
C3 Leader Project Materials 

Some VERY IMPORTANT notes and guidelines before we get started: 

1. Need ideas for materials to order?  We keep a list of project materials with prices, vendors, and web 
addresses for the materials we purchase most frequently for C3 projects.  A copy can be found in 
your binder or can be emailed to you by Nature Museum staff. 
 

2. For the purposes of C3 Leader Projects, we strongly, strongly, strongly (strongly!) prefer if you order 
your materials from one of the following sources: 
 

 https://smile.amazon.com/  
o We have an Amazon Prime account.  This might impact your prices or shipping cost. 
o If you use smile.amazon.com you can support a charity with your purchase, like the 

Chicago Academy Of Sciences. 
o It’s lovely when you can set up a separate Amazon Wishlist and send it to us as a 

part of this process.  It eliminates some opportunity for error.  If you can’t set up a 
wishlist, that’s OK; please just make sure you include direct web links in your order 
so we can find the exact products you have in mind.  For example: 
http://www.amazon.com/gp/help/customer/display.html?nodeId=501088  

 www.homedepot.com 
o For these purchases, we order online and have items shipped to a local store and 

you can pick them up from the service desk to eliminate shipping costs. 
 www.rei.com 

o Through our non-profit account with REI we get 10% off of full-priced items. 

Purchases from different vendors will be considered on a case-by-case basis, but there are some 
things that are not negotiable: 

 You will need to provide us with a web link to a specific product; please do not ask for 
something generic as we will not shop for you. 

 The vendor must accept American Express OR be willing to fill out tax paperwork and submit 
an invoice to us to be paid by check (which can take up to two weeks). 

 The vendor must recognize our tax exempt status. 
 The order must be placed from our staff’s desks; we cannot visit stores to make purchases. 

(The only exception is Trader Joe’s gift cards.) 
 We cannot pay with cash. 
 You cannot be reimbursed. 

  
3. As a sustainability program, we worry about wasting materials.  That’s why we encourage you to 

wait until closer to your project date to tell us exactly what to order for you.  Hopefully, you are able 
to make an educated guess and use everything you request!  If you don’t, please feel free to either 
use the remaining materials for additional C3 projects or community-based sustainability efforts 
(our preference) or return the materials to us (if they’re otherwise destined for the landfill). 



 
 

4. Your liaison has the right to veto an item that you request if it is not in line with our program’s 
mission or vision.  While you may not receive the requested item(s), we will work with you to find 
options to help you make your project successful. 
 

5. You may not use your materials for fundraising purposes.  There should not be a profit from your 
projects. 
 

6. Remember, no garden projects!  (There are other organizations in Chicago that do gardens MUCH 
better.)  Please expect your liaison to be highly critical if you are requesting soil, plants, garden 
tools, or other materials that might be used for a garden. 

How to order your project materials: 

1. When you submit your project proposal at naturemuseum.org/C3ProjectProposal you will be asked: 
 
Which materials might you request for your project with your $250 budget? 
 
In this space, please share a general list of the materials you think you might need.  For instance, if 
you were planning a worm composting project, you might say: 
 
Worms for each attendee; worm bins for each attendee; refreshments; plates/cups/utensils 
 
At this stage, we don’t expect you to know exactly how many people will participate or exactly how 
much everything will cost or even exactly which materials you’ll need. 
 

2. After you submit your proposal, you will be assigned a project liaison.  This person is a Nature 
Museum staff member who will support you throughout your project and will help you obtain your 
materials.   
Note: Email c3@naturemuseum.org when you submit your proposal; we will then assign a liaison to 
you.  If you do not email, it may take awhile for us to notice your proposal as we do not check for 
new submissions daily. 
 

3. Your liaison will reach out to you with general feedback on your proposal.  They will also send you a 
copy of your proposal and a blank Leader Project Budget template.   
 

4. As the details of your project come together, you will fill out your personal Leader Project Budget in 
Excel or Google Sheets and return it to your liaison.  This is how your liaison knows which materials 
to order for you.  You will share the following information on this spreadsheet: 

 The item you are requesting.  Please place one item per row. 
 Your justification for how this item fits within our requirements.  Will it somehow have a 

positive impact on the environment or reduce a negative impact? 
 How many of each item will you need (quantity)? 



 The full web link.  We should be able to copy and paste this into a browser and have the 
page with the exact item you have in mind pop up on the screen. 

 The item number (as applicable).   
 Any additional information we need to order your materials.  So, for example, do we have to 

pick a color?  A 6-pack or a 12-pack?  A size?  Please don’t make us choose for you…because 
we won’t!  We’ll follow up with questions which will delay the process. 

 The total price (including the exact shipping cost, but not the tax).  You might have to 
pretend you’re ordering the items to get this information (i.e., add everything to a cart and 
see how much it costs). 

 Any materials you want from C3 storage or our print material list.  Don’t forget to include 
these items in your budget!  They aren’t free! 

Still not sure what should be in your budget?   

 Check out a sample budget. 
 Ask your liaison for clarification.   
 Consider sending a draft of your budget to a project team member to see if they can figure 

out from what you’ve written what should be ordered.  If they can’t figure it out then we 
won’t be able to either!  
 

5. We require at least two weeks from when you send your completed budget to when you need to 
have the materials in-hand.  No exceptions! The more time you can give us, the better. 
 

6. All of your materials will be shipped to the Nature Museum.  When everything has arrived, your 
liaison will let you know and you will schedule an appointment to pick up the materials.  We require 
at least 48 hours notice for this appointment.  You may pick up materials from the Museum (2430 N. 
Cannon Dr.) when it’s open, 10am - 4pm, or at another time agreed upon by your liaison.  Your 
materials will be waiting for you in coat check; simply give your name to the front desk employee 
and they will bring out your materials. 


