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http://makeadifferenceday.com/
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Introduction to the Service Projects 
 

  



 

 

  

Which Service Project Should You Choose? 

When your Day of Service is quickly approaching, it can be difficult to choose exactly which project will best suit 

your team. We’ve created a tool to help you narrow your choices! Use the map below to identify a project that will 

fit your timeline, budget, and volunteer capacity. Keep in mind that you can tailor each project to fit your needs 

and that this is a broad outline of the workload you can expect. 

Do you have 3 months or more 

to plan a project? 

Is the weather pleasant 

where you are? 

No way, not me! 

Yes, it’s 

warm 

outside! 

No, it’s winter 

and/or rainy 

and/or cold. 

Try the Park Clean Up 

service project (pg. 54). 

This project can be 

organized in as little as 

one week and requires 

few resources. 

Try the Random Acts of 

Kindness service project 

(pg. 66)! This project 

can generate positivity 

in your community, and 

also requires very few 

resources. 

Do you have the capacity to recruit more than 

10 volunteers and do some fundraising? 

Yes. Not at this time. 

Which focus area does your service 

and/or service site support? 

Hunger  Education  

Try the Food Drive 

service project (pg. 21)! 

This project is great for 

building awareness of 

your site, VISTA, and 

hunger in your 

community. 

Try the Book Drive 

service project (pg. 19)! 

While lots of 

partnerships are great 

for this project, it can be 

done with few 

volunteers and funds. 

Try the Military Care 

Package service project 

(pg. 38)! This project is 

very enriching for those 

you serve, but requires 

more fundraising and 

volunteer recruitment 

than some of the other 

projects. 

Yes. 
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Project Summary 
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Project Guide 

•Contact local schools and libraries to determine recipients of the drive.  

•Begin recruiting volunteers, if necessary.  
3-4 Months 

Before 

•Contact potential book collection sites. 

•Begin marketing. 
3 Months 

Before 

•Source collection boxes. 

•Secure transportation. 

•Secure a facility to sort books on Service Day. 

•Continue marketing..   

2 Months 
Before 

•Distribute collection boxes to book collection sites. 1 Month Before 

•Confirm volunteer availability and assignments for the Service Day. 

•Call sites to check how many books they have collected.  If necessary, collect 
books from sites that have a surplus (make sure you have contacted the storage 
facility to see if you can drop off books early). 

2 Weeks Before 

•Confirm transportation. 

•Confirm logistics with drop-off sites (schools, libraries, etc.). 

•Confirm all participants have and understand the schedule for the day of the 
event. 

1 Week Before 

•Set up the sorting facility so that everything is in place for when volunteers 
arrive. Day Before 

•Bring books to the sorting site and break them into designated categories.   

•Prepare the books for transport to their final destinations.  

•Be sure to take plenty of pictures and to keep track of how many books you’ve 
collected.  

Day of Event 

•Confirm that all of the book recipients received their deliveries. 

•Write and distribute press release to highlight the successes of the Service Day.   
Day After Event 

•Send "Thank You" notes to all donors, partners, and outstanding volunteers.  
Within One 
Week After 
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Supplemental Materials 
 

Book Drive Check List 

 

What supplies do you need before the event? 
 Cardboard boxes/bins for collection sites 
 Printer and paper for flyers and signs 
 Tape 
 Markers/pens 

 
What supplies do you need for the day of the event? 

 Extra cardboard boxes/bins 
 Tape to repair any damaged boxes 
 Tables to place sorted and unsorted books 
 Signs labeling the age range for each table 
 Markers/pens 

 
Marketing Materials 

 Completed Media Contact Worksheet (see pg. 77) 
 Press Releases (for example see pg. 17) 
 Flyers to distribute around the community 
 Social Media Guide (for example see pg. 79) 
 Liability waivers  (check with your host site to see if this is necessary)  
 “Thank You” cards and postage for event supporters 

 
What Partnerships Do You Need? 

 Local organizations to receive the books 
 Partners to advertise for the day and collect books 
 Organizations to help with transporting the books 
 A location to provide space for the event (and possible collection before event) 

 
What Should You Get Donated? 

