


   9 

                     

 Translate a document into another language 
 Design an agency’s newsletter or website 
 Proofread drafts of letters or other online publications 
 Design a logo, business cards and letterhead for an agency 
 Provide on-line mentoring instructions to students 
 Engage in on-line correspondence with someone who is homebound 
 Staff an e-mail or chat room answer/support line 

          
Setting Concrete Goals 
 Once you have established some general ideas about what type of project you 
would like to pursue, it is now time to determine the more specific goals and details of 
your project. It is also helpful to decide who on your planning committee will be 
responsible for each goal. To do this, answer the following questions: 
 

 When will your project take place (will it be on one day or over a 
period of time?)? 

 
 What is the scope of your project (ie: how many volunteers are you 
looking to incorporate and for how long? How many people do you 
hope to reach through your project?)? Is this feasible considering your 
time frame? 

 
 How many people do you need to help you plan and coordinate 
your project? 
 

 What types of community partners would be beneficial to the success 
of your project? How will you contact them? [see section on Building 
Partnerships for more information] 

 
 How much funding do you have readily available to you? Where 
else can you get funding? [see section on Budgeting and Fundraising 
for more information] 

 
 What other non-monetary assets are essential to your project? (For 
example, do you need tools donated?) 

 
As with determining the basic vision of your project, when setting your goals, it is also 
important to outline and understand your personal goals as well as goals you believe the 
other individuals involved in your project might have. What is it that you yourself are 
hoping to get out of this project? What do you as an individual hope to accomplish? What 
about your partners? Keep in mind that people may volunteer for a variety of reasons, all 
of which are legitimate. For more information about the different motivations behind 
volunteering, click here.
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Setting Reasonable Goals 
 Even if you are able to identify multiple needs within your community, it is 
imperative to keep your project focused on goals that can be met within the time frame 
and budget available to you. To ensure a successful project, and one that will keep 
volunteers eager to come back, take some precautions to guarantee that your project can 
be completed, and completed well. 
 
 

Tip: A small project done well has 
more of a positive impact than a large 
project that remains only half-finished. 

 
 
 
 
 
 
 
 
 
For more specific questions you’ll want to consider to make certain your project is feasible, 
click here. 
 
Does your project fit into the goals set forth by the Service Day you’re targeting? 
 Although not all projects need to be completed on a single day or around a single 
theme, there are several Days of Service, some of which are nationally identified, that are 
popular times for individuals in engage in service activities (perhaps making your 
volunteer recruitment process easier too!). If you are planning to carry out your project on 
a particular Day of Service, you should consider the day you are targeting and the 
specific themes associated with that Day of Service. For example, Martin Luther King, Jr. 
Day, held in January, is a day that focuses on honoring and celebrating the legacy of Dr. 
King and therefore, your project should do the same. Many of the National Days of 
Service also have their own website that will guide you in the planning of your project. 
 

                     



   11 

Developing Your Project 

 
 Now that you have more definite goals established, it is a good time to begin to divide 
work up among your committee members. Below are some examples of common functions that 
will need to take place, and the general responsibilities 
that are associated with each. Note: some of the function 
descriptions below are more suited for much larger scale 
projects. If you are planning a smaller project, several of 
these functions may not be necessary or feasible and that 
is fine. Use your discretion to determine what best suits t
needs of your project.   

                     

he 

 
Project Coordinator 

The Project Coordinator is the overall leader of the 
service project and should oversee all of the 
subcommittees. S/he must be willing to lead and to 
motivate a team of individuals in the execution of a 
successful project. To this end, the Project Coordinator should be creative, innovative, self-
motivated, attentive to details and possess strong people skills. The Project Coordinator should be 
knowledgeable about all aspects of the project and should work to: 
 

 Train the team leaders 
 Manage the week of event logistics and implementation 
 Evaluate, document and celebrate the results of the project 

 
It is not the Project Coordinator’s job to do all of the work for the project. Nevertheless, it is this 
individual who holds the ultimate responsibility for how the event is run. 
 

Advising the Project Coordinator 
All members of the committee should feel comfortable offering advice and support to the Project 
Coordinator. These individuals should be able to meet regularly with the Project Coordinator to 
ensure the project is successfully developing and on-track with the time line. If at all possible, 
some members of the committee should accompany the Project Coordinator to site visits and help 
the Project Coordinator to address any health/safety concerns. 
 

Fundraising 
The people working to fundraise are charged with leading any fundraising events or drives that 
may be necessary to obtain adequate resources, either through monetary or in-kind contributions, 
for the successful execution of the service project. They should be equipped with an accurate 
budget for the project and should be kept informed of any changes to this budget. Depending on 
the size and scope of the project, responsibilities may include to: 
 

 Plan fundraising events 
 Build partnerships with local businesses and get their support 
 Research and apply for available mini grants and/or grants 
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 Obtain sponsorships 
 Request individual donations 

 
Project Logistics 

Responsibilities include managing registration on the day of the event as well as ensuring any 
necessary refreshments are ordered and properly distributed throughout the event. For larger 
projects, the coordination of any necessary transportation for the event and/or the creation and 
distribution of directions for people arriving in their personal cars may also be necessary. Equally 
important is to have a system in place to address unexpected needs that arise throughout the 
event – for example, if a volunteer gets injured. 
 

