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STW Service Star, 
 
Welcome to Spark the Wave! We are excited that you are joining us on a 
journey of service and leadership. Please use this packet to aid you in the planning, 
researching, and implementation of your service project and to build leadership 
skills and strengthen your team. These documents will be useful to you both now 
and later, as you encounter successes and challenges. 
  
When those challenges arise, in addition to this packet, be sure to utilize your STW 
trainers and coaches as key resources moving forward. We are happy to help you in 
any way possible. Also, be sure to tell us when you have any project up and running! 
We would love to hear about it and appreciate you giving STW credit if we helped 
with that effort. 
 
Remember, the mission of SPARK THE WAVE is to empower, train, and mentor 
the next generation of leaders who will impact the world through a lifelong 
commitment to community service.  To learn more, go to www.sparkthewave.org. 
 
You can use this material in any way you see fit for Ignite Academy and your 
service endeavors that follow. Good luck on your SPARK THE WAVE adventure! 
 

Happy Planning! 
 
 

“Be the change you wish to see in the world” 
–Mahatma Gandhi 

 
 

The program staff of SPARK THE WAVE developed these materials for current and future STW 
trainers and projects. Most of the material in this guide is original, occasionally drawing on 

ideas whose origin is impossible to ascertain.   
 
This material is protected by copyright.  No part of it may be reproduced, stored or transmitted 
in any form or by any means, electronic, photocopying, mechanical, and recording or otherwise 

without written permission from the copyright holder except as noted on the title page.   
Made in the United States of America. 

 
SPARK THE WAVE 
P.O. Box 40038 

Washington, DC 20016 
(202) 818.8684 

info@sparkthewave.org 
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CORE PRACTICES OF STW’S PROGRAMS 
 
Spark the Wave will work to instill an entrepreneurial spirit of change into all of the 
youth we serve.  We trust that this spirit will inspire them to better our communities 

by taking new and innovative approaches to solving the problems that they see 
around them.  To help change-makers understand the myriad of ways that they can 
change the world, STW will work to integrate as many of the following practices as 

possible into every program we design. 
 
 

1. Reflection: STW will give time to the youth we serve to reflect on what is 
happening in their hearts; to discern what will motivate them to change the 
world; and how they can integrate service activities into their ongoing 
personal and social transformation. 

 
2. Direct Service: STW will show the youth that we serve the impact they can 

make through the power of their time.  Ex. Making a meal, building a house, 
sorting food, or spending time with someone in need. 

 
3. Education: STW will introduce the youth that we serve to the issues and 

needs that face the world and how others have worked to fix them. 
 

4. Advocacy and Structural Change: STW will enlighten the youth we 
serve on how to empower and speak for those in need; to build up civil 
society institutions and social movements; to engage public policy making; 
and to transform systems such as education, economic, and political.  

 
5. Donations: STW will show the youth we serve the many ways they can fill 

the concrete needs that exist in our communities.  Ex. Food, clothing, books, 
and money. 
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PHASES OF A PROJECT    
 

 

DECIDING 
(choosing a project to work on) 

 
 

PLANNING  
(laying out the plan of attack) 

 
 

ORGANIZING  
(doing the actual work of putting the project together) 

 
 

IMPLEMENTING   
(starting the project) 

 
 

MANAGING  
(maintaining and building your project) 

 
 

EVALUATING  
(working to improve the project so it can go to the next level) 
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STW PROJECT FLOTATION DEVICE 
 

 

	
	

	

 Beached Whale Doggie Paddle Olympic Swimmer 
Community 
Contacts 

No community 
contacts established 
and/or no list of 
contacts created 

List of community 
contacts created 
and at least one 
contacted 

More than one 
contact established 
and plans created 
for follow-up 

Purpose No motivation for 
project established 

Project motivation 
written that includes 
a) why it is important 
to the community OR  
b) why it is important 
to you/your group 

Project motivation 
written that includes 
a) why it is important 
to the community 
AND 
b) why it is important 
to you/your group 

