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Macedonia Baptist Church 

Event/Project Planning Template



To use this template to assist in planning an event or project, follow these steps:

Once the leadership and committee or team members have been identified, the group should discuss what is needed for the event or project to be a success and categorize those items.   Some examples of categories follow:
Food – will food be an integral part of the event or project?  
Recruitment – will it require large numbers of people to carry out this event or complete the project?  
Registration – will it be necessary to register