Media 
Responsibilities include making local and/or regional media aware of your project by forming 
solid relationships with media partners, whether radio, newspaper or television, in order to get 
them excited about your project and willing to help you publicize for the day of the event. Be 
aware that some smaller media venues may prefer for you to submit an article or photos for 
them to print. Once you do start to get publicity for your project, following though with the media 
that have given attention to your project is important. 
 

Public Relations 
Responsibilities include building relationships with community groups in order to gain community 
partners or donations for your project. Knowledge as to the scope and goals of your project is 
essential as is a level of comfort in initiating contact with organizations who are not already 
familiar with your project. Assisting in finding volunteers through the building of relationship with 
community organizations may be another function if needed. 
 

Recruitment 
Functions include getting people excited and ready to volunteer for your project. To do this: 

 Design and display posters in community centers 
 Send out e-mails to family and friends asking them to spread the word 
 Ask local government officials to help (e.g., through issuing a proclamation) 
 Place announcements in your local papers 
 Set-up an information/pre-registration table (e.g., at a shopping mall) 
 Put up a display about your project (for example, at your local public library) including 

information about how to get involved 
 Reach out to all ages and abilities 

 
Evaluation and Record-Keeping 

Responsibilities include following-up tasks after the completion of the service project. Some tasks 
might include: 

 Ensure that thank you notes are sent to sponsors, team leaders, site leaders, and/or 
government officials who participated in the event 

 Create and send a final report detailing what was accomplished on the day(s) of your 
event to the sponsors (be sure to be specific about how each sponsor’s specific support 
helped to accomplish specific goals) 

 Prepare and collect evaluations from volunteers, team leaders, site leaders, etc 
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o For an example of an evaluation form, click here. 

 Facilitate an evaluative meeting among the committee members 
 Plan a volunteer recognition event 

 
Team Leader 

The size of your project will determine if, and how many Team Leaders you will need.  Each 
Team Leader should oversee a specific task for the service project. In this way, the Project 
Coordinator can effectively delegate people to manage individual tasks to ensure the event runs 
smoothly. Because of their central role in the management of the event on the actual day(s), Team 
Leaders should be easily recognizable by volunteers, perhaps by having them wear brightly 
colored t-shirts or name tags. Some of the Team Leaders’ responsibilities include: 

 Collect and organize any materials needed for their task 
 Effectively communicate with and organize their volunteers 
 Train their volunteers about the task they will be performing 
 Oversee the cleanup process 
 Lead volunteers in reflection of their experience (to be successful, this should be done 

throughout the planning and implementation of the project as well as afterwards in order 
to gauge the success of the entire experience) 

 Ensure all of their volunteers are recognized in the post-event celebrations 
 
Team leaders generally do not need to be recruited until closer to the event itself, as their job is 
primarily focused on the implementation of the event rather than on the long-term planning. The 
Project Coordinator should train the Team Leaders for their job. 
 
 
** What is important to remember is that no matter how many positions you create, you must 
have clear statements of responsibility. Creating a detailed plan, outlining who is responsible for 
which tasks along with when and where each task will take place on the day(s) of your event is a 
great way to keep everyone coordinated. Be sure to update this service schedule often, as your 
exact plans will no doubt change, particularly in the weeks leading up to your event. This will 
ensure that the service schedule is accurate. 
 
 
For an example of a Service Day Schedule, click here. 
 
 

Delegating work 
effectively and efficiently 
ensures that nothing gets 

overlooked! 
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Service-Learning Model 
 

Service-Learning is a teaching and learning strategy integrating meaningful service to the 
community with curriculum and reflection to enrich learning, build civic engagement, and 
strengthen communities. Service-
Learning combines service objectives with 
learning objectives with the intent that the 
activity change both the recipient and the 
provider of the service. This is 
accomplished by combining service tasks 
with structured opportunities that link the 
task to self- reflection, self-discovery, 
and the acquisition and comprehension of 
values, skills, and knowledge content.  

 
According to the National Commission on Service-Learning, Service-Learning: 
        

- Links to academic content and standards 
- Involves young people in helping to determine and meet real, defined community needs 
- Is reciprocal in nature, benefiting both the community and the service providers by 

combining a service experience with a learning experience 
- Can be used in any subject area so long as it is appropriate to learning goal 
- Works at all ages, even among young children 

                     

 
Essential Elements of Service-Learning include: 
  

 Demonstrated community need 
 Student voice 
 Clear learning and service goals 
 Connection to curriculum or issue education 
 Hands-on application of learning 
 Reflection 
 Evaluation 

 
To incorporate Service-Learning into a Day of Service  
project, try to include: 
  

 Education about the community, the partnering  
organization, the social issue being addressed, and the need for the service 

Try 
incorporating the 

elements of 
Service-

Learning into 
your project to 
make it even 

more 
meaningful! 

 Structured reflection before, during, and after the project that allows participants to 
share, discuss, and reflect on their service and the larger issue, internalize lessons learning, 
and connect those lessons to their own personal choices and community engagement 

 Project evaluation that measures participant and partnering organizations attitudes 
toward service and civic engagement 
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Below is an example of a project that incorporates Service-Learning: 
 
If school students collect trash out of an urban streambed, they are providing a service to the 
community as volunteers; a service that is highly valued and important. When school students 
collect trash from an urban streambed, then analyze what they found and possible sources so 
they can share the results with residents of the neighborhood along with suggestions for reducing 
pollution, they are engaging in service-learning. In the service-learning example, the students are 
providing an important service to the community AND, at the same time, learning about water 
quality and laboratory analysis, developing an understanding of pollution issues, learning to 
interpret science issues to the public, and practicing communications skills by speaking to 
residents. They may also reflect on their personal and career interests in science, the environment, 
public policy or other related areas. Thus, we see that Service-Learning combines SERVICE with 
LEARNING in intentional ways. There are many other illustrations of how the combination is 
transforming to both community and students1. 
 
