***INSTRUCTIONS FOR USING THIS RESOURCE***

This resource is a sample.
To adapt this resource for your program:

· Resave this Word file on your computer.
· Select and delete phrases marked by brackets.
· Replace them with your program’s details.
· Remove the header text by double-clicking on the header area, selecting the text, and hitting the delete key.
· Select and delete these instructions.
· Resave the new document before printing or closing out.
You may also revise other parts of the text as needed.
Scroll down to the next page to review this resource. 

You can keep a contacts list in whatever form is easiest for you to manage. Here are some options:

· An inexpensive spiral notebook with different sections or a three-ring binder with dividers where you can fill in details and organize by community partners, media contacts, or program members.

· Index cards organized in a box by type of contact.

· An address book where you place information as you gather it. You can use a contacts code for the type of contact. For example, C = community partners, M = media contacts, and P = program members. 

· A simple table in an electronic Word document or an Excel spreadsheet, organized like the tables below. You can add whatever type of information is important to your group. If you are able to set this up in Excel, you can make extra columns or fields so you can do a mail merge for sending group notices.

PROGRAM PARTICIPANTS
	Name, Title, Organization
	Mailing Address
	Contact Information 
(in order of preference)
	Notes

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 


COMMUNITY PARTNERS

	Name, Title, Organization
	Mailing Address
	Contact Information
(in order of preference)
	Notes

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 


MEDIA/PROMOTION PARTNERS

	Name, Title, Organization
	Mailing Address
	Contact Information
(in order of preference)
	Notes

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 


