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Tracking Outside Hours  

- Seattle Internship -
Due by Friday 6PM each week
Key Social Media:

http://www.facebook.com/borgenproject
https://twitter.com/borgenproject
http://pinterest.com/theborgen/ 

http://www.youtube.com/bproject
Instructions at the end of the document

Start Date: (List date here)

Events I Attended:

                Event


            Date

Time There
1.

2.

3.

4.

5.

6.
My Tribe*

1.




2.




3.




4.




5.



6.

7.

8.

9.

10.


* These are the 10 people who you want to engage in the cause. It can be friends, family or individuals who you think could be especially beneficial to the cause. Your goal is to have these individuals very knowledgeable of the issues and engaged in the cause by the end of your internship.
Note: All work is verified. If you miss a target, don’t mark it off. If you don’t use social media, please notify your supervisor and adjustments will be made to those assignments. ALL ASSIGNMENTS ON THIS DOCUMENT ARE TO BE COMPLETED OUT OF THE OFFICE... Fundraising letters are the only exception.
Week 1: 
· Read the instructions at the bottom of this document.

· Began building buzz for the cause and engaging those around me.

· Posted a link to borgenproject.org on social media sites.

· Have my talking points down and ready to answer FAQ’s.

· Added my 3 Congressional leaders to my cellphone contacts.

· Added the link igot3.com to your cellphone screen (if you have a smart phone). This gives you the ability to quickly find the leaders for your friends and family with their zip code.

· Called:
· Sen.

· Sen.

· Rep.

Week 2: 

· Re-read the New Hires Packet.

· Joined The Borgen Project Facebook page.

· Posted a link or message on The Borgen Project Facebook page.
· Posted a link to borgenproject.org on social media sites.

· Added the ten people I want to engage to this document.

· Emailed my ten a link to borgenproject.org.
· Called:
· Sen.

· Sen.

· Rep.

Week 3: 

· Posted a link on social media to a page from The Borgen Project website that I found interesting.
· Read this page and did step one: http://borgenproject.org/staffer-fundraising-portal/. 

· List the link to your online fundraising page here:
· Showed 3 people how to call their leaders, had them add their leaders to their cellphone and watched them make a call. 
· Called:
· Sen.

· Sen.

· Rep.

Week 4: 

· Read instructions (step two onward) and wrote my fundraising letters.
· (If you made changes to letter template) had changes approved.

· Printed fundraising letters (this can be done in the office).

· Stacked fundraising letters at the designated spot in the office.
· Submitted fundraising list to Clint and donors@borgenproject.org.
· Posted a link on social media to a page from The Borgen Project website that I find interesting.

· Called:
· Sen.

· Sen.

· Rep.

Week 5: 

· Posted a link to your favorite Borgen Project video on your social media.

· For action item talking points read about these:

· Diverting.
· Fundraising credit card.
· Emailed:
· Sen.

· Sen.

· Rep.

Week 6: 

· Wrote a “Letter to the Editor” regarding global poverty.

· Plan ahead for next weeks Point Chart assignment. Think of ideas and get an early start.
· Called:
· Sen.

· Sen.

· Rep.

Week 7: 

· Did 30 points or more from The Point Chart. Can be one 30-point item or several smaller action items. List points and what you did here:
· Wrote a handwritten letter:
· Sen.

· Sen.

· Rep.

Week 8: 
· Shared a link to The Borgen Project Facebook page on social media.

· Called:
· Sen.

· Sen.

· Rep.

Week 9: 
· Posted a link or message on The Borgen Project Facebook page.
· Called:
· Sen.

· Sen.

· Rep.

Week 10: 
· Posted a link or message on The Borgen Project Facebook page.

· Wrote a letter to the White House.
· Called:
· Sen.

· Sen.

· Rep.

Week 11: 
· YD (you determine)
· Called:
· Sen.

· Sen.

· Rep.

Continue Adding Weeks – Continue adding weeks as needed until the end of your internship. 

INSTRUCTIONS

The internship is 260-hours, but The Borgen Project lets you do 60-hours of it outside of the office.
What's expected of the 60-hours outside of the office?
· Attend 6-events. Links to events are listed on http://borgenproject.org/team/.  

· Contact your 3-congressional leaders once a week.

· Follow the weekly instructions above.
The remaining time is yours to pursue ideas, look for ops to advance the cause, study up on the issues and develop skills (PhotoShop, coding, etc.). In the office, we’ve got you working on XYZ to advance the cause, but the remaining outside of office hours are yours to get creative and pursue ideas.
This Weekly Tracker is due every week by Friday at 6PM PDT.

WHAT TO CALL YOUR LEADERS ABOUT

1. Pick a bill to call on http://borgenproject.org/legislation/. Check the “view cosponsors” link under each bill to make sure your leader hasn’t cosponsored the bill already. If they have don’t call in support of that bill, but be sure to give them a “Thank You” call.
2. Make general calls, “I’m a Borgen Project supporter in the district and I would like to see funding for USAID increased.”

3. Find who represents you in Congress here: http://borgenproject.org/find-phone-numbers-for-congress/.
FILLING OUT THE WEEKLY TRACKER

· After completing each task, cross out the action item you completed.

· List the names of your leaders and cross out after calling. 
Example of a completed week

Week 8: 
· Joined The Borgen Project Facebook page.

· Shared a link to The Borgen Project Facebook page on social media.

· Called:
· Sen. Patty Murray

· Sen. Maria Cantwell

· Rep. Jim McDermott

THE EVENT HOURS

As part of your outside of office hours you’ll attend 6 networking events.

Objective of attending events:

· Raise awareness of The Borgen Project.

· Connect with people who might be potential allies.

· Educate interns about specific issues (i.e. hearing a speaker discuss global health).

· Help you develop a skill that will profoundly improve your life... talking to strangers.

What to do?

· Arrive early. At events with speakers all networking occurs before and after the event.

· Wear a Borgen Project T-shirt unless it’s a business attire event. You won’t be able to talk to everyone in the room, but if you’ve got the shirt on you’ll multiply your impact and get the organization on the radar of most of the room.

· Talk to strangers. Us Seattle folks are notoriously timid in social settings (newcomers call it the Seattle chill). Don’t let the protective layer fool you, these people are socially starving and dying to meet new people... That’s probably why they’re at the event to begin with! Introduce yourself. Be friendly. Listen. And that’s all there is to it.
Easy Icebreakers:

· “Hi I’m...(enter your name, a smile and a handshake here).” With that 3-word opener conversations usually pop out of thin air. 

· “Are you from Seattle?” is always a safe next question to open up a bigger conversation.

· “Have you been to Global Washington (name of group hosting the event) events before?”

· When in doubt talk about the weather: “Looks like the rain is back.” “It’s good to see the sun is out.” “I was sure feeling that wind on the way over here.”

The Question: Be Borgen Project ready for that infamous and uniquely American question...
Q: “What do you do?”
A: “I’m interning at The Borgen Project; it’s a national campaign that fights global poverty.”
The Warning Label: If telecommuting hours aren’t performed to standard and reports not turned in on time, the full 60 telecommuting hours will need to be worked at the office. 
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