** This is not to say that volunteer activities without a learning component are less important than 
Service-Learning, but that the two approaches are fundamentally different activities with 
different objectives. Both are valued components of a national effort to increase citizen 
involvement in community service, and at every age. 
 

 Find more ideas about how to strengthen a Service-Learning component at the 
National Service-Learning Clearinghouse at www.servicelearning.org. 

                                                 
1 Example taken from http://servicelearning.org/what_is_service-learning/service-learning_is/index.php 
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Building Partnerships 
 
 Service projects are a great way to unite a community over a common purpose and 
to break down barriers that often exist between different community organizations. As 
you begin to think about your budget, it is important to first assess what community 
resources may be available to you and which organizations may be good partners. 
Again, your need to establish partnerships, if any, depends on the size and scope of your 
project. 
 
 

Remember: Each community 
organization has unique resources 

that can help you! 

 
 
 
  
 
 
 
Evaluating Community Resources 
 Also known as asset mapping, a great way to mobilize community resources is to 
systematically examine the capacities of individuals, institutions, organizations, etc. It is 
easiest to visualize by drawing a simple diagram, mapping out ‘who’s who’ in your 
community and how they interact with one another.  It is important to recognize the 
strengths and weaknesses of each group as well as the individual roles they play within 
your community. 
 
For a list of common community groups and their possible role as a service partner, click 
here. 
 
Finding Potential Partners 
 After you have created a list of possible resources available in your community, 
you should begin to think about which of these groups would be the most effective 
partners with you in executing your project. Remember: do not think of a partner as a 
simple source of funding or volunteers, but rather seek their input about how to make your 
project more effective from the very beginning! Some important questions to consider 
before approaching a group about a partnership are: 
 

 Do they share a similar mission?  
o If they are involved in work that parallels the goals of your project, 

they may not only be a good service partner, but may also have 
expertise or advice in what others groups may wish to become 
involved. 

 
 Do they have a record of serving the community in the past? 

o If so, they will most likely be a great asset, already having 
experience in organizing and executing projects. This may also 
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indicate that they already have a positive relationship established 
with your community, making volunteer recruitment and participation 
easier. 

 
 Is there someone within the group willing to be your liaison? 

o Communication between your group and theirs is extremely 
important. You must have a contact person who is willing to meet with 
you regularly and remain dedicated to your project. 

 
 Does the group seem excited about your project? 

o Enthusiasm goes hand in hand with dedication and follow-through. 
 

 Does the group have ideas of its own about what community needs 
should be addressed and how to execute such projects? 

o A partnership needs to go both ways. Just as they are willing to 
partner with you, you must be willing to make compromises and 
adjustments for them as well. 

 
 What will my group be bringing to this partnership? 

o Remember: in order to really sell your project to a potential partner, 
you must be able to explicate why this group would want to partner 
with you. Besides all of the resources and tools that their group will 
bring to you, do not forget to consider what it is that your group is 
bringing to the table as well. 

 
Although it may take some time to build a solid partnership, the benefits cannot be 

overestimated. Having community partners can help you to: provide and identify 
resources, leverage community assets, prevent duplication of services, serve as site 
placement for national service members and/volunteers, serve in an advisory capacity, 
open doors in the community, expand your program’s capacity and support program 
sustainability. 

 
 For an example of a Partnership Assessment Worksheet and a Partnership Readiness 

Worksheet, click here.  
 
Making a Partnership Agreement 
 To ensure that both you and your partner organization are on the same page, it is 
advisable to create a document outlining what your will provide and what your partner 
will provide (this is only necessary for larger-scale projects). This way you can also be 
assured that the partnership is mutual. This document should also list who from your group 
as well as who from their group will serve as your main point of contact.  
 
Some questions to consider when creating a partnership agreement are: 
 

• Who will be in charge of managing the project? 
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• Who will be providing funding for what? 
• Who will do PR work in the community? 
• When and where can we meet to go over our progress? 
• Who will be in charge of volunteer recruitment? 
• Who will be in charge of the follow-up activities? 
 

 

Tip: Try to build 
partnerships that will last well 
beyond your service project! 
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Meeting Facilitation 
 
 As the Project Coordinator, you will need to periodically call meetings with the 
committee to ensure that the project planning is running smoothly. In order to have 
successful and efficient meetings, some simple rules should be followed: 
 

 Send out an agenda prior to the meeting: it is important to have an exact 
agenda for the meeting beforehand so that your colleagues understand 
why it’s important for them to be present and also what they need to do to 

be prepared for the meeting  

                     

 Set ground rules: ground rules are a set 
of basic agreements (e.g.: be an active 
listener) that are proposed and agreed 
upon by everyone at the meeting; they 
encourage a culture of participation and 
respect and set the tone for the meeting 

 Start on time and stick to your agenda: 
this will encourage everyone to be on time 
and ready to work as well! 

