[image: image1.jpg]


       

[image: image2.png]


                      

                Paradise Division – California-Nevada-Hawaii District

Planning/Chairing An Event!

So you’ve found an organization you want to work with, or maybe they’re looking for volunteers and you think it would be nice to help them out. But where do you go from there? What’s the next step? Well, look no further and take a look at this handy dandy planning/chairing an event guide!

If you do find a project you would like the club to do (and you don’t have the ability to post events on the website), contact Roger Pan (ucsdcki.roger@gmail.com) or Nhan Nguyen (nhanishere@gmail.com) and one of us will advertise it and put it online for sign-ups. 

♫ Things to do ♫
I. Contact the organization that we want to work with/wants to work with us
( Introduce yourself, who we are, and what we do! 
It’s like meeting a new person! Introduce yourself, Circle K, and where you’re coming from, because that’s how they’ll remember you/us if we ever work with them again. You don’t have to go into great detail about anything; it’s just nice to a name to go with the face, so to speak.
( Get information about the project that’s relevant to the members

Details! What would they have us do? What time(s)? Any specific attire that should be worn? Whatever you think would be useful and/or necessary for the event to proceed successfully, don’t hesitate to ask!

Example:
Dear Roger:

My name is Nhan and I am with the UC San Diego’s Circle K.  Circle K is an international collegiate service organization sponsored by Kiwanis International. I heard of your organization/event through volunteer match and we are interested in attending your event.  Please send the following information:

- Dates

- Times of Shifts    

- Dress code

- Duties

- Location (special directions?)

- How many members can we bring?

 

Please contact me by phone at (xxx) xxx-xxxx or e-mail me at ________________.  Thank you for your time and I look forward to working together.

In the Spirit of Service,

_________  ________
( Give information that may help the organization use us efficiently
Let them know how many of us might be coming (a rough estimate never hurts), who to contact the day of the project, and anything else that might help.

( Maintain contact with the organization as the day approaches
· Keep them updated on details that were not immediately available, such as the number of people who are signed up, as well as other variable factors

Some orgs like to know exact numbers or want names in ahead of time; since we have sign ups pretty much to the day of the event, we can’t always provide the information right away. So as people sign up (or unsign up), it’s good to keep them updated as to what’s happening so there aren’t any surprises on the day of. You can also confirm any details with the organization so everything runs smoothly.
Example: 

Dear Roger:

With Junior Olympics coming this weekend, I want to confirm several details to ensure a successful project.

· Volunteers: 10-12 
· Dress Code: Closed-toe shoes & Volunteer T-Shirt

· Location: La Jolla High School
· Parking: Street 
· Date: June 7, 2009
· Time: 7AM-2PM
· Duties: Registration, Refreshments, Timers, Etc.

Because this event spans over a few hours, I was wondering if food will be provided for volunteers. Thank you again and I look forward to your reply.
In the Spirit of Service,

__________  ________
II. Begin/maintain contact with members who have signed up

( Typically the night before, call people who have signed up to ensure they are still going and give them all necessary details. If you don’t have access to everyone’s phone numbers, we’ll provide them to you in advance.

Example: 
**Always CALL; ONLY text if you know the person has a texting plan or is okay with texting in general!
Caller: Hey Nhan :D (Yes you must smile because they can see it through the phone :P).  This is Roger from Circle K and I am confirming that you have volunteered for the morning shift at La Jolla Junior Olympics tomorrow.

Volunteer:  Yes...
Caller: Okay, great! Meet at Sungod Lawn at 8 AM and don't be late!  Would you like a wake-up call?

Volunteer: Sure... just to be safe

Caller: No problem :D  Last things, don't forget to wear closed-toe shoes & your volunteer shirt & sun block.  My number is xxx-xxx-xxxx in case you have any questions.  See you tomorrow!

 

**If the volunteer is driving, you will want to add in: Thanks for volunteering to drive!  I will have detailed directions for you tomorrow.  In order to get our members to the project on time, please be sure to have enough gas to get you to (insert city of project here).

(Make sure there are enough drivers!

· This is probably the biggest issue that could arise; it’s important to ensure there will be enough room in cars to get all the volunteers to wherever we need to go, preferably in one trip. Keep an eye on driver sign ups on website as the date approaches and be prepared to hunt for drivers if there is a shortage. Typically if there is a shortage it will fall under one of these scenarios…

1) Not enough drivers signed up:
a. If no one drops out and there is a shortage you see coming, you can always ask any people who put “No” to drive if they actually can, because some may choose not to…

2) A driver cannot go on the day of/You couldn’t find more drivers: (If you have just the right amount of drivers, but on the day of the event they became horribly sick and can no longer come, then you can try one of a few things.)

a. You can ask the people who do show up if any of them can actually drive.

b. You can make multiple trips with the drivers you do have. 

A lot of these scenarios may be less than ideal, but you gotta do what you gotta do to make it work – think outside the box and don’t be afraid to ask!

☺ Things to remember ☺
· Print out directions – enough copies so each driver gets one!
· Check people in – names and time they were there from!
· Keep in mind circumstances and adapt accordingly!
· Be a leader! 
· Do the CERF within three days of the event! If you don’t know how, we’ll teach you! You can call or email Ruth Tan (ucsdcki.ruth@gmail.com) if you have any further questions.
