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Request for Volunteers
Please complete for all Volunteer requests and return it to the Volunteer Office (x3695). 
· Requests need to be submitted at least 1 month in advance of event, activity, or project.  If less than 1 month, please submit form and the volunteer office will attempt to fill request but there is no guarantee. 
· At this time, volunteers and the Volunteer Office are not available to assist with development or preparation of the event, activity, or project.  

· If you are requesting over 5 volunteers, please submit form & schedule a meeting with the volunteer office.

· If your request is an “event”, this form should be used in conjunction with the events form used by guest services (Heidi R.).
Date request submitted:

Type of Request (please circle): 
Event
Activity 
Project:

· Event: Any event designed for our visitors or members (i.e. Awareness days, ZooBoo, Grand openings, VIP breakfast, Whoo Dunnit dinner) 

· Activity: Short or long term and may or may not be directly related to visitors or members (i.e. animal observations, weeding of grounds, spring cleaning, path closure directional help) 
· Project: An individual or small group project to help you complete your job (i.e. filing, bulk mailings, data entry, cutting materials for an event)
Brief description:


Date(s) of event, activity, or project:


Total number of volunteers needed: 


Hours volunteers are needed:



Specific volunteer you would like to request (please write name(s))


Person volunteers should report to on date of event, activity, or project:


Where should volunteers report?





Food served or available for volunteers:

Yes

No
Volunteer Uniform:

Standard

Other, please specify:

Type of training needed (please circle):
On the job
Pre-event orientation (30 min.)
In-depth/different day
Will you accept volunteers who can only participate in part of a shift:

Yes

No
Describe in detail the volunteers’ job duties for the event, activity, or project:

Other requirements or comments: 
Staff person making request:


Phone:
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