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In 2002, a master plan update was created for Highland Station. That document, the Highland 
Station Microarea Analysis, focuses on land uses, zoning and development issues in Highland 
Station.   Following this plan, the Highland Downtown Development Authority (HDDA) set out to 
create a framework for community revitalization in downtown Highland in the form of a Development 
Plan. This project-oriented plan identifies the HDDA’s goals and objectives as well as projects that 
will be implemented over 25 years.  These two documents provide the foundation for the 
community’s vision that Highland Station return to its status as the community center, a viable place 
that gives Highland a strong identity. 
 
For the development plan to be successful, implementation strategies should be assessed yearly, 
prior to establishing a budget for the following year. Creating an annual work plan lays out what will 
be done and also shows the human and financial resources needed to complete each task.  The 
Highland DDA uses an organizational committee structure based on the Main Street Four-Point 
approach to community revitalization. These working committees include Organization, Design, 
Economic Restructuring and Promotions 

Each committee is responsible for identifying tasks that it feels are necessary to achieve the overall 
goals of the HDDA.  These works plans are approved by the HDDA and are useful to help recruit 
volunteers, raise funds and share our progress with the community.  These plans reflect the laying 
out of policy, procedures and foundation for future endeavors.   
 
In summer of 2007 the HDDA evaluate progress on the current year plans and consider projects 
that may be included in the 2008 work plan.  This plan will be done in late summer, prior to the 2008 
budget preparation. 
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Design means getting Highland Station into top physical shape. An inviting atmosphere conveys a positive visual message about the 
commercial district and what it has to offer. Good maintenance practices are key in the downtown district, enhancing the physical 
appearance of the Highland Station by rehabilitating historic buildings, encouraging appropriate new construction, developing sensitive 
design management systems, and long-term planning.  
 
The Design Committee has identified the following projects for 2007: 

1. Create a Sign Ordinance for Highland Station District 
2. Develop Design Guidelines for Highland Station District 
3. Initiate and manage a downtown master plan project 
4. Study and make recommendations on sewer line locations and how they impact buildings/properties 
5. Refer interested property owners to the MSOC Design Assistance Program (two/year) 

 

1.  Project /Act ivi ty:   Create a Sign Ordinance for  Highland Stat ion Distr ict  

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Research sign ordinances from around Michigan Committee 5/06 10/06 7 -- 

Visit downtowns with similar downtown environment Committee 9/06 11/06 7 -- 

Draft language Jill 5/06 7/06 -- -- 

Review by committee Committee 7/06 11/06 7 -- 

Revise as necessary Jill 7/06 11/06 -- -- 

Present to HDDA Board Paul 12/06 12/06 1 -- 

Revise as necessary Jill 1/07 2/07 -- -- 

Present to Planning Commission Paul 2/07 2/07 1 $50 

Revise as necessary/Planning Commission Jill 3/07 4/07 -- -- 

Sign Workshop: share new ordinance with property owners/sign makers Committee 5/07 5/07 7 $200 
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Total Budget for this project     $250 

                  
 
 

2.  Project /Act ivi ty:   Create Design Guidel ines for  Highland Stat ion 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Collect sample guidelines from around Michigan/US Committee 5/06 12/06 7 $100 

Visit downtowns with similar downtown environment Committee 9/06 11/06 7 $200 

Take photographs to share as examples Committee 7/06 12/06 7 $50 

Scan historic Highland Station photos to be used in guidelines Jill 9/06 12/06 1 -- 

Complete building survey using data, historic information, photos Committee 5/06 12/06 7 $100 

Open Meeting to share results of building survey/concepts for design Committee 1/07  7 $50 

Decide on format & content for guidelines Committee 1/07 3/07 7 -- 

Draft design guidelines Jill 1/07 4/07 1 $50 

Open meeting to share draft guidelines Committee 05/07  7 $50 

Presentation to HDDA Paul 06/07 07/07 7 $100 

Presentation to Planning Commission Paul 7/07 8/07 1 $100 

Implementation – Workshop to share guidelines with property owners Committee 9/07  7 $200 

