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Parish Checklist

Parish Chairman
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Clty/State .................................................................. = p F
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Pre-Retreat
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Attend Parish Chairman kick-off meeting at Holy Family Retreat Center
Read Parish Chairman Guide
Complete “Parish Information” form contained in this packet
Develop parish promotion plan:
U Review Retreatant list:
O Correct errors, such as addresses, telephone, etc.
U Delete Retreatants who have moved out of area or are deceased.
O Make a copy of corrected list and send one to the Retreat Center.
U Meet with the Parish Retreat Group to develop the Parish Promotion Plan
U Meet with Pastor and Parish secretary:
O Explain parish promotion plan and ask for support
U Place Retreat date on parish calendar
U Place evenings of reflection on parish calendar
U Promote Retreat and Days & Evenings of Reflection with parish group contacts as indicated
on Parish Information Form:

Group Retreat Weekend Evenings of Reflection

Deacons

Eucharistic Ministers
Parish Council Members
Parish Trustees
Readers/Lectors
Catechists

Holy Name Society
Knights of Columbus
Social Action Committee
Collectors/Greeters
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Group Retreat Weekend Days &Evenings of Reflection
Choir a d
RCIA Program a d
Other a d

U Arrange for presence at parish functions:

U Christmas Fair

U Easter Flower Shows

U Craft Fairs
U Arrange for display of promotional material in the vestibule, if approved by Pastor
U Develop mutual support with other parishes:

Q  Joint Planning Meetings Date
D ‘]Oint Communion BreakfaStS Date ...........................................................
O Joint Dinners Date

L Implement the Parish Promotion Plan

Call Retreatants

Call personal friends and relatives

Insert notices in parish bulletin

Inserted prayer for Retreatants in “Prayer of the Faithful”

Ask priest to announce retreat from pulpit and encourage participation
Arrange for transportation if needed
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During Retreat

O Complete Parish Officer list and turn in at Retreat Center
O Attend the Business meeting on Saturday afternoon

Post Retreat

O Arrange “make-up” retreat date: Date
O Place in parish bulletin with post
retreat announcement
0 Contact those who expressed interest
but had scheduling conflict

Arrange Day or Evening of Reflection Date
Contact Retreat Center for next year’s
retreat date Date

Meet with Co-chairmen and group of retreatants
to develop ideas for promotion
Draft promotional plan for the upcoming year
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