 Ask if there are any questions regularly: 
this will ensure that everyone understands 

what’s been covered 
 Encourage participation: make sure that everyone has a chance to voice 
their opinion and always acknowledge and thank the person for contributing 
to the discussion 

 Ask for feedback: having people let you know what they did and did not 
like about past meetings will help you be more effective in future ones 

 
Facilitation Tips 

Facilitation is leading a meeting to ensure that the goals are met by guiding 
participants through the meeting process. A good facilitator is able to guide, not boss, the 
participants in the meeting to reach the goals articulated in the agenda. Below are some 
tips for good facilitation practices: 
 

 Be in charge of the meeting, as a guide 
 Be familiar with the agenda 
 Be clear about what needs to be accomplished to fulfill each goal on the agenda 
 Create a safe environment where everyone feels like their voice can be heard 
 Remember that differences are okay, but disrespect is not 
 Encourage participation, even from those who don’t like to speak up 

o Make eye contact with everyone 
o Control individuals who give lengthy responses 
o Seek out opportunities for quieter individuals to participate 

 Help the group to communicate well with one another 
o Encourage people to speak about their personal experiences or ideas 
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o Control venting 
o Ask that people speak in turn 

 Guide the group to work together to reach a decision 
 Keep everyone focused on the goals that need to be met 
 Stick to the time frame given for each agenda item 
 Act as a role model for good meeting behavior 

 
 Although meetings can be a very effective way to review progress and create new 
goals, remember that sometimes a simple phone call or e-mail is a better use of people’s 
time. When needing to obtain a consensus or voting on something as simple as which 
poster design is preferred, a meeting is often not necessary. Don’t be afraid to call as 
many meetings as you see necessary, but make sure each one serves its purpose so your 
meetings are taken seriously. 
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Health, Safety and Environment 

                     

 
Choosing a Project Site 
 When deciding on where to hold your service 
project, there are several factors that should be taken 
into consideration concerning the site. Although calling 
possible sites or researching their facilities on line can 
be a good place to start, it is best to schedule actual 
site visits as well to determine the most ideal location 
and ensure that the site fits your needs. 
 
 
Some general questions that should be considered: 
 

 Is the site easy to get to? (e.g.: Is it on a public transportation route? Is there 
adequate parking? Is the site well-marked? Are there signs leading up to it?) 

Tip: Service 
partner sites can 

also serve as 
great host sites 

for implementing 
your project! 

 Is the site on a public or private space? 
 Does the site have any other resources that they will be willing to donate to your 
project? (e.g.: tools, staff time, publicity.. etc) 

 Are there any potential safety concerns? If so, how can they be dealt with? 
 Is the site accessible? Does it meet ADA codes? 
 Will the site be an adequate space for you to fulfill your project goals? Does it 
seem compatible with your mission? 

 Does the site have an emergency plan in place? 
  
When you go on a site visit try to have at least one other member of your committee with 
you and remember to have questions planned in advance. Treat a site visit like you would 
a formal meeting. Oftentimes, a simple scorecard or checklist can also make your site visit 
go more smoothly and ensure that you do not forget anything. 
 
Safety Considerations 
 The safety of your volunteers and the people they are serving should be your 
utmost priority. Remember that it is likely that your volunteers are performing tasks that 
they are unfamiliar with, making injury more common. It is your job to review any safety 
concerns and correct them before your event takes place. Any activity that is deemed to 
be potentially hazardous by either you or one of your volunteers during your event should 
be stopped immediately. Some other general considerations include: 
 

 High-skilled jobs run higher risks: if your project involves a lot of skilled 
work, such as working at great heights or with heavy construction 
equipment/power tools, consider recruiting professional volunteers to 
perform these tasks and/or to be at hand to train a small group of 
volunteers. Also be sure that these tasks are assigned well in advance of 
your service project so you can be sure the individuals are qualified and 
willing to do the job 
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 Have personal protective equipment available: eye protection, hard hats, 
hearing protection and hand protection may be needed depending on the 
scope of your project. Be sure to have enough equipment on hand for all 
volunteers coming to your site. 

 
 Train the volunteers: if using tools of any kind, all volunteers need training 
on how to use and handle the tools as well as proper safety precautions that 
must be made. If someone does not feel comfortable handling a tool, they 
should not be asked to do so. 

 
 Consider the age of the volunteers: some tasks are more suited for older or 
younger volunteers. Be sure to keep this in mind when assigning tasks. 

 
 Get local personnel involved: contact your local emergency services (e.g.: 
police and fire departments) a day or so prior to your event to make them 
aware of what your event project is, where it will be held and how many 
volunteers you expect. In this way, they will be able to respond efficiently if 
needed. 

 
 Be prepared for emergencies: you, as well as your volunteers, should know 
the project site’s emergency plan prior to your event however, when in 
doubt, dial 9-1-1.  

 
 Have First Aid kits available: there should be multiple kits located 
throughout your site. Ask your volunteers beforehand who is trained in First 
Aid, and identify these individuals to the other volunteers. 

 
 Report any incidences needing medical attention: For an example of an 
injury reporting form, click here. 
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Volunteer Management 
 

                     

 Volunteer Management encompasses all aspects of 
involving volunteers in your project – from planning and 
recruitment to day-of tasks to post-event appreciation.  
 
Writing Position Descriptions for your volunteers 
 It is extremely important to have detailed position 
descriptions written describing the different volunteer tasks. 
This will not only help in your recruitment process but will 
also help you to stay organized. Taking the time to evaluate 
the different tasks that you will need volunteers for on the 
day(s) of your event will cause your project to run more 
smoothly. 

