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Programme 
checklist

The purpose of this document

Use this simple, tick box checklist to ensure that you have covered all your bases in the preparation of your Giving in Grace programme. This list will give the planning group an overview of the various tasks and help monitor progress in the preparation period. It contains handy links to the various sections of the Programme strand of www.givingingrace.org. 
A Giving in Grace programme includes both core and optional elements. This checklist highlights core elements in red to help prioritise the key tasks. The checklist is divided into four sections:

1. Case Statement: tasks relating specifically to the preparation of the case statement which is foundational to the programme and structures the early work of the planning group.


2. Designing the Programme: this is the most resource rich section because of the range of optional material to be considered so the checklist will help navigate the options.


3. Preparing the Literature: tasks in this section relate to the preparation and distribution of literature.


4. Preparing to Follow up: tasks here relate to the follow up of information requests and a final evaluation of the programme.
Key dates

	
	Date

	Church Council decision on the programme
	

	First planning group meeting
	

	Church Council review of the case statement
	

	Launch service  - first Sunday of preaching series
	

	Last Sunday in preaching series
	

	Thanksgiving service (optional); closing date for return of response forms
	


The Case Statement
Preparation of the case statement is foundational. It structures the early work of the planning group, gathers key data and is a litmus test of the commitment of the church council or leadership team.
	Action
	Lead
	Done?
	Notes

	Is the case statement complete, with all sections populated with data?

Has the case statement been reviewed and signed off by the church leadership?
	
	
	

	Does the Reflection on Ministry section capture our vision, our ministry aspirations?
	
	
	

	Are the Reflections on Stewardship robust; a realistic assessment of where we are?

	
	
	

	Is the Financial Analysis section complete and passes a sense check:
· Income and expenditure

· Reserves

· Giving profile

· Financial conclusions
	
	
	

	Is the simple church budget a realistic picture of our future for the next 12-24 months? 
	
	
	

	Has our Gift array been prepared and commended as challenging and realistic? 
	
	
	

	Has there been a reasonably full leadership consultation around the final draft of the case statement and any proposed amends made?
	
	
	


Programme
Designing the Programme is the fullest section of the Giving in Grace website. There are both core and optional resources in this section so note the red-line tasks. Your church will not take up every optional resource. 
	Action
	Who?
	Done?
	Notes

	Preaching – Core
	
	
	

	Have preaching dates been agreed, setting the start and length of programme?
	
	
	

	Has a preaching track been agreed?
	
	
	

	Have Preachers been chosen, with consideration given to external preachers?
	
	
	

	Will there be an optional Thanksgiving service and if so, has a date been set and a simple liturgy agreed.
	
	
	

	If the preaching track includes All Age worship (Luke and Exodus) have discussions taken place with children and young person’s leaders – and see Young People tasks below
	
	
	

	Will you use any additional resources such as financial presentations, lay testimony and harvest resources? See More Resources. 


	
	
	


	Action
	Who?
	Done?
	Notes

	Prayer - Core
	
	
	

	Have liturgical resources for the relevant preaching stream been made available to those leading public worship? 
	
	
	

	Have the optional intercessions from the liturgical resources been made available to those leading intercessions in public worship?
	
	
	

	Are any of the creative prayer ideas being used, and plans in place to make it happen?
	
	
	

	
	
	
	

	Small groups - optional
	
	
	

	Are small groups part of the programme?
	
	
	

	Have existing small group leaders been consulted and ready to lead their groups using the relevant small group resources? 
	
	
	

	Has time been set aside to help small group leaders become familiar with the small group resources and the overall purpose of the Giving in Grace programme
	
	
	

	
	
	
	

	Young people - optional
	
	
	

	Will children and young people’s groups take part in the Giving in Grace programme? 
	
	
	

	Has there been consultation with children and/or young people’s ministry leaders?
	
	
	

	Do children and youth leaders have access to the relevant resources?
	
	
	


	Action
	Who?
	Done?
	Notes

	Home Visiting - optional
	
	
	

	Will home visiting be part of the programme? 
	
	
	

	Has a home visiting volunteer team been formed? 
	
	
	

	Has a visitor training session been arranged?
	
	
	

	Do home visitors have the relevant literature packs?
	
	
	

	Will there be a simple commissioning liturgy?
	
	
	

	
	
	
	

	Social Events - optional
	
	
	

	Will social events be part of the programme?
	
	
	

	What social events are planned?
	
	
	

	Is there a designated lead for each social event? 
	
	
	

	Are the practical arrangements in hand?
	
	
	

	Is publicity for any social events in hand?
	
	
	

	
	
	
	

	More Resources - optional
	
	
	

	Will you hold a thanksgiving service? 

· What date will it be on? 
· Will you use the optional liturgies?
	
	
	

	Will you make a financial presentation as part of worship, or in meetings, or social events
· Review the optional presentation 
· Review the optional sketches
	
	
	

	Does your programme include Harvest?

· Review the all age options
	
	
	

	Will lay testimony be part of the programme? 

· Approach people to share a testimony
· Rehearse the testimony with volunteers
	
	
	


Preparing the Literature
Preparing the three pieces of literature – a brochure, ask letters and response forms - is a core element in the preparation of a programme. 
	Action
	Who?
	Done?
	Notes

	Assign one member of the planning group to oversee and edit the written literature 
	
	
	

	Is there a differentiated database (a mailing list) and compliance with UK GDPR and PECR 
· See Building the Database
	
	
	

	Has a Brochure been created using the Canva templates or designed from scratch?
	
	
	

	Have the differentiated clergy ask letters been written, using the templates or written from scratch?
	
	
	

	Have the differentiated response forms been prepared, Canva templates or local design? 
· Check the closing date for response form returns is in the letter and on the forms
	
	
	

	Has all literature been reviewed again the Literature Checklist?
	
	
	

	Has a decision been made on how the literature packs will be distributed: 
· By email: with PECR regulations in mind?

· Hard copy: via Sunday worship; by post; by home visiting; by social events? 
· How will you get literature to those who might miss an ‘in church’ distribution?
	
	
	

	Agree dates to start and complete literature distribution. 
	
	
	


Preparing to follow up 
The section Preparing to Follow Up focuses on how to best respond when church members return their response forms and how to follow up non responses where appropriate. There is a “rule of three”: send thank you letters within a week to all who respond; send a chase up letter to those who don’t respond and do this within two weeks of the closing date for responses; respond to all requests for further information within three weeks at most of an individual returning their response form.
	Action
	Who?
	Done?
	Notes

	Is there someone with oversight of the receipt of response forms and administration of follow up activities?
	
	
	

	Has a follow up team been selected? 
	
	
	

	Has a date been set for follow up visitor training in response to information requests?
	
	
	

	Is someone on charge of follow up training, including presentation and handouts?
	
	
	

	Have the relevant leaflets and other literature to support information requests for the Parish Giving Scheme, Gift Aid and Standing Orders? 
	
	
	

	Has a thank you letter been prepared Use the template to prepare a thank you letter to go out within one week of receiving a completed response form
	
	
	

	Has a reminder letter been prepared – to go out within two weeks of the closing date for response forms?
	
	
	

	Will all requests for further information be met within three weeks of receiving an individual’s response form.
	
	
	


Delivery and evaluation
	Action
	Who?
	Done?
	Notes

	Use the evaluation form to review the programme and to assess the financial impact of the programme
	
	
	

	Report to the church council on the outcome of the programme
	
	
	

	Identify stewardship elements that need addressing in the church in the near future
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