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Mayflower Church
Event Planning Checklist
Companion to the Event Evaluation Process and Event Debrief Template

Purpose
Every Mayflower event is an act of stewardship — of people, time, money, and the witness of the church. This checklist standardizes how we plan, so that no leader is left to remember it all alone, and so that what we do reflects the care and order Scripture commends (1 Corinthians 14:40). Use this form alongside the Event Evaluation Process (which sets the why and the gates) and the Event Debrief Template (which closes the loop after the event).
How to use this form
1.  Fill in the Event Identification page first. The Event Date is the anchor; every milestone below is dated relative to it.
2.  Each phase shows the rule for its due date (e.g., “Event Date − 5 months”) and a Calendar Date line. Compute the actual date once, write it in, and that becomes the deadline for that whole phase.
3.  Each milestone row has its own Owner and Due Date columns — use these when you want a milestone earlier than its phase deadline.
4.  At the end of each phase, the Lead Owner signs and submits to the church office.
5.  Within two weeks after the event, complete the Event Debrief Template (Phase 9 below).


Event Identification
	Event Name
	

	Event Date
	Anchor for every milestone date below

	Event Time
	

	Location
	

	Lead Owner (Event Planner)
	

	Sponsoring Ministry / Team
	

	Approving Body
	Servants Council / Elder Board / Board of Finance / N/A

	Mission Alignment
	Which of the Five Priority Ministries does this serve?

	Estimated Attendance
	

	Approved Budget Cap
	

	Today’s Date
	


Mission & Governance Pre-Flight
Complete before any planning meeting is scheduled. These three questions echo the Event Evaluation Process and surface decisions that need approval before money or volunteer hours are committed.
	Pre-Flight Question
	Answer / Approval

	Which of our Five Priority Ministries does this event guard or advance? (If none clearly, reconsider before proceeding.)
	

	Whose calendar must this fit — Servants Council, Elder Board, Board of Finance, or congregational? Has the right body been consulted?
	

	What is the total cost ceiling, and is it within an already-approved line item, or does it require Board of Finance review?
	

	Who is the Lead Owner, and is that person free of other event commitments in the same window?
	

	What does “success” look like for this event in one sentence? (This becomes the lens for the Debrief.)
	




	Phase 1 — 6 to 12 Months Prior
Due by: Event Date − 9 months (or as early as feasible for short-lead events)    •    Calendar date: _________________



	Milestone
	Owner
	Due Date

	☐  Hold the Planning Meeting with all essential team members — a working session for ideas, concepts, and brainstorming, not a status update.
	
	

	☐  Complete the Event Planning Worksheet and confirm the event has cleared the Mission & Governance Pre-Flight above.
	
	

	☐  Decide on the preliminary budget (food, hospitality, advertising, decorations, supplies) and identify which line item or board approval covers it.
	
	

	☐  Set the firm monthly team-leader meeting cadence with detailed assignment due dates.
	
	

	☐  Develop the follow-up plan for guests and visitors who attend the event (who contacts whom, on what timeline, with what next step).
	
	

	☐  Contact outside organizations as needed (town, school, police, fire, neighbors).
	
	

	☐  Confirm speakers, teachers, or guest entertainers in writing, including doctrinal alignment for any teaching role.
	
	

	☐  Get quotes and procedures from media outlets (newspaper, radio, TV, online) where applicable.
	
	

	☐  Get quotes from outside printers if used for advertising or other materials.
	
	

	☐  Complete the Estimated Cost Sheet below and confirm it is within the approved budget cap.
	
	



Estimated Cost Sheet — Phase 1
	Line Item
	Estimate
	Line Item
	Estimate

	Speakers / Honoraria
	
	Design / Printing
	

	Travel
	
	Decorations
	

	Lodging
	
	Office Supplies
	

	Food & Hospitality
	
	Advertising / Promotion
	

	Equipment Rental
	
	Music / Entertainment
	

	Childcare / Childcare Supplies
	
	Other ____________
	

	Other ____________
	
	Other ____________
	

	TOTAL ESTIMATED COST
	
	Approved Budget Cap
	



Phase 1 sign-off — check items completed and submit this page to the church office along with the Event Planning Worksheet.
	Lead Owner
	Signature
	Date Completed
	Submitted to Office

	 
	 
	 
	 




	Phase 2 — 4 to 5 Months Prior
Due by: Event Date − 5 months    •    Calendar date: _______________________



	Milestone
	Owner
	Due Date

	☐  Lock the final detailed budget and confirm it against the approved cap.
	