Action Plan  
(after camp) 

• No timeline 
established for 
project “big 
blocks”  

• No team 
members 
recruited 

• Timeline includes 
thorough 
description of 
one or two “big 
blocks”  

• Several potential 
team members 
identified, but 
none recruited 

 

• Timeline includes 
thorough 
description of at 
least three “big 
blocks” 

• At least one team 
member recruited 
and several 
potential team 
members 
identified 

Communicatio
n Plan (After 
Wave Week) 

No communication 
plan in place 

Communication plan 
has one or two 
SMART elements 

Communication plan 
is SMART and 
created with staff 
and delegate input 

SMART Goal 
Ø Specific 
Ø Measurable 
Ø Achievable 
Ø Relevant 
Ø Time-Bound 

Plan includes one or 
two elements of a 
SMART goal 

Plan includes three or 
four elements of a 
SMART goal 

Plan includes all five 
elements of a SMART 
goal 
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IS YOUR PROJECT SMART? 
The goal of your project should be stated in one or two sentences that address all 

of the components below.  We call this a SMART goal. 

SPECIFIC 
o The more specific your goal, the more likely it is to be achieved. 

o A non-specif ic goal might look like this: 
“Our group will raise money for childhood cancer.” 

 
o A specif ic goal gives the project life: 

“By January 30, 2013 we will have hosted a benefit concert at Maple Grove High 
School that raises at least $1,000 to support research on childhood cancer at St. 

Jude Children’s Research Hospital.”  
 

MEASURABLE 
o How will you quantify your project’s success? 

o Is your project going to reach a specific number of people? 
o Is your goal to raise a certain amount of money? 
o Are you aiming to collect/distribute a specific number of items? 

 

ACHIEVABLE 
o How realistic is your project? 

o Can it be accomplished given your group members’ strengths, abilities, and 
resources? 

o Do all of the group members truly believe that you can reach your goal? 
o Is your time-bound component realistic? 

 

RELEVANT 
o Does your project have personal relevance? 

o Do all of the individuals in your group want to do this project?  There are 
many things that individuals feel they should do because other people are 
telling them so.  That isn’t always enough for a successful project. 

o Is it acceptable to your individual and group value systems? 
 

o Does your project have community relevance? 
o Your project should fill a real community need.  Make sure another 

community group is not already meeting that need.  If they are, your project 
should be partnering with them, not re-inventing the wheel. 

 

T IME-BOUND  
o By when will your project be completed? 

o Have a specific date in mind. 
o If there are multiple phases of the project, have specific goals for the timing 

of each. 
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PROJECT STRUCTURE 
Ø PROJECT or EVENT: The big idea (not specific). The group will need to 

decide on this based on a discussion of their community’s Needs and Assets.  
 

What does that mean: Do something that f ixes a need.  

• Ex.  NEED-Water safety education   
  EVENT-Teach an STW class to everyone in the school. 

 

Ø Mini-GOALS: Subcategories of the project.  These break down the project 
into its main components.  

What does that mean: Think of these as what job each 
committee has to do.  

• What are the sub-categories of teaching a class?  (Getting a site, 
advertising, teacher training, materials, liaison to the school 
administration, etc.) 

• Ex.  One of the mini-goals might be, “The Site Committee will work on 
all the logistics of getting and setting up a site at school.” 

 

Ø OBJECTIVES: Statements for each mini-goal that will describe what needs 
to be accomplished in order to successfully execute each mini-goal.  
Objectives must be clear, specific, and measurable.   
What does that mean: What jobs wil l  a committee be 
responsible for completing. 

• What are the sub-categories of the “Site” committee?  (Pick a room, 
picking a time, walking through the room to make sure it is suitable, 
asking permission, etc.) 

• Ex.  One of the objectives for the Site Committee might be, “We want to 
teach the Spark the Wave course at your High School in the auditorium.  
We need to sign up and arrange the specifics of getting the room.” 

