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Event Planning Guide


	6 Months Prior to Event
	
	3 Months Prior to Event
	
	1 Month Prior to Event

	
	
	
	
	Date
	
	
	Date

	     Location  
	     
	
	 FORMCHECKBOX 
 Flyer Designed/Flyer Submitted
	     
	
	 FORMCHECKBOX 
 Pulpit Announcement Submitted
	     

	     Contact Name 
	     
	
	 FORMCHECKBOX 
 Announcement Written
	     
	
	 FORMCHECKBOX 
 Pass Out Flyers 

     (Sunday and Wednesday)
	

	     Date 
	     
	
	 FORMCHECKBOX 
 Announcement Submitted
	     
	
	 FORMCHECKBOX 
 Reconfirm Location
	     

	     Time 
	     
	
	 FORMCHECKBOX 
 Facility Request Submitted
	     
	
	 FORMCHECKBOX 
 Make Purchases (Submit receipts)
	     

	     Room Capacity  
	     
	
	 FORMCHECKBOX 
 Proposal Approved
	     
	
	 FORMCHECKBOX 
 Reconfirm and Train Volunteers
	

	     Deposit Quote 
	$      
	
	 FORMCHECKBOX 
 Purchase Requisition Submitted
	     
	
	 FORMCHECKBOX 
 Make Purchases 

     (Submit receipts)
	     

	     1st Contact Made
	     
	
	 FORMCHECKBOX 
 Begin Marketing Strategy
	     
	
	 FORMCHECKBOX 
 Other Final Details
	

	 FORMCHECKBOX 
 Proposal Form Submitted
  
	     
	
	 FORMCHECKBOX 
 Work Requests Submitted
	     
	
	A
B
	     
     


	 FORMCHECKBOX 
 Budget Line Item Submitted 

     (be sure to include honorarium)
	     
	
	 FORMCHECKBOX 
 Volunteers Secured
    
	     
	
	C
D
	     
     


	
	     
	
	 FORMCHECKBOX 
 Reconfirm Location
	     
	
	 FORMCHECKBOX 
 Reconfirm Locations
	

	     Attendance Goal 
	     
	
	 FORMCHECKBOX 
 Secure Outside Supplies
      (sound, equipment, etc.)
	     
	
	 FORMCHECKBOX 
 Reconfirm Speaker
	

	     Cost per person 
	$      
	
	 FORMCHECKBOX 
 Estimated Attendance 
	     
	
	 FORMCHECKBOX 
 Reconfirm Outside Supplies
	

	 FORMCHECKBOX 
 Menus requested
	     
	
	 FORMCHECKBOX 
 Deposit Paid 
	     
	
	a

b
	
     


	     Cost to attend
	$      
	
	 FORMCHECKBOX 
 Honorarium
	     
	
	c

d
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