Appendix 2
Sample Volunteer Briefing

Title of Event
Event Date
Include some concise text providing an overview of:

· the objectives of the project and its location

· the partnerships involved in the project

· who will participate in the project (200 employees, 20 students from ABC school, 50 volunteers from XYZ organization, etc.)

· who will benefit from the service performed
Provide a Schedule for the Day including:
· Time and overview of the kickoff event

· Time and location of transportation to the project

· Time for morning service 

· Lunch break

· Time for afternoon service

· Time for project clean up and debrief

· Time when transportation will leave the project

· Time when transportation will return to the point of origin
· Time and location of any post – service volunteer events or celebrations 

In addition:

· Provide any information about the community in which you will be working and/or your Service Partner that will inform, inspire and engage the volunteers in the upcoming day of service.  

· To provide the volunteers with a more complete vision of what will happen on the day of service, offer a concise paragraph of information about each team project to identify: 
· Team project objective(s)

· Team leader

· How many volunteers (from which organizations) will serve on each project


