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1. The office hours of Volunteers for Seniors of Brown County is from 8am-4pm, Monday through Friday.  The Receptionist’s hours will be set by the Director.  Any changes will need approval by the Director.  The Director must approve all PTO and once approved, a form needs to be filled out by employee and faxed to Volunteers of America (faxed at 507-794-3596).  A two-week notice is required from all executive staff.

2. The office is located at 1300 S. Broadway, Suite B, New Ulm (PO Box 582).  Parking is adjacent to the office – in the back of the Bob Webb State Farm Insurance building.

3. Staff meetings are scheduled once a week on Tuesday. This is a convenient time for staff (and MNVAC workers).  

4. All projects for office volunteers and MNVAC workers should be cleared through the Director.  Please fill out a work request slip so that we can keep track of projects.

5. All data must be entered into the database on the computer.  Make sure you save your information and make a backup disk (when using the reception area pc as this is the main computer).  Please enter the data in a timely manner.  (Please review job description for a detail of responsibilities.) 

6. Staff person who first arrives in the morning should check phone messages.  Please put the messages in the appropriate person’s box.  Please see enclosed phone instructions for extensions and how to transfer calls.

7. If staffing issues or office concerns come up, please let the Director know as soon as possible so they can be addressed.  If comfortable, please talk to the person involved in a respectful way.  This helps office dynamics greatly.  Small issues that are not resolved immediately usually turn into large issues.

8. Care Receiver Referrals:  When a new referral comes in, it should be given to the staff person responsible for that service area (at present – that person is the Director. Assessments by Director will be made within 3 business days.  It is also important that the Receptionist communicate with care receivers about updates to their pending requests on a weekly basis until the match is made. Volunteers for Seniors goal is to fill requests within 2 weeks (if not sooner).

9. Volunteer Processing:  When a new volunteer application comes in, the Receptionist will check references and enter information into database and create a hard file.  The Receptionist is also responsible for the volunteer interview and orientation.  Volunteer orientation must be done within 2 weeks after receiving application.  The Director will teach the Volunteer 101 training.

10. Promoting Services:  It is every staff person’s responsibility to promote all aspects of our program.  This is especially important when recruiting volunteers and doing assessments. 

11. Boundaries:  In a small office, it is important to respect each other’s boundaries and privacy. Respect each other’s workspace and give each other privacy when on the phone, meeting with people or working on projects. 

12. Purchasing Office Supplies:  Office supplies may be charged to Kempske’s, Quill or Kmart.  All purchases must be pre-approved through the Director.  Please check with other staff if they need anything so we can combine orders.  As a non-profit, we are on a tight budget and need to be fiscally responsible at all times.

Petty Cash:  Petty Cash is available for small purchases where we do not have an account.  Director must approve use of petty cash.  Petty cash slip must be filled out in detail. 

13. Invoices: All invoices need to have a brief note written on them as to what the purchase was for and how it should be processed, including grant information, if known.  The invoice needs to be stamped, signed by the Director and faxed to VOA and then noted that it was faxed, along with the date. Once faxed, the invoice is placed in the current month file that is in the folder located on the credenza in the reception area. 

14. Time Sheets:  Time sheets for executive staff must be stamped, initialed, and signed by the Director and then faxed to Evie every other Thursday by the end of the day, 1-507-794-3577.  Once faxed, the time sheet is placed in timesheet binder located in the reception area.  MNVAC staff is responsible for mailing their timesheets and must be signed by Director.

15. Expense Reports:  Expense Reports to be submitted should have the receipt attached (make a copy of the receipt and fax as a second page).  The reports are to be signed, stamped & initialed by the Director, and faxed to Nancy, 1-507-794-3596.  Once faxed, a copy is made and placed in the timesheet binder along with the Time Sheet.  The original is placed in the appropriate month’s file in the file folder located on the credenza in the reception area.

16. Mileage Sheets:  Mileage is reimbursed one time a month.  Mileage sheets should be signed by the Director and faxed to Nancy 1-507-794-3596 by the first business day of each month for the previous month.  Once faxed, place in the timesheet binder along with the Time Sheet.  

17. Mail:  Mail is picked up at the Post Office by Director and distributed.

18. Equal Opportunity Employment: Volunteers for Seniors of Brown County is a program of Volunteers of America.  All Volunteers of America employers are equal opportunity employers, providing equal employment opportunity to all applicants and employees without regard to race, color, creed, religion, sex, marital status, sexual preference or orientation, national origin, age, veteran status, disability or any other protected status, in accordance with applicable federal, state and local laws.

