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Process 1

A Social Worker, or LINK volunteer becomes aware of a family that qualifies to receive a Holiday Food Basket. This person will submit an application to LINK using and EXCEL template provided by LINK. After the data has been entered, the EXCEL spreadsheet will be sent to the Overall Program Coordinator via email. This email will assume that the sender agrees and commits to remaining “involved” in the process for further actions.
The following information will be required to be entered:

|    Contact Name     |         Contact Email         |  Contact Tel #  | 
 Contact Organization   | Client First Name  |  Client Last Name  |
 Client Tel Number  |       Client St Address        | Client City    
Client ZIP  |  # of Children     |  # of   Adults       |Gender and ages of children|    |             
Date and time of input. 

Process 2

The LINK Overall Coordinator of the program, or their designated alternate, will receive the emails and copy them into “Master Database” stored on their local computer. After reviewing the information on the applicants, this person will assign a number, site, and time to each applicant. 
Date and time of this email will be entered into the “Master Database”.

Process 2B

The person performing Process 2 will prepare and send an email back to the originator of the application confirming acceptance and supplying the number, site, and time to each applicant.

(This could be one email covering several applicants submitted from the same Social Worker, separate emails, or an automatically generated email.

Process 3

Upon receipt of the confirming email, the Social Worker will relay the number, site, and time to each applicant. This will be confirmed back to LINK in some manner.

Process 4
Upon receipt of confirmation from Social Worker, LINK Overall Coordinator of the program, or their designated alternate, will update the “Master Database” showing the applicant as confirmed.
Go Back to Home Page
�HYPERLINK  \l "P1"��Process 1�





� HYPERLINK  \l "DB1" ��Data stored on server�





� HYPERLINK  \l "P2" ��Process 2�





� HYPERLINK  \l "P2B" ��Process 2B�





E-Mail confirmation
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Info back to client





Confirmation back to LINK
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