
Event Name __________________________________
What is the goal of the event? ____________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________


Event Planning Checklist 
12-8 weeks out 
o If needed, schedule a creative meeting with your direct report, creative team, and Pastor Shianne (if needed), to make sure vision is in alignment.
Date Completed_____________________________________ 	Meeting Date____________
Responsible Party __________________________________ 
o Meet with your team with clear vision and figure out details of the event (logistics, decorations, food, set-up, etc), based on your budget.
Date Completed_____________________________________ 	Meeting Date____________
Responsible Party __________________________________ 
o Schedule a meeting with Pastor Justin to create marketing and social media plan/schedule. Email her to schedule- justin.potter@epicchurch.tv
Date Completed_____________________________________ 	Meeting Date____________
Responsible Party __________________________________ 
[bookmark: _GoBack]o If you do not have a graphic already that has been approved by Pastor Justin, turn in a graphics request form found on the CCB Forms List. 
Date Completed_____________________________________
Responsible Party __________________________________ 
o Turn in all requests needed for social media, announcement video, webpage, videography, and photography based off your marketing plan by filling out the forms found on the CCB Forms List 
Date Completed_____________________________________
Responsible Party __________________________________ 
o If you want the day of your event captured with photography or videography, turn in the appropriate requests by filling out the forms found on the CCB Forms List 
Date Completed_____________________________________
Responsible Party __________________________________ 
o Make sure event information is correct on the CCB calendar (date, time, resources, childcare, and rooms reserved).
Date Completed_____________________________________
Responsible Party __________________________________ 
o Turn in all updates needed for the EpicChurchTV App, by filling out the App Request form on the CCB Forms list. 
Date Completed_____________________________________
Responsible Party __________________________________ 
o If childcare is needed, fill out the Event Childcare request form on the CCB Form List.  Completed_____________________________________
Responsible Party __________________________________ 
o If sound, lights, screens, or any other production element is needed, edit your event in the CCB calendar and make sure all rooms and resources needed are requested.
Date Completed_____________________________________
Responsible Party __________________________________ 
o If worship/live music is needed, email justin.barnett@epicchurch.tv 
Date Completed_____________________________________
Responsible Party __________________________________ 
o Set-up all CCB forms needed for registration, payments, donations, etc. If CCB form requires payment email jessica.abstance@epicchurch.tv asking her to set up a Chart of Accounts (COA). You will first need to make her a “form manager.” 
Date Completed_____________________________________ 
Responsible Party __________________________________ 

o Turn in all purchase requests, petty cash requests,  and check requests needed by completing the appropriate forms found on the CCB Forms List.
Date Completed_____________________________________
Responsible Party __________________________________ 
o Schedule security by contacting Security Team Leader. Email eTeam Pastor for security person’s contact information. 
Date Completed_____________________________________
Responsible Party __________________________________ 

WEEKLY starting 4 weeks out 
o Email Starla.may@epicchurch.tv  for church-wide email each Monday.
☐Week1 ☐ Week2 ☐ Week3 ☐ Week4 
o If you have a CCB form with a payment option—Match Responses!
 ☐Week1 ☐ Week2 ☐ Week3 ☐ Week4 
o Promote on your personal social media pages. 
☐Week1 ☐ Week2 ☐ Week3 ☐ Week4 
o Communicate updates and info. to volunteers and those signed up for event.
☐Week1 ☐ Week2 ☐ Week3 ☐ Week4 


4 weeks out 
o Atleast 30 days out, email Starla.may@epicchurch.tv to request any promotional videos from the Pastors for your event if needed.   
Date Completed_____________________________________ 
Responsible Party __________________________________ 
o Email nick.willis@epicchurch.tv  to see if he has any questions based off your production request and asking if an in person meeting is needed.
Date Completed_____________________________________ 
Responsible Party __________________________________ 
o Email kathryn.flynn@epicchurch.tv to make sure there are no other questions about childcare needs. 
Date Completed_____________________________________ 
Responsible Party __________________________________ 
o Communicate with leaders and volunteers to make sure they are clear on their roles/positions for the event and committed to serving.
Date Completed_____________________________________ 
Responsible Party __________________________________ 
o Create a practice field environment for those serving in new positions (have a rehearsal if needed). If full dress rehearsal is needed, it needs to be scheduled on the CCB calendar with all rooms and resources requested.
Date Completed_____________________________________ 
Responsible Party __________________________________ 
o If an offering is taking place at your event, email jessica.abstance@epicchurch.tv to let her know, so she can set up what needs to be set up. 
Date Completed_____________________________________ 
Responsible Party __________________________________ 
o If the Café or Black Market is being used outside of a regular service, please email shellie.lovell@epicchurch.tv to let her know.
Date Completed_____________________________________ 
Responsible Party __________________________________ 
o Make a detailed list of all supplies needed for your event. 
Date Completed_____________________________________ 
Responsible Party __________________________________ 

1-2 Weeks before: 
o Check in with your volunteers- encourage them, remind them of the vision, and make sure they are clear on their assignments.
Date Completed_____________________________________ 
Responsible Party __________________________________ 
o Make sure all supplies are gathered, purchased and accounted for and all materials printed. Date Completed_____________________________________ 
Responsible Party __________________________________ 
o Request cash box if taking cash payment
 Date Completed_____________________________________ 
Responsible Party __________________________________ 

After event: 
o Make sure all things are put back in their appropriate places. (tables, tablecloths, borrowed decorations, borrowed furniture, etc.)
Date Completed_____________________________________ 
Responsible Party __________________________________ 
o Send follow up email to volunteers thanking them and sharing stories of transformation! Send follow up email to event attendees. 
Date Completed_____________________________________ 
Responsible Party __________________________________ 
o Follow up with social media requests and announcements to promote the success of the event with the photos and/or videos from the event.
Date Completed_____________________________________ 
Responsible Party __________________________________ 

