PROCEDURES FOR UTILIZING SVDP THRIFT STORES (04/11/2023)
There are currently four SVDP thrift stores in the Baton Rouge Diocese plus an Essential Needs Distribution Center (referred to as “Warehouse” in this document).  The stores are available for use by area’s St. Vincent de Paul Conferences in service to their Neighbors in need.  This is done by use of a store voucher.  All documents pertaining to vouchers can be found on the “conference” section of the SVDP local web site (www.svdpbr.org). The login and password for this page can be obtained through the conference presidents.  If any problems are encountered, please call the SVDP Stores Director, Alisha Goodwin (225-267-5447), in a timely manner. 
It is recommended that all Conferences select one of their members to handle the emailing of vouchers. By doing this only one Conference member per Conference needs to be thoroughly familiar with the procedures.  The contact-person, must keep the ones who did the home visit informed of any emails that the Stores send regarding the voucher (ie voiding).  This is a recommendation, a conference can train as many members as necessary in the voucher procedures.
1. Types of items available by voucher
Vouchers can be written for essential items. It is the responsibility of Conferences to establish the legitimacy of need from all families requesting assistance through the voucher system.  This should be determined through a Home Visit.  Once the specific need is identified, vouchers can be written for essential items such as bedding, clothes, tables, chairs, sofas, etc.  Examples of items that are considered non-essential items are TV sets, entertainment centers, DVD players, etc.  The Neighbor is free to purchase non-essential items at the stores with their own funds.  In this document, the term “Furniture” will typically include sofas, tables, and chairs.  Note that car seats will not be given out or sold.

2. How to submit vouchers 
All vouchers are to be emailed to the Warehouse or to the particular store with a copy also emailed to the Warehouse.  The voucher form is formatted so it can be easily filled in at a computer and saved as a file and then emailed to the store/warehouse (the form is in Word 97-2003).  The email addresses are included on the Voucher form.  If the Vincentian prefers to meet the Neighbor at the store to complete the voucher there, that would be acceptable.  
3. What happens after a voucher is submitted.  Once the store/warehouse receives the emailed voucher, the Store Staff will: 
· Phone the Neighbor to let them know their voucher has arrived,

· Send a return email to the Conference contact to indicate the voucher was received, and
· Place the copy in a folder near the cash register so it will be easily accessible to the Staff. 

4. Deciding which voucher to use
There are 4 different SVDP Store vouchers that can be used depending on the items needed and the store.  And one additional voucher to order a mattress set from BR Mattress Outlet, if the set must be delivered.
Voucher 1:  Clothing, housewares etc for pick up at any store
The Neighbor has 15 days to come in and obtain their items as listed on the voucher.  Email the voucher to the particular store with a copy to the Warehouse as per Item 2 above.  There is no need to call the store ahead of time.  Inform the Neighbor on how to obtain the items desired (see Voucher Instructions 1-A).  If the Neighbor does not come to the store within 15 days, the voucher will be voided and the Store Staff will send an email to the Conference contact to inform them that the voucher has been voided.
Voucher 2:  Furniture and Major Appliance for pick up at Warehouse or Hammond

Conference determines the items that the Neighbor needs and that the Conference can afford to purchase (based on the price list in Attachment 1). Conference member calls or emails the Warehouse or Hammond Store to determine availability of items in order to help the Neighbor determine a best action plan for obtaining the items.  The Conference member then decides on whether or not to email a voucher to the Warehouse or Hammond Store and the Warehouse (Voucher 2).   If the item is not available at the Hammond Store, but is available at the warehouse; the item can be transferred to the Hammond store on the next scheduled truck run.  If the item is not available, the Warehouse will inform the Neighbor that they will be called when the item becomes available.  If the item does not become available within 4 weeks, the voucher will be voided.  Whenever a voucher is voided, the Warehouse staff will notify the Conference by email.  Voucher instructions are provided to the Neighbor either by verbal communication or by giving them a copy of 2A for warehouse or 2B for Hammond Store.
If the Warehouse does not have the items needed, then the Conference member should follow the procedure entitled “Voucher 3: Furniture Items not in the Warehouse” for Baton Rouge area Neighbors.
Vouchers will be voided if:

(1) The Warehouse or store is unable to contact the Neighbor after 3 phone attempts at variable times and the Neighbor does not call within 2 weeks.

