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Instructions for Completing Agency Profile Forms

We recommend that you review this instructional document in its entirety prior to completing the 2-1-1 Resource Directory Profile Forms.
The goals of the 2-1-1 Maine Resource Directory are:

· to provide accurate information about your organization’s services
· to make it easy for people to recognize that you have the services they need

· to make it easy for people to contact you about your services
This instructional document provides a two step process for submitting information about your organization, programs (divisions), and services to the 
2-1-1 Maine Resource Directory. Please note that it is critical to provide information about your organization according to our prescribed format (Agency Hierarchy) so that it can be appropriately presented in the 2-1-1 Maine Resource Directory. 

STEP 1:

Please review the 2-1-1 Resource Directory Profile Forms.  Note that the forms have four primary sections that must be completed to be listed accurately in the 2-1-1 Maine Resource Directory. 
1. Agency Profile Form – Complete one form for your organization. This section is designed to capture information about your organization’s headquarters and leadership. Please complete only one form per organization.
2. Program (Divisions) Profile Form – Complete one form for each individual program (division) operated by your organization. Your agency may not have programs (divisions), but if it does, please fill out a separate form for each program (division). 
3. Service Profile Form – Complete one separate form for each service provided under each program (division) operated by your organization. This form captures more detailed information about your particular services.  

4. Support Group Profile Form – Please complete a separate form for each support group offered by your organization. Information about support groups will reside in the service information level of the 2-1-1 Maine Resource Directory.  
For organizations already listed in 2-1-1 Maine’s Resource Directory that would like to submit updates to their 2-1-1 listing(s), please complete the necessary 
Profile Forms. 
Organization Hierarchy
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STEP 2:

Input your organization’s information into the 2-1-1 Resource Directory Forms. To maintain a record of the information that you forwarded to 2-1-1 Maine, we recommend that you submit the forms electronically. 2-1-1 Maine will also accept non-electronic submittals. We will contact you if we have any questions regarding the information submitted. 
If you need assistance, feel free to contact us at resources@211maine.org or dial 2-1-1.

Please email the completed 2-1-1 Resource Directory Forms to resources@211maine.org
Or mail or fax your completed information forms to us at:

2-1-1 Maine 
50 Lydia Lane
South Portland, ME 04106
Fax: 207-874-1181
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