Event plans for _____________________________  (name of the event)

	Date: 
	Purpose: 

	
	Description: 

	Person responsible
	To do 

this task
	By this date

	
	Booking of facility, etc.


	

	
	Promotion – announcements


	

	
	Promotion – social media 


	

	
	Promotion – phoning


	

	
	Rides needed 


	

	
	Food 


	

	
	Shared Leadership of the event 


	

	
	Other


	

	Entire team
	Set up 


	Time

	Entire team
	Prayer before the event


	Time


Great events require great planning.

Prepare well in advance

Promote well: the greatest plans will be worthless if no one comes

Create the right environment to help people feel welcome and comfortable. The event starts the moment the first person walks in the door - be ready and make them feel glad they came
Pray for the purpose of the event, for each other in leadership and for the youth 

Lead well: help youth have a great time while making sure the event moves forward as planned  
Evaluation and Follow Up    The event isn’t finished until we have evaluated it for future excellence and followed up on important issues. 
	Event:


	Date: 


	Did we achieve the 

purpose of the event?
	Yes
	No
	In part (explain)

	Was it a high quality event?


	Yes, because: 


	No, because:

	How could it have been 

more effective?


	

	What caught us by surprise? 

	

	What would we do 

differently next time?

	

	Team member 

responsible
	To do 

this task
	By this 

date

	
	Contact new people and make sure they are invited to the next event


	

	
	People to thank (drivers, hosts, etc.)


	

	
	Other follow up tasks


	


