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               PW-DP Tools


PW-DP FIELD REPORT
This file can be used as a template, deleting the instructions (in parentheses) for each item.

SEND COPIES TO:   Beth.Snyder@pcusa.org, Carolyn Thalman, cjthalman@comcast.net
*PW Volunteer(s): (Name(s) and cell #(s))
*Presbytery(ies)/Synod(s) Involved: (Please list each along with their contact information)
*Presbytery Connection: (If the presbytery has a disaster response committee or person, please include name and contact information.)
*Presbyterian Women connections:

 gatherings, meetings, PWC(congregation), PWP(presbytery), PWS(synod)

 *Marketing connections: (share flyers, social media, promotional items)

*Activity: Please write up a brief summary of each activity. To ensure maximum readability, please separate these summaries using bullet points and/or a heading of the date

*Workshop/Presentation Information:  (If this was a workshop, meeting or presentation-type please list the title of the event and the number of attendees.  If there is an attendance role, please attach 
Photographs:  Pictures are a great way to share information. Photos should not be imbedded into this report form.  Please limit photos to 1 – 5 of the best and most descriptive since they take up a lot of space on servers.  When taking photographs of that include individuals, do the following:
· Provide the basics of the photograph:
· Who is in the photo (get identities, not necessary in crowd shots)?
· Where was the photo taken?
· Explain to the person or group why you are taking the photo: Who you are. What is the project? How can this image help?
· Always ask permission to take a photo or video
· Share the photo with the person for their approval and offer to send/e-mail them a copy
· When necessary (depending upon the situation and project) a PCUSA release form may be necessary.  Always get contact information in case we need to follow-up to get further information or permissions
· Identify the photographer and get their permission to use/share
· Action shots are preferred to posed photos unless they are unique 
*Educational Opportunities: (webinars, Red Cross, FEMA, CWS courses)
*Contacts:  (It is important to fill in as much information as you can on the contacts - E-mails and cell phone numbers especially.  Churches and Persons Contacted:  (Include the following information and use as much space as needed).

Name:

Church or Entity:

Address:

Phone(s):

E-mail:

Nature of Contact: (call, e-mail, personal visit, etc.).
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