Community Benefits Instructions
1. Talk to the person interested and find out what they would like do to (wish list drive, fundraiser, special project, etc). 

a. If it’s a group wanting to volunteer, direct them towards Volunteer Coordinator.

b. If the person wants to do a project (ex – build a picnic table), direct them towards House Manager. 

2. If they want to do a fundraiser or wish list drive, send them the Community Benefits forms (located at P:\Community Benefits\Community Outreach Fundraiser Forms). 

a. Community Benefit Fundraiser Agreement: This form lets the volunteer know the level of support we will be providing to them, based on what their fundraising goals are. We don’t specifically follow these guidelines though; I usually tell them that we will provide whatever support we are able to.
b. Community Benefit Logo Authorization Form: This form gives us the basic information on who, what, where, and when. It also gives the volunteer permission to use our logo on flyers, posters, etc. 
3. Ask the volunteer to email (the forms are electronic), fax, or mail the forms back to you.

4. After you receive the forms, enter the information into the Community Benefits spreadsheet (located at P:\Community Benefits\2011\2011 Community Benefits). 
a. Print out forms and file in Community Benefits binder under Pending.

b. You can ask them if they would like a copy of our logo and/or our current Wish List to aid in their efforts. 

5. Email the Community Benefit information to Ricci to put on the website (www.vanessabehan.org ( In the Community ( Community Benefits).

6. If it’s a wish list drive, coordinate drop off / pick up with House Manager. 

7. If they are requesting a speaker, coordinate details for an Admin Team member to speak. 

8. During the benefit, or when the items are dropped off, or whenever works, you can take photos of the donation for possible use in the newsletter. Be sure to record names of people in photo. Email photo and caption to Ricci. 

9. After the benefit is completed……

a. Move benefit on spreadsheet from Pending to Completed, and move forms in binder from Pending to Completed. Make notes on both of the benefit’s results. 
b. Ask Ricci to remove it from the website. 

c. Write a Thank You note to the benefit organizer. If appropriate, have all Admin Team members sign as well. (Be sure to coordinate the Thank You with Office Assistant, to make sure he/she doesn’t send a thank you as well)
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