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The primary information required by the Operations Manager to create a CNY BFTW project is:

1) Rotary Club Name

2) Club Contact (this is the person who is most aware of the BFTW project and is responsible for assuring the invoice gets paid)
a) First name

b) Last name

c) Street Address

d) City, State, Zip

e) Primary phone number (home or cell)
f) Email address

3) Material description & information:
a) Number of kits and with or without tape handle (s)
b) Anticipated need date for materials (boxes, tape, etc.)

i) How delivered to the Club?

ii) By whom?

c) Who to send the material packet to via USPS if it will not be picked up. The material packet contains a paper copy of the invoice, box labels and book packaging instructions.
d) IMPORTANT: The above information is accessible via a web based Google Doc by entering www.cnybooksfortheworld.org, click on “Project Information” in the left hand panel, then click on “Create a new BFTW project”. We highly recommend using the above Google Doc as it contains all the required information needed for a new project and it is automatically sent to the Operation Manager. 

…………………………………………………………………………………………………………………………………………………………………………………..
Information needed by the BFTW Operations Mgr. to request pickup by Arrow Transportation:

1) Responsibility – A CNY BFTW Project must be a Rotary Club project

a) Club Rotarians are to be involved in the supervision of sorting, packing, and pallet loading
b) Completed pallet(s) of books are to be made available for pickup at a loading dock or area suitable for the pickup by a common carrier (we use Arrow Transportation in Liverpool NY)

2) Required site information to be supplied by the Regional Coordinator to the Operations Manger, who will arrange for the pickup of the pallet and delivery to our warehouse staging area at Pioneer in Liverpool:
a) Must be within the service area of Arrow 
When in doubt, contact the Operations Manager who will check with Arrow. If not within the service area, the books must be moved by the Club to a suitable pickup site within that area.

b) Project Number (this is mandatory)

c) Site name and address

d) Days of the week and hours of operation

e) Site contact name and phone number (for trucker’s use)

f) Condition of pallet:
i) Wrapped on un-wrapped? If not wrapped, then the trucker will be asked to wrap.

ii) Placarded with appropriate placards on all four side of the pallet (approved placards are available for download on the BFTW website)

iii) Condition of loading area:
(1) Dock or other

(2) Forklift or pallet jack available? If not available, the trucker needs to know in advance.

iv) Pickup will typically be made within 3 to 5 working days of request.

v) Please follow-up and inform Ops. Manager when picked up so the database can be updated.
