
PROJECT LEAD EXPECTATIONS: 
 Your company is responsible for your project from here on out. Your company is expected to do the 

following: 
 Oversee a walkthrough to better understand the project 
 Purchase necessary supplies for project 
 Train employees on what they will be doing in advance 
 Possibly coordinate with other companies 

 Become comfortable with your project. It is up to you to ensure that this project is meaningful for your 
company.  Remember, this is your Day of Caring so do what works best for your company.  

 You are responsible for all communication with your team. Please keep your team informed and invested 
in the project. *There is a sheet specific for volunteers. Please send this sheet to your team so they are 
aware of project specifics.   

 Before  Day of Caring:  
 Recruitment: We need all the slots you signed up for filled or a project might not be able to be 

completed.  
 Your Day of Caring Liaison will coordinate with you to schedule a walk through with you at your 

school/agency (If applicable). 
 Purchase/gather all supplies for event 
 Pay for books (If applicable) 

 On Day of Caring:  
 Please attend the breakfast (7:30 am at Nu Skin) with your team if possible.  ALL TEAM 

MEMBERS ARE INVITED TO THE BREAKFAST. 
 Assist the project coordinator in delegating tasks as necessary and be cognizant of volunteers 

energy levels and needs. 
 Help out your team in getting the project done! 
 Let your Day of Caring Liaison know if there are any issues during the project. 

Keep your team informed. (CONTINUALLY) 
Let your team know about Day of Caring right away, and remind them about it often. You can email 
reminders, put up posters provided by United Way, and mention Day of Caring in your company 
newsletters.  
Schedule a project walkthrough [if applicable] (by Aug. 18/walkthroughs complete by Aug. 25) 
The walkthrough is your chance to meet the principal or agency director to determine locations for the 
project, go over project details and make supply lists.  
Reserve stencils from United Way [if applicable] (by Aug. 18) 
This applies to those painting new playground games. Email Alexis Miller at alexism@unitedwayuc.org 
to make arrangements. If your games need them, you can also pick up letter and number stencils when 
you pick up the game stencils. 
Supply list completed.  (by August 30) 
On your walkthrough, make a supply list to help you prepare for your project. Determine which things 
need to be brought by volunteers and which things need to be purchased.  
Purchase supplies. (by September 6) 

PROJECT LEAD CHECKLIST :  