Equal opportunity had been and continues to be both policy and practice at all Volunteers of America and applies to every aspect of the employment relationship.  If you ever feel that this policy is not being followed, you should immediately discuss it with your supervisor or the Executive Director/Resident Director (“Executive Director”).  You may also follow the “Four-Step Compliance Communication Process” outlined in the VOA Employee Handbook.

19. Personnel: If you have questions about Volunteer’s of America benefits, holiday / vacation pay or insurance, please call VOA Personnel Director at 1-507-794-3200.

20. Holidays:  The following are paid holidays for qualified (based on hours) executive staff (Volunteers of America – handbook):

a. New Years Day

b. Winter Holiday (either Martin Luther King day or Good Friday)

c. Memorial Day

d. 4th of July

e. Labor Day

f. Thanksgiving Day

g. Christmas Day

Qualified staff may take the Friday after Thanksgiving, Christmas Eve and New Years Eve off if they have comp time or want to use vacation time.  If they do not, the day must be worked if it falls on a business day.  

Executive Staff will not be paid extra to work the seven holidays listed above as those are paid days off from VOA.  MNVAC workers do not have paid holidays unless worked.                                                                                                      

21. Vacation Time:  Vacation time (Paid Time Off) must be requested through a written form and signed by Director, then faxed to Volunteers of America.  A two-week notice must be given.

22. Bereavement Leave: Regular full-time employees are granted up to 3 days of bereavement leave (absence with pay) or 4 days if travel is more than 100 miles one way.   This is only granted for immediate family, which includes spouse, parent child, sibling, employee’s spouse’s parent, child, sibling, the employee’s child’s spouse, grandparents or grandchildren. (See VOA handbook).

23. Breaks:  If working 6 hours, staff is entitled to a 30 minute unpaid meal break.  If working 8 hours, staff is entitled to a 30 minute unpaid meal break and two 15 minute paid breaks. (4hrs – 15 minute paid break).

24. Sick time:  If sick, please notify the office as soon as possible if you can’t work.  If you miss more than three consecutive days, a physician’s note must be presented to Director.

25. Work Space / Office Cleaning:  Everyone is responsible for maintaining the cleanliness of the restroom as well as cleaning his or her own office including dusting and taking out garbage.  This should be done on a weekly basis.  Receptionist is responsible for cleaning and maintaining lobby area.  Refrigerator should be cleaned on the last business day of the month.

26. Performance Reviews:  VFSBC Director will perform performance reviews at 30, 60 & 90 days, as well as 6 months, and 1-year anniversary of employment.  After that, performance reviews are performed one time a year on employee’s anniversary date.  Director’s annual review is conducted by Volunteers of America Executive Director.

27. Staff’s Responsibility:  Every staff is asked to perform their tasks in a timely, responsible manner.  If having difficulty performing tasks, please see Director.  All grant reporting deadlines must be met. 

28. Fundraising:  It is every staff person’s responsibility to assist with fundraising efforts.  Remember that fundraising efforts will ensure job security and services to our care recipients.
29. In the absence of the Director, Volunteers of America Sleepy Eye campus Executive Director, Countryside Director and VFSBC Advisory Committee Facilitator should act as a support to office staff.
30. Day Off Contacts: A staff person should not be contacted on their day off unless it is an emergency.  Most things can wait until the person returns.
31. Emergency Situations:
a. Fire
i. A fire extinguisher is located in the hallway, near the restroom and will handle type A, B, & C fires
ii. Smoke and carbon monoxide detectors are located in the hallway between the lobby and offices.
iii. Your safety is of primary importance.  If a fire starts:
1. Alert co-workers
2. Try to extinguish fire
   iii.  If you feel you cannot safely extinguish the fire:
1. Call 911
2. Alert co-workers (including Bob Webb employees upstairs, 354-3151)
3. Evacuate the building
b. Tornado

i. If sirens go off or you are notified of a tornado threat:

1. Alert co-workers (including Bob Webb employees upstairs, 354-3151)

2. Go to the back supply room and crouch down by the supply cabinet or follow Bob’s employees into the back of the garage to the utility room.