(2) The Neighbor does not show up for the prearranged pick-up without prior calling and they also miss a subsequent pick-up date.

(3) The item does not become available in about 4 weeks
Store/Warehouse Staff will do their best to satisfy the Neighbor’s needs and stay within the price on the voucher. Staff cannot help load items due to liability issues. If a problem arises, the Staff will contact the Conference to help resolve the issue.
Voucher 3: Furniture Items not in the Warehouse
After completing a Home Visit and determining that the Neighbor needs certain Furniture items, the Vincentian should call the Warehouse to determine availability of the needed item.  If the item is judged to be not available in a timely manner, then the Vincentian should do the following:

· Phone the Staring Lane Store (819-0460), Gonzales (644-2151) and/or the Plank Rd Store (356-9683) to determine availability and price for the needed item.  

· If such an item exists and is within the Conference’s financial resources, verbally request that the Store Staff put a “Sold” sign on the item and then email Voucher 3  to the store and to the Warehouse.  This voucher will entail a Conference being billed for 75% of the list price on the item. 

· The Neighbor will have 7 days from the date on the voucher to pick up the item.  If the Neighbor needs additional time, they should call the store and negotiate on the time.  If the Neighbor does not show up by the designated date, then the “Sold” sign will be removed and the Store staff will send an email to the Conference to let them know that the voucher has been voided.


If neither the Warehouse nor the Staring Lane, Gonzales or Plank Rd stores have the item, then it is recommended that the Conference explore other alternatives which could include:

· For mattresses, use Voucher 5 to order a mattress from BR Mattress Outlet.  Follow instructions on the voucher.  Costs are included on the voucher. Costs includes delivery to anywhere in the Diocese of Baton Rouge, if necessary.   Payment is required before delivery.  

· For dinette sets and chest of drawers consider:  Walmart, Target, Olinde’s, Home Furniture, and Big Lots or any other source you deem workable.  Need to determine if the item requires assembly, how the item will be delivered, and how payment will be made.  Due to potential liability issues, Conference members may not assemble furniture items.

· Conferences should keep track of their experiences with furniture items purchased and send an email to the Stores Committee Head so that this information can be shared with other Conferences.

· As Conferences utilize various stores for dinette sets and chest of drawers, we may conclude that it would be advantageous for the Conferences to arrange for the SVDP Warehouse to stock particular items.  Details of this would need to be developed.
Voucher 4: Mattress from Warehouse or SVDP Store (Hammond and Gonzales only)

Mattresses will be made available to Neighbors at the Warehouse in Baton Rouge or the Hammond and Gonzales store locations.  Mattresses should always be available at the Warehouse.  On the form, please indicate the desired pick up location from the three allowed locations.  If the mattress is not in stock at the selected location, the mattress will be delivered to the indicated store on the next scheduled truck run to the store (Monday for Hammond and Tuesday for Gonzales).  The store will call the Neighbor when the mattress is available at the store.  All prices included on the form are for mattress sets (box springs and mattress).  If a frame is also need, please mark that option on the form and note the additional cost for the frame.  The conference will be invoiced for the entire cost as indicated on the form.  Please submit Voucher 4 to the warehouse or store location with a copy to the warehouse.  If the Neighbor has no way to pick up the indicated items from the Warehouse or Store, then Voucher 5 can be used to purchase a mattress set and frame from BR Mattress Outlet (a small additional charge may be assessed for delivery, depending upon the distance).
Voucher 5:  Mattress from BR Mattress Outlet