 Cardboard boxes/bins for collecting books 
 Printing (if not available at your site) 
 Space for the sorting day 
 Transportation of books  
 Lunch for volunteers (if applicable) 
 Tables for sorting books (if not available at the site) 

  



 

       

 
 
 

 

 

 

 

  

mailto:lisa@thewaynecenter.org
http://bit.ly/vistaservicedayprojectguides


 

      

  

 

  

mailto:lisa@thewaynecenter.org
http://bit.ly/vistaservicedayprojectguides


 

http://bit.ly/vistaservicedayprojectguides


 

 

http://bit.ly/vistaservicedayprojectguides


 

 
 

Table of Contents 
 
Project Summary .............................................................................................................................22 

 
Project Guide ....................................................................................................................................23 

 
Supplemental Materials ...................................................................................................................30 



 

Project Summary 
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Project Guide 

 

•Contact local food banks/pantries to find a recipient for the drive. 

•Begin recruiting volunteers, if necessary. 

•Decide what, if any, presentation you would like to have on Service Day. 

3-4 Months 
Before 

•Contact potential food collection sites. 

•Send fundraising letters or make personal contact with potential sponsors. 

•Begin planning presentation for day of event (if applicable). 

•Begin Marketing. 

3 Months 
Before 

•Source collection barrels. 

•Secure transportation. 

•Secure speaker and venue for presentation for day of event (if applicable). 

2 Months 
Before 

•Distribute collection barrels to food collection sites. 1 Month Before 

•Confirm volunteer availability and assignments for day of event. 

•Call sites to check on status of food collection barrels. If necessary, collect food 
from sites with more food than they can store.  

•Call to confirm speaker and venue for presentation (if applicable). 

2 Weeks 
Before 

•Confirm transportation. 

•Confirm food drop-off arrangements with food bank/pantry. 

•Confirm all participants have the schedule for the day of the event, answer any 
questions they might have. 

1 Week Before 

•Set up venue for presentation (if applicable). Day Before 

•Collect food and distribute to food bank/pantries!  Be sure to take plenty of 
pictures and to keep track of how much food you’ve collected. Day of Event 

•Write and distribute press release to highlight the successes of the food drive. Day After Event 

•Send "Thank You" letters to all donors, partners, and outstanding volunteers.  
Within One 
Week After 
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Supplemental Materials 
 

Food Drive Check List 

 

What Supplies Do You Need? 
 1 Collection bin per site  
 1 Ream of paper 
 Printer capable of high-quality printing in color 
 Tape 
 Scissors 
 Markers and pens 

 
Marketing Materials 

 Completed Media Contact Worksheet (See pg. 77) 
 Press Release (See pg. 31 ) 
 Flyers to distribute around the community 
 Social Media Guide (See pg. 79 ) 
 Liability waivers (check with your host site to see if this is necessary) 
 “Thank You” cards for all that supported the event 

 
What Partnerships Do You Need? 

 Local food bank or pantry to support 
 Any local businesses that will host food drive box 
 A central location that will host Day of Service presentation (if applicable) 
 Local news/media outlets 
 Local government representatives (optional) 
 Other AmeriCorps programs and alums networks (optional) 

 
What Should You Get Donated? 

 Space for Day of Service presentation (if applicable) 
 Speakers for morning reflection (if applicable) 
 Lunch for members (if applicable) 
 Donation boxes from local food bank 
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Food Drive Fundraising Letter Template 
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Food Drive Donor “Thank You” Letter Template 
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Food Drive Community Partnership “Thank You” Letter Template 
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Project Summary 
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Project Guide 

 

•Make a list of project needs and resources available to you. Decide if you will be 
mailing the care packages yourself, or if you will partner with another 
organization. 

•Find organizations that will collect/donate supplies for the care packages. 

•Begin recruiting volunteers, if necessary. 

•Decide if you'd like to have a morning program on event day. 

•Begin marketing. 

3 Months 
Before 

•Secure venue for assembling the care packages and speaker (if applicable). 

•Ensure you have space to store the supplies. 

•At this point, supply collection should have begun. 

2 Months 
Before 

•Confirm volunteer availability and assignments for day of event. 