 

Ø ACTION STEPS: Descriptions of what is to be done and derived from the 
objectives.  They are clear, specific statements that will be accomplished as 
steps to reaching your objective.  They are short-term and have deadlines and 
often begin with a “doable” verb.    
What does that mean: this is  every s ingle, sol itary,  l i tt le job that 
wil l  add up to successful ly completing a committee’s task.   

• What are the sub-categories of choosing the site on that date? (Is the 
room available, can we get in, who will let us in, do I need to call that 
person to remind them, etc., etc, etc.) 

• Ex.  John will go to the school and talk to the head of maintenance on 
Friday to make sure we can get into the room on Saturday. 
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WAYS to IDENTIFY COMMUNITY NEEDS AND ASSETS  

1 .  Telephone 

Use the phone to invite community members to participate in a focus group or panel 
to assess community needs.  Call local agencies to find out what kinds of services 
they provide and what could help them serve the community better. 

2.  Computer 

Use the Internet to research your community and its history, resources, government, 
and its organizations.  Look for governmental reports, census statistics, annual 
reports, and other information on the net.  Develop a web site for the community to 
post ideas and needs.  Use the computer to print stories, posters, brochures, and 
other materials about the community. 

3.  Newspapers, Magazines and Televis ion 

Watch the local news and read local newspapers/magazines.  Keep track of themes 
and recurring issues and discuss the root causes of the issues highlighted in the 
stories. 

4.  Take a Tr ip 

Visit a local historical society or archives to research information about your 
community.  Visit your local government officials or agency leaders to discuss what is 
happening and should happen in your community. 

5.  Conduct a Survey or Interview 

Make up a written or verbal questionnaire and give it to as many different people in 
the community as possible.   

The survey could ask:  

How do people feel about their community? What needs do they think exist?  Who is 
most affected by a particular need? What do people want the community to be like? 
Who wants to help make a change? 

6.  Community “Walk About” 

Select an area of your community that you want to observe.  Then decide on what 
you want to observe.  These may include: observing activities of community members, 
observing types of community services and assets already in place, and/or looking for 
areas of concern.  

7.  Draw Your Community 

Draw a representation of your community.  This can be in the form of a report, map, 
scrapbook or any other format in which to organize your findings to the above 
questions. 

8.  Summarize Your Findings 

Now summarize your findings as to what needs are present.  A good way to do this is 
to look at the PRESENT STATE of the community (what you see) and then compare 
that to the DESIRED STATE (what you would like to see). You get to the desired state 
is by fulfilling a NEED.  
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SERVICE PROJECT IDEAS 
 
Time to pick a great project that will help to improve the need you have chosen to 

work on.  Over the years, the STW Stars have: 
 

• Collected more than 50,000 clothing items and raised thousands of dollars 
for Cradles to Crayons, Salvation Army, and other area non-profits 

• Sent 10,000 books to Ethiopia to start a library 
• Donated more than 50,000 pounds of food to local food pantries 
• Sent over 1000’s low-income kids in Philadelphia to school on their first day 

with new school supplies 
 

… just to name a few! Let’s see what YOU can do! Here’s a few ideas not only for 
your project, but also other ways to make the world a better place! 

 
plant a tree*pick up trash*visit a nursing home*bake cookies for a neighbor*coordinate a gift drive 

for the needy*read to children*volunteer at your library’s literacy agency*start a literacy 
agency*volunteer for a STW Seminar*staff at Wave Week*coordinate a cultural festival*coach a 

child’s sports team*work at a concession stand*volunteer for a recycling center*clean the 
streets*work at a youth or teen center*work at a center for domestic violence*build a house 

