Promised Land Ministries
Chairperson Annual Day Planning Checklist

3 t0 4 Months before Your Annual Day EVENT
Review Your Event Planning Checklist & Get Started

Official Start Date:

1 | Officially Begin your church’s Annual Day by Praying Done [ ]

Ask the Lord: (1) Prepare the hearts of members, workers, and familewho will
attend for His glory (2) Save Soulsand(3) Kill the spirit of procrastination !

Choose a format that works best for your Annual Daymeetings.
e Will you meet in the morning, afternoon, evenimngweekends?
e Will you meet every week or for several weeks?

e Will you meet at the church or another location?

2 | Set Annual Day meeting dates. Done[ ]

As you're considering dates, you may want to fimdl @bout other programs or meetings
offered by the church or your community so you aaaid conflicts.

3 | Choose a Chairperson. Done[ ]

If you're reading this, that’s you! The Chairpergsmesponsible for planning, recruiting
staff, and overseeing all details to ensure thatuahDay flows smoothly. For an even
easier adventure, consider recruiting other Leadbswill help lead, encourage, and
work on Annual Day. (Remember, your new favoritedvus delegate!)

4 Set a budget. Done[ ]

Write down the cost of each item you'll need, amehttally the total cost to set your
budget. Check with the church there may alreadgrbEVENT budget. If so, find out
what funds are available.

5 | Start collecting decorations. Done [ ]

You might even let members of your congregationvkmdhat you're looking for so they
can keep their eyes and ears open for potentiardeons.

6 2 to 3 Months Before Your Plan Annual Day publicity. Done [ ]
Annual Day EVENT

Decide how you’ll promote Annual Day in your chuihd community. Check with
newsletter chairperson for publicity ideas and ueses.
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7 Make sure website is updated with latest Annual 8y info Done[ ]

Check with Martin Smith to begin updating websitéwyour current church’s Annual
Day information.

8 Begin recruiting Committee Leaders. Done[ ]

Get excited about your Annual Day. Your excitemeifitexcite your volunteers’ ideas
and captivate people’s hearts and minds while atigwou to flex those creative
muscles (in an easy waywith great results).

9 Encourage Pre Annual Day Website Use. Done[ ]

Update your Annual Day website with new committegdlership team, paste church
URL (that's the Web address) into your publicignits. Families can access church site
and get more information and staff members staatgutas well.

10 Start Building Your Network! Done[ ]

Networking will stretch your time and dollars. Fiather churches that are doing Annual
Days invite them over for a small party and brainst decorating, fundraising, and
publicity ideas that will get your whole communéycited about your EVENT.

11 Estimate your Annual Day Attendees. Done[ ]

Use figures from your last year's EVENT programc@iyou’ve estimated how many
children and adults will attend, figure out how marew additional attendees you expect
to attend.

12 Order Annual Day Materials. Done[ ]

If you purchased the Annual Day materials make gatekeep all your receipts. To
avoid stress and disappointment, order things early

13 Explore your Church Facilities. Done[ ]

If your plans involve more than 50 children you nmeed to set up a separate room and
committee to supervise each area. Be sure to iadfudis Crew Leaders in your training
so they can better understand their role.

14 | 8 Weeks Before Your Annual Day EVENT - Begin recruding | Done [ ]
Kids Crew Leaders.

Kids Crew Leaders are like older brothers and istethe church youth family. Getting
them involved helps develop their leadership giftd Christian maturity.
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15 | Begin publicity and select a committee to takeigtures of your | Done [ |
event to place on church’s website.

Place the Annual Day invitation in church newslesed distribute to families and
community. Place signs through out the buildingrgtpeople know something
wonderful is about to happen. Have your photo catesibegin taking pictures to build
enthusiasm and promote attendance for your progsathexcitement by telling the
congregation how excited you are to win souls dodfg the Lord through the program!

16 Begin getting your Menu together and gatheringugpplies. Done[ ]

Assign chairpersons for both committees to chodbemme and start gathering all
decorations, supplies and developing a varietpo@l§ that will make a great impression!

17 Plan your Annual Day program. Done[ ]

Select a chairperson to design your program, assgnbers to welcome guess, do
readings, offer prayers, take up offering, etc.

