Who does What by When?

Time, Talent, Treasure, and Assets

	Action
	Person Responsible 
	Completion Date 



	PARISH COORDINATOR

A parish member should be appointed to help coordinate the details with the, staff, stewardship committee, and other parish committees
	​​___________________
	______________

	
	
	

	IMPLEMENTATION DATES
	
	

	Option 1 Process

Announcement Weekend (Spirituality Homily – Ministry Fair)
	(Weekend 1(
	Option 2 Process
Same as Option 1



	Time & Talent Weekend (Lay Witness)

Take a Break (if needed)
	(Weekend 2(
(Weekend 3(
    Week 3(
	Time, Talent & Treasure weekend
Follow-up Weekend

Thank-you and Follow-up week

	Treasure Commitment Weekend (Lay Witness)
	(Weekend 4
	

	Follow-up Weekend
	(Weekend 5
	

	Thank-you and Follow-up Week
	(Week 5
	

	
	
	

	BROCHURE, TIME & TALENT COMMITMENT FORM, AND BULLETIN INSERT DECISIONS
	
	

	Brochure & Time & Talent forms
	___________________
	_______________

	Designing / Updating Time & Talent Commitment Forms and Ministry Catalog


	___________________


	_______________



	LITURGICAL CONSIDERATIONS
	
	

	Music
	___________________
	_______________

	Designing, Making and Hanging a Banner 
	___________________
	_______________

	Hanging Posters(Supplied)
	___________________
	_______________

	Redesigning Offertory Envelopes, if necessary
	___________________
	_______________

	Lay Witness Presentations
	___________________
	_______________

	Logistics of Appeal during Mass (Coordinate with ushers)

   Time & Talent or Treasure:

Writing instruments and Commitment Forms:

(   Option A – stocked in pews prior to each Mass

(   Option B – passed out during appeal 


	___________________
	_______________

	Prayers of the Faithful
	___________________
	_______________

	Offertory Collection options: (Coordinate with ushers)

   Time & Talent or Treasure:

(   Option A - pass a basket through the pews and ask for forms
Place a large basket with filled-out forms near the altar after the collection

(   Option B - Procession of Commitment Forms to the altar and have parishioners drop them in baskets around the altar
	___________________
	_______________

	
	
	

	Mass Announcements
	___________________
	_______________

	
	
	

	PRESENTERS
	
	

	Priest’s Homily (Announcement Weekend)

Does pastor speak at all the Masses?

What about associates or visiting priests?
	___________________
	_______________

	Lay Witnesses (Time & Talent Weekend or Treasure Weekend)

(   Option A - Your own parishioners (most effective), or 

(   Option B - From another parish

(If you need a lay witness from outside your parish contact Bob Pfundstein at (815) 399-4300)
	___________________
	_______________

	
	
	

	Individual to walk parish through the filling out of commitment card/sheet
	___________________
	_______________

	Wills Awareness presenter (contact Office of Stewardship Development  at (815)399-4300 to prepare a wills awareness seminar using a local attorney) 
	___________________
	_______________

	
	
	

	MAILINGS


	
	

	1st Mailing (Stewardship Letter) – Week 1
	___________________
	_______________

	2nd Mailing (Thank-You Letter) – Week 3 or Week 5
	___________________
	_______________

	2nd  Mailing (Follow-Up Letter) – Week 3 or Week 5
	___________________
	_______________

	3rd Mailing (End-of Year Gift) – November
	___________________
	_______________

	Quarterly  Pledge Reminders 

--1st Quarter sent by   __________

--2nd Quarter sent by   _________

--3rd Quarter sent by   _________

--4th Quarter sent by   __________


	___________________
	_______________

	BULLETIN CONSIDERATIONS
	
	

	Design bulletin cover with stewardship theme
	___________________
	_______________

	Design stewardship section in bulletin for stewardship education
	___________________
	_______________

	Placing Bulletin Announcements for appropriate weeks
	___________________
	_______________

	
	
	


EVALUATION MATERIALS

	Enter all Time, Talent, & Treasure information into computer
	___________________
	_______________

	Run PDS reports to gather statistical information

(See Follow-up section)
	___________________
	_______________

	Send copy of reports to Office of Stewardship Development (mail, fax or e-mail to rpfundstein@rockforddiocese.org )
	___________________
	_______________


Send information to:
Office of Stewardship Development
555 Colman Center Drive

P.O. Box 7044

Rockford, IL 61125-7044
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