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Developing Your Resources

DO YOU NEED A RESOURCE? (OH-1)
You know exactly what you want. Whether it’s a seminar, a sermon, a skit, or a training event, how do you go about finding the resource? Or will you need to develop the resource yourself?

Begin by contacting your Women’s Ministries director. Local leaders contact their conference director; conference directors contact their union director; and so on. The place to begin is the next level of leadership:
· local leaders  (  conference director

· conference director  (  union director

· union director  (  division director

· division director  (  GC WM

Many times your Women’s Ministries director will be able to help you find the resources you’re looking for or put you in touch with someone who can help you develop the resource.

The General Conference Women’s Ministries, North American Division Women’s Ministries, and South American Division Women’s Ministries departments all have websites which also list available resources. The GC Women’s Ministries Department’s is http:wm.gc.adventist.org.  NAD’s website address is www.nadwm.org and SAD’s is www.adventista.org.br/MM.
Advent Source is another place to contact. Their ministry provides resources and tools to ministry leaders. You can browse through their resources at their website, www.adventsource.org, or contact them by phone, 402-386-2519, by mail, Advent Source, 5040 Prescott Ave, Lincoln NE 68506, or through email at service@adventsource.org.
PlusLine is a ministry designed to help leaders in their ministries. You can contact them by calling, 800-732-7587, or visit their website, www.plusline.org. 
Your local Adventist Book Center is another great place to check. Or check on line at www.adventistbookcenter.com. The Review and Herald Publishing Association has a Women’s Resource Center which may also have resources available. Their website is www.rhpa.org. Pacific Press is a possible resource, also. Their website: www.pacificpress.com.
You may find a resource that isn’t quite what you’re looking for but can be adapted. If you are publishing this material for someone else, make sure you give credit to the source. Include a note that the material has been adapted from the material of another author.  Cite the author, title of the resource, publisher, and copyright date if applicable. 

But if after checking all your resources, you can’t find what you’re looking for, it’s time to consider developing the resource yourself. Sounds overwhelming? Impossible? Not really. Women’s Ministries leaders develop resources to some degree all the time. Every time you ask someone to provide a specific seminar for your retreat or church you are in essence developing a needed resource. It can seem like a big job, but it’s possible to step through the process easily and have a finished project that you can use successfully for your ministry—and which might be a helpful resource to others as well.

PLANNING YOUR RESOURCE (OH-2)
The first step in developing your resource is deciding what you need. There are a number of details you need to know in advance to help you determine the best resource to develop:

Always begin with prayer.  Ask for God’s guidance. Pray that He will give you wisdom, insight about your audience, strength for the task, and a vision of what He desires for this project.

Begin planning by writing a brief “mission” statement for the resource. Ask yourself questions like:
· What is the purpose/goal of this resource? 

· Why is this particular resource needed?

· What do you want people to walk away from it with?

· What do you want to accomplish through it?

This is an important element in keeping the resource on track. The more defined the purpose, the more concise the materials can be.   Your mission statement should fit into one sentence.
Consider whom the resource will be going to and how they will be using it. Questions to consider would include:
· Are you developing the resource to use in training or as a seminar to which you will be inviting participants? 

· Will it be materials you send out to others? 

· What are the needs of those who will benefit? 

· What will they be looking for?

· What will make them want to participate in this particular resource? 

· How will they benefit? 

· What will they come away with? 

· How familiar are they with the topic that you will be sharing?

It is important to look at the people— who they are, what their lives are like, what they are looking for, etc., to determine how to best develop an effective resource. People’s lives are so busy today. They are budgeting their time by priorities and benefits. They will need to understand how they will benefit from your program before they will be willing to use it or attend. 

In planning your resource, it is important to determine how the material will be used. Will the resource be sent to others for their use? For example, will it be a worship program for local leaders to use? If others are going to use the materials, it needs to be self explanatory. Take into consideration whom they will be reaching with the materials – their culture, needs, interests, diversity, etc. 

