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March Food Drive 2012
How to Host a Food Drive at Your Office – Planning Guide

Getting Started
· Gain the support of your company’s community affairs office (or the person who decides about the company’s participation in activities like food drives).
· Gain the public support of your top management. It will boost employee’s participation and enthusiasm! It’s always affirming for a CEO to participate in an employee food drive; employees do notice. Ask the CEO to send a letter to employees and retirees, asking them to donate to the company’s March Food Drive.
· Make sure the middle-level managers and team leaders set the pace for giving.

Planning
Recruit  your team
· Recruit a core group of co-workers to be team leaders.
· Recruit volunteers to help at events.
· Enlist retired employees to help coordinate staff events. Many are happy to help – they enjoy it, they’re available, and getting involved in the March Food drive strengthens their ties to the company and their former coworkers.

Make decisions about the structure of your drive and the events you will hold.
· Brainstorm with your volunteers. Delegate duties. Set dates for events and assign tasks. (Need ideas? See “101 Creative Ideas for Raising Food/Funds”)
· Decide if you will collect food, cash or both.
· How long will the drive last?
· Set a goal for your drive – it will help motivate everyone involved. Update everyone on your progress daily or weekly.
· Will there be a competition between departments or buildings?
· Will you offer prizes or incentives?
· Consider having a big kick-off event for all employees to begin your company’s drive. Kick-off events yield big returns in enthusiasm and increased participation during the drive.

Advertise!
· Use email, voice mail messages and your employee newsletter to publicize internally. Announce the drive, the goal and events. Update employees on progress toward your goal. Place posters strategically to serve as reminders.

Wrap Up
· Tally the pounds and dollars collected. Announce your results internally. Celebrate everyone’s efforts. Distribute awards.
· Deliver the food and cash to the Neighborhood House food shelf. Please call ahead to inquire about times you can drop off your donation and the drop-off deadline.



Questions? Contact Riley Karbon, Volunteer and In-Kind Donations Coordinator, 651.789.3626 or rkarbon@neighb.org. 
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