Detail Take-Off Overview

The detail take-off should be completed by the House Captain as soon as possible once you have received your house assignment.  This will be your most important reference, it will guide you through much of the planning necessary to ensure a successful Project Day.

Contact Information:  The top section of the take-off will contain the key contact information you’ll need leading up to Project Day.  Fill this out as soon as this information is available.

Project or Task:  This is where you detail the individual tasks to be performed.  Be sure to include dimensions, colors, and any details necessary to describe this task.

Materials:  List the supplies needed to perform this task.  Be sure to be specific, this will drive your shopping list as you gather supplies needed for Project Day.  This is also helpful during Project Day to let your volunteers know exactly what they need to complete the task.

Estimated Cost:  Provide estimated cost for the materials needed for this task.  This will help determine if you have the budget to complete all the identified tasks.  Update these costs with actuals after procuring your supplies, that way you’ll know if you have additional budget for adhoc needs on Project Day.  You can total the costs at the bottom of the form.

TIP:  It’s always a good idea to go into Project Day at least 10% under your budget.  That way you’ll be sure to have money for the inevitable ‘Project Day supply runs’.

Tools:  Here you can list the tools needed to complete this task.  This is helpful when rounding up your volunteers, as you can ask them to bring some of these tools.  It also gives you a place to highlight special tools that you may need your House Foreperson to help supply.

TIP:  Be sure to tell your volunteers to label their tools.  It sure makes it easier to sort out the pile of tools as Project Day wraps up.

People:  This is where you will estimate the number of volunteers needed to complete the task.  This will be helpful in determining how many volunteers you’ll need as well as helping you schedule tasks to avoid too many workers in the same area of the house.

TIP:  For tasks that require a large group of volunteers (ie. painting, landscaping, trash removal), it’s a great idea to get one of your volunteers to lead this effort for you ( a ‘task leader’).

Special Needs:  This is a very important field.  Here you will identify any special needs associated with this task.  There’s a key for the different needs provided at the top of the form.  These are typically needs for which you’ll require some professional assistance (ie. plumbing, electrical, carpentry, etc…).  Once you have identified these needs, be sure and first consult with your House Foreperson, if he/she cannot fill the special need with professional services then you will need to contact the appropriate Project Coordinator.  Please refer to the Project Coordinator contact list.  
The Golden Rule:  If you’re uncertain or concerned about the complexity or requirements of a particular task, consult with your House Foreperson and your Group Leader.  That’s what they are there for.  The last thing you want on Project Day is a surprise.