Total Budget for this project     $500.00 

 

3.  Project /Act ivi ty:   Ini t iate a Downtown Master Plan 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Research downtown master plans for format, content ideas Committee 10/06 12/06 7  

Work with MSOC/NMSC to develop RFP Committee 10/06 12/06 7 -- 
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Issue RFP Committee 01/07 2/07 7 $50 

Interview Consultants Committee 03/07 04/07 7 $50 

Recommend consultant to HDDA Paul 05/07  1 -- 

Work with consultants on background information Committee 05/07 10/07 7 $100 

Manage downtown master plan process Committee 05/07 02/08 7 -- 

Present master plan draft to HDDA Paul 02/08  1 -- 

Present master plan draft to Planning Commission Paul 03/08  1 -- 

Total Budget for this project     $100.00 

 

4.  Project /Act ivi ty:   Study and make recommendations on sewer line locations and how they impact buildings/properties 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Evaluate sewer line locations as identified by township engineers so as to note 
negatively impact certain buildings or businesses Committee 10/06 03/06 7 -- 

Total Budget for this project     -- 

 
 

5.  Project /Act ivi ty:   Refer interested property owners to the MSOC Design Assistance Program (two/year) 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Evaluate potential buildings & interested property owners that might benefit from 
the MSOC Design Assistance Program 
 

Committee 10/06 12/07 7 -- 

 
 
The above projects result in a projected budget need of $850.00 for Design Committee activities for the 2007 
fiscal/calendar year. 
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Economic Restructuring strengthens a community©s existing economic assets while expanding and diversifying its economic base. The 
Main Street program helps sharpen the competitiveness of existing business owners and recruits compatible new businesses and new 
economic uses to build a commercial district that responds to today©s consumers© needs. Converting unused or underused property or 
space into economically productive property also helps boost the profitability of the district. The ER committee focuses on business 
retention, expansion and recruitment activities, and development of financing tools and provides training opportunities to businesses. 
 
The Economic Restructuring Committee has identified the following projects for 2007: 

1. Conduct Building Inventory 
2. Identify financial incentives for improvements/businesses in HDDA 
3. Initiate market study  
4. Conduct a business survey 
5. Infrastructure planning 
 

1.  Project /Act ivi ty:   Conduct Building Inventory 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Compile data on property within the Highland Station district Committee 05/06 9/06 7 -- 

Photograph all buildings within the Highland Station district Ros 07/06 9/06 2 -- 

Share data and photos with design committee for architectural review  Jill 9/06 10/06 1 -- 

Draft building survey document Jill 9/06 12/06 1 -- 

Implement online data for website Jill 1/07 3/07 1 -- 

Update as needed Jill 04/07 Ongoing 1  

Total Budget for this project     $0.00 
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2.  Project /Act ivi ty:  Identify financial incentives for improvements/businesses in HDDA 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Research financial tools used in US Jill 09/06 12/06 1 -- 

Evaluate type of program needed/feasible in Highland Dave 10/06 03/07 1 -- 

Present to HDDA Dave 04/07  1 -- 

Implementation Committee 05/07 Ongoing 3 -- 

Total Budget for this project     $0.00 

 

3.  Project /Act ivi ty:  Initiate market study 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Research scope of project Jill 09/06 12/06 1 -- 

Identify tasks committee can do Committee 01/07 3/07 3 -- 

Discus informally with potential market consultants Committee 04/07 5/07 4 -- 

Develop RFP (scope) Jill 5/07 6/07 2 -- 

RFP approval by HDDA Committee 7/07 08/07 4 -- 

Identify funding schedule Committee  7/07 08/07 4 -- 

If approved for 2008, order demographic data as appropriate Jill 11/07 12/07 1 $500 

Total Budget for this project     $500.00 

 
 

4.  Project /Act ivi ty:  Conduct a business survey 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Research business surveys Committee 07/06 11/06 3 -- 
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Draft survey tool  Jill 11/06 01/07 1 -- 