(habitat for humanity)*teach GED classes*paint over graffiti*clean up a local park*raise money for 
a drug free group*raise money for the make a wish foundation*walk the animals at the local animal 

shelter*coordinate or participate in a can food drive*clean a house*file patient information at a 
local hospital*candy stripe*tutor*make decorations for holidays at nursing homes or hospitals*help 
the Red Cross at a blood drive*teach religion classes at your place of worship*attend STW special 

service projects*help at a Goodwill or Salvation Army*be an (unpaid) camp counselor*hold a baby-
sitting clinic*work in the day care rooms at your place of worship*hold a community dance*hold a 

farm safety day camp*clean your school hallways and classrooms*decorate for high school 
functions*teach dance lessons*give music lessons*participate in marathons*work at a crisis 

center*answer phones for hotlines*paint-a-thon*volunteer for your county fair*help with disaster 
clean up*meals on wheels*referee games*coordinate a ribbon week*start a drug-free group*start 

a city Jr. City Council for your town*DARE role model*be a Best Buddy*Do an outreach program 
with your favorite activity*put on a children’s festival*pull weeds*catalog artifacts at your local 

museum*start a website for an organization*shovel snow*rake leaves*mow the lawn of an elderly 
neighbor*help with political campaigns*volunteer to help register people to vote*be a mother’s 

helper*vote*sing in your church choir*participate in religious youth activities*promote youth 
leadership*donate your used clothing, books, toys, etc to the needy*if you know a second language, 

teach it to someone who doesn’t*translate for the courts*help at a Boys and Girls’ Club*be a Big 
Brother or Big Sister*start a students against destructive decisions program*volunteer for your local 
United Way*volunteer for your local homeless shelter*help with the Special Olympics*donate money 

to a good cause*work at a library*repair a building*make holiday cards for residents of a nursing 
home*donate blood*prepare care packages for soldiers*work for a phone-a-thon*fundraise for an 
organization*wrap presents at a mall during the holiday season*clean football stadiums after the 
games*stuff envelopes for a non-profit organization*plan a teacher recognition event*watch your 

neighbor’s pets while they’re away *volunteer at a soup kitchen*raise money for a scholarship 
membership to the YMCA*raise money for memorial scholarship*deliver food to the 

homeless*donate money to the heat fund in the winter for low income families*donate old coats to 
needy in the winter* 
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VEHICLES TO DRIVE YOUR GROUP’S COMMUNICATION  
 
 

Word of Mouth 
Ø Yes, that good old-fashioned calling of every friend and family member you have 

and telling them what you want to do.  Then call EVERYONE that your family and 
friends introduce you to that they believe would like to hear about your idea. 

Ø Use the phone to invite community members to your view your event  
Ø Call local agencies and foundations to tell them about the services you wish to 

provide 
 

E-mail  or IM your fr iends 
Ø Powerful tool for creative production of materials and your message. 
Ø Easy and CHEAP to spread the word.  
 

Internet 
Ø Set up a website (or tie into someone else’s) 
Ø Advertise on the web. (Google Ad, Yahoo Ad, etc.)  
Ø You can also use the Internet to research your community and its history, resources, 

government, and its organizations.  Look for governmental reports, census statistics, 
annual reports, and other information on the net.  Develop a web site for the 
community to post ideas and needs.  Use the computer to print stories, posters, 
brochures, and other materials about the community. 

 
Newspapers & Magazines  

Ø Take out an ad.  Focus on the part of your program that affects their “audience.” 
Ø Send your local paper a press release about your program, the work you have done 

or the people you have served.  
 

Media (TV, radio, local cable, etc.)  
Ø Pitch a story to the local news station.  Use that press release you wrote. 
Ø Advertise (if you have serious coin) 
Ø Send out a press release announcing the great work that your group is doing. 
 

Take a Tr ip 
Ø Visit a local corporation or organization. Visit your local government officials or 

agency leaders to discuss your idea and how it can affect your community. 
 

Promotional Materials 
Ø Ex. Newsletter. Brochures.  Flyers.  Posters. 
Ø It is always good to have something in your hand about your organization when you 

meet with someone. 
Whip it up on your computer, talk a skilled friend into it, or hire a graphic artist to help. 

