Sample Perpetual Calendar for Executive Ministers

January

Meet with staff to review last year’s results and next year’s goals

Send “results” from your personal goals to personnel committee and schedule a face-to-face meeting

Assign the region board development exercises for the year to those who will be leading those exercises

Distribute publicity information for any spring events

Take advantage of any snow days (for those in the north) spending some time working on sermon or teaching material for the coming year

Make a note of family birthdays for the coming year

February

Meet with personnel committee

Confirm details with any speakers for the coming year

Write a “friends of the region” letter

Prepare for spring association or area meetings or region annual meeting

Plan vacation time for the coming year

Do any pastors need emergency assistance to get through the winter?

Don’t forget Valentine’s Day

March

Send out a nominations form in your regional publications to assist the work of the region’s nominating committee

Plan an interim ministry training event

Do you need to meet with any congregations considering affiliating with your region?

Take advantage of Lenten opportunities to recharge spiritually

April

Attend area or associational meetings or pastor cluster group meetings

Be prepared for last minute invitations to cover worship services during Holy Week for pastors who have emergencies

Attend the National Leadership Council Meeting
May

Write a “friends of the region” letter

Meet with the region’s nominating committee

Distribute publicity information for any fall events

Evaluate your area or regional annual meetings

June

Host a “clean out the files” day in the office for all staff

Plan a staff work day in one of your camps or neighborhood action centers

Reflect and evaluate the spring activities

July

Have you taken vacation yet?

Plan a new minister orientation event for the fall

Help prepare the regional departments for their fall annual meeting presentations

Will you offer fall stewardship resources to local congregations?

August

Prepare for fall association or area meetings or region annual meeting

Prepare nominating committee report

Hold an executive staff retreat

September

Meet with any new seminarians

Write a “friends of the region” letter

October

Attend area or associational meetings or pastor cluster group meetings

Purchase Christmas cards

November

Evaluate your area or regional annual meetings

Schedule a regional board member orientation

Distribute Christmas party invitations

Inform new officers of appointments that need to be made for coming year

Send a welcome letter to new board members

Purchase a gift for the outgoing president

Buy Christmas presents for staff

Take advantage of Advent opportunities to recharge spiritually

December

Will you offer bonuses to staff?

List the five most memorable region events of the preceding year

Review your goals for the year, preparing a results document that includes accomplishments that could not be foreseen in January

Develop a list of goals for the coming year

Turn in housing allowance requests to personnel committee for coming year