One great way to “talk” through your resource is to brainstorm with a group of people. You may brainstorm with your committee if you’re working with one, or choose people like those you will be targeting. Get their input and ideas of what they need or would be looking for. Ask other leaders what they have done or for their input on the subject. Getting a variety of insights will help make the resource more effective. Many times others will think of things that you haven’t. And brainstorming can be fun!
As you look at the resource from the viewpoint of those it will be ministering to or those who will be using it to minister, you’ll gain a better understanding of what it will need to contain, how long it will be, and what extras you’ll need to include, etc. 
Remember that you want to provide a resource that is concise and helpful without being overwhelming. But you also want to make sure that the material has everything needed to impact lives. Questions to consider include:
· Will the resource be used only in written form, presented as a seminar, or both?

· If it’s a seminar, will everyone be attending the seminar or will others also receive the materials but be unable to attend the class? If so, the syllabus needs to be more complete.

· How big should the resource be? If written, how many pages? Do you want a workbook or handouts to go along with it? If spoken, how long will the speaker have and will there be more than one session time? Will there need to be interactive activities?

· Would overheads or a PowerPoint presentation make the material more effective?

Taking the time to consider your goals, purpose, and the people to whom you are ministering will help you develop a concise, needed resource for your ministry.

If your resource will be used outside of your culture, remember not to use slang words or words that would not translate well.

TYPES OF RESOURCES (OH-3)
Women’s Ministries is as varied as those who participate in it. The necessary resources are just as varied. Some ideas of resources you may develop for your ministry include:
· 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

· newsletters
· newspaper columns
· 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 (OH-4)
Once you have your idea outlined with its purpose, target audience, how it will best meet their needs and the parameters of how long and what is needed, it is time to begin doing your research.

The internet has opened a huge world of information. If you don’t have a computer of your own, you can often use computers at local libraries and universities. Just type in your topic in the search engine and you’ll instantly be connected with information from a variety of sources. The internet makes it easy to skim through information, copying or printing only what you want to use. 

Books are another great source of information. Many speakers put together complete presentations from books they have read and been impacted by. They take the book and come up with an outline of the important elements to include and build from there. 
Books themselves are also a great source for research. Check out your local library. You can often check through their computer or ask the librarian for books on your particular topic. Check out two or three—too many will be overwhelming—and begin from there. Read through the books, taking notes on the information important to you or that you would like to use. Make sure you write down complete quotes of anything you wish to quote, including the title, author of the book, page number of the quote, publisher, and date published.
People are another great resource. Set up an appointment for an interview. Talk to people who are familiar with the topic that you are researching. If you are putting together a health fair and are looking for booth information on different health topics important to women today, contact your local doctor or hospital. Ask questions. Contact organizations that can provide you with information. For a health fair or talk, you might want to contact the heart association or cancer society. You may be researching a particular topic like depression; check with local Christian counselors and doctors. For a seminar on leadership, contact women’s ministries leaders and also professionals in your community who are recognized for their leadership. Ask questions. For a seminar on leadership, you might want to include a presentation on looking professional.  You could contact an image consultant. 
DELEGATING: FINDING WRITERS OR RESEARCHERS (OH-5)
Many times you will use people as a resource not only for information, but also for project delegation! This is particularly helpful if you are already busy with an overly full calendar. Delegating the project to someone else with more time and expertise is an efficient way of putting together a resource. 
As Women’s Ministries leaders, we already do this. As we plan events and retreats, worship services or seminars, we delegate much of the responsibility. We may ask others to take care of the decorating, music, food, and event promotion.  These are all types of resources needed for a successful event.  Many times we may ask people to plan a seminar for us with a specific topic such as parenting, health, marriage, growing spiritually, prayer, journaling, etc.  These people are developing resources for us by doing the research and/or the writing for us.

“Who do we delegate to?” How do we find the right people?

· We begin by prayer. We ask God to lead us to the right person. Then ask others for ideas. Local leaders can ask their pastor and/or conference director for ideas of people in their area who may have expertise on the subject. Conference directors can check with their union leader, and also with the pastors within their conferences and the conference administration. Many times they will know people with the skills and knowledge to do a great job. The same can be true for union and division leaders. 

· An Adventist university, college, or academy/high school in your area is another possible resource. The teachers and students may be willing to work on projects and might already have research they can pull from. 