 
Any others that you can think of?  There are lots more. 
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WHY DO I CARE?  FIND YOUR INSPIRATION 
 

One of the most important elements of a successful project is PASSION.  If a cause 
is important to you, it is going to be much easier for you to convince the world of its 

importance.  These questions should help you find your purpose for this week. 
 
1.   Write a few statements about activit ies in your l ife that define you .   
Use this format:  “ I  love (to) ___________ because _________.” 
 
 
 
 
 
 
 
 
 
 
2.  What events in your l ife have left a lasting impression?  Think 
about people you have encountered, places you’ve visited, and 
lessons you’ve learned. Sometimes they leave positive impressions, 
and sometimes painful ones. Both can motivate us. 
 
 
 
 
 
 
 
 
 
 
 
 
 
3.  Write down a few reasons you might want to share these 
experiences with your community. 
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PROJECT FEEDBACK FORM 
You will use this in conjunction with the Project Flotation Device to assess the 

current status of your project.   
      
Community Contacts  BW  DP  OS  
 
Evidence: 
_____________________________________________________________ 
 
Next Steps: 
____________________________________________________________ 
 
Purpose    BW  DP  OS 
 
Evidence: 
_____________________________________________________________ 
 
Next Steps: 
____________________________________________________________ 
 
Action Plan    BW  DP  OS 
 
Evidence: 
_____________________________________________________________ 
 
Next Steps: 
____________________________________________________________ 
 
Communication Plan  BW  DP  OS 
 
Evidence: 
_____________________________________________________________ 
 
Next Steps: 
____________________________________________________________ 
 
SMART Goal   BW  DP  OS 
 
Evidence: 
_____________________________________________________________ 
 
Next Steps: 
____________________________________________________________ 
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MY SMART GOAL 
Your SMART goal will go through a few revisions before the end of your project.  

You want to make sure it is as clear as possible so your project is driven effectively!  
You’ll write your final SMART goal on the top of your action plan. 

  
Version 1:  
 
 
 
 
Feedback: 
 
 
 
 
 
 
Version 2: 
 
 
 
 
Feedback: 
 
 
 
 
 
 
Version 3: 
 
 
 
 
Feedback: 
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CREATING AN ACTION PLAN 
 

Project Title: ________________ Target Completion Date: ___________ 
 
SMART Goal: 
__________________________________________________________ 
 
__________________________________________________________ 
 
 
Big Block 1:
 _______________________________________________________ 
 
What must be done to address this block?  By when?  Who might be able to help? 

o  
 

o  
 

o  
 

Big Block 2:
 _______________________________________________________ 
 
What must be done to address this block?  By when?  Who might be able to help? 

o  
 

o  
 

o  
 

Big Block 3:
 _______________________________________________________ 
 
What must be done to address this block? By when? Who might be able to help? 

o  
 

o  
 

o  
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TEAM COMMUNICATION TOOLS  
Tools to Keep Your Team Connected and Moving Towards Its Goals 

 
The tools discussed below can be used to keep your team together even when you aren’t 
really “together.”  They support good communication, information sharing, and coordination 
for the team.  If you are under 18 and the below suggestion requires you to sign up for 
anything, please get parental permission.  Best of luck! 
 
Conference Call ing 
Conference calling is a tool that allows more than 2 people to be on a phone call at once.  
Many phones have this feature built in but this would pose an issue if you had to loop in 
more than 2 or 3 people.  In that case, we suggest using a conference call service. 

Ø FreeConference.com: To get started go to 
http://www.freeconferencecall.com/signin.asp. On the next page enter your name 
and e-mail and click “submit”.  The following page will display your conference call 
dial-in numbers and access code. Print this page by clicking on the button in the 
upper right-hand corner.  Then you can start using your free conference call number 
immediately! 

 
Wiki  
A Wiki is a tool that allows you to create a simple website to share work and ideas, pictures 
and links, videos and media, and anything else you can think of. It’s very easy to use and 
everyone in the group can have access to edit it.  

