Timeline for Annual Volunteer Information Night
October 6th 2nd, 2011

July 7	Training by Volunteer Committee for Commission Heads and Committee Heads on preparing for 2nd annual Volunteer Information Night (recruiting new volunteers, display boards and etc.)		
*Parish Pastoral staff will make sure links communicate to committee’s the need to each complete one new name to invite to information night due September 1, leadership night.
August 15	Spirit Newsletter Article turned into Bev Burch
Aug. 22-26	Volunteer Committee meets to prepare presentation for Sept 1 training session.
Sept. 1	 Leadership Night
6:00pm          Leadership Training for Information Night (Nancy Varline)
· collect referral sheets
· display boards collected
· handout on “How to Present at Information Night
6:30pm          
· Decide which ministry areas they would like to recruit for. (Each commission will limit it two three or four in their area).
· Assign responsibility for making presentation at Information Night Breakout
· Work out Information Night presentations 
8:00pm	Pastoral Council reviews progress of commissions and facilitates process
Sept. 5		Spirit Newsletter arrives in all homes with invitation
Sept. 3, 4	Bulletin letter introduces concept of Information Night to Parish (Fr. Steve)
Sept. 5-9	Letters/postcards are designed (Nancy) and given to Jenn Switlick for printing 
Sept. 5-9	Pew cards printed	
Sept. 10, 11	Witness Talks and referral pew cards at all church services
Sept. 12-14   Mailing sent out to all names collected (Jenn Switlick and office 
volunteers)
Sept. 19-23	Phone Tree begins to make follow-up calls (Delores Clancy)                         *Verify they got the invitation card and answering any questions
Oct. 6th          Volunteer Information Night
6:30pm          Welcome & Prayer (5 min. presentation by each com. head)				***very important to keep brief 
6:45pm          Move into Ministry Area Breakout sessions
6:50pm          Ministries recruiting that night make presentations & hand 			job descriptions (10 minutes each of four ministries?)
7:35pm          Question & Answers
7:45pm          Invitation by Commission leader for all to fill out ministry 			application and Evaluation of Information Night
7:50pm          Refreshments & Social
Oct 13th    All who volunteered are contacted by their ministry area head & thanked for choosing to become involved and informing them of what’s next.     
Oct 17-21 All those who came to the Information Night and filled out an evaluation but did not commit are contacted and encouraged to become involved.
                                        
