
 

 
 

Ministry Plan & Budget Form 
 
The purpose of this form is to help you think through the structure of your ministry and how you will execute its 
plans.  It also helps church leadership understand your vision and help equip you and hold you accountable. 
 

 
Ministry Name:     
 
 
Leader’s Name(s):    
How long is the term of your leadership responsibility?  To whom are you accountable?   

 
 
Ministry Mission and/or Vision: 
This should include the scope, purpose, and importance of the ministry. 

 
 
Ministry Structure & Activities:  
Whom does the ministry serve?  How often are they served?  What special events do you hold?  Who participates 
in the ministry?  How do you invite new participants to serve?   

 
 
 
 
Have Measurable Goals and Objectives:  
What are you hoping to accomplish and/or change in the next 18 months?  Beyond that?  What are your two or 
three most critical goals?  How will you stay on task to accomplish them?  (As much as possible, quantify your 
goals in terms of people, calendar dates, events, space, financial aspects, etc.  Are your goals specific, measurable, 
attainable, realistic, timely?  Can you measure progress and success?)     

 
 
 
 
Communication Doesn’t Happen by Accident:   
Who needs to hear about this ministry?  How often and for what reasons?  In what ways will you communicate 
(e.g. phone, email, Facebook, bulletin, press release, posters)? Who will make sure the communication takes 
place? Possible different “audiences” require different communication: general public, other churches, general 
membership of this church, volunteers in this specific ministry, other ministry leaders in the church, vestry 
leadership, clergy. 

 
 
 
 
 
 
 



Resources: 
What are the resources of time, talent and treasure needed to allow your ministry to thrive? What additional 
equipment, people, improvements, space, etc. will you need?  Please provide a cost estimate for items not already 
included on the budget worksheet. Does your ministry raise funds? If so, how? 
 
 
 
 
Leadership Training and Development: 
What is the tenure of your leadership responsibility? What is the process for new leadership recruitment, training, 
and support? What help do you need here? 

 
 
 
 
Evaluation and Celebration:  
How does your ministry measure its success (e.g. # of attendees or participants, # of souls cared for/brought to 
Christ, etc.)?  Are there any indicators that you need to adjust how your ministry is operating?  State specific dates 
you will schedule to measure ongoing progress and success.  How will you encourage and celebrate the people 
involved in your ministry? 

 
 
 
 
Accountability and Support:  
Who will help you in your role as leader – especially in your weak spots in leadership? To whom have you granted 
permission to give you constructive critique and timely encouragement? Do you have a team and a plan to 
strengthen your role as a leader of this ministry?  To whom do you report?   Who is formally praying and 
interceding for the ministry?  How often do they get updates? 
 
 
 
 
 
Budget Summary (per attached detailed Budget Worksheet) 
 
2013 Projected Revenue:    $    
2013 Projected Expenses:    $  
Requested 2013 Budget Amount (net):  $ 
 
 
 
 
Respectfully submitted by:  
 
Name: ________________________________  Date:  ________________________ 
E-mail: ________________________________  Phone: _______________________ 



Event Planning Checklist 
 
Name of Event                                     
Date:                          
Time Frame (including set-up & tear down): 
Location(s): 

 
Describe the Event in 3-5 sentences: 
 
What is the goal or intended result of the event? 
How does it fulfill part of our mission statement? 

 
Who has overall responsibility? 
To whom does this person report?   
Who is organizing the event, if different?   

 
What authorization/permission is needed? 
Including parish room use request, certificate of liability, parent permission slips, etc.  

 
What advance planning meetings should be held? 
Specific Dates:                          
Names of those involved: 

 
What advance notification/communication/publicity is needed? 
To Whom?            When?             Communication Vehicle(s)?   
Who needs notification to make this happen (e.g. web master)? 
 
What will the event cost? 
Be specific, break it down by different categories 

 
What are the funding sources? 
If from parish budget, is the ministry leader aware? 
If fund raising, has it been authorized through vestry/finance committee? 

 
How Many People are Required for Planning the Event? 
Be specific by different functions 

 
How Many People are Required for the Event Itself? 
Be specific by different functions 

 
Follow-Up 
Activities after the event? 
Publicity, Communication after the event? 
Who will do this? 
Reporting to staff? Vestry? Clergy? 

 
To Whom Will You Report to Assure appropriate progress is taking place? 
Date(s)                         Person to Report To 

 
Who will keep notes on progress of planning and execution and follow-up? 