 
  

 
 

Volunteers 
are essential 

to the success 
of your event! 

Volunteer Position Descriptions serve as: 
• Recruitment tools – they supply information needed for marketing materials including 

posting on Web sites. 
• Interviewing tools – they provide a guideline when speaking with the prospective 

volunteer about the needs of the organization, client, or community. 
• Contracts – they serve as an agreement between your organization and the 

volunteer. 
• Training tools – they identify competencies that the volunteer must be trained to 

perform. 
• Guidelines – they give staff information about the volunteers’ roles in the 

organization. 
• Evaluation tools – they provide a guide to keep the volunteers on track: are the 

volunteers doing what they agreed to do in the initial interview? 
 

For more information about how to write a Volunteer Position Description, click here. 
 
Volunteer Recruitment  

Before you begin to recruit, be sure to review and understand why it is you’re putting on 
this event. This process helps you to inform potential volunteers about the program for which they 
will serve and ensures that you are prepared to engage and support volunteers. 
 
You should be able to answer the following questions: 

 In what capacity will the volunteers serve? 
 

 With whom are we collaborating? Why was this organization/group a good match as our 
service partner? 
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 What publicity (good or bad) has our program received that may affect our recruitment 
efforts? 

 
 Can we speak knowledgeably about our program’s mission/cause? 

 
 Can we clearly articulate to volunteers how their work will contribute to the project’s 
mission and goals? 

 
 Would we recommend volunteering at our event to close friends and family? Why or why 
not? 

 
For information about three different methods of recruitment and when to employ each one, click 
here. 
 
Recruiting Team Leaders 

Recruiting team leaders is very similar to recruiting other volunteers. First, examine the 
project leader positions to be filled. Ask yourself these questions: 
 

• Who will be qualified for and interested in this position? 
• Who will be able to meet the time commitments? 
• Where will I find these people? 
• What motivates them to serve? 
• What is the best way to approach them? 
• How would recruitment messages inspire me to get involved? 

 
Screening and Interviewing Volunteers 

Matching potential volunteer positions will be an important part of your program’s success. 
Depending on how many different volunteer positions you have, making the match can involve 
using screening techniques that allow the organization and the volunteer to get to know each 
other and decide whether and how to best work together. Screening potential volunteers should 
be as sophisticated as necessary for the type of volunteer task under consideration. Volunteers 
for a community clean up and volunteers for a one-to-one mentoring program, for example, 
would go through very different screening processes. The goal of screening is to get the right 
volunteer into the right position. 

 
 

Remember: The goal of 
screening is to get the right 

volunteer into the right position! 
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Initial Contact and Applications 

Whether the initial contact is by telephone, in person, or online, be prepared to provide 
some basic information about your project and the volunteer opportunities available. Also, get a 
general idea of what the volunteer is interested in doing and why he/she wishes to serve for your 
event. 
 
If it appears there may be a fit, gather relevant contact information, including; 
 

 Method of contact 
 Name 
 Address, including ZIP code 
 Telephone numbers (with area code) 
 Email address 
 Referral source (how the potential volunteer heard about the program) 
 Specific activities the potential volunteer may be interested in doing as a volunteer 

 
If you are planning a larger scale project, you may want to either schedule an interview 

or have the prospective volunteer complete an application for the position for which the person is 
applying. Volunteer applications may be very simple or extremely detailed, again, depending 
on the volunteer position involved. The application and the interview should elicit enough 
information to determine whether the prospective volunteer is appropriate for your project and, 
if so, how he or she may best serve. 
 
Background Checks 

Depending on the nature of your event and the work done by volunteers, you might 
require additional screening before placing a volunteer. Be sure to check industry requirements 
and legal requirements!  
 
Screening tools may include: 

 Personal and/or employment references 
 Criminal backgrounds checks 

                     

 Fingerprinting 
 Driving records check 
 Substance abuse tests 

 
Interviews 

A face-to-face interview provides an opportunity for a 
more detailed discussion of your project’s mission, vision, and 
goals, as well as the volunteer’s interests, motivations, and 
needs. Whether you use a scripted list of questions based on 
information provided on the application, or you simply work 
from the application itself, the interview is your opportunity to learn about the potential 
volunteer’s: 

 
 Knowledge, skills, and experience pertinent to requirements of the volunteer position; 
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 Preferences or aversions to specific tasks or types of assignments; 
 

 Schedule and availability; 
 

 Willingness/ability to make the necessary time commitment; and 
 

 Willingness/ability to meet other agency expectations. 

 
Remember: 

Good 
communication 

is vital! 

 
For recommended steps in conducting an interview, click here. 
 
Pre-Event Communication 

Try to keep volunteers informed about project 
happenings and be very clear about what a volunteer should 
expect while at the project. 

When communicating with volunteers, always talk openly 
and professionally. You should expect a little performance 
anxiety with first-time volunteers, whether it is their first time 
with you or the first time volunteering ever. Staying in touch with 
volunteers will help them begin to feel an attachment to you and 
to the project even before they arrive. 
 When managing a volunteer project, one of your objectives is to make the project such a 
great experience that volunteers return again and again. To make your project one that 
volunteers will love, it is helpful to understand what they might be thinking. 

Compile a list of things volunteers should know about your project (e.g., what to wear, 
what to bring, what to expect at the project, who and when to meet, etc.) and compose an e-mail 
greeting to send to all the volunteers who sign up for your project. 
 
For a list of questions to consider when making sure your volunteers are prepared, click here. 
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Transportation 
 
 It is essential that your volunteers are easily able to get to and from the work site. 
Try to get an exact count of how many volunteers you are expecting several weeks prior 
to the event so that you will be able to make transportation plans. Some questions to 
consider: 
 

 Is the work site on a public transportation route? Do you have the resources to 
reimburse volunteers for transportation costs? 

 
 Can you arrange for a chartered bus to bring all the volunteers from one 

centralized point to your site? 
 

 Are the volunteers who plan on driving willing to carpool or give rides to others? 
 

 Do any of the volunteers require transportation accommodations? (Be sure to offer 
this to your volunteers ahead of time!)  

 
 How many youth volunteers do you have? Do they have transportation plans? 

 
Regardless of how people are planning on arriving to the site, each volunteer should be 
given detailed directions to the site as well as the site’s exact address and phone number. 
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Budgeting and Fundraising 
 
 Funding for projects can come from a variety of sources. 
Whether from individual donors, grants, small businesses or 
larger corporations, no donation is too small. However, before 
you begin the process of raising the necessary resources for your 
project, you should have a detailed and exact budget of 
what you need. This way, when you approach people or 
organizations for funding, you have a clear picture of what 
your goals are and exactly the ways in which potential donors 
can help you to achieve them. 
 
 
Creating a Budget 
Begin by itemizing all of your project expenses. This list needs to include everything from 

preparation materials (e.g.: posterboard or flyers for 
advertising) to expenses needed during the event (e.g.: tools, 
volunteers refreshments, rented equipment, film) to post-event 
follow-up items (e.g.: thank-you notes, stamps, photo 
processing fees). However, also make sure that your budget is 
realistic for the goals you have set. 

Tip: A 
good 

project 
does not 
have to 

cost a lot! 

Once you have this list, you should work to determine 
the exact costs of each of the items. Be as specific as you can! 
This will help you to identify exactly what your needs are in 
addition to helping you show prospective donors that you are 
organized and serious about your project.  

 
 
For a Budget Worksheet example, click here.  
 
Fundraising 
 The first step is to identify possible donation sources. If you have held events in the 
past, you may begin by looking to organizations or individuals who have donated money 
or resources to you in previous years. There are several ways to obtain financial support, 
and different ones may suit different project.  
 

Solicitations/Donations Requests 
This may be done through person-to-person requests, phone calls and/or mailings. 

Although sometimes time-consuming, this method often offers the most promising sources of 
funds for your project. Additionally, it is a great opportunity to educate your community 
about your project and its goals. Remember to be specific about exactly what your 
project’s mission is and how these donations will help you achieve it. This will hopefully 
lead to greater community involvement as well.  
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Getting Support from Local Businesses 

 When approaching a business, remember that they can do 
more than write you a check. In-kind donations, such as donating 
tools, staff time, printing materials, and more, are all viable ways 
in which a small business can greatly contribute to your event. 
Many businesses even have an employee volunteer initiative, so 
you may be able to offer them a great opportunity as well. This is 
why it’s crucial to have a detailed budget before you approach 
businesses. In this way, you can be certain to let them know 
exactly what kinds of supplies you need and how much they will 
cost. 

 
Businesses 

can do more 
than write 

you a check!  Also be sure to let them know how sponsoring your event 
will benefit them. Offer to have their logo or advertisement in 
your event program, on your flyers, or t-shirts. In this way, they 
too will benefit from the publicity you do and gain recognition in 
the community. Importantly though, be sure to share your 
enthusiasm and confidence in your project so that they will want to 
be involved! 
 

Looking to your Local Government 
 Engaging your local government is a great way to show your community that yours 
is a very worthwhile, organized project. In order to get your local government to sponsor 
your event, you must be sure to have very clear plans laid out for exactly what it is you 
would like them to do. If you are able to achieve sponsorship, you may then be able to 
look to them for other contributions as well, such as security, postage, public relations, 
media relations, venues and insurance.  
  
!!! Remember: creating a great media opportunity showing an elected government official 
actively involved in his/her community and participating in service is a win-win situation! 
  
For more information about engaging government officials, click here. 
 

Hosting a Fundraising Event 
 Hosting a fundraising event is a great to increase the visibility of your project and 
mission in your community. It is also an effective way to get a lot of small contributions 
from a large number of people.  
 

Don’t be fooled: a fundraising event can be as big or as small as you want it 
to be and includes anything from hosting a bake sale or car wash to 
something larger scale, such as holding an auction and reception or benefit 
dinner.  

 
The size and scale of your event should be directed related to the size and scale of your 
project. Be sure to give yourself enough time to successfully plan and execute it and, as 
always, get others involved! 
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Researching mini grants 
 There are several sources of funding available to you that you can find on the 
internet. Searching for mini grant opportunities on line is easy and can turn up many 
results. The important element to keep in mind is that your project must fit into the 
guidelines of the mini grant, not the other way around. So make sure that you have read 
and understood their eligibility requirements. If you are planning an event for a specific 
Day of Service, start by going to their website – they often have lots of funding 
suggestions listed.  
 
For more specific tips on how to write and budget a successful mini grant, click here. 
 