	

	☐  Begin the volunteer list and start recruitment.
	
	

	☐  Determine audiovisual requirements and identify A/V volunteers.
	
	

	☐  Determine building, parking, and other logistical needs (rooms, tables, signage, accessibility).
	
	

	☐  Develop the menu / refreshments plan, including allergens and dietary considerations.
	
	

	☐  Order non-perishable supplies (plates, cups, utensils, table coverings).
	
	

	☐  Prepare advertising layouts and order or print materials.
	
	

	☐  Order ministry materials and promotional items (volunteer shirts, badges, name tags, accessories).
	
	

	☐  Complete the lists for mailing, email, social media invitations, and postcards.
	
	

	☐  Finalize the follow-up plan and enlist the volunteers who will execute it.
	
	

	☐  Begin volunteer training — ownership grows from preparation, training, and clearly cast vision.
	
	



Estimated Cost Sheet — Phase 2 (revised)
	Line Item
	Estimate
	Line Item
	Estimate

	Speakers / Honoraria
	
	Design / Printing
	

	Travel
	
	Decorations
	

	Lodging
	
	Office Supplies
	

	Food & Hospitality
	
	Advertising / Promotion
	

	Equipment Rental
	
	Music / Entertainment
	

	Childcare / Childcare Supplies
	
	Other ____________
	

	Other ____________
	
	Other ____________
	

	TOTAL ESTIMATED COST
	
	Approved Budget Cap
	



Phase 2 sign-off — check items completed and submit this page to the church office.
	Lead Owner
	Signature
	Date Completed
	Submitted to Office

	 
	 
	 
	 




	Phase 3 — 2 to 3 Months Prior
Due by: Event Date − 3 months    •    Calendar date: _______________________



	Milestone
	Owner
	Due Date

	☐  Volunteers given specific assignments (some events will assign these 4–12 months in advance).
	
	

	☐  Follow up and accountability with team members — every team leader has a named conversation, not just a group reminder.
	
	

	☐  Continue team-member training.
	
	

	☐  Complete the final revision of schedule, procedures, and needs.
	
	

	☐  Finalize the promotion plan.
	
	

	☐  Hold a walkthrough of the event with all team leaders.
	
	

	☐  Review the follow-up plan with the leaders responsible for it.
	
	



Phase 3 sign-off — check items completed and submit this page to the church office.
	Lead Owner
	Signature
	Date Completed
	Submitted to Office

	 
	 
	 
	 




	Phase 4 — 1 Month Prior
Due by: Event Date − 30 days    •    Calendar date: _______________________



	Milestone
	Owner
	Due Date

	☐  All promotional materials completed and received in hand.
	
	

	☐  All advertising sent to the receiving organization (newspaper, TV, radio, online).
	
	

	☐  Confirm the recipient at each advertising organization received the advertisement.
	
	

	☐  Order all food.
	
	

	☐  Food purchases finalized with a named pickup person, time, and date.
	
	

	☐  Schedule of all personnel and job descriptions complete — including building staff and clean-up team.
	
	

	☐  Final volunteer training scheduled and confirmed.
	
	

	☐  All volunteer assignments locked.
	
	

	☐  Continued follow-up and accountability with team members.
	
	

	☐  Final revision of event schedule, procedures, and needs.
	
	

	☐  Promotion plan fully executed.
	
	

	☐  Parking, clean-up, and security details finalized.
	
	

	☐  Set-up and tear-down times confirmed with the responsible team members.
	
	

	☐  Returning of borrowed or rented items, and items being returned for credit, confirmed with a non-pastoral team member as the named owner.
	
	

	☐  Promotion goes live within the church and the broader community.
	
	



Phase 4 sign-off — check items completed and submit this page to the church office.
	Lead Owner
	Signature
	Date Completed
	Submitted to Office

	 
	 
	 
	 




	Phase 5 — 2 Weeks Prior
Due by: Event Date − 14 days    •    Calendar date: _______________________



	Milestone
	Owner
	Due Date

	☐  Send confirmation emails to all volunteers with time, date, and location.
	
	

	☐  Meet with the team to finalize plans; convey the finalization to all volunteers.
	
	

	☐  Continue promotion with extreme emphasis.
	
	

	☐  Double-check everything: schedule, supplies, equipment, ownership of every task.
	
	

	☐  Finalize team-member training and assignments.
	
	

	☐  Finalize all team-member supply needs.
	
	

	☐  Finalize all seating and table arrangements.
	