Vincentian completes the attached voucher form and email to Mitch as instructed on the form.  BR Mattress Outlet will send an invoice to the requesting Vincentian at the email address provided.  BR Mattress Outlet will contact the Neighbor directly to arrange delivery.  Payment can be made via check for the mattress once the invoice is received.  A small additional charge may be assessed for delivery depending upon the delivery distance.
All vouchers and voucher instructions are included in this document but are also available separately on the web site www. svdpbr.org under conference forms.  Prices are subject to change.
5. Filling out the voucher form 
· The Conference member should select an appropriate store. Furniture/large appliances are available only at the Warehouse and the Hammond Store.  For clothes, etc it is best to select a store most convenient for the Neighbor.  Conference member may wish to call or email the Store or Warehouse to check on availability of the items desired and price.  The Neighbor can only go to one store for each voucher.  (They cannot “split” or get some of the items on a voucher at one store and the rest at another store using the same voucher.)    If items needed are located at different stores, it will be necessary to write separate vouchers (ex. one for a furniture item at one location and one for clothing at another).

· The Neighbor’s name, address and phone number should be filled in on the lines following the Conference address and phone number.

· It is important to be specific when listing the actual items for which authorization is being provided.  On the voucher, simply write down the letter “code” that indicates the price. The code is shown in the table below.  Attachment 1 contains the nominal pricing guide for typical items.  Call the store for items not covered in the guide.  Conferences pay 50% of the amount and the Neighbor pays nothing.   Do not verbally mention any dollar amount to the Neighbor.  In the past, we have sometimes had problems with Neighbors feeling it was imperative to not leave the store until the entire dollar amount had been exhausted, or expecting to get cash for any unused amount. While the Neighbor is not supposed to see the actual voucher, we still use the codes just in case the Neighbor may view the voucher when signing it in the store.
	CODE
	AMOUNT
	CODE
	AMOUNT

	A
	$50.00
	E
	$250.00

	B
	$100.00
	F
	$300.00

	C
	$150.00
	G
	$350.00

	D
	$200.00
	H
	$400.00


· The Conference member types in the Conference member name in the “Authorized By” line, along with their phone number, date, and email address.  
· The Neighbor signs the Purchaser Line at the store after they obtain their merchandise.  The Store Manager signs the store authorization line along with the date of the transaction.  Vouchers should be filled out completely by the Vincentian issuing the voucher (except for the very bottom section which is filled out when the Neighbor obtains the merchandise).  If the Voucher is voided, the Store Staff will send an email to the Conference contact email address shown on the submitted form. 
· After filling in the form on a computer, save as a file, and then email it to the particular store with a copy to the Warehouse.  While a Conference member may accompany a Neighbor to a Store and bring along a copy of the voucher, this is not required.
6. Conference Member Gives the Neighbor an Instruction Page (Voucher Instructions or verbally communicates the key information).  These attachments list the address of the Store and other information such as the need to produce an ID and the need to get to the store at least 1 hour before closing time.  The Voucher forms will be updated and all conferences whenever a store is added or deleted.


7.  The store or warehouse will notify the conference member by email if a voucher is voided .  If the conference member becomes aware of an incident with a Neighbor and the voucher system, they should complete the Stores Incident Form (Attachment 2) and email it as instructed on the form to begin an investigation.
LIST OF ATTACHMENTS
· VOUCHER 1 – Clothing, housewares etc for pick up at any store
· VOUCHER INSTRUCTIONS 1

· VOUCHER 2 – Furniture and Major Appliance for pick up at Warehouse or Hammond
· VOUCHER INSTRUCTIONS 2A

· VOUCHER INSTRUCTIONS 2B

· VOUCHER 3 – Furniture Items not in the Warehouse
· VOUCHER INSTRUCTIONS 3
· VOUCHER 4 - Mattress from Warehouse or SVDP Store (Hammond and Gonzales only)
· VOUCHER 5 - Mattress from BR Mattress Outlet
· ATTACHMENT 1 – Nominal Price List of Store Merchandise
· ATTACHMENT 2 – Stores Incident Report
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Conference Vincentian:  Select only one Box below, Email Requisition to that Store with a copy to the Warehouse and Instruct Neighbor to go to the Location Indicated Below

