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Summary:

Missions Project Tools help to create and promote the Missions Project, which is carried out by small groups as a way to reach out to the community around your church and help address one of the main problems experienced in your area.  The Missions Project may either be a church-wide project with a single focus, or a collection of projects done independently from one another.  Tools are provided for a church-wide Food Drive, as well as for a collection of independent projects.
Coaching Tips:

We have provided tools to promote and plan the Missions Project. You may choose the tools that apply to your church and work in your scenario, use other tools as guideline to create your own, and change or eliminate tools that are not suitable or necessary.

Missions Project Promotional Tools: The CD and the website contain tools to promote your Missions Project, including pulpit announcements, and two posters.  The two posters are two versions of the same poster, one version for a Food Drive, the other for a collection of independent projects.  Be sure to change the wording to reflect the types of service projects you are offering.
Missions Project Signup Form:  Again, two versions of a signup form are provided, so that you may adapt the one that most closely fits the way you are doing your Missions Project. One form is for a church-wide single focus project, where different groups will do one aspect of the project on different days.  The other version is for multiple projects done independently from each other, and may be supplemented with a detailed list of projects with descriptions.  These independent projects may take place on a single day, or on dates of the group’s own choosing.  
Food Drive Tools: These tools will help to plan, prepare, and execute a successful church-wide food drive. 

· Food Drive Action Plan: This step-by-step guideline gives you an overview of how to implement a successful food drive, from organizing your team to collecting the food at grocery stores to distributing the food. 
· Food Drive Signup Form (.pdf): This actual Food Drive tear-off signup form from Saddleback Church is included to give you additional ideas as to the types of help you can use for this effort.  You may adapt this form for your own use.

· Food Drive Sample Food List:  This actual handout was used for Saddleback’s last food drive, and may be adapted for your local area.  Work with your local agency to determine the items that need to be collected, and create your own colorful handout that will guide store patrons in their purchases. You will hand the customers a grocery list along with a brightly-colored plastic grocery bag in which to place their purchases.  These plain bags may be found from a local packing supplies company.  You don’t need to print the bags with any identification, but it is very important to provide a bag with the list.

· Grocery Cart Sample Banner:  Another important element of the food drive is identified collection areas, such as a grocery cart hung with a banner.  This sample of Saddleback’s banner may be adapted for your church.  It is important to clearly state your church affiliation and local co-sponsoring agency, and display that information on the carts where the food is collected.  

Independent Missions Projects Tools: Another collection of tools will help churches that are assembling a collection of independent projects that do not necessarily relate to one another, and can be performed by groups alone or in partnership with other groups.
· Sample Missions Project List: This sample list from Trinity Baptist Church in Kelowna, British Columbia gives an example of one approach to this type of Missions Project. This church planned all their projects to take place on one day, and the Community Service Day Team coordinated all of the details for each work site centrally.  You could follow this model, or simply provide a list of projects with contact names, and have each group leader set up their group’s service date and obtain instructions directly from the ministry or project site.
· Sample Missions Project Letter:  This letter is from Chandler Community Church in Chandler, Arizona.  It is included to give you an example of communication with small group leaders during the early stages of preparation for their Community Service Day.  Your communication and coordination is with the small group hosts, not with the individual group members. 

Hints for the Church Administrative Assistant:   

FONTS:  In order to preserve the layouts and create universal documents that could be read by most types of computers, all of the Word documents on the Campaign Resource CD use only Arial or Times Roman fonts. So, please! Have fun and change the fonts to reflect the look you desire.  

HEADERS:  The 40 Days of Community headers on many documents are in color. If you are printing in one color, we suggest you select the “grey scale” option from your print dialogue box.  For PC users, in the print dialogue box click on “Properties”, then click on the “Color” tab, then check the box next to “Grey Scale”.

If you need to change the margin or the size of any of the 40 Days of Community headers or logos, here is a common problem that occurs.  Instead of looking like this:
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Your header could look like this:
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Or even this (note the bottom box doesn’t line up):
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If this happens, you can change the size of the logo (top box) when you:

· Click on the logo, then drag the corner squares until the box is the correct size

· In order to fine-tune the size of the logo, hold down the Control key while dragging

You can change the size of the text box (lower box) when you:

· Click on the text box, then go to the margin bar and drag the left or right indent arrows

· In order to fine-tune the placement of the indent arrows, hold down the Alt key while dragging

HERE’S A CLUE: Try working with the logo in the actual size it will be on paper.  Sometimes these boxes don’t line up when they are on your screen, but they do line up when they are printed. If a logo is being particularly ornery, try boosting your zoom to 150%. It is easier to line up a large-sized logo than a tiny one. Don’t worry if it appears out of alignment when you return to 100% or 75% zoom. It should print out correctly. 