· Publishing houses and editors of publications may be able to put you in contact with authors who write on the topic you are looking for. You may already be familiar with the names of authors whose work you have appreciated. The editor of the publication can put you in contact with them as well. 

· Don’t forget to network with other women’s ministries leaders at your level. Check with neighboring churches or conferences. They may already have what you are looking for or know of someone who can write the materials for you.

One resource many Women’s Ministries leaders, especially those on the local level, often request is a list of speakers. Networking with other local leaders and conference directors can yield the names of many speakers who are new to ministry and are willing to come and present a seminar or retreat for your church or conference. When prayerfully considering a speaker, talk to others who have heard her speak, ask for a tape if she has one available, and go hear her speak for yourself if possible. Keep a list of the speakers you have used, the titles of their presentations, and their phone numbers so that you can make the list available to others searching for someone.

Once you find someone, give them as much information as you can about what you’re looking for. If they are providing a written resource, make sure to tell them:

· how long you want it to be

· the purpose for the material

· any extras you want to go along with it, like handouts or overheads 
If they will be presenting a seminar through speaking, make sure they know:
· how long they have

· approximately how many people will be attending

· what style of presentation you are looking for – interactive or lecture style 

· if you’re also expecting a syllabus or handouts 
Set a deadline for your materials, allowing yourself time to produce the materials. Consider setting an earlier deadline than you actually need because people often aren’t ready when the deadline comes. That will give you a cushion of time in case the project is late. Make sure the person working on your project knows what is expected and when it is due. Decide the easiest way for you to produce the resource once you have it. Tell the person working on your project how you want the materials:

· Do you want just a paper copy? 

· Do you need the file on disk? 

· Should they email the file to you? 

· Do you need it formatted for a specific computer program? 

Ask for the materials not only on disk or as an email file, but also as a paper copy. Receiving it in several ways will assure that you will be able to read the material in at least one format if something doesn’t work with the others. 
THE ACTUAL WRITING (AND REWRITING) (OH-6)
Once the research is done, the first step is to organize the notes. Begin by writing an outline of what the resource will look like. What are the important aspects to be covered? What important points do you want to ensure are clearly presented? Keep the outline simple.
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, use 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.

A solid, concise outline will cover all the important aspects of the resource. From an outline, a speaker should be able to make a presentation the most important ideas included. An outline will clearly show what the material is going to cover.

Once you’ve written the outline, it’s time to begin actually writing the material. Your notes should now be organized to go along with your outline. 

Using your outline to guide you, begin writing the body of the material. 

· Write in an informal style, using words that are easy to understand. 

· If appropriate for the material you are writing, use stories to illustrate the points you are making. People enjoy stories. 

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

· Avoid a preachy or judgmental tone. 

· Keep your material positive and upbeat, not critical or negative. 

Once you’ve finished writing, read through the material. Look at each point, making sure it is clearly stated. Have you built on the point enough to make it 
understandable? Remind yourself of the goal of this resource and read through it to make sure the goal is met. Keeping your target audience in mind, attempt to see the material through their eyes. After reading it, will they still have unanswered questions? Will they walk away challenged and inspired? 

Rewrite the material as needed. Then read it again. Ask God for guidance, praying that He will show you what is still needed or what needs to be edited out. Continue rewriting and rereading until the resource is what you want it to be. God will give you a peace about the material when it’s ready to go.
WORKING WITH DEADLINES/KEEPING A TIME-LINE (OH-7)
In most cases, you will want your resource finished or ready by a certain date. One way to create deadlines and keep everything flowing in a timely manner is to work backwards from your end date, determining how much time each part of the process will take and allowing extra time for missed deadlines.
The process will include:
· Brainstorming and developing the idea

· Researching and writing the material

· Editing the materials

· Publishing/producing the resource

· Date you will use the material or distribute it

Decide how much time each part of the process should take. Then begin setting the deadlines, allowing a cushion of time when possible. 