	

	☐  Confirm volunteer count is sufficient for assignments.
	
	

	☐  Verify food purchases and pickup with the responsible person.
	
	



Phase 5 sign-off — check items completed and submit this page to the church office.
	Lead Owner
	Signature
	Date Completed
	Submitted to Office

	 
	 
	 
	 




	Phase 6 — 1 Week Prior
Due by: Event Date − 7 days    •    Calendar date: _______________________



	Milestone
	Owner
	Due Date

	☐  Meet with all team members for last-minute details.
	
	

	☐  Final rehearsal or walkthrough of the event.
	
	

	☐  Verify final tear-down and cleanup plans with responsible team members.
	
	

	☐  Verify the returning of borrowed or rented items, and items being returned for credit, with a non-pastoral team member as the named owner.
	
	

	☐  Team leaders recheck every area and plan for unforeseen changes or issues.
	
	

	☐  Final review of all team-member tasks.
	
	

	☐  Review the follow-up plan with team members.
	
	

	☐  Send a reminder/encouragement email to all volunteers, including any change of plans.
	
	

	☐  Confirm with team members when they should arrive.
	
	



Phase 6 sign-off — check items completed and submit this page to the church office.
	Lead Owner
	Signature
	Date Completed
	Submitted to Office

	 
	 
	 
	 




	Phase 7 — Day Prior to Event
Due by: Event Date − 1 day    •    Calendar date: _______________________



	Milestone
	Owner
	Due Date

	☐  Recheck all equipment and supplies for the event.
	
	

	☐  Recheck logistical issues for traffic flow, arrival and dismissal procedures, kitchen needs, security needs, etc.
	
	

	☐  Confirm set-up of all rooms, tables, and signage.
	
	



	Phase 7 (cont.) — Day of Event
Due by: Event Date    •    Calendar date: _______________________



	Milestone
	Owner
	Due Date

	☐  All team members arrive at least one hour early.
	
	

	☐  Check audio/visual equipment at least one hour prior.
	
	

	☐  Final check of all areas being used for the event, including bathrooms.
	
	

	☐  Greet team members and cover any final details — pray together before doors open.
	
	



Phase 7 sign-off — check items completed and submit this page to the church office.
	Lead Owner
	Signature
	Date Completed
	Submitted to Office

	 
	 
	 
	 




	Phase 8 — One Day After Event
Due by: Event Date + 1 day    •    Calendar date: _______________________



	Milestone
	Owner
	Due Date

	☐  All rooms have been cleaned.
	
	

	☐  All bathrooms have been cleaned.
	
	

	☐  All floors have been mopped or vacuumed.
	
	

	☐  All items have been returned or scheduled for return (responsibility on a non-pastoral team member).
	
	

	☐  All decorations and props have been torn down and stored.
	
	

	☐  Team-member event review (debrief) has been scheduled.
	
	



Phase 8 sign-off — check items completed and submit this page to the church office.
	Lead Owner
	Signature
	Date Completed
	Submitted to Office

	 
	 
	 
	 




	Phase 9 — Debrief & Evaluation
Due by: Event Date + 14 days (no later)    •    Calendar date: _______________________



Within two weeks of the event, complete the Event Debrief Template with the Lead Owner and the team-leader group. The debrief is part of the event — not optional and not deferred to “when we have time.” File the completed debrief with the church office and route a one-page summary to the approving body that authorized the event.

	Milestone
	Owner
	Due Date

	☐  Mission alignment review: did this event guard or advance one of our Five Priority Ministries?
	
	

	☐  Wins: name three things to repeat.
	
	

	☐  Improvements: name three things to change before doing this again.
	
	

	☐  Stewardship check: actual cost vs. approved budget cap, with notes on any variance.
	
	

	☐  Volunteer experience: were people prepared, equipped, and thanked?
	
	

	☐  Guest follow-up: was the follow-up plan executed? Where did it succeed or fail?
	
	

	☐  Recommendation: repeat as-is, repeat with changes, or sunset.
	
	

	☐  File the Event Debrief Template with the church office and the approving body.
	
	



Phase 9 sign-off — check items completed and submit the completed Event Debrief Template to the church office.
	Lead Owner
	Signature
	Date Completed
	Submitted to Office

	 
	 
	 
	 




Remember
Ownership by your volunteers grows from preparation, training, and promotion. These are the means by which vision is conveyed in tangible form. Plan early, train well, and let the Lord build the house — for unless the Lord builds the house, those who build it labor in vain (Psalm 127:1).
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