Identify surveyors Committee 01/07 02/07 3 -- 

Print survey tool Jill 02/07 03/07 1 $250 

Conduct survey Committee 03/07 06/07 3-4 -- 

Evaluate responses Committee 06/07 08/07 3-4 -- 

Identify resources/opportunities to support businesses Committee 08/07 10/07 3-4 -- 

Develop workshop/training/networking opportunities for 2008 Committee 08/07 9/07 3-4 -- 

Total Budget for this project     $250.00 

 

5.  Project /Act ivi ty:  Infrastructure planning 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Evaluate opportunities for involvement with infrastructure planning  Committee 10/06 12/07 3 -- 

Participate where necessary Committee 10/06 12/07 3 -- 

Total Budget for this project     $0 

 
 
The above projects result in a projected budget need of $750.00 for Economic Restructuring Committee activities for 
the 2007 fiscal/calendar year. 
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Organization involves coordinating community efforts toward the same goal. The organization committee assembles the appropriate 
human and financial resources to implement a revitalization program. Partnering with various community groups, businesses and private 
investors to reach consensus on important issues and to maintain a shared vision for Highland, the organization committee builds a 
foundation for a successful downtown area.  This committee is the “personnel department” of the program, keeping the volunteers 
productive and happy, while creatively building a solid financial foundation. 
 
The Organization Committee has identified the following projects for 2007: 

1. Develop and maintain volunteer base 
2. Build community partnerships 
3. Create HDDA policy statements 
4. Develop and maintain tools for communication 
 

1.  Project /Act ivi ty:   Develop and maintain volunteer base 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Review committee work plan tasks for volunteer needs Scott 09/06 10/06 1 -- 

Identify volunteer sources Keith 09/06 10/06 1 -- 

Compile database of volunteers Susan 09/06 Ongoing 1 -- 

Develop bi-monthly postcard mailer Jill 9/06 10/06 1 $3,000 

Profile responses Susan 11/06 Ongoing 1 -- 

Host appreciation dinner for volunteers Keith 04/07 11/07 7 $1,500 

Create an orientation program for new volunteers Susan 06/07 12/07 1 $50 

Research and purchase shirts for volunteers Jill 09/06 12/06 1 $400 

Total Budget for this project     $4,950.00 
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2.  Project /Act ivi ty:  Build community partnerships 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Identify potential community partners Keith 09/06 10/06 1 -- 

Seek out opportunities to speak to other organizations/work together Scott 10/06 Ongoing 1 -- 

Create presentation tool that can be used by multiple committee/board 
members Scott 1/07 3/07 1 -- 

Total Budget for this project     $0.00 

 

3.  Project /Act ivi ty:  Create HDDA policy statements 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Research needed policy statements Committee 09/06 11/06 7 -- 

Research sample statements Carol 09/06 1/07 1 $50 

Draft statements, including conflict of interest statement Carol 10/06 2/07 1 -- 

Review statements Committee 12/07 4/07 7 -- 

Present to HDDA Board Scott 12/06 05/07 1 -- 

Implement Scott 05/07 Ongoing 1 $50 

Total Budget for this project     $100.00 

 
 

4.  Project /Act ivi ty:  Develop and maintain tools for communications 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Evaluate existing methods of communication (website, newsletter) Committee 01/07 2/07 7 -- 
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Research other communities for examples of communication tools Committee 02/07 04/07 7 -- 

Identify opportunities for new tools Committee 04/07 05/07 7 -- 

Plan for 2008 budget Committee 06/07 08/07 7 -- 

Total Budget for this project     $0.00 

 

5.  Project /Act ivi ty:  Identify cooperative advertising opportunities 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Evaluate event-related opportunities Committee 04/07 8/07 7 -- 

Evaluate non-event-related opportunities Committee 10/07 12/07 7 -- 

Total Budget for this project     $0 

 
 
The above projects result in a projected budget need of $5,050.00 for Organization Committee activities for the 2007 
fiscal/calendar year. 
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Promotion sells a positive image of the Highland Station and encourages consumers and investors to live, work, shop, play and invest in 
the downtown district. By marketing our district©s unique characteristics to residents, investors, business owners, and visitors, an effective 
promotional strategy forges a positive image and confidence in the area through advertising, retail promotional activity, special events, and 
marketing campaigns carried out by local volunteers.  
 