3. Stay in the evacuation area until it is safe to leave
Volunteers for Seniors of Brown County Staff and Qualifications

	Julie Terrell, 

Director

Caregiver Educator

julie@volunteersforseniors.com
julie@faithinactionbc.com
	Qualification include:

· Experience as a family caregiver

· Caregiver Educator with focus on Alzheimer’s / Dementia

· Graduate, Liberty University

	
	

	Shirley Hoffmann

Senior Volunteer through the MVAC Program

staff@volunteersforseniors.com

	Qualifications include:

· Four years with Faith in Action of Brown County – as Receptionist and then – Administrative Assistant




Staff Responsibilities

	Julie Terrell – Director
	Oversees all aspects of the organization including finances, fund raising, marketing, public relations, grant writing and implementation, financial reporting, staff supervision, liaison to board, fiscal host and other agencies and general day-to-day operations.

Provides support and education to family caregivers, oversees the respite and friendly visiting services including doing assessments and volunteer matches, grant reporting for Title 111 E and Project Rose.  Also coordinates trainings for all volunteers.   This person also assists with fundraising / marketing and oversees office operations when director is absent.

Oversees coordination of the chore and homemaking clients we have remaining as well as the Day of Caring event.  

	Shirley Hoffmann

MVAC Volunteer

Assistant to Director
	Answers phones, makes copies, processes donations and timesheets (data entry into the database).  Maintains and updates volunteer and client information in computer (Careworks) as well as files.  Assists with volunteer coordination and correspondence.  Makes monthly calls to volunteers for time sheet information and implements phone surveys to volunteers and clients.    Coordinates with United Way on the Day of Caring event.  Assists with fund raising events.  Assists Director with various projects.   Also cleans common area of the office. (See R job description for full detail)

	Nancy- VOA
	Responsible for accounting procedures and payroll.


Volunteer and Care Receiver Policies

For

Volunteers for Seniors of Brown County

1. Before a volunteer is assigned to assist someone, a Volunteers for Seniors staff member makes a personal visit to the home of the person requesting assistance. 

2. Although help is provided as quickly and as efficiently as possible, request for services must be made at least 48 hours in advance. Volunteers for Seniors is not a crisis organization. 

3. All services provided by Volunteers for Seniors are non-professional. Volunteers never cross the boundary and do what a nurse, doctor or licensed professional would do. 

4. Volunteers provide many of the services we offer and there is no charge for these services.  Caregiver support is also provided at no charge.  There is a cost to providing our services and we rely on the monetary support we receive through donations and grants.  Donations are needed and appreciated, however we will never turn anyone away for inability to pay.  

5. For transportation requests, care receivers are encouraged to call Heartland Express at 1-800-707-2717.  

6. Volunteers are trained to respect the confidentiality of those they serve.  Care receivers are also asked to respect the confidentiality of the volunteers.

7. Volunteers may only accept consumable gifts. If the care receiver wants to pay for volunteer services, suggest they make a donation to Volunteers for Seniors of Brown County. 

8. Volunteers may choose to serve in the following ways: 

· As a one time volunteer 

· Matched in a one to one relationship with a care receiver.

· Be on call with the freedom to say yes or no as their schedule allows. 

· Share a specific skill like ramp building, bush trimming, driving, etc. . . . 

· As part of a group 

9. Insurance Policy: You are covered during your volunteer time by personal liability insurance. We do not cover your personal automobile insurance. If an accident occurs while you are volunteering, it is your responsibility to make sure yourself or someone else notify the Volunteers for Seniors staff at 1-507-354-5370 or the Director @ 1-507-304-5012 as soon as possible. 

10. Staff cannot release the name of a volunteer until the volunteer has agreed to assist the care receiver.

11. Care receivers are NOT allowed to contact volunteers directly for services.  All arrangements must be made through the Volunteers for Seniors office at 507-354-5370.  Volunteers have the right to privacy and personal time.
12. Proselytizing (trying to convert someone to another religion or church) is never allowed. 

13. Volunteers are NOT allowed to solicit care receivers for any type of services.  This includes personal businesses, fundraisers or home parties.

14. Volunteers submit monthly timesheets to the Volunteers for Seniors office by the 5th of each month.  The Receptionist will make the follow-up calls regarding timesheets. Data collected is used for accountability and grant recording. 

15. Volunteers for Seniors of Brown County does not reimburse volunteer drivers for mileage, due to limited resources. 

16. Volunteers for Seniors of Brown County’s policy is to provide services to all Older Persons over the age of 60 and Family Caregivers of persons over the age of 60 without regard to age, race, color, creed, religion, national origin, disability or sex.  The same requirements are applied to all, and there is no distinction in eligibility for, or in a manner of providing services.  All services are available without distinction to all eligible program participants regardless of race, color, creed, religion, national origin, disability, or sex.  All persons and organizations having occasion either to refer older persons for services or to recommend our services are advised to do so without regard to the person’s race, color, creed, religion, national origin, disability or sex. 

17. Discrimination is prohibited on the basis of race, color, creed, religion, national origin, disability or sex. When you volunteer you are representing Volunteers for Seniors. Your personal opinions may not be shared when they are in conflict with this policy. Failure to adhere to the discrimination policy will be grounds for dismissal. If you have any questions or do not understand any part of this policy, please discuss it with the Volunteers for Seniors Director. 

18. Dismissal Policy: Volunteers are usually dedicated people with excellent volunteer service records. However, sometimes there may be a justifiable reason for dismissal, as listed below:
· Conviction of a felony

· Possession, attempted sale, use or distribution of narcotics or alcoholic beverages while on assignment

· Repeated tardiness or absence during scheduled volunteer time

· Becoming involved directly or indirectly in unethical behavior

· Continued refusal to accept placement with care receivers 

· Indulgence in profane, threatening or argumentative behavior with staff

· Failure to comply with care receiver home rules (i.e. not smoking)

· Failure to comply with Volunteers for Seniors of Brown County’s policies

· Not maintaining confidentiality with regard to care receiver information 

Subject:

Civil Rights Policy
Date:


December 9, 2004

Updated on November 17, 2008
Policy:

It is the policy to provide services to all caregivers without regard to age, race, color, creed, religion, national origin, disability or sex.  The same requirements are applied to all, and there is no distinction in eligibility for, or in a manner of, providing services.  All services are available without distinction to all eligible program participants regardless of race, age, color, creed, religion, national origin, disability, or sex.  All persons & organizations having occasion either to refer older persons for services or to recommend our services are advised to do so without regard to the person’s age, race, color, creed religion, national origin, disability or sex. 

Procedure:

1. All staff & volunteers will be made aware of this policy & their need for compliance during their orientation to the Volunteers for Seniors program and its services.

2. All staff & volunteers will be encouraged to participate in any cultural diversity or sensitivity training, with prior approval by the Volunteers for Seniors Director.

3. All staff & volunteers will participate in the 2-hour Volunteers for Seniors training, which addresses issues and limitations of aging.

4. The Director/Caregiver Educator will coordinate compliance with Section 504 of the Rehabilitation Act of 1973, the Older Americans Act of 1965, the Minnesota Human Rights Act of 1989, and the Americans with Disabilities Act of 1990 and the amendments thereto.

5. The Volunteers for Seniors Director/Caregiver Educator can be reached at the VFS office:  507-354-5370 or toll free: 1-866-899-0662. 

6. Hearing Impaired persons are requested to access these numbers through the Minnesota Relay Service at 1-800-627-3529

7. A Civil Rights Statement will be posted on-site and included in information & literature supplied to caregivers and families.

Subject:

Civil Rights Complaint Procedure

Date:


November 17, 2008
Policy:
The services, facilities, and benefits of this program are for the use of all Caregivers,

regardless of age, race, color, creed, sex, religion, disability, or national origin.  Any individual who feels he / she has been denied the opportunity to participate in this program and wishes to file a complaint of discrimination should write the following office:




Executive Director




Minnesota Board of Aging




444 Lafayette Road




St. Paul, MN  55155 –3843

Your complaint will receive immediate attention; prompt corrective action as may be necessary will be undertaken.  As the complainant, you will be informed of the disposition of your complaint.
Volunteers for Seniors of Brown County Advisory Committee

1300 S. Broadway, Suite B, PO Box 582

New Ulm, MN 56073

(507) 354-5370 or Toll free: 1-866-899-0662                                                        
	Connie Ibberson (09), Facilitator

Volunteer Representative

608 3rd Ave. NW

Sleepy Eye, MN 56085

507-794-6467

connie@sleepyeyetel.net
	Beth Zabel, Secretary (09)

City of New Ulm & Bridging Brown County

204 KC Road

New Ulm, MN 56073

507-359-5101

bethzabel@mn.rr.com

	Nancy Windschitl, Treasurer

Business Manager of Adult Day Services

Country Side Retirement Community

1100 First Ave. S.

Sleepy Eye, MN 56085

507-794-3200

nwindschitl@voa.org
	Tom McNeeley (08)

Sioux Trails Mental Health Center

1407 S. State St.

New Ulm, MN 56073

507-354-3181

tmcneely@siouxtrails.org

	Linda Anderson (08)

KNUJ

210 ½ N. Minnesota

New Ulm, MN 56073

507-359-2421

lindaanderson46@yahoo.com
	Linus Kruse (10)

Brown County Family Services

1117 Center St. PO Box 788

New Ulm, MN 56073

507-359-6500

linus.kruse@co.brown.mn.us

	Ralph Reinhart (10)

Family Caregiver Rep.

1415 5th N St

New Ulm, MN 56073

507-354-2919

FARR@newulmtel.net
	Jim Heil (08)

515 5th St. N.

New Ulm, MN 56073

507-276-1405

jamesheil@comcast.net

	Myron Wieland (09)

New Ulm Police

15 S. Washington

New Ulm, MN 56073

507-233-6750

nupd.myron.wieland@co.brown.mn.us
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Volunteers of Americas




ABSENCE REPORT

Paste Updated copy here

Volunteers for Seniors of Brown County

Crisis Plan


Guidelines for Volunteers for Seniors of Brown County 

In Case of a Crisis

What is a crisis?

A crisis is usually a crucial situation that demands immediate action by Volunteers for Seniors of Brown County to avoid or stem negative reaction in your community or negative coverage by the media. A crisis may appear without any notice, or it can build for months before it breaks publicly. 

Examples of a crisis may include:

· Complaints by a disgruntled volunteer.
· A care recipient lawsuit.
· Alleged criminal wrongdoing by a staff member, board member or volunteer.
Other situations that might merit a crisis response include

· Accident involving care receiver and volunteer during volunteer assignment

· Unexpected fatality of care receiver during volunteer assignment
Please discuss with the Director if you have questions whether a specific situation is a crisis.
Reputation

The reputation of Volunteers for Seniors of Brown County program is a vital asset to the life and strength of your program. Care recipients, volunteers, advisory committee members, donors, opinion leaders, community partners and other supporters and funders all rely on the positive public image of our program. This reputation can become a liability if it is damaged in any significant way by a crisis. 

Crisis response resources 

As Volunteers for Seniors, we operate under the auspices of Volunteers of America with Pam Adam, as the Executive Director 1-507-794-7995 or FAX 1-507-794-3577. 

During a crisis

1. If there is crisis, please contact the Volunteers for Seniors of Brown County Director immediately.  She will instruct you how to proceed.  

2. Remind all staff and Advisory Committee members that the assigned crisis manager is the main contact during the crisis. In most cases, this would be the Director of Volunteers for Seniors or Executive Director of VOA, Sleepy Eye Campus.  Staff members MUST check with the crisis manager before answering questions from the public, volunteers or care recipients before sending out information to the community.

3. The Director will take appropriate measures to assure that the crisis is dealt with in a thorough and appropriate manner.  She will contact all parties that need to be aware of the situation.  If case of emergency, volunteers and staff should not hesitate to call 911.

4. The Director will contact local crisis response team or board members to alert them to the crisis, and will follow up with details as soon as possible. Advisory Committee members and staff are asked that they not make individual statements if the media contacts them. If they do receive media calls directly, request that they forward the calls to the Director or appointed crisis manager.

5. If you find out about a crisis through a media call:

A. Don’t discuss the matter, in detail or casually, with reporters until you have contacted the Director of Volunteers for Seniors of Brown County

B. Please remember that the Crisis Manager, i.e., Director will handle all communication to the media.

C. Record the reporter’s request in as much detail as possible. 

· Forward this information to the Director or appointed crisis manager.  Please remember to attain the person’s name, media outlet’s name and phone number.

6. Gather all information possible about the situation in order to control rumors and miscommunication in the community. Forward this information to the Volunteers for Seniors of Brown County Crisis Manager. 

After a crisis
1. The Volunteers for Seniors of Brown County local crisis response team and staff will meet to summarize what happened.

2. Appropriate follow-up action will take place including meeting with the parties involved.  Insurance claims will be handled in a timely manner, if needed.

3. Be prepared for the next crisis. 

· Keep in mind that crisis stories “die” slowly in the minds of community members and the media. 

· Be aware of anniversaries of the crisis. A reporter may call at that time to follow-up. 

· Crisis plan will be evaluated and updated annually.

Crisis Response Team  

Volunteers for Seniors of Brown County

Julie Terrell

 Director of Volunteers for Seniors of Brown County

Phone: 507-354-5370

Cell: 507-304-5012

Home: 507-359-4366

Email: julie@volunteersforseniors.com
julie@volunteersforseniors.com
Pam Adam

Executive Director of Volunteers of America

 Phone: 507-794-3200

Or 507-794-7995

CIMA Volunteer Insurance

Phone: 703-739-9300

Email: inbox@cimaworld.com
Phone Procedures for Volunteers for Seniors of Brown County

Phone numbers:  The main phone number is 507-354-5370.  

The toll free number is 1-866-899-0662.

Fax number is 507-354-4189.

Dialing Out and Answering the Phone:  To get an outside line, you must first dial “9”.  To answer the phone from another desk, you must dial “48”.

Please remember to greet people on the phone in a professional manner:  “Volunteers for Seniors of Brown County. This is ____________, how may I assist you?’ 

Staff Extensions:

Receptionist – 500 (233-4500)

Director – 501(233-4501)

Staff – 502(233-4502) 

Transferring Calls:  To transfer a call, hit “flash”, dial the extension and then hit “flash”.  To retrieve the call back, hit flash, wait for tone and then dial the extension of the phone you are using.

Messages:  To check voicemail:

From the reception area desk, if there is a stutter, dial *84.

From another phone, you must first dial 9 for an outside line and then you must dial 233-4500.  Please be sure to place all phone messages in the appropriate staff box ASAP.

[image: image2.wmf]
Important Phone Numbers

Countryside Retirement Community / VOA: 1-507-794-3200

Pam Adams (VOA Executive Director): 507-794-7995

Brown County Family Services: 1-507-359-6500

Heartland Transportation: 507-359-2717

Vine Faith in Action: 507-387-1666

Minnesota River Area Agency on Aging: 507-389-8869

KNUJ New Ulm Office: 507-359-2921

KNUJ Sleepy Eye Office: 507-794-3149

New Ulm Telecom (for repairs) 507-354-2101

New Ulm Telecom (internet –ask for Greg) 507-354-5465

Julie Terrell’s Home (in case of emergencies): 507-359-4366

Julie Terrell’s Cell #: 507-304-5012

Law Enforcement: 507-233-6700 (Sheriff) or 233-6750(NUPD)

Think! Toner & Ink (formally Caboodle Cartridge): 507-387-8182 

Fax: 507-387-8174

Riverbend Office (for copier repair and services) 800-783-2363
Grant Application and Reporting Deadlines

	Name of Source of Funding


	Application Deadline
	Report Deadline

	Title III E 


	Around July 1st of each year
	1/10, 4/10, 7/10, 10/10

	CSSD Grant – Project Rose


	Around March 15th of each year
	Quarterly Reports due 1/10, 4/10, 7/10, 10/10

	Pieschel Foundation


	Grant is due near the end of February
	No reports necessary

	United Way


	Application is due in December
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Volunteers for Seniors of Brown County


Office Polices and Procedures








Volunteers for Seniors of Brown County Clerical Work Request





Today’s Date:____________   Requested by:____________________________________


Project:____________________________________________  Due date:______________


Types of Work (check items that apply)


Typing__ Collating__ Copying__ Mailing__ Filing__ Phone Calls__ Other__


Type of Paper (size)_____________  Color of Paper_____________________  #of copies_________________


Notes:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Completed by (staff name):_____________________________  Date done:__________________











Volunteers for Seniors of Brown County Clerical Work Request





Today’s Date:____________   Requested by:____________________________________


Project:____________________________________________  Due date:______________


Types of Work (check items that apply)


Typing__ Collating__ Copying__ Mailing__ Filing__ Phone Calls__ Other__


Type of Paper (size)_____________  Color of Paper_____________________  #of copies_________________


Notes:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Completed by (staff name):_____________________________  Date done:__________________











Volunteers for Seniors of Brown County


1300 S. Broadway, Suite B


PO Box 582


New Ulm, MN 56073


507-354-5370 or 866-899-0662


Fax: 507-354-4189


� HYPERLINK "http://www.faithinactionbc.com" ��www.volunteersforseniors.com�
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Office Handbook








1300 S. Broadway, Suite B


PO Box 582


New Ulm, MN 56073


1-866-899-0662 or 


1-507-354
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