Ø Wikispaces.com: To get started, go to http://www.wikispaces.com/.  Click on 
the teacher/student link to get started.  You will need a moderator “teacher” 
(which can be your group leader) and a list of people who you want connect to 
your page.   

Ø This link offers a short tutorial on how to get started on a WikiPage.  
http://ondemand.blackboard.com/r91/movies/bb91_student_creating_editing_wik
i_page.htm 

 
Social Media Group 
Social media groups, such as Facebook, allow you to carry on an online conversation and 
share pictures within a group.  They can also be used to advertise you group’s work to 
friends and family. 

Ø Facebook Group: Go to your Facebook “Home” page.  (All members of your 
team first have to have an individual page.) On the left side under the group tab 
click on “Create a Group.”  Fill in the group name, add the people you want to 
invite and pick a privacy setting. STW recommends “closed” or “secret” to avoid 
unwanted people messing with or stalking your page.    

 
If you set up a page, please have everyone in your group “Like” the main STW page 
http://www.facebook.com/SparktheWave. Then post any great happenings, 
pictures, and achievements of your group onto the main STW page.   
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Online Fi le Sharing 
File sharing tools allow you to save documents online rather than on one person’s individual 
computer.  This allows multiple people to access, edit and see the most up-to-date version 
of files from the group. 

Ø Dropbox: This is a good tool to use if you have a larger number of documents that 
don’t need editing by multiple people.  It is better for storage of files that are fairly 
“set.”  To get started, go to https://www.dropbox.com/.  Download the application 
then follow instructions to set up your box.  You get 500 MB free for starting and 
can get more free space by things like inviting others.   

Ø Googledocs: This tool is useful if you have a smaller number of documents to 
store and/or you have files that multiple people are editing at the same time.  
Everyone can see what others are doing on the document in real time.  Also, it has 
a IM feature built in.  To set up, go to docs.google.com. Sign in or create a free 
account to get started.  

Ø Wikis: Discussed earlier.  Good for storage and editing or files, while offering many 
other features. 

 
Video Conferencing: 
Videoconferencing tools allow you to have a conversation with 1 or more people and see 
them at the same time.  Videoconferences tend to be more effective at getting work done 
then a phone conferencing system because you can see people’s body language. 

Ø Google+: The Hangout feature allows you to videoconference. Sign up for 
Google+ then get in to “Hangouts.” 

Ø Skype: Go to www.skype.com and sign up on the top right of their homepage. You 
can call/video conference others on Skype for free.   

Ø iChat: for Apple users. 
 
Email  Group 
This tool will allow you to send an email to a single email address that will then distribute 
the email to everyone in your group.  This way you don’t need to type in fifteen email 
addresses every time you want to contact your group. Similarly, if someone replies to the 
group’s address, everyone will receive the message. 

Ø GoogleGroups: To get started, go to www.groups.google.com, then click on 
“new group” to get started.  You will name the group and then add people to the 
distribution list. 

 
Online Scheduling 
Online schedulers are tools that allow you to check group member’s schedules and respond 
if they can make a particular meeting time.   

Ø Doodle.com: This is a good tool for setting up meetings.  To get started, go to 
Doodle.com and click on “schedule an event.”   You can also go to “sign in” and 
create an account.  This will make it easier to manage your account. 

Ø Evite.com:  This is a good tool if you want to invite people to an event that you 
have already scheduled.  You can track RSVPs and people can leave comments.  
It’s much like a Facebook event, except that people don’t need an account to 
respond to the evite. 
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PROFESSIONALISM 
 

It is important to project a professional image whenever communicating with 
someone who might support your project. Here are a few elements that should be 

included in every email, phone call, or phone message. 
 

- Your name 
- Your reason for calling 
- A specific request  
- Your contact information  
- A preference for the best way/time to contact you 

 
Helpful Hint: Do your research first! People are busy, and there is nothing more 

frustrating than being asked information that is already clearly stated on a website.  
Don’t call just because you don’t feel like reading thoroughly! 

