Hanover Master Gardeners Association

Sample of Text to be Uses in Entering Plant Clinics into BI

Transport Materials to Event - Name and address of event
· Materials include a tent (for most events), a folding table, a plant clinic box with various supplies and forms.
· Each volunteer is responsible for bring their own chair.
· Optional materials include show and tell items to attract attention. There are many items available in our storage shed. https://hanovermastergardeners.org/hmga-storage-shed/
· The password for the member’s only area of the website is sunshine.
· Materials are stored at multiple sites. Coordinate with those at peoples home to arrange for pickup. 
· Our storage shed - https://hanovermastergardeners.org/hmga-storage-shed/
· Mechanicsville area - Pat Reyes – 7468 Fullview Ave, Mechanicsville, VA 23111 / 804-746-5448 patreyes7@comcast.net  
· Pickup time is flexible. Just need a slot to make sure someone takes the responsibility.
· The person who picks up the materials often also works the first (in some cases only) shift.
· This can be either an MG or an intern.
· The time and mileage can be included when you enter your hours for the event in BI
· Review Guidelines for Running a Plant Clinic https://app.betterimpact.com/Volunteer/Main/StoredDocument/102253

Volunteers for Event - Name and address of event
· 2 MGs and 2 Interns is ideal. There must be at least one MG and can have up to 3 interns in certain circumstances.
· Arrive 15 minutes early to help set up.
· Bring your own chair.
· Plan to stay 15 minutes late to help clean up.
· Usually, one of the interns or MGs is also the person to pick-up and return the materials.
· Enter your hours in BI under the listing for that particular event. You may include travel time. 
· Enter Miles if desired.
· Enter the number of your personal contacts for the event.
· Review Guidelines for Running a Plant Clinic https://app.betterimpact.com/Volunteer/Main/StoredDocument/102253



Materials Return after Event - Name and address of event
· Someone needs to return the materials to their storage location. Materials include a tent, table, a plant clinic box and possibly a demo item. This person will usually also sign up to volunteer at the plant clinic. 
· Materials are located in multiple places. Please arrange a convenient time for returning materials. 
· Shed at MG office – shed has a lock box with a code of 246*. Please sign out any equipment you borrow. See link for “The Shed” in the Members Only area of our website for more information about the shed. - 13015 Taylor Complex Lane, Ashland, VA 23005 / 804-752-4310
· Mechanicsville area - Pat Reyes – 7468 Fullview Ave, Mechanicsville, VA 23111 / 746-5448 patreyes7@comcast.net
· The time and mileage can be included when you enter your hours for the event in BI
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