Foundation Support 
 If you are working on a larger scale project, you may consider researching larger 
grants often available through private foundations. As with the mini grants, each grant has 
specific criteria that you need to follow before applying, so make sure to have read and 
understood all of the instructions and eligibility requirements. 
 To find foundations offering grants, you may start by going to your local library 
and looking for The Foundation Directory and The Foundation Center’s Grant Guides. 
The Foundation Directory offers a complete reference of private foundations and their 
criteria all listed by state. The Foundation Center’s Grant Guides again list by state the 
foundations that fund specific projects.  

 
!!! Remember: do not feel embarrassed to be asking people for money or in-kind 
donations. Instead, feel proud of your project and confident that donors will want to 
contribute to such a worthwhile cause. 
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Working with the Media 
 
 Gaining publicity and media coverage for your project is important as it allows 
your community to recognize the valuable work you are doing.  
 
 

Everyone involved in your project should 
become an ambassador for it! 

 
 
 
 
 
Just as with finding a service partner, the importance of relationship building with the 
media cannot be overestimated. The more personally you get to know your local media 
contacts, the easier it will be to gain valuable media coverage, and often at no, or a 
reduced, cost. 
 
Different sources of publicity 
 As you begin considering who to contact, make a list of potential media sources and 
partners first. In your list, you should also include the names, titles, addresses, phone numbers, 
faxes and emails of any person you contact within an organization as well as their level of 
interest in providing some coverage about your project. Also note the style of their programs and 
their deadlines for accepting new stories. Be sure to keep this media contact list update, checking 
it every few months.  
 
Some outlets to consider include: 

 Newspapers 
o Interviews 
o Articles 
o Editorials 
o Local events calendars 

(often in weekly 
newspapers) 

 
 Radio (public service 
announcements) 

 
 Television 

 
 E-mail lists 

 
 Websites 

o Creating your own website 
o Posting on internet event calendars 
 

 Flyers/postering 
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 Presentations 

o At schools 
o At town meetings 
 

 Door-to-door solicitation 
 
It is important to recognize that not all of the suggestions in the above list require funding 
or outside media personnel – the right amount of persistence and hard work, you can run 
your own publicity campaign!  
 
Creating a hook for your story 
 Every media story has to have a hook. And yours is no different. Think about what 
message you want to portray about your event or organization. Do you have a central 
theme? A motto? Creating some type of visual for the title of your event is important to 
create a consistent image that people will begin to recognize. To achieve this, repetition is 
key. This can be difficult as paid advertising can be expensive, so remember that when 
you do have the opportunity, it is essential to craft a message that will resonate with a 
wide audience and be easily remembered. 

Below is a list of some characteristics that media organizations often look for when 
deciding whether or not to run a story. Try to include as many of these points as possible 
to really sell your story to the media. 
 

 Human Interest: how is your project affecting the larger picture? Make it clear that 
your event is not an isolated one but rather one that is working to solve an issue 
that is affecting people in communities across the Unites States. 

 
 Impact: who will the results of your project be directly benefiting? Are they willing 
to be interviewed by a media source to talk about how your project will positively 
affect them? 

 
 Timing: why should the media organization want to run your story now? Make it 
pertinent! 

 
 Prominence: will any government officials be present? Can you guarantee them a 
good photo opportunity? 

 
 Uniqueness: in what ways does your event stand out from others? Why did you 
choose your specific project and method of implementing it? 

 
Contacting the Media 
 Remember: you must be the one to initiate contact with the media! Start by 
introducing yourself and giving a brief description of when and what your event is about. 
Be sure to have some notes in front of you detailing what your mission statement is and 
what community need is being addressed and why. Mostly importantly though, start out by 
being concise, and don’t forget to show your enthusiasm and confidence in your project. 
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 Once you have made some initial contacts, begin to build relationships with your 
potential media partners. One way to do this is by creating an actual role for them in 
your project. This will make them more invested in your project.  
  

Media Advisory 
 Even if you’re running a smaller scale project, media presence is still important, 
however, it may be more difficult to engage them directly. Instead, you might consider 
sending out a media advisory. This is a simple document that gets sent out to media in 
advance of an event to alert them of what’s going on and also answers some basic 
questions about the event.  
 
To make your media advisory look professional, be sure to: 

 Include a contact name and phone number  
 Keep the length to one-page  
 Include a general description of the event followed by the who/what/where/why 

information  
 Include a one or two sentence description that reporters can directly use about who 

your organization is and why you’re doing planning this event  
 Have “-30-“ or “###” at the bottom to indicate the end of the advisory. 

 
For an example of a media advisory, click here. 

 
Press Release  
Another option is to write a press release. This is a great way to give the media 

information that you feel they will find pertinent or interesting. As with the media advisory, 
be sure to make your press release look professional.  

 
Necessary elements are: 

 Contact information for your group  
 A one to two sentence ‘headline’ that briefly summarizes your project 
 Wide margins for editor’s notes 
 The date and release time for the story 
 A dateline at the beginning of the first paragraph (e.g.: portland, or) 
 Numbered pages (note: press releases should be no more than two pages double 

spaced!) 
 A narrative that is intermixed with factual information and interesting quotes or 

opinions that help to both deliver your message and give your story more human 
interest 

  “-30-“ or “###” at the bottom to signify the end 
 

For an example of a press release, click here. 
  

Photos 
Oftentimes, media sources appreciate the inclusion of some photos with your press 

release or media advisory. Having a visual to go along with your story also makes it more 
powerful and more likely to be noticed by a wide audience. If you do take photos during 
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the planning or implementation stages of your event, be sure to have the permission of 
those being photographed first by having them sign a release form.  
 
For a sample release form, click here.  
 