	SELECT ONLY ONE
	 FORMCHECKBOX 

	2655 Plank Road – (225) 356-9683; plank@svdpbr.com

	
	 FORMCHECKBOX 

	318 W. Highway 30, Gonzales – (225) 644-2151; gonzales@svdpbr.com

	
	 FORMCHECKBOX 

	1871 Staring Lane – (225) 819-0460; staringlane@svdpbr.com

	
	 FORMCHECKBOX 

	824 N.  Morrison, Hammond – (985) 542-8900; hammond@svdpbr.com

	
	 FORMCHECKBOX 

	Warehouse, 1466 North St. – (225) 267-5447; essentialneeds@svdpbr.com



	CONFERENCE/CHURCH/AGENCY
	

	ADDRESS
	

	PHONE  NUMBER
	

	NEIGHBOR’S NAME
	

	NEIGHBOR’S ADDRESS
	

	NEIGHBOR’S PHONE NUMBER
	


ITEMIZED LIST OF MERCHANDISE

	1
	

	2
	

	3
	

	4
	     

	5
	     

	6
	     

	LETTER PRICE CODE
	
	
	

	AUTHORIZED BY (Conference Member’s Name)    
	 

	EMAIL OF CONFERENCE MEMBER
	

	PHONE NUMBER OF CONFERENCE MEMBER
	 
	DATE
	  



If Voucher is Voided, Store Member Signs Here and sends an email to the Conference Member to let them know the Voucher was voided_________________________________________________

PURCHASER SIGNATURE ___________________________________________________________ 
STORE AUTHORIZATION_________________________________        DATE______________

Revised  10/4/2022

VOUCHER INSTRUCTIONS 1
SVDP STORE VOUCHER INFORMATION FOR 

CLOTHING/HOUSEWARE ITEMS 
GIVE THIS SHEET TO THE NEIGHBOR  OR TELL THE NEIGHBOR THE KEY INFORMATION ON THIS SHEET

Date Issued: ________  Expiration Date:__________

A voucher for the items that you need is being sent to the St. Vincent de Paul Thrift Store which is checked on the list below. Please call the store before you go to determine if the items that you need are in stock and also to learn the store hours of operation. Store hours are typically 9:00 am till 5 pm on Mon thru Sat, except for Staring that is open till 6 pm.  


	
	STORE
	PHONE #

	
	2655 Plank Road
	(225) 356-9683

	
	318 W Highway 30, Gonzales
	(225) 644-2151

	
	1871 Staring Lane
	(225) 819-0460

	
	824 N. Morrison, Hammond
	(985) 542-8900


· Note that the voucher we have sent in for you will expire on the date listed at the top of this sheet.  This allows for about 15 days for you to visit the store and select your items.  
· You must bring a picture ID with you.  

· You will need to provide your own transportation for the items.  

· Come to the store no later than at least one hour before closing so that your requisition can be properly processed.  If you cannot get there prior to 1 hour before closing, you can call the store for a special appointment.  

We will do our best to meet your needs!
Conference Vincentian:  Select only one Box below, Email Requisition to that Store with a copy to the Warehouse and Instruct Neighbor to go to the Location Indicated Below

	 FORMCHECKBOX 

	824 N.  Morrison, Hammond – (985) 542-8900; hammond@svdpbr.com

	 FORMCHECKBOX 

	Warehouse, 1466 North St. – (225) 267-5447; essentialneeds@svdpbr.com



	CONFERENCE/CHURCH/AGENCY
	     

	ADDRESS
	     

	PHONE  NUMBER
	

	NEIGHBOR’S NAME
	

	NEIGHBOR’S ADDRESS
	

	NEIGHBOR’S PHONE NUMBER
	


ITEMIZED LIST OF MERCHANDISE

	1
	

	2
	

	3
	     

	4
	     

	5
	     

	6
	     

	LETTER PRICE CODE  __________

	AUTHORIZED BY (Conference Member’s Name)    
	 

