Marywood University / United Neighborhood Centers

THANKSGIVING ADOPT A FAMILY
DELIVERY TIPS & SUGGESTIONS

· When you receive your family’s contact information (most likely 2 – 3 days prior to delivery)
· Keep family information confidential

· Call family as soon as possible to arrange specific delivery time between 11 AM – 2PM on Saturday, November 20th 
· Get specific directions to the family’s home if you are not familiar with the area

· If you are unable to reach your family via phone (either wrong #, disconnected, no answer) --- please still attempt to deliver the food basket on Nov 20th, sometime between 11 AM – 2PM to the address noted on your delivery instruction sheet.

· When you arrange delivery

· Double check address / apt # if applicable

· Plan to deliver to your family with a partner; don’t travel to unfamiliar parts of town or enter the family’s home alone. 

· If for some reason your family is not available on Nov 20th between 11 AM – 2PM to receive its basket, Notify Campus Ministry and choose between these two options:

· Arrange with the family an alternate time or day (no later than Monday, Nov 22nd) that is agreeable to your delivery team and to the family.  Please be sure to notify Campus Ministry of any such change. ---- PLEASE ONLY ARRANGE DELIVERY DURING DAY TIME HOURS --- For your own safety, Campus Ministry discourages you from entering unfamiliar neighborhoods alone and/or when it is dark.
· OR  Deliver the food basket to the Campus Ministry Office, Swartz Center for Spiritual Life on Nov 20th between 11 AM – 2PM; Campus Ministry will assign a volunteer team to deliver the food basket at an alternate time or on an alternate day.  Otherwise, the food basket will be turned over to United Neighborhood Centers for the family to pick up.

· When you deliver basket

· Remember to deliver with a partner; don’t travel to unfamiliar areas alone.
· Remember to collect the family’s registration form or ticket 

· Remember to have the family sign off on your Delivery Instruction Form to verify delivery

· Return Registration Form/Ticket and Delivery Instruction Form to Campus Ministry as soon as the basket has been delivered.

