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project manual
e Setting a date for the project

m  Allow 6-8 weeks planning (be cautious when planning around important holidays, etc)
m  Make sure widow is able to be home.

e Assessmg the widow’s house
Visit with Widow, establish rapport.

m  Have your construction guru go with you to determine what
project(s) can be done in one day and estimate how long

“I was absolutely blown away
when I returned home! In my
present financial situation, I
could never have afforded to

each task will take. accomplish all this. Much love
m Take good notes, so you don’t have to go back several times. and appreciation to you
m Take a tape measure with you. wonderful men and women
m Don’t commit to any specific task during this visit. of God. I know my husband is
smiling down from heaven!”
0 Develop a Tasks, Tools, and Supply list — mosrnin
(Widow helped by Both Hands)

This will help you stay organized and assist in correctly
estimating how much time each task will take and how
many volunteers are needed for each task.

It will also alert you to the need to contact an expert, if necessary.
® Each task should be noted, no matter how small.

®  This will be an important communication tool that will be
sent to the team each week.

Contact media

B Ask someone on the team to be in charge of contacting a local newspaper, radio, and television.
If you can get some press a week or two before the
project, it makes it easier to get supplies.

The letters

m  Generally 2 pages, with pictures of the widow and child. (see examples from Lifesong)

The Adoptive Family’s letter will be slightly different than the
rest of the teams, so there will be two different versions.

@ Envelope Stuffing Party

Have food for everyone - something fun and easy.
B Have enough copies of the letter, envelopes, and stamps for all volunteers

m  Each envelope should be hand-addressed and should have a
hand-written greeting, and any other notes that personalize it.

® This is the most important meeting you will have.
Make it fun and productive, have music playing. Before the party, make sure to contact the team
and remind them to bring their names and addresses.
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@ Supplies for the widow’s house

m »%%\ One for the Orphan
A\

WA YRS

A g

project manual

“This weekend has been one

Ask team members if they can get any of the supplies.
i ° v o of the best we've spent as a

®m  Encourage widow to pay for supplies if she can. family. What a privilege to be
m  Call local home supply companies and contractors. showered with blessings from
® Encourage her family to be involved financially, if possible. friends and people we didn’t
even know while at the same
@ Getting waivers signed time practically blessing a
= Widow should sign hers after she agrees to the project. friend in need.”
(Give her time to let her read it.) — Bill & Lisa Kersey

Workers should sign waiver the day of the project. (adoptive parents)

@ A few days before the project

Send email to team (copy jt@bothhandsfoundation.org) with the address of the widow,
the time of arrival, any last minute changes, and supplies still needed.

@ Project day

Be the first one at the house (start at 8am)
Take ‘before’ pictures and remember where you stood so the ‘after’ picture makes sense.
Spend time with widow because this can be overwhelming for her. (Be sensitive to her needs)
Make sure you leave the place in better shape than you found it.

m Get trash taken care of, clear out used tools, etc.
Take ‘after’ pictures, some with the widow and the adoptive family.

@ When the project is over

Call widow the following day to make sure everything is OK.
Send emails thanking all your team members. (copy jt@bothhandsfoundation.org)

@ Follow up with the team...before and after pictures
(Historically, if follow up is done well, families may see
50% of their funding received after the project occurs).

Send before and after pictures to team members.
Compose a project summary in the form of a story. (See example from Both Hands)
Send the summary to team members so they can use it to follow up with their prospects by email.

[t may be a good idea to give the team members who helped plan
and gather supplies a gift certificate for a local restaurant.

Follow up with the widow

Call a week later to see how she likes her changes.
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