	EMAIL OF CONFERENCE MEMBER
	

	PHONE NUMBER OF CONFERENCE MEMBER
	 
	DATE
	  



If Voucher is Voided, Store Member Signs Here and sends an email to the Conference Member to let them know the Voucher was voided_________________________________________________

PURCHASER SIGNATURE ___________________________________________________________ 
STORE AUTHORIZATION_________________________________        DATE______________

Revised 10/4/2022

VOUCHER INSTRUCTIONS 2A

SVDP STORE VOUCHER INFORMATION FOR 

FURNITURE/APPLIANCE ITEMS IN BATON ROUGE 
GIVE THIS SHEET TO THE NEIGHBOR OR VERBALLY TELL THE NEIGHBOR THE KEY INFORMATION ON THIS SHEET

A voucher for the items that you need is being sent to the St. Vincent de Paul Warehouse which is located at: 


1466 North Street, Baton Rouge, La

Phone number is: (225) 267-5447

· The Warehouse will phone you within a week and will work with you on selecting a specific day and specific time that you will pick up the merchandise.  If you do not hear from them within a week, phone them at 225-267-5447. 

· You must bring a picture ID with you.  


· You will need to provide your own transportation for the items. Due to liability issues, we will not be able to assist you in loading your vehicle.  We can only place the item next to your vehicle.  

We will do our best to meet your needs!

VOUCHER INSTRUCTIONS 2B

SVDP STORE VOUCHER INFORMATION FOR 

FURNITURE/APPLIANCE ITEMS IN HAMMOND 
GIVE THIS SHEET TO THE NEIGHBOR OR VERBALLY TELL THE NEIGHBOR THE KEY INFORMATION ON THIS SHEET

A voucher for the items that you need is being sent to the St. Vincent de Paul Thrift Store which is located at: 


824 N. Morrison

Hammond, La

Phone number is: (985) 542-8900

· You need to go to the Hammond Store as soon as you can in order to obtain the items we discussed.  The items cannot be held for you until you actually go to the store and select them.  Once you have selected the items they can be held for 3 days to allow you sufficient time to arrange for picking them up.  If you need more time, this may be negotiated with the store manager.

· You must bring a picture ID with you.  

· You will need to provide your own transportation for the items. Due to liability issues, we will not be able to assist you in loading your vehicle.  We can only place the item next to your vehicle.  

· Come to the store no later than at least one hour before closing so that your requisition can be properly processed.  If you cannot get there prior to 1 hour before closing, you can call the store and a special appointment can be set up.  The Hammond Store hours are:  9:00 am till 5 pm on Mon thru Sat.

We will do our best to meet your needs!
Conference Vincentian:  Select only one Box below, Email the Requisition to that Store with a copy to the Warehouse (essentialneeds@svdpbr.com) and Instruct Neighbor to go to the Location Indicated Below 

	
	

	 FORMCHECKBOX 

	2655 Plank Road – (225) 356-9683; plank@svdpbr.com

	 FORMCHECKBOX 

	1871 Staring Lane – (225) 819-0460; staringlane@svdpbr.com











	CONFERENCE/CHURCH/AGENCY
	     

	ADDRESS
	     

	PHONE NUMBER    
	     

	NEIGHBOR’S NAME
	     

	NEIGHBOR’S ADDRESS
	     

	NEIGHBOR’S  PHONE NUMBER
	     


	ITEMIZED LIST OF MERCHANDISE WITH THE ACTUAL LIST PRICE IN PARENTHESES


	1
	

	2
	     


LETTER PRICE CODE   __________

NOTE:  CONFERENCE AGREES TO PAY 75% OF LIST PRICE. 

