The Minnesota EAP Postcard Project (with instructions to local agencies) 

Implement the EAP Postcard Project throughout your service area. 

· Design the postcard with the following information (see sample card in the appendix):

· Front


DO YOU NEED HELP PAYING YOUR WINTER HEAT BILLS?
If you want help, please provide [agency] with the following information:

Name:  

Address: 

City & Zip Code: 

Home Phone:

Daytime Phone:

















Please return this postage paid card to:

[full agency address]

or call [toll free number]

· Back:
Addressed to your agency



Postage paid

· Figure out how many to print.  

· Plan to distribute them to other programs administered by your agency. 

· Plan to make 5 or more cards available to these organizations in your area, at a minimum:

· Social Security Offices.

· Legal Aid Offices.

· Workforce Centers.

· Vendors.

· Social services offices and/or community action agencies.

· Print the postcard

· Use at least 65# card stock

· Consider using an eye-catching color

· Distribute 

· Begin distribution no later than November 1, 2000.

· Meet with staff of your agency and solicit their cooperation in distributing the cards as they go about their business.  Give each staff person a small supply of cards.  Keep a supply of cards in a convenient central location so they can pick up additional cards as they need them.

· Contact each of the outside organizations personally (call or visit). Solicit their cooperation in distributing the cards and in requesting additional cards as needed.  At a minimum, get their permission to put a few cards in a noticeable location in each office.

· Collect the cards

· As the cards come in, send out applications.

· Store the cards so that you can count how many were returned at the end of the program.