For instance, assume you’re working on a project that you want to use on May 1. That’s your ending date. First you decide how much time each part of the process will take:

· Brainstorming and developing the idea - one week

· Researching and writing the material – one month

· Editing the materials – two weeks

· Publishing/producing the resource – one week

· Date you will use the material or distribute it – May 1
By allowing an extra week before your deadline as a cushion, you then can work backwards and set our deadlines:

· Date you will use the material or distribute it – May 1

· One week extra time – your due date becomes April 24

· Publishing/producing the resource deadline – one week earlier is April 17

· Editing the materials deadline – two weeks earlier is April 3

· Researching and writing the material – one month earlier is March 3

· Brainstorming and developing the idea – one week earlier is February 24; so the process needs to begin by February 24.

If you’re already past February 24 and haven’t developed the idea yet, then you will need to shorten the time each part of the process can take. Always make sure there’s plenty of time to do the research and write the materials. Other aspects may be able to be done in a shorter time, but always allow plenty of time for the research and writing. That will enable it to be a resource with something to offer. 

Unsure of how long each part will take? You may need to make an educated guess. If different people are working on each part, ask them about how much time they will need. If there is no real ending deadline, and you just want the project whenever possible, give reasonable amounts of time for each part of the process, but set deadlines. Many people don’t work well without them and you may never get your resource.

JUGGLING SEVERAL PROJECTS AT A TIME (OH-8) 
Typically, we’re working on more than one project at a time to organize resources, plan events, provide information to others, etc. How do we stay on top of it all at the same time?

One effective way is to use a calendar. 
· On either a large desk or wall calendar or in a day planner organizer, write down all the deadlines as soon as they are established. 

· Write reminders to yourself a couple of days ahead of a deadline that the deadline is approaching and you need to check with whoever is working on the project, or check on your own progress if you’re doing it yourself. 

· When working on the project yourself, it may be helpful to write down goals. What parts of the project do you want to be completed and when?
· Schedule time to work on these projects. 
· You may want to write a reminder to yourself a day or two after a deadline to check on the project.  Has it met the deadline? Does someone need a push, or do you have all the items you need for that deadline?

When you’re working on more than one project at a time and you want to be especially organized, try writing notes about each project in a different color – one color for each project. Then you will know at a glance at the calendar which project you need to be checking on. 

Keep all information on each project in a folder, clearly labeled with the name of that project. Again, you may want to color coordinate your files so that you know which file is for which project at a glance. (If you want to be really organized, you could match the color of the folder with the color of the reminders on your calendar.)
You may want to include names of people and their phone numbers on the days you need to check in with them. This will keep the information right at your fingertips. You won’t need to go in search of a phone number. Check in with the people who are working on the project from time to time to see how things are going, offering encouragement and support. Also, write their names and contact information on the outside of the project folder.

If you need extra reminders, many email programs today are capable of sending you reminder emails. Just type in a message to yourself and let the computer know when to send it.

Set aside a few minutes every day to evaluate where you are with each project. Take five minutes to go over your schedule and projects. Look at where each one is and what is still needed. This will help keep you on top of all the details.

Most people have their own style or method for staying organized. There is no right way or wrong way to do it. Decide what method works best for you and use it.

DON’T FORGET THE EXTRAS (OH-9)
A resource includes more than just information to make it a complete project. If the material will be presented as a seminar, it is helpful to also have handouts available for the participants. They can take notes on it and remember what they learned later. Often seminars offer more information than we can assimilate in one sitting. Having handouts and/or a syllabus gives us a reference to go back and review.
What is the difference between a handout and a syllabus? A handout is usually one or two pages and contains only the key thoughts and ideas presented. A syllabus is the entire presentation in written form.  
If presenting the material to a group, consider using overheads or PowerPoint presentations. Many pastors are using PowerPoint as a regular part of their sermons. Having a visual of the material being presented enables people to not only hear the information, but see it as well. This is an important aspect for those who learn visually. 
You do not need to put all the information on the visuals. Include quotes and scripture you will be referring to. Include the key points—this information can be taken straight from the outline, which can be used to create the overheads or PowerPoint aides.  And include graphics or pictures where appropriate. Avoid a word-only PowerPoint.
When preparing a sermon which will be used by others, include both an outline and a manuscript of the sermon. Some people will prefer to preach from the outline; others will want to use a complete manuscript. Also include all the things needed to make it a complete worship service; scripture readings, suggested hymns, a children’s story, and any other extra readings or materials that will add to the worship experience. People may not use all the extra materials, but most will appreciate it. 
At the end of the material, include a bibliography of the references and materials you use.  Include the name of the book, magazine, or website, the title of the material if there is one, the author, the page number or website address, the publisher, and copyright information. (Titles are typed in italics without quotation marks.)
Example:
Horst, Tamyra. Ratty Bathrobes, Cranky Kids & Other Romantic Moments.  Review and Herald Publishing: Hagerstown. 2001.
References should be included within the material if you’re using a direct quote. Put the author’s name and page number in parentheses after the quote. Avoid placing entire references in the body of the material. Use a footnote or put them at the end in a bibliography.
FINISHING THE PROJECT (OH-10)
Your project is almost finished! It’s time to prepare it for reproducing. There are a couple of things to remember when publishing it to ensure that it looks professional.
First, edit the material again for any typographical errors or mistakes. Have more than one person edit it for typos and mistakes. Having more than one person is key.  It’s easy to think that you’ve read something correctly. Having more than one person check helps to make insure that all mistakes are caught. Read through each sentence carefully, making sure it is a complete sentence and is comprehensible. Often writers know what they wanted to say, but it doesn’t come out that way to others. 