For tips on how to take great media photos, click here. 
  
!!! Remember: if you have a logo or motto, be sure to include it on all materials to be 
consistent! 
  
Maintaining Media Contact 
 A good media contact may be hard to find. Be persistent, but respectful, and don’t 
get discouraged if your story isn’t run the first time you speak with someone. Instead, work 
to build a lasting relationship so that for future projects, your job will be much easier. 
 
Below are some suggestions of how to best accomplish this: 

 Be accessible and eager to share information 
 

 Provide accurate background information 
 

 Get involved in community meetings or editorial boards, particularly when 
you know the media will be present 

 
 Conduct background briefings for reporters 

 
 Pass along interesting materials or articles you come across, ONLY if you 

know that the information is relevant or of interest to the reporter and 
include a personal note 

 
 Follow-up with a phone call to make sure they’ve received all of the 

materials they requested. This also gives you a good opportunity to answer 
any questions they might have about your project. 

 
 Be courteous. Remember that reporters work on deadlines and often do not 

want an inundation of information. 
 
Following up with the Media 
 If you send out media advisories or press releases, be sure to follow up. Within a 
week of sending them, feel free to make a follow-up call to ask if the story is going to be 
picked up. If it is, ask for the reporter’s name who will be covering it and get in touch with 
them to ask for a good time to schedule to talk. When you have a meeting time with a 
reporter, convey your information enthusiastically and clearly. You may also want to invite 
the reporter to attend your event or come do a personal interview with one of the 
volunteers.  
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Tip: There are media opportunities in 
the preparation, execution and follow-up 

celebration of your event! 

 
 
 
 
 
 
 
 
Inviting Media to your Event 
 Inviting reporters and other media personnel to attend your event is a great way 
to ensure publicity. If you have several people interested in attending, make sure to have 
all of their names and which media organization they’re representing. If possible, call 
each of them the morning of your event, or the day before, to confirm that they will be 
covering your event. Be prepared to re-give information or re-send your press release. 
 It is very helpful to reporters if you are able to provide them with a press kit, 
containing information about the event. You may also want to designate a few volunteers 
beforehand who are comfortable and willing to be interviewed by reporters. This will 
ensure that the reporters get good stories, and efficiently. Make sure that the 
spokespeople you elect represent a good cross-section of the individuals you have been 
working with to plan your project as well. 
  
!!! Remember: reporters will appreciate and respect thorough preparedness! 

 
Other Media Outlets 
 Besides reporters for newspapers and television stations, there are several other 
media outlets: 
 

 Magazines: offer the opportunity to get a much 
longer story however, be sure they have a 
‘magazine’ focus, such as a spotlight on one of y
volunteers. Also keep in mind that magazines tend 
to have much longer lead times, often around four 
months, so be prepared well in advance.  

our 

 
 

 Editorial Boards: often focus on national or local issues. Propose the community 
issue your event is working to solve as a topic of discussion. 

 
 Radio: oftentimes radio shows have time for call-ins, especially on talk shows. Get 
a live interview on a radio show during the event itself to encourage more people 
to come and get involved or offer to be a guest on one of their talk shows. Radios 
often offer public service announcements as well. 

 
o Public Service Announcements: be sure to find out your local radio stations 

PSA specifications ahead of time. Provide clear and concise answers to the 
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who/what/where/why/when questions. In general, you will be offered 
several different length options: 

 10 seconds = 25 words 
 20 seconds = 50 words 
 30 seconds = 75 words 
 60 seconds = 150 words 

Submit your PSA at least two weeks before 
you would like it to air. 
 
For sample radio PSAs, click here. 
 

 Event Calendars: smaller, weekly or neighborhood 
newspapers often cover more local news and even include event calendars of 
what’s going on in your area. Get your event listed! 

 
Watching for your Results 
 After all of your hard work to engage the media, be sure to enjoy the fruits of 
your labor. Ask reporters when your story will run and be sure to tape the television/radio 
announcement, get extra copies of the journal articles, or create a link to the articles on 
your website to create an archive of your project. They will be useful to look back on the 
future years and are a great way to celebrate the success of your project. 
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Engaging Government Officials 
 
 Government officials have tight schedules, but this does not mean that they are too 
busy to come to your event! One of the most effective ways to ensure their participation is 
by giving them a specific role in your event, making them personally involved. 
Furthermore, engaging an elected official will help you to gain more media attention and 
help to create governmental support for your cause.  
 
 

Remember: It is important to have government 
officials seen by your community as supporters of 

service and community involvement! 

 
 
 
 
 
 
 
Contacting Government Officials 
 Before contacting officials, it is best to first devise a plan for exactly in what 
capacity you would like them to be involved in your event. Come up with several options 
so that the delegate can decide which fits best into his/her schedule.  
  
!!! Remember: the more details the better! 
  
Below are some examples of what you can 
ask government officials to do: 

 
 Give a brief speech at your kick-off 

event 
 

 Volunteer for a period of time at your 
event 

 
 Distribute a press release or PSA 

highlighting your event 
 

 Write an op-ed letter to the editor 
encouraging more people to become 
involved in service activities 

 
 Hold a volunteer recognition reception at City Hall 

 
Once you have come up with a few detailed ways in which an elected official could 
participate in your event, you are now ready to contact them. Send a letter, either by 
mail, fax or e-mail, being sure to include all of your contact information. Describe your 
service project and why you have decided to focus on this specific community need. Also 
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