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Planning Checklist
	Action
	Held over
	Timing
	Person 
Responsible
	Completed/

Confirmed

	
	Meeting 1

	Bible study
	
	
	
	

	Agree roles and responsibilities within group.
	
	
	
	

	Agree dates and times of planning group meetings and PCC/DCC meeting.
	
	
	
	

	Group members to explore website to research updated material, What’s New and Annual Review resources in the section for which they have responsibility.
	
	
	
	

	Establish prayer support
	
	
	
	

	Complete ‘first pass’ of section 1 in Annual Review Document.
	
	
	
	

	If new members in Annual Review Planning Group:
	
	
	
	

	Discuss and explore discussion papers on theology, leadership and differentiation.
	
	
	
	

	
	Meeting 2

	Complete Annual Review Document:
	
	
	
	

	Section 1 – Achievements, Learning Points & Priorities
	
	
	
	

	Section 2 – Giving patterns and reserves
	
	
	
	

	Section 3 – Financial conclusions
	
	
	
	

	Section 4 – Parish Plan
	
	
	
	

	Section 5 – Review Sunday design
	
	
	
	

	Agree approach to PCC/DCC
	
	
	
	

	Agree timing of review process and set dates for Review Sunday services.
	
	
	
	

	Agree criteria for core, congregational and fringe
	
	
	
	

	Update database for current membership
	
	
	
	

	Agree level of Interaction for programme
	
	
	
	

	Agree level of Communication for the programme
	
	
	
	

	
	
	
	
	

	Present Annual Review Document to PCC/DCC
	


Annual Review: Planning Checklist

	Action
	Held over
	Timing
	Person 
Responsible
	Completed/

Confirmed

	
	Meeting 3

	Modify Annual Review Document following PCC/DCC meeting,

if required.
	
	
	
	

	Modify / refine Review Sunday Programme if required.
	
	
	
	

	Prayer - finalise arrangements
	
	
	
	

	Preaching - finalise arrangements
	
	
	
	

	Communication - database review  
	
	
	
	

	                          - draft letters agreed
	
	
	
	

	                          - distribution methods agreed
	
	
	
	

	                          - brochure finalised 
	
	
	
	

	                          - magazine articles/newsletters arranged 
	
	
	
	

	Interaction - arrangements for socials/visiting/small groups in place
	
	
	
	

	Leadership - arrangements in place
	
	
	
	

	Treasurer - financial presentations complete 
	
	
	
	

	Review and finalise programme design
	
	
	
	

	Agree date for post-programme review meeting
	
	
	
	

	Teaching and Preaching:
	
	
	
	

	Agree level of children and young people involvement.
	
	
	
	

	Decide whether to present to just one service, or multiple services on the same Sunday.
	
	
	
	

	Communication:
	
	
	
	

	Appoint Communication Co-ordinator.
	
	
	
	

	Finalise brochure.
	
	
	
	

	If chosen for programme -
	
	
	
	

	Finalise targeted letters.
	
	
	
	

	Finalise response forms.
	
	
	
	

	Appoint follow up administrator.
	
	
	
	

	Leadership:
	
	
	
	

	Appoint Leadership Co-ordinator.
	
	
	
	

	Agree method of communicating PCC/DCC support.
	
	
	
	

	If chosen for programme -
	
	
	
	

	Decide whether leadership declare response early.
	
	
	
	

	Involvement and Interaction:
	
	
	
	

	Appoint Interaction Co-ordinator, if required.
	
	
	
	

	If chosen for programme -
	
	
	
	

	Agree extent of visiting programme.
	
	
	
	

	Appoint visiting programme administrator.
	
	
	
	

	Consider use of small groups in programme.
	
	
	
	

	Select small group resources.
	
	
	
	

	Prayer:
	
	
	
	

	Appoint Prayer Co-ordinator.
	
	
	
	

	Agree how to encourage PCC/DCC to pray.
	
	
	
	

	Agree how to encourage individuals to pray.
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