	WBAI COMMUNITY OUTREACH PROJECT PLANNING FORM



	Name of Project:


	     

	Name of Subcommittee Chair:


	     

	Name of Subcommittee Members:


	     

	PROJECT INFORMATION

	Name of Organization:


	     

	Organization Address:


	     

	Location of Project (if different than Organization Address):


	     

	Date of Project:
	     

	Time Project Begins:


	     
	Estimate Time Project Concludes:


	     

	Description of Project:


	     

	Contact Person:


	     

	Contact Number:


	     

	How many WBAI members are needed?


	     

	Are any materials needed?

If so, what?:


	     

	How will WBAI members serve?


	     

	Are any Waivers/Volunteer Forms Requires?  If so what?:


	     

	Appropriate Attire for Project:


	     

	Are there any Physical Requirements? (i.e. heavy lifting) Is so, what?:


	     

	Special Instructions for Participating WBAI Members:


	     

	Are there any Prerequisites for Serving or Important Organization Rules?  If so, what?
	     


Subcommittee Planning Checklist:

1 month prior 

· Contacted Organization to confirm project 




Date Completed      
· Obtained any waivers, volunteer forms, or tax deduction forms required from Organization 

Date Completed      
· Requested information about project be posted on WBAI website

Date Completed      
· Sent out E-mail blast to membership 




Date Completed      
· If possible, included project in upcoming WBAI upcoming Newsletter




Date Completed      
· Informed Membership and/or advertised project at last major WBAI event

Date Completed      
· Advertised project in some other fashion
(Describe:       )

Date Completed      
2 weeks prior

· Contacted Organization to confirm project 



Date Completed      
· Sent out “Reminder” E-mail blast to membership 




Date Completed      
· Compiled necessary materials for the project 

Date Completed      
· Compiled list of WBAI members who will be participating 

Date Completed      
1 week or less prior
· Revised list of WBAI members who will be participating 

Date Completed      
· Sent E-mail to committee members informing them of set-up arrival time

Date Completed      
· Collected any forms necessary for participation

Date Completed      