The Promotions Committee has identified the following projects for 2007: 

1. Create a new logo for the Highland DDA 
2. Organize a 2007 Summer Concert Series 
3. Organize a 2007 Street Square Dance 
4. Update HDDA brochure with new logo and other information 
5. Identify cooperative advertising opportunities 

 

1.  Project /Act ivi ty:   Create a new logo for the Highland DDA 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Review HDDA vision statement Committee 09/06  7 -- 

Develop contest rules Committee/Sue 9/06 10/06 2-3 -- 

Notify public of contest: newspapers, website, cable TV, monthly shopper Committee 11/06 01/07 2-3 -- 

Intake submittals/Review entries Jill 01/15/07 03/07/07 7 -- 

Present to HDDA Board Sue 03/07/07  1 -- 

Announce winner Sue 03/08/07  1 -- 

Clean up logo/Hire designer Sue 03/15/07 04/01/07 1 $500 

Committee approval Committee 04/02/07  7 -- 

HDDA approval Sue 04/04/07  1 -- 

Update website/newsletter/stationery  Jill 04/07 06/07 1 $500 
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Total Budget for this project     $1,000.00 

                  
 
 

2.  Project /Act ivi ty:  Organize a 2007 Summer Concert Series 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Evaluate 2006 summer concert series  Committee 09/06 10/06 7 -- 

Draft budget for 2007 series Jill 08/06  1 $6,750 

Decide on format for 2007 series Committee 10/06 11/06 7 -- 

Send out sponsorship letters Committee 11/06 12/06 7 -- 

Schedule performers Wendy 12/06 2/07 1 -- 

Reserve stage, portajohns; request sheriff assistance; seek permits/approvals 
as necessary Jill 02/07 03/07 1 -- 

Advertise concert series Committee 04/07 08/07 7  

Contact volunteers needed for concert setup/take down Jan 05/07 08/07 1 -- 

Have signs made as necessary Jill 05/07  1 -- 

Total Budget for this project     $6,750.00 

 

3.  Project /Act ivi ty:  Organize a 2007 Street Square Dance 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Evaluate 2007 square dance Committee 10/06 10/06 7 -- 

Draft budget for 2007 dance Jill 10/06 11/06 1 $3,580 

Decide on format for 2007 dance Committee 10/06 11/06 7 -- 

Send out sponsorship letters Committee 11/06 12/06 7 -- 

Schedule callers/performers Wendy 12/06 2/07 1 -- 
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Reserve portajohns; request sheriff assistance; seek permits/approvals as 
necessary Jill 04/07 05/07 1 -- 

Advertise dance Committee 06/07 09/07 7  

Contact volunteers needed for dance setup/take down Jan 08/07 09/07 1 -- 

Have signs made as necessary Jill 08/07  1 -- 

Total Budget for this project     $3,580.00 

 
 

4.  Project /Act ivi ty:  Update brochure with new logo and other information 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Evaluate existing brochure Committee 02/07 4/07 7 -- 

Update brochure with new info and logo Jill 04/07 06/07 1 -- 

Print new brochures Jill 06/07  1 $500 

Distribute  Committee 06/07 Ongoing 7 -- 

Total Budget for this project     $500.00 

 

5.  Project /Act ivi ty:  Identify cooperative advertising opportunities 

Tasks Person 
Responsible 

Start/End  
Dates 

# of  
Vols. Budget 

Evaluate event-related opportunities Committee 04/07 8/07 7 -- 

Evaluate non-event-related opportunities Committee 10/07 12/07 7 -- 

Total Budget for this project     $0 

 
 
The above projects result in a projected budget need of $11,830.00 for Promotion Committee activities for the 2007 
fiscal/calendar year. 
 


