Decision tree for the organising of DAC site visits
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Lead coordinator fills out check
list, sets diary reminders and
sends PCC checklist to fill in.

!

l Documents complete?

Lead Coordinator sends invite email to all key
attendees with Outlook poll.

1 1
1 week prior to site visit Lead Coordinator sends
reminder to attendees to complete Outlook poll

el 3 WOrking days prior to site visit Lead
Coordinator checks Outlook poll and sends

_— If cancelled Lead | ] confirmation or cancellation email
Coordinator agrees new
dates

Site Visit takes place and minutes
produced. Draft minutes distributed by
Lead Coordinator to Church Buildings

Key:
ey Team for agreement at DAC meeting

Church Buildings
Team/AD’s PA’s

Lead Coordinator

YES/OK

NO/NOT OK
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