
Person to Person 
Communications Policy 

 
 
I. GENERAL 
 

All communications on behalf of the Person to Person organization, which includes Opus for 
Person to Person, will promote and enhance the Person to Person image as a caring, 
responsive, volunteer-driven organization that responds effectively to the needs of others 
with dignity and respect. 

 
II. EXTERNAL PUBLICATIONS & DOCUMENTS 
 
 A. Procedure 
   
  1. All material for public viewing must be approved by the Chief Executive Officer 

prior to production and public dissemination. This includes all press releases, 
articles, brochures, information sheets, and correspondence (except handwritten 
notes on pre-printed Person to Person letters or publications). The Executive 
Director must also approve presentations. If the Executive Director is unavailable, 
approval may be obtained from the Development Director or the Volunteer Director. 

 
  2. All drafts materials should be submitted electronically in advance for final 

approval. All materials should be submitted at least five (5) working days before 
approval is needed. Presentations should be submitted at least ten (10) days in 
advance. 

 
  3. All published material should be kept on file at the office and electronically. 
 
  4. All approved correspondence should be prepared on Person to Person 

stationery. 
 
  5. All materials will be distributed through the Person to Person office unless 

other arrangements are made in advance. 
 
 B. Content 
 
  1. The Person to Person Mission Statement (or information pertaining to the mission) 

should be included in all published material.  
 
  2. The Person to Person logo should be included with the name and contact 

information (individual or organization) on all distributed material. 
   
  3. No photographs of clients may be used without first obtaining their prior 

written consent. 
 
  4.   An online press kit including these aforementioned elements (and template 

community partner press release) is available on the Person to Person website 
for staff, volunteers and the Board to reference. 
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C. Social Media (See Social Media Guidelines) 
  

1. All staff, volunteers and Board members engaging in social media on behalf of  
Person to Person are required to comply with the Person to Person Social 
Media Guidelines. 
 

 
III. SPECIAL PUBLICATIONS 
 

The Person to Person staff will oversee the development of all fundraising materials 
and annual reports. Support committees will be enlisted for help as appropriate. 

 
 
IV. INTERNAL DOCUMENTS 
 
 1. All documents will be filed in the office and backed up electronically. 
 
 2. Destruction of documents will be at the discretion of the Executive Director in 

accordance with the Document Retention Policy (see Information & Technology Policy). 
 
 
V. ACCESS TO INFORMATION 
 
 1. In the interest of full disclosure, all documents pertaining to Person to Person’s 

mission, programs & services, business practices and financial statements 
should be available on the Person to Person website for download. 

 
 2. All personal information regarding clients, employees, volunteers and donors is 

confidential and may not be disclosed unless (i) it is required by law to do so, or (ii) 
permission to release this information has been obtained from the individual (See 
Confidentiality Policy). 

 
 
VI. EMERGENCY OR DISASTER SITUATIONS (See Emergency Policy & Procedures) 
 
 1. All inquiries must be directed to the Executive Director, or in her/his absence, the 

Assistant Executive Director, in the event of an emergency or disaster. No staff 
members or volunteers may make any statements to the press, general public or to the 
victims related to the accident, incident or disaster situation.  

 
 2. In the event of a disaster, information regarding Person to Person operations will 

be available by calling 1-203-655-0048. The Executive Director (or another Staff 
Director in her/his absence) will be responsible for updating the telephone recording. 

 
 3. Assuming Person to Person has the resources to operate in a disaster, staff and 

volunteers will be contacted electronically or by phone if possible (phone tree) to 
enlist their assistance in providing emergency goods and services for Person to Person’s 
clients.  All information will be disseminated via the Person to Person website. 

 