18 | 4 Weeks Before Your Annual Day EVENT - Recruit addional | Done [ ]
volunteers.

In addition to Committee Leaders and Kids Crew lezagdyou may want to recruit
volunteers to help with evangelizing, transportatiand child care for smaller children.

19 Get your congregation excited Done[ ]

Set the tone by reminding everyone th@bd so loved the world that He gave His only
begotten Sofiand He is the reason why we serve its not about& me it's about
Jesus!

20 | Continue publicity. Done[ ]

Insert copies in your church bulletins distributpies in Sunday school classes,
Distribute Annual Day door-to-door in the neighbmold. Be sure to direct people to the
church website for more information and directibmshe church.

21 Hold the scheduled leadership meeting. Done [ ]

Get prepared and plan a readiness meeting, brexcksrand review all your planned
activities with your Committee Leaders and Kids\Wiesaders to make sure everyone in
on the same page. Thank them for coming, discuss supplies the leader needs, what
concerns he or she may have, or any aspects pfolgeam that are not clear. This will
not only prevent miscommunication but also helpryamiunteers know how much you
appreciate them.
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22 2 Weeks Before Your Annual | Check your evangelizing Done[ ]
Day EVENT count.

Double-check your expected attendees for your emethitmake sure you have enough
chairs, tables and supplies. Order extras jusage,cmany churches experience last-
minute additions, first-day surprises, and unexgxkatcreases as kids bring their friends.

23 Make backup and emergency plans. Done [ ]

What if it rains or snows day of your program? Hlaadvance how you’ll handle bad
weather. You may also want to line up backup KidswCLeaders in case some drop out.

24 1 Week Before Your Annual Dedicate Annual Day Done [ ]
Day EVENT

Introduce Committee Leaders, Kids Crew Leaders,adhédr volunteers during your
church service. Then ask the pastor and church menpay that God will use this
Annual Day to touch and save souls with his loverduthis Annual Day.

25 Meet with Committee Leaders again. Done [ ]

Check with leaders to make sure they have allehjaired supplies, and answer any
guestions they may have. Work together to smootlaoy last-minute details. It's a good
idea to have your staff arrive early to greet guess

26 Help Committee Leader handle decorations. Done [ ]

Use colorful ideas and shoot for the WOW Affect!

27 During Your Annual RELAX and Put it in God’s Hands | Done [ ]
Day EVENT

Lead a prayer, asking God to bless your day, pretesryone, and give all leaders
wisdom as they work to make the event a success.

28 | Thank Them at close of the Program have all Comittee Done [ ]
Leaders and Kids Crew Leaders stand ask church foapplause

Check in with all Annual Day staff to see what wemtoothly and what could be
improved for future annuals days. Be prepared &mgh schedules, rooms, or
procedures. You may even need to reassign someCGfaiss.

29 | Make sure all Committee Leaders and Kids Crew Laders Done [ ]
have rides.
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30 | After Your Annual Day Collect reusable leftover supplies. | Done [ ]
EVENT

Store the supplies in your church’s supply clogseesource room for use in future
EVENT programs or other ministry events. If youroaved supplies return them to their
owners.

31 | Update website with new pictures from your progam. Done [ ]

Show all the Spotlights form Photo Committee pietuand presentations. Your Visitors,
Kids (and their parents) love seeing themselvetheriinternet” Also colorful photos
will bring back memories of a terrific time at AredDay.

32 | Follow up with Annual Day visitors. Done[ ]

Mail thanks you Annual Day follow-up postcards,nkiag visitors for attending your
EVENT and remind them that they can see themselnedke church website.

33 | Thank your staff members for all their hard work. Done[ ]

Before your next % Saturday Leadership meeting check in with all Aadriday staff to
see what went smoothly and what could be improweduture annuals days. Be
prepared to change schedules, rooms, or procedvak® written notes of good ideas
that could be used for next year’s program. Notepoblems that came up and how
they were solved. You could even hand out tokerappfeciation, flowers, or baked
goodies to show your appreciation.

34 | 1* Saturday Leadership Meeting Report on your program Done[ ]

Present your final Annual Day report dt3aturday meeting

35 | Fill out the Annual Day Evaluation. Done[ ]

Fill out the EVENT Chairperson’s evaluation. Thedgs us plan for the future.
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