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The work you offer must be to a non-profit agency that can’t afford professionals to do the work.  You will write a series of documents: a report on agency needs (based on interviews), a proposal, a progress report, a final report (package including the project and a cover letter) and an activity log.  These documents comprise over 40% of the final class grade and will require many hours of work over the semester.

Possibilities for the actual projects or project packages center on three primary activities: research, text-based report documents and visually-oriented documents.  Agencies may ask you to perform one, two or all three of the primary activities as a project.  For example, agencies can ask you to research the information for a document and produce the document, or they can directly give you the necessary information in order to produce a requested document.  In this second case, you will likely research document design and write a report on that research with a rationale for the design elements you choose.  We tailor the tasks to the agency needs. However, in every service project, you must perform some research and write a report on it, even if the research is not directly requested by the agency.  
Donated Time
Each primary activity should require about two-three weeks of your six hours of out-of-class work time.  For example, two weeks of research would entail about 10-12 hours, and three weeks would entail a maximum of 18 hours.  Approximately the same number of hours would be dedicated to a text-based document or a visually-oriented document.  At most, one student could dedicate as much as 32 hours to researching and producing documents for an agency. The students’ contact time with the agency is included in the service time devoted to the project.

I encourage you to work in pairs or groups of three people.  The group size depends both on the nature of the project and on the interests and abilities of available students.
Research and Report Possibilities
Requested research may focus on field research (surveys, interviews, site visits), academic research (professional journal and website searching, preferably related to the students’ expertise), and format/design research to offer possible design choices, such as effective genre, font, color.  If you work in pairs or groups, divide research tasks.
The following list is meant to promote your thinking about a major project or “package of projects” useful to the agency.  Included in this project will be a final report of your activities and your recommendations for further activities.  If most of your service work is visually oriented, most of the text you write will be a research report and descriptions and rationale for the design choices.

· Gather data and write a report on a topic/need

· Develop an advertising campaign or fundraising plan

· Write articles about the agency’s work for publication in an appropriate venue, possibly create a newsletter
· Write public service announcements and distribute them

· Write a history of the agency or of one of its projects

· Write a volunteer recruitment pamphlet or packet

· Write protocols for agency members/volunteers for communications or some other agency function

· Create a needs assessment, perhaps with interviews and surveys

· Tutor and create a program for other tutors 

· Create or update a website

· Create a promotional package

· Create a visual packet (with a logo) of letterhead and envelopes, business card, flier, brochure, newspaper ad, postcard

Agency-Student Negotiations
In order for both the agencies and you to receive the maximum benefit from the projects, you will fine-tune and often create much of the project by discussing it with your clients at the beginning of the project and by email and telephone during the production.  You are responsible to maintain contact with the agencies as your work progresses.  You will send a proposal and progress report to the agency and copy it to me, and you will usually send an early draft of any document intended for the public.  Often, the agency determines how often they would like contact.
I will always be available for consulting and will be in continuous contact with you, but I will intervene only when I am invited by you or the agency.
Approximate Dates 
The research phase should finish by the second week of October.
The text documents should be finished by the second week of November.

The visual documents should be finished by the third week of November.

These dates can be negotiated to fit the projects, but final drafts of all work must be completed by the end of November.
Sources for Project Ideas
Instructors in your major

The Volunteer Network staff in Memorial Union 360

FirstLink  

http://www.myfirstlink.org/

FirstLink Opportunities to “You Name It” Volunteers

Class Notes:
