OUTREACH LOCATION TRACKING

We use an excel spreadsheet to keep track of all our outreach locations. It’s an absolutely monster-size document, so this is a summary of the fields rather than a copy of the actual spreadsheet. Whoever your administrative and planning person is will most likely be the one to appreciate these notes! ( 

	Column Name
	Type of Entry
	Notes About This Field

	Location
	Text
	This is a unique name for each individual outreach spot. Could be a streets at an intersection, the name of a strip mall or nursing home, etc.  Make this more flexible by entering multiple types of outreach locations separately. For instance, if there is a strip mall that happens to be at the same location as a great intersection give-away spot, list the intersection and the strip mall separately since you’ll use them for different types of outreach. By doing it this way, you don’t have to remember all the details about the location – you can just search for the criteria you want later.

	Address
	Text
	Street address that you would enter into mapping internet site or software to get directions.

	City/ST/Zip
	Text
	For mailing address, in case year-end thank you notes would be nice for places where you establish relationships.

	Contact
	Text
	Name of person at a location. Only input when prior permission is needed or when establishing relationships.

	Email 
	Text/ hyperlink
	See Contact note, above.

	Phone
	Text
	See Contact note, above.

	Directions
	Text
	Actual driving directions from your departure point. User’s note: to begin a new line w/in the same cell, press the Alt+Enter keys at the same time and continue typing. This allows you to enter text in a more bulleted type format, but still sort the record as just one row. Very handy, especially if you use this spreadsheet as a source document for a mail merge. (Don’t worry, your admin person will know what that means!)

	Zone
	Drop-down menu
	This is where we enter in the area of town the location site is in. We have six zones (North West, North Central, East, West Central, Central, and South). By varying which zones we concentrate on each Saturday, we’re more like to cover a wider base of the city.

	Neighborhood
	Text
	Suburb/ community/ neighborhood within the city. Very helpful to list separately if you get a small group approach you and want ideas of locations near them.

	Location Type 
	Drop-down menu
	We categorize our locations by the following: Intersection, Door-to-Door, Person-to-Person, Business-to-Business, Professional Offices, Nursing Home, Police/Fire. This helps us know which types of outreaches can be done at those locations without having to actually remember the site itself!

	Kindness, Service Mercy
	Check  boxes
	Each of these three things are actually individual columns, each where we would put a check to indicate if a Kindness, Service, or Mercy outreach can be done at this location. Use to sort by when we’re looking for a specific category of outreaches to round out our selections.

	Notes & Comments
	Text
	Any special notes about this location that would be helpful in planning or for the participant (prints out on route sheets). We put things like where to park, what shops are included at a strip mall, restrictions at a given intersection, procedures for checking in at a nursing home, etc.

	ServeFest, SOS, Serve Cincy, TurkeyFest, Donuts
	Check Boxes
	Again, each is an individual column indicating the large-scale special events we do throughout the year. We place a check in each column where this particular location can be used. For instance, only certain locations can be used for the Christmas Eve Donut Outreach.

	Most Recent Date Used
	Date
	Input the last date when this outreach location was used. We can then sort by this date to make sure we go to dates that are farther back and schedule those locations again. It’s the only way we can make sure we’re rotating locations often, and it gives a good indicator about whether some pre-scouting may be needed if it’s been a while since the last use. Also avoids over-saturation.

	Months of the year
	Numbers
	Each month is a separate column. We input the number of times in a given month this location was used. For many of the reasons listed above, this helps us track frequency of use over a year-long period.


