JUBILEE CHURCH EVENT PLANNER

Event:

Date/Time:

Setup Time:

Cleanup Time:
Expected Attendance:

Primary Host/Event Coordinator:
Alternate Host/Event Coordinator:
Event Assistant:

Event Assistant:
Event Team Communication Method:
(Ex. text, phone, email)

v'| "X" AS COMPLETED Assigned To v'| "X" AS COMPLETED Assigned To
DECOR GAMES/ACTIVITIES
PRINTABLES/GRAPHICS
Devotionals/Lessons
Event Graphics
DINING SETUP Programs
Tables Sign-up Sheets
Rectangular
Round
Other Items
Chairs
Power strips PROMOTION
Trash cans (AT LEAST ONE MONTH BEFORE EVENT)
Tablecloths Upon Approval
Put on church calendar
One Month Before Event
Sunday Announcements
Sign-up Sheets
MENU Social Media Posts
Main Dishes Promo Video
Week of the Event
News Rel
Community Calendars
Side Dishes Social Media Posts
| sounomepiaEquiPMENT |
Coordinate w/ Media Team
Mics
Desserts Audio
Video
Portable Sound System
Drinks
MISCELLANEOUS
Gift Baskets
Other Items Hotel Reservations
Dinner plates Event Brite Tickets
Dessert plates Transportation for Speakers
Bowls
Cups
Utensils
Napkins
Beverage Dispensers Notes:
Ice/lce Chest




To Do the Week of the Event:

To Do After the Event:

Touch base with key personnel several days before event.

Confirm all church-provided items are returned to storage.

Confirm building access time with church staff.

Staple reimbursible receipts to this form and return to church office.

Confirm availability and condition of church-provided items

Complete "After Action Review" and turn any notes into church office.

v "X" AS COMPLETED Assigned To Notes:
Personnel
Speakers
Portable Sound Sys.
Canopies
Bug Repellent
Sunscreen
Water Bottles
Power Strips Ushers
Extension Cords
Fire pit, wood, starter
Coordinate with lawncare service
Security
SHOPPING LIST
Setup Crew

Teardown Crew

Childcare

Music/Worship

Dancers

Media Crew

Janitorial




PLANNING NOTES:



AFTER ACTION NOTES:

DO ANY CHURCH-OWNED ITEMS NEED REPLACED BEFORE NEXT EVENT?

WHAT WOULD YOU DO DIFFERENTLY NEXT TIME?

STATISTICS FOR EVENT
ATTENDANCE:
SALVATIONS:
BAPTISMS OF THE HOLY SPIRIT:

PRAYER REQUESTS:

FOLLOW-UP CARE REQUIRED:

OTHER COMMENTS:
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