Take Them a Meal
Contact the recipient to find out exactly what they need.
Decide with them how many days a week food is needed, a start/stop day and a time of day to deliver the food.  Determine what the providers will need to know such as how many people to feed, any food allergies or food dislikes, etc. Get the correct address where the food is to be delivered and any special instructions such as exactly where to deliver the food (eg. bring to back door, or leave in cooler etc.)
WPC will provide meals up to a maximum of six weeks if necessary. The recipient should be made aware that there is a defined end to the meal service and it cannot extend beyond six weeks. 
To create a Take Them a Meal schedule.
Go to the website www.takethemameal.com. 

Locate the “Create” button (mid left page) and click it.


The “Create a Meal Schedule” page will open



Here you will fill in the information for “meal coordinator” and “meal recipient”



You will also enter in the prompted boxes the information gathered from the meal 


recipients during your conversations with them.



There is a free form “Notes” box near the bottom where any additional information not 


covered above can be entered

Note: You will be the administrator of this schedule and will create a password that you will use to edit the schedule when required.  The schedule can be changed at any time by logging on using your admin. password.  You will also create a user password for people to access the schedule. (we use the recipients last name for the user name and usually use “wpc” for the password).

 Click on the button: “submit schedule”.

The meal schedule page will be created using the entered data and will be ready for sign-up.
Invite the entire congregation to sign-up by requesting the church secretary to send out a Constant Contact.  Using the email address office@websterpresby.org, send an email to the secretary with the information for the Constant Contact.  Be sure to include the Take Them a Meal website, the name of the recipients, the user password, and your contact information, in case there are questions.  
To sign up to Take Them a Meal.
Go to the website www.takethemameal.com.
Locate the “Find” button (mid page)


Fill in the recipients Last Name


Fill in the Password (usually “wpc”)


Click the “Find” button

The “Meal Schedule” page will open and available time slots may be claimed by double clicking the desired time slot.

The administrator and the meal provider will receive an e-mail reminder the day before a meal is to be delivered.  Take Them a Meal is a very easy way to provide needed meals for our congregation without the necessity for a lot of phone calling. 