•Call to confirm speaker and venue for morning program (if applicable). 

•Inventory all supplies to date and modify number of planned care packages, if 
necessary. 

2 Weeks 
Before 

 

•Confirm all participants have the schedule for the day of the event, answer any 
questions they might have. 

•Have supply collection sites deliver all supplies to a holding space until assembly 
day. 

1 Week Before 

•Set up venue for assembling packages and morning program (if applicable). Day Before 

•Gather volunteers and assemble packages!  Be sure to take plenty of pictures 
and to keep track of how many packages you complete. Day of Event 

•Write and distribute press release to highlight the successes of the food drive. Day After Event 

•Send "Thank You" letters to all donors, partners, and outstanding volunteers.  
Within One 
Week After 
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Supplemental Materials 
 

Military Care Packages Check List 

 

What Supplies Do You Need? 
 Tables for package assembly 
 USPS Flat Rate shipping boxes 
 Packaging tape 
 Containers/bins to separate items for assembly 
 Ziploc bags for liquid items 
 Customs forms 
 Paper and printer (for flyers) 
 Scissors 
 Markers/pens 

 
Marketing Materials 

 Media Contact Worksheet (See pg. 77 ) 
 Press Releases (See pg. 50 ) 
 Flyers to distribute around the community and promote event 
 Social Media Guide (See pg. 79 ) 
 Liability waivers (check with your host site to see if this is necessary) 
 “Thank You” notes for all who supported the event 

 
What Partnerships Do You Need? 

 Local businesses that will collect supplies 
 Businesses or individuals that will sponsor shipping 
 Somewhere to host the morning program and/or package assembly 
 Contacting local news/media outlets 
 Inviting any local government representatives (optional) 
 Connecting with other AmeriCorps programs and alums networks (optional) 

 
What Should You Get Donated? 

 Items for care packages (for list see pg. 41) 
 Shipping costs 
 Space for morning program (if applicable) 
 Space for assembling care packages 
 Speakers for morning program (if applicable) 
 Lunch for volunteers (if applicable) 
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Project Summary 
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Project Guide 
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•Make a list of places that you are interested in helping to clean/beautify and 
begin contacting them. 

•Begin recruiting volunteers, if necessary. 

•Arrange transportation, if necessary. 

1 Month 
Before 

 

•Confirm event location.   

•Confirm volunteers, if necessary.  

•Confirm transportation, if necessary 

 

1 Week Before 

 

•Collect tools, if necessary.   

•Check weather forecast.  If forecasted weather would make event impossible, 
call volunteers and community partners to reschedule/cancel event. 

 

Day Before 

•Don’t forget to take pictures and post them on social media with updates 
throughout the day! Day of Event 

•Send "Thank You" notes to donors, partners, and outstanding volunteers. 

•Write and distribute press release.  
Day After Event 
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Supplemental Materials 

Park Clean Up Check List 

Supplies—Day of Event  
 Trash bags 
 Gardening tools 
 Other tools (if needed) 
 Water 
 Drinks/snacks (optional) 

Marketing Materials 
 Completed Media Contact Worksheet (see pg. 77) 
 Press Releases (for example see pg. 61) 
 Flyers to distribute around the community 
 Social Media Guide (for example see pg. 79) 
 Liability waivers 
 Paper and printer (for creating flyers) 
 “Thank You” notes for partners, donors, volunteers 

 
What Partnerships Do You Need? 

 Cleanup location 
 Local news/media outlets 
 Local government representatives (optional) 
 Other AmeriCorps programs and alums networks (optional) 

What Should You Get Donated? 
 Gardening tools (if needed) 
 Water 
 Lunch for members (if applicable) 
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Project Summary 
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Project Guide 

 

 

•Make a list of potential good deeds that people can complete throughout the 
day. 

•Determine where members will be during the day.  

•If any of the good deeds require permission or some type of clearance (ie. 
cleaning litter in a park or playground) reach out to the necessary contacts.   

•Arrange transportation, if necessary. 

 

1 Month 
Before 

 

•Confirm event location and details with members. 

•Confirm transportation, if necessary. 

 

1 Week Before 

 

•Collect tools, if necessary. 

•Be sure that everyone knows the plan for the day 

 

Day Before 

•Take pictures and document your good deeds! 

•Post updates on social media using a consistent hashtag. 

•Make sure everyone wears AmeriCorps gear! 
Day of Event 

•Write and distribute a press release to highlight the project successes.  

• Send "Thank You" letters.  
Day After Event 
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Supplemental Materials 

Random Acts of Kindness Planning Check List 
 

What do you need before the event? 
 Printer/paper (for flyers) 
 VISTA gear to wear on Service Day 

 
Marketing Materials 

 Completed Media Contact Worksheet (see pg. 77) 
 Flyers to distribute (see pg. 72) 
 Social Media Guide (for example see pg. 79) 
 Liability waivers (ask your host site if needed) 
 “Thank You” notes for all that supported the event 

 
What do you need the day of the event? 

 Camera/flip cam 
 Mobile social media capabilities  
 Any tools for the specific projects (like trash bags for collecting litter) 

 
What Partnerships Do You Need? 

 Local businesses that will host flyers 
 Department of Safety (if picking up litter) 
 Local parks (if you plan on cleaning them) 
 Encourage the community to get involved! 
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Marketing and Promotion Guide 
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Media Contacts Worksheet 

 
 
Local Newspaper:             

Contact Name:       Position:       

Email:        Phone:       

 

Local News Channel:            

Contact Name:       Position:       

Email:        Phone:       

 

Local Radio Station:            

Contact Name:       Position:       

Email:        Phone:       

 

VISTA State Office Representative 

Contact Name:       Position:       

Email:        Phone:       

 

AmeriCorps Alums – Local Chapter 

Contact Name:       Position:       

Email:        Phone:       

 

Community/Nonprofit E-mail Distribution List 

Not every community has one; ask your supervisor or someone else working in nonprofit in the area. 

              



 

Social Media Suggestions 
 
Facebook: use to promote events from start to finish, either through an event-specific page, a local 
VISTA page, a page for the organizations involved in the project, AmeriCorps Alumni page, etc.) – note 
that not every message that is posted will be passed on to people who like the page, so the more 
updates, the better. 
 
Twitter: best for quick updates and important announcements.  Every post will be sent to every person 
following you. 
 
Instagram: use to promote events by taking pictures before, during and after the day of service.  Take 
pictures of event supplies, locations, and service members (with their permission), and use your set of 
hashtags liberally. 
 
Hashtags for event(s):            

             

              

Note: using consistent hashtags when promoting and describing the service project will make it easier to 
seek out in each of the social media platforms.  A quick search of the hashtags that are trending or used 
frequently to promote similar projects may help tie your event into what’s happening nationally (if 
applicable). 
  



 

Social Media Guide 
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Additional Project Ideas 



 



 

Frequently Asked Questions 
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http://www.energizeinc.com/prof/events/eventsNA.html
http://www.volunteermatch.org/
http://www.serve.gov/
http://www.mlkday.gov/
file:///C:/Users/katies/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/M1X3SXQS/www.idealist.org


 

Other Resources 
 

 

http://mlkday.gov/index.php
http://www.serve.gov/?q=site-page/sept11-resources
https://www.nationalserviceresources.gov/
http://www.oregonvolunteers.org/volunteer/daysofservice/
http://www.youtube.com/watch?v=YQvVf5pfHOI
http://www.youtube.com/watch?v=MQfuSwgiEdM
http://www.youtube.com/watch?v=QVCMFl61R24


 

 

 

http://www.nationalservice.gov/blogs/2013-11-19/5-ways-find-volunteers-140-characters-or-fewer
http://www.nationalservice.gov/blogs/2013-11-19/5-ways-find-volunteers-140-characters-or-fewer
https://twitter.com/VISTAbuzz
https://twitter.com/americorps
https://www.facebook.com/AmeriCorpsVISTA
https://www.facebook.com/groups/VISTALeader/691003227633954/?notif_t=group_activity
https://www.facebook.com/nationalservice
http://nationalservice.tumblr.com/
https://www.cybergrants.com/cybergrants/plsql/ao_login.login?x_gm_id=1240&x_proposal_type_id=250



