
© 2013 Lindsay Diven  |  marketerstakeflight.com page 1 

Help Source Card Fun Sheet

This fun sheet will help you identify the information to include on your Help Source Card. The Help Source 
Card is a small card (index, half sheet of paper, or pocket card) that includes some basic information to help 
your new hire get answers quickly. It should be small enough that the new hire can keep it at his/her desk or 
in his pocket or her purse.  Just work through this questionnaire by answering the questions. The answers will 
direct you of what information to include on your Help Source Card.  

Who should you call when something isn’t working properly?
More specifically, what are the phone numbers, email addresses and/or websites for your IT helpdesk? It 
might be also helpful to include the hours for live support and what do after hours.

What is your office address, phone and fax numbers?
This is often referred to when preparing proposals and better if the new hire can save time having to look 
it up somewhere. You might also want to include the address, phone and fax numbers for your corporate 
headquarters, other offices in your area, and/or your firm’s FEIN and DUNS numbers.

Who are the members of your marketing team?
Include the email address, direct phone number and cell phone numbers for anyone in the marketing group as 
well as other key marketing personnel outside your immediate group. You might even want to consider including 
a home phone number for these people with strict instructions to only use in case of extreme emergencies. 

Who are the members of your management/executive team?
This should include similar contact information for the members of your direct managers.

How do you contact your property management company?
If you are in an office building that is managed by a property management company, include the name and 
contact information for them as well as your security company. Also include instructions on how to report a 
repair for during business hours and after hours emergencies.