 
Here are some good and bad examples of how that might look in each setting: 

 
Email Etiquette 

Here is an unprofessional email: 

 
Here is that email, rewritten:  

Subject:	BLANK	
	
i	want	to	partner	with	your	organization	to	have	a	food	drive	at	my	school.		Please	get	back	to	me	soon.	
	
-johnny	appleseed	
	
 

Subject:	Food	donation	from	a	local	high	school	
	
Dear	Ms.	Burns,	

	
I	found	your	contact	information	on	the	Philabundance	website.		I	am	a	high	school	student	and	am	very	interested	in	
sponsoring	a	canned	food	drive	to	support	your	work.		I	would	very	much	appreciate	it	if	you	could	let	me	know:	

1) What	kind	of	donations	you	take	
2) If	you	have	someone	to	pick	up	large	donations	
3) If	there	is	a	speaker	from	your	organization	who	could	come	speak	to	my	school	to	motivate	them.	

	
If	there	is	a	better	person	at	Philabundance	to	contact	about	this,	could	you	please	forward	them	my	request?		You	
can	reach	me	by	email	at	this	address	or	by	phone	on	weeknights	after	4pm	at	555-555-5555.	
	
Thank	you	for	your	help,	and	I	look	forward	to	our	partnership!	
	
All	the	best,	
	
Jonathan	Appleseed	
j.appleseed@gmail.com	
555-555-5555	
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Phone Call Etiquette 
 
When someone answers: 
“Hello?  This is Margie Jones, director of volunteer resources.” 
“Hi!  My name is Jonny Appleseed and my STW Club is organizing a food drive at my 
high school.  I have a few questions about the logistics.  Are you the right person for 
me to speak with?” 
 
Helpful Hint: Don’t give them a giant speech right away.  Give the very basics to 
make sure you are talking to the right person AND to make sure you haven’t caught 
them at a bad time. 
 
When you get a machine: 
“Hi!  My name is Jonny Appleseed my STW Club is organizing a food drive at my high 
school.  I would like to know what kind of donations you accept, if you have 
someone to pick up donations, and if you could send a speaker to my school.  I’d 
love to discuss this with you any night this week after 4pm.  My phone number is 
555-555-5555.  Again, my name is Johnny Appleseed and my number is 555-555-
5555.  You can also reach me by email at j.appleseed@gmail.com.  Thank you, and I 
look forward to hearing from you.” 
 
Helpful Hint: Speak slowwwwwwly and always repeat your name and number.  It will 
give the person a chance to re-check what they wrote down without having to 
listen to the message all over again! 
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Outside Contact Information 

 
Group Communication Plan 

 
Describe how your group will function moving forward.  Are you from the same 

area?  Will you work together?  Will you just check in occasionally to support one-  
 

Describe how you will communicate with your STW staff.  Will they reach 
out to you on a regular basis?  Will you go to them for help?  Will you 

start a Facebook group or something similar? 
 
 

 

Name __________________________  Organization _______________________ 
 
Phone _________________Email ______________________________________ 
 
Purpose for Contact 
_________________________________________________________________  
 
Date Contacted/Other Notes About Call 
_________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________
____ 

Name ___________________________  Organization _______________________ 
 
Phone __________________________Email ______________________________ 
 
Purpose for Contact 
_________________________________________________________________  
 
Date Contacted / Other Notes About Call 
_________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________
____ 
 
_______________________________________________________________________
____ 
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You’ve got the skills, resources, support, and ability to make this 
happen. Utilize this guide now, and as you continue on your path to 

create change. STW staff and the group members you met will be there 
to see you through and help when you hit bumps in the road. Most 
importantly, don’t give up if you see a problem you want to solve.  

You CAN make a difference. 

 
NOW GET OUT THERE  

AND 
CHANGE THE WORLD! 


