Guideto Organizing a Service Event

Initial Planning and Set Up

“I will ask for your service and your active citizenship when | am President of the United States. This will
not be a call issued in one speech or program; this will be a cause of my presidency.”
Senator Barack Obama, Mt. Vernon, IA, December 5, 2007

Overview of A National Day of Service

President Elect Obama is calling on citizens arldnteers across the country to plan, organize
and stage non-partisan, volunteer community seeweats in their neighborhoods for the
weekend of Saturday January"fhrough Monday Januaryi9 2008 to celebrate the legacy of
Dr. Martin Luther King, Jr. This is an excellemay for volunteers to engage and collaborate
with local organizations to create service events.

Four Phases of Planning a Service Event

This guide is the first of four documents to ass@tinteers and local organizations in planning
community service events. It lays out guidelinasthe initial planning and set up of any service
event, but includes details that can be used spaityffor the National Day of Service. The
planning process is broken into four phases. W4tdet and end dates are listed, there will be
overlap as the phases move from mid-December toadpi9d’. The phases are:

1. Initial Planning and Set-Up: December 17 — Jan@ary
The first phase is the initial establishment ofélrent or events. Volunteers
should meet with other volunteers to discuss thallorganizations with whom
they would like to partner, and contact those oizgtions to review possible
service events.

Once the event details are established, volungdersld submit the event details.
Goals for the event (discussed below) and voluneesgyonsibilities should be
established.

It is strongly recommended that events be submiigfdre New Years Day

2. Volunteer Recruitment: January 2 —January 16
With the event created, the second phase will fecusecruiting volunteers to
participate in the events. Event organizers shorgdte a list of family, friends,
co-workers and other members of their social ndta:oFrom this list the event



organizers should call volunteers begin recordmmmitments for attending the
service event.

3. Event Details and Logistics: January 2 — Janaa&8ry
During this period, the details of the event shchdcclearly established, and tasks
should be assigned and executed. Details inchet®iring necessary materials,
establishing the day’s timeline and process fountger sign-in and sign-out, and
organizing data immediately after the event.

4. Day of the Service Event: January 19
The activities for each service event will vary de@ing on the service provided.
Event organizers should collect sign-in informationevent participants, as well
as a story about the event and a digital photogtiagicaptures a moment of
service in action.

Goals

In order to better organize the service events,rdicommended that the event lead establish
goals to track the progress of their service event.

The goals include:
* Number of events to be held
* Number of volunteers planned to attend the event
* Number of volunteer recruitment calls placed anctacts made
* Number of volunteer commitments
* Number of volunteers participating in event

Suggested Service Activities

There are numerous organizations with who volustean partner to organize a service event.
Most of these organizations fall into one of segeneral categories, which include:

* Environment — such as beach and/or park clean-ups;

* Hunger/Homelessness — such as serving food atpakstohen;

* Health — such as organizing a blood drive or vaaring at a hospital;

* Education — such as tutoring or volunteering itegsroom, or helping to fix up a school;

» Civic engagement — such as teaching children adbemibcracy and civic participation;

» Military/Veterans — such as volunteering at a loggtkerans’ center;

» Faith — such as working with a local faith orgatizato run their children’s book
collection program.

Think about community organizations that fall itbh@se categories, and build a list of those that
may be interested in collaborating to hold a comitywgervice event.



Sample Event Timeline

Phase | -Setting up your event

Thursday, December 18 — Volunteers meet to beginnphg for National Day of
Service; brainstorms the following organizationg&otner with: Anytown Food Pantry,
Anytown Park Clean-Up Brigade

Monday, December 22 — Two volunteers meet with Awyt Food Pantry and Anytown
Park Clean-Up Brigade to discuss working togetbgaut on a service project

Monday, December 29 — Volunteers meet and choode the project with Anytown
Park Clean-Up Brigade at Kennedy Park (123 Kenrgdget) at 10 AM on Monday,
January 19 with a goal of 25 volunteers; Volunteti@ose Susanna Smith as the Event
Lead; each volunteer brainstorms 10 neighbors/famémbers/co-workers to invite to
the project; Jason Goodman is chosen as the Misteésad

Tuesday, December 30 - Susanna submits the propiieadedy Park Clean-Up” event
information

Phase Il Volunteer recruitment

Friday, January 2 — National Day of Service webgittes live; 11 people sign-up online
for the Kennedy Park Clean-Up

Wednesday, January 7 — Volunteers plan voluntesuitenent phone bank at Susanna’s
house

Saturday, January 10 — Volunteers conducts voluméeeuitment phone bank at
Susanna’s house with 16 phone bankers who re@we8ple for the event

Phase IIl Final preparations

Monday, January 12 - Sunday, January 18 — Volusit@erk through “Final preparations
checklist” (including confirmation calls) to makere everything is ready to go

Phase IV -Day of Event

Monday, January 19 — Kennedy Park Clean-Up evesthiNational Day of Service events
nationwide. Susanna and volunteers heading upvéet sets up the morning of, starts
sign-in to begin the event. Susanna and othemtedus help lead event with 48
volunteer participating. That evening, severalmtéers help record the sign-in
information, record a story from the day, and shpceures from the day