Next, look at it as an overall package. Is it easy to read? Most people reading materials just skim through; so put key thoughts in bold so that the most important ideas stand out. Eliminate unnecessary sentences, sentences that don’t add to the point or are repetitive. 

Bulleted lists can help format information into an eye-catching presentation. They can turn a long paragraph, which most people would likely skip reading, into a more reader-friendly format.
Be careful about using too many illustrations, photos, or clip art. These can be distracting. While a good illustration can add to a project, too many will distract. Our eyes are drawn by white space. But remember that “a picture is worth a thousand words,” so do use appropriate photos, illustrations, or art when it will add to the meaning of the text. 
Choose fonts that are clear and easy to read. Our computers today have hundreds of fonts. Fonts like Arial and Times New Roman are very popular. A sans serif typeface, like Arial or Century Gothic, is crisp and clean. Older people like it because it is easier to read. Generation X likes it because it looks clean and current. If your materials are for teens, you may want to consider a font like Teckton. For young adults, try Mead Bold. But don’t use lots of different fonts. Stay away from “pretty” fonts like script fonts and “cute” fonts – typically called display faces, they are good for headings and advertisements, but not for the body of work. They will distract from the information. When it comes to fonts, boring is better.

A few basic rules to remember in typing the materials:
· Use only one space after any punctuation, including periods. Before computers, we were taught to put two spaces at the end of each sentence. Spacing is different on computers and typewriters, because computers use “proportional type” instead of the typewriter’s mono-spaced type, type that always used the same amount of space no matter where it was. 
· Use italics instead of underlining when needed to make something stand out or when using a book title. 

· Do not use all capital letters in headlines or sections of text.

· To make text easier to read, double space between each paragraph. It will give the material a clean look and not appear as overwhelming to someone who plans on reading it all. 
· Put your key message points in bold or use them as headings for your material.  Eighty percent of people will not read the body of the material. They will just skim it for the highlights. 
If the resource is not written but is in the display or booth, limit the number of items on the display. Choose carefully the items which will tell what you want to share. Too many things will make the display look cluttered. Remembering that our eyes are drawn to “white space,” arrange the items with plenty of space around them, giving a clean look instead of cluttered. If possible, have a limited number of hand outs on the table and replenish as needed instead of piling everything on at once. (You’ll want to check your display periodically, not only to restock supplies, but also to gather up trash left and keep it looking attractive.)
After checking over the project one final time, it’s time to print it. If you have access to a copier or digital duplicating machine, you can easily finish the project yourself. The project can also be dropped off at a printer or office supply store for duplicating. 

If your material is going to be shared with others, consider producing your resource on three-hole punched paper (which can be purchased in reams already punched) so that it can easily be put into a notebook. (This is especially true of resources being provided to local WM leaders who can then organize all the resources received in one notebook.) Smaller projects can be collated and stapled, or consider putting a spiral binding on it. 
Your resource is finished and is ready to use. Continue to pray that God will use it for His purposes.
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