Event Planning Procedure

Because of the many ministries at Advent and the need to communicate and coordinate the many activities, it is necessary when planning an event that there be thoroughness in communication. On the back are some questions to guide your planning. Copies of this form should be given to Karen Coddington, Information Administrator, and to the church office. Note that rooms might be reassigned as needed. 

Date submitted: ________________

Contact person/organizer: ___________________________


Telephone: ________________

Event date(s): ___________________________

Facility Reservation Form has been submitted:  Yes   No

Estimated total cost $________

Ministry budget to be charged: ___________________________

Payment Voucher has been submitted:  Yes   No

Brief description of event:

Questions to consider while planning.

Who


a. Who will organize and promote the event?


b. Who will plan and prepare the event?

c. Contact Karen Coddington to schedule space use and to enter on the calendar.


d. Contact the appropriate staff person(s) and/or committee.


e. Who will be the primary audience/attendees of the event?


f. Who among staff and volunteers needs to be involved?

g. Who will approve the event?

What


a. What will happen at the event?


b. What materials will be needed?


c. What will be needed from the staff?


d. Will a sound system be needed?


e. Will there be a press release?

When


a. When does planning need to be done?


b. When does organizing and preparing take place?


c. When does evaluation of the event take place?


d. When do you need the building to be open?

Where 


a. Where will the event take place?


b. What church space will be needed?


c. How many people do you anticipate to be in attendance?

Why


a. In what ways will this event promote the purpose of Advent?


b. In what ways will this benefit the people who are involved?

How


a. How will evaluation take place?


b. How will the event be promoted?
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