HICKEL HOUSE DONATION

HOTLINE INSTRUCTIONS
Volunteers answering the hotline will receive calls from Hickel House when Hickel House is full and needs a room for one or more nights.  Typically one or two nights will be requested.    When the volunteer receives the call he/she will refer the next B&B in the hotline book that has a Hickel House room available.   In the event Hickel House is not able to book at that particular B&B, i.e. no answer or the room was not available for some reason, another call will be made to the hotline for a second referral.  

It is imperative that hosts maintain an accurate up-to-date calendar indicating the number of nights available to Hickel House.  We would like to assure Hickel House that as few calls as possible will secure a room for the guest.
After donating nights to Hickel House each host will need to do the following:

· Start using the new calendars with Hickel House Donations indicated.   You may modify your existing calendar if you wish.  

· Always email updated calendars to the hotline volunteer after you have hosted Hickel House guests.

· Make sure your calendar reflects your seasonal and winter rates correctly.
In order for the Providence Alaska Foundation to send a thank you letter which will serve as an IRS tax receipt, the following information should be sent to them immediately after hosting a Hickel House guest:
· Full name of business and owner’s name

· Full mailing address

· Name of guest, number of nights donated and room rate for that night
This information will need to be emailed to:  Jan Six at Janice.Six@providence.org .   Please be sure to copy the email to Caroline at:   stay@camaibnb.com
After receipt of your email, Providence Alaska Foundation will send you the thank you letter, i.e. IRS tax receipt. 
If you are not available for certain days of the week or specific time frames please make sure your calendar indicates full details.  These details should be easy to understand and clearly visible on the calendars.  It would be nice if your calendar reflects if breakfast is or is not provided.
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