NEIGHBOR MUST PICK UP ITEMS WITHIN 3 DAYS OF THE DATE ON THIS VOUCHER

	AUTHORIZED BY (Conference Member’s Name)     
	     

	EMAIL OF CONFERENCE MEMBER 
	     

	PHONE NUMBER OF CONFERENCE MEMBER
	     
	DATE
	     


If Voucher is Voided, Store Staff Member Signs Here and sends an email to the Conference Member to let them know the Voucher was voided _________________________________________

	NEIGHBOR’S  SIGNATURE
	

	STORE STAFF SIGNATURE
	
	DATE
	


Revised 10/51/2022

VOUCHER INSTRUCTIONS 3

SVDP STORE VOUCHER INFORMATION FOR 

FURNITURE ITEMS AT PLANK RD OR STARING LANE

GIVE THIS SHEET TO THE NEIGHBOR OR TELL THE NEIGHBOR THE KEY INFORMATION ON THIS SHEET

Date Issued: ________  Expiration Date:__________

A voucher for the items that you need is being sent to the St. Vincent de Paul Thrift Store which is checked on the list below.  Before going to the store, call the store to confirm that the items you need are ready to be picked up. Store hours are typically 9:00 am till 5 pm on Mon thru Sat, except for Staring that is open till 6 pm.  
	
	STORE
	PHONE #

	
	2655 Plank Road
	(225) 356-9683

	
	1871 Staring Lane
	(225) 819-0460


· Note that the voucher we have sent in for you will expire on the date listed at the top of this sheet.  This allows for 3 days for you to visit the store and pick up your items.  If this causes a problem, you can phone the store and negotiate for an alternate pick up date. 
· You must bring a picture ID with you.  

· You will need to provide your own transportation for the items.  

· Come to the store no later than at least one hour before closing so that your requisition can be properly processed.  If you cannot get there prior to 1 hour before closing, you can call the store for a special appointment. 

 

We will do our best to meet your needs!
Date:                                           
Bed Purchase from:


SVDP Warehouse


1466 North Street


Baton Rouge, LA 70802

The warehouse should always have stock of twin, full and queen mattress sets.  Submit the order form to the warehouse via email at essentialneeds@svdpbr.com  If the selected pick up location is a remote store, please also copy the store.

Requisition Information:

	CONFERENCE/CHURCH/AGENCY
	     

	ADDRESS
	     

	PHONE  NUMBER
	     

	NEIGHBOR’S NAME
	     

	NEIGHBOR’S ADDRESS
	     

	NEIGHBOR’S PHONE NUMBER
	     


Size Mattress Sets (mattress & box spring) Requested
Conference pays 100% of the price listed below for the items.


 FORMCHECKBOX 
    Queen ($275)  


 FORMCHECKBOX 
    Full ($255)


 FORMCHECKBOX 
    Twin ($225)


 FORMCHECKBOX 
    Bed Frame ($20)
Prices do not include delivery; if delivery is required, please order from BR Mattress Outlet.  If pick up at either Hammond or Gonzales store is desired, please select the desire pick up location below.  The requested items will be transported to the store on the next truck run (Monday for Hammond, Tuesday for Gonzales).  Warehouse or store will call the Neighbor when item is ready for pick up.
 FORMCHECKBOX 
    Warehouse

 FORMCHECKBOX 
    Hammond


 FORMCHECKBOX 
    Gonzales  

Do not give a copy of this order form to the Neighbor.  The conference will be sent an invoice for the full cost of the mattresses as indicated above.

	AUTHORIZED BY (Conference Member’s Name)    
	      

	EMAIL OF CONFERENCE MEMBER
	     

	PHONE NUMBER OF CONFERENCE MEMBER
	      


Comments:                                                                                         
10/5/2022
Voucher 5

BR Mattress Outlet

SVDP Bed Order Form

Date:                                     
Bed Purchased from:


BR Mattress Outlet


4065 Florida Blvd.


Baton Rouge, LA 70806

Provide this form and a check with the appropriate payment to Mitch Kimble at BR Mattress Outlet at the address provided above either in person or by mail.  Make checks payable to BR Mattress Outlet.  If you have any questions, you can contact Mitch at 225-445-3124 or brmattresscompany@gmail.com

