
 

Project Specifics: 
 
• Up to three lines of text can be engraved onto a paver.  Each line can have up to 15 
•  characters (including blanks and punctuation).  You will receive a written verification of your order, 

as it will appear, to check accuracy. 
• Engraved pavers cost $75 each or two for $100.   
• Orders accepted between Sept. 1st and March 31st will be installed early in May.  Orders accepted 

between April 1st and August 31st will be installed early in October. 
• The donor or honoree will receive a Certificate of Recognition. 
 

(Detatch and return this portion with your payment.  Please complete a separate form for each paver.)  
 
Name: _________________________________________  Daytime Phone: _____________________ 

Address: ____________________________________________________________________________ 

City: _________________________________________  State: _____________   Zip: ______________ 

Paver 1st Line: 

Paver 2nd Line:       

Paver 3rd Line:   

PLEASE PRINT.  Only one letter in each block. 

Enclose check and order form and mail to:  "Stone Pavers" 
       City of Lake Saint Louis 
       200 Civic Center Drive 
       Lake Saint Louis, MO 63367 
  This is a gift! 

To mail the Certificate of Recognition directly to your gift recipient, indicate the name and address 
here:   

Name:________________________________________________ 
   Address: ______________________________________________ 
   City: ________________________ State: ______  Zip: _________ 


