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How to Plan a Service Day Project
1. Do your homework (don’t procrastinate!)
· Contact the organization you’d like to partner with:
· Introduce yourself from Messiah College

· Describe Service Day (include date)
· Ask if there are any projects they’d like assistance with.  If they can’t give details now, set a date you can call back to get an update before the registration deadline.
· Ask how many people they’d like in a group, minimum/maximum capacity

· Establish what time you should arrive and leave
· Should your group wear certain clothes/shoes for work?

· Should your group bring lunch or will they provide it?

· Are they also available on the rain date in case of weather postponing Service Day?

· Get accurate contact information: Main contact’s name, phone number, cell phone (if applicable), email address, mailing address, physical address if different from mailing address(for directions).

2. Fill out Off-Campus Project Registration Form
· Go to www.messiah.edu/agape to fill out the on-line form
· Coordinate transportation
· We encourage personal vehicle use as much as possible
· If your group needs Messiah vehicles, email ServiceDay@messiah.edu ASAP indicating your needs.
· Establish departure and return time with time to spare so your group can know what to expect.
· Is your group “reserved” or “open”?  Can anyone join your group (“open”) or will you be recruiting on your own (“reserved”)?
· Click “submit” and we’ll receive it in the Agape Center!

3. Recruit your team!

· If your group is a “reserved” group, you are solely responsible for recruiting your team.  The description from your form will be posted on the website and participants should register via the Off-Campus Participant Registration Form.  

· If your group is “open”, the description you entered on your form will be posted on the Service Day website for people to sign up for using the Off-Campus Participant Registration Form
· Mass emails for specific projects are NOT permitted, but I’m sure you could have fun with Facebook recruiting.  Just make sure they actually sign up via the Service Day website.
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