Bill To: (Conference Information):

Church Parish:                                                                                                                                                                                                                                                      
Attn:  St. Vincent de Paul Conference

Address:                                                                 
City, State, ZIP:                                                        
Vincentian Name:                                                 
Vincentian Email:                                                               
Vincentian Cell Number:                                               
Ship To (Neighbor Information):


Neighbor Name:                                                           

Neighbor Address:                                                                         

Neighbor City, State, Zip:                                                           

Neighbor Telephone No.:                                                  
Size Bed Requested 


☐    Queen ($325+tax=$357.34)  


☐    Full ($300+tax=$329.85)


☐    Twin ($250+tax=$274.88)

There may be an additional charge for delivery ($20-30) based upon distance.

Comments:       
Rev. 04/11/2023
ATTACHMENT 1. ST. VINCENT DE PAUL THRIFT STORE REQUISTION PRICE LIST
(October 2022)
HOUSEHOLD



PRICE RANGE

1. Comforters



$5.00-$10.00
2. Blankets



$3.00-$8.00
3. Curtains



$5.00-$10.00


4. Sheets




$1.50-$5.00
5. Pillowcases



$1.00


6. Kitchenware



$3.00-$10.00
7. Utensils



$0.25-$1.00
8. Towels




$1.00-$2.00
CLOTHING
1. “Wardrobe Special” for an Adult
$25.00/Adult
2. “Wardrobe Special” for a Child
$15.00/Child

3. Coats




$5.00-$10.00
4. Sweaters



$4.00-$8.00
5. Purses




$2.00-$6.00
6. Belts




$2.00-$4.00
7. Men’s or Women’s Suits

$5.00-$10.00

APPLIANCES

1. Refrigerators



$75-$100

2. Washers



$75-$200

3. Dryers




$75-$200

4. Electric range



$75-$100
5. Freezers



$50-$75
FURNITURE

1. Sofa




$100-$250

2. Chairs




$25-$60

3. Dressers



$50-$100

4. Chest of Drawers


$30-$125

5. Dinetter Set



$50-$150
(1)  “Wardrobe Special” nominally includes 3 outfits/person (top and bottom) plus one pair of shoes and some underwear.  Store Staff  can substitute other clothes (such as a coat, etc) to help satisfy the Neighbor’s needs while staying within the allotted cost on the Voucher
ATTACHMENT 2

STORES INCIDENT REPORT – FOR USE BY CONFERENCES.
When a Conference receives information about a Store Incident from a Neighbor, please do the following within 1 day:

· Fill out this form 

· Scan and email the completed form to Alisha Goodwin (agoodwin@svdpbr.com) and to Jeff Say (grsay@cox.net) 

Name of  your Conference:  ______________________________________

Your Name and Phone No.:  _____________________________________________

Name of Neighbor (ie.person being served): ____________________________________

Date of Incident: __________________________________________

Particular Store where Incident Occurred  ___________________________________

Names of any Store Personnel Involved (if known) ____________________________

Did the Incident involve a Voucher:  _______________________________________

How did you hear about the incident:__________________________________________  ________________________________________________________________________

Write a brief description of what the Neighbor related to you:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Write down your thoughts on how you think the incident may have been avoided:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

St. Vincent de Paul Store/Distribution Center


Voucher 1: Clothing, housewares, ets for pick up at any store








REQUISITION











** VOID IF NOT USED WITHIN 15 DAYS **








St. Vincent de Paul Store/Distribution Center


Voucher 2:  Furniture/Major Appliances – Warehouse or Hammond








REQUISITION











** VOID IF NOT USED WITHIN 15 DAYS **








Voucher 3:  To be Used for Furniture Items 


at Plank Rd. Store or Staring Lane Store





REQUISITION








St. Vincent de Paul Store/Distribution Center


Voucher 4:  SVDP Bed Order Form
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