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DEVELOPMENT YOUR RESOURCES
How do you know if you will need to develop your own resource?
Begin by checking to see if the resource is already available. Where?

· Check with your Women’s Ministries Director:

local leaders ( conference director

conference director ( union director

union director ( division director

division director ( GC WM

· General Conference Women’s Ministries Department

12501 Old Columbia Pk

Silver Spring MD 20904-6600

301-680-6000

www.wm.gc.adventist.org
· Advent Source

5040 Prescott Av

Lincoln NE 68506

402-386-2519

www.adventsource.org
Email: service@adventsource.org
· North American Division Women’s Ministries Department website

www.nadwm.org
· South American Division Women’s Ministries Department website

www.adventist.org.br/MM 
· PlusLine

P O Box 5005

Westlake Village CA 91359

800-732-7587

www.plusline.org
· Adventist Book Centers

www.adventistbookcenter.com
· Review and Herald Publishing Association

55 West Oak Ridge Dr

Hagerstown MD 21740

301-393-3000

www.rhpa.org
· Pacific Press Publishing Association


P O Box 5353

Nampa ID 83653-5353

208-465-2500

www.pacificpress.com 

Planning Your Resource
· Always begin by praying.

· Write a brief mission statement for the materials.

· Consider whom the resource will be for and how they will be using it.

· Brainstorm with others.

· Determine what “extras” your resource will need.
What types of resources will you consider developing?
· sermons

· seminars

· outreach programs:

cooking classes

health fairs

women’s health issues seminars

stress-related seminars

parenting classes

marriage enrichment classes

fitness classes

literacy programs

· leadership training

· newsletter

· newspaper column

· publicity

· bookmarks, inspirational thoughts, etc. to use as program handouts
· dramas, skits

· a list of possible speakers

· devotional talks which can be used for programs

· display booths for fairs and camp meetings
· information about getting started
· ministry ideas

· music – theme songs for events
Doing the Research
· the internet

· books and magazines

· people

Delegating: Finding Writers and Researchers
Who do we delegate to? How do we find the right people? Begin by praying.
Then ask others who they would recommend. Who to ask?

· Pastors

· Conference Administrators

· Adventist Colleges and Universities

· Publishing houses and editors of publications

· Women’s Ministries leaders (local, conference, union, division)

One you’ve found someone, give them as much information as possible

· how long the material should be

· the purpose for the material

· extras you want included (i.e. handouts, overheads)

· how long the presenter will have

· approximately how many will be attending

· style of presentation – interactive or lecture

· do you want a syllabus or just handouts

· a deadline for when the resource needs to be to you

· what format you want the material in – paper copy, file on disk, email file, specific program format
The Actual Writing (and rewriting)
i. Introduction – a summary of what the resource will be about.

ii. Body

A. Outline each important point. 

1. Write down the important aspects of each point.

B. If the material is long, this may be done by using chapters with each chapter being a different point.

1. Outline the important aspects of that point within each chapter.

2. Include scripture references and/or the sources of all quotes.
C. If the material is a short seminar or sermon, state your point in the first sentence of the paragraph and build on that point in the rest of the paragraph. 

iii. Conclusion – this will be a summary of what you’ve discussed, clearly summarizing the main points.

Tips for writing:

· write in an informal style

· use words that are easy to understand

· use stories to illustrate points when appropriate

· if the resource will be used by others, avoid using first-person stories and/or pronouns

· avoid a preachy or judgmental tone

· keep materials positive and upbeat

When you’re finished writing:

· read through the material making sure each point is clearly stated and understandable

· rewrite the material as needed

· read through the material again

Working with Deadlines/Keeping a Time-line
Decide how much time each part of the process will require. The process will include:

· Brainstorming and developing the idea

· researching and writing the materials

· editing the materials

· publishing/producing the resource

· date you will use the material or distribute it

After determining how long each part will take, work backwards from your due date, allowing a cushion of time in case of any delays. 

Juggling Several Projects at a Time
How to stay organized?

· use a calendar

· write all deadlines on your calendar

· write a reminder to yourself several days before a deadline

· write down your goals for each project

· schedule time to work on each project if you’re doing the work

· write a reminder on your calendar a day or two after a deadline has passed to make sure the deadline was met
· color code each project and write or highlight each note on a project in its particular color

· keep all paper information together for each project in color coded folders

· include the names and phone numbers of people working on the project on the date with the deadline

· set aside a few minutes each day to go over all your projects to touch base about where you are at with each one

Don’t forget the extras!
· Handouts and syllabuses 


What’s the difference?

– handouts are usually one or two pages and contains only the key thoughts and ideas presented.

– syllabuses is the entire presentation in written form.
· Overheads and PowerPoint presentations

These help people who learn visually to stay focused on the presentation.
· Outline and Manuscript for Sermons
If the material is to be presented verbally, include both an outline and manuscript

For resources which are sermons also include:

– scripture readings

– suggested hymns

– children’s message

– anything else that would add to the worship experience

· For written resources include:


Bibliographies


References
Finishing the Project
· First, edit the material again for any typos or mistakes.

· Next, look at it as an overall package.

· Be careful about using too many illustrations, photos, or clip art.

· Choose fonts that are clear and easy to read.

· Some basic rules

· Check again, then print.

When your resource is finished and ready to use, continue to pray that God will use it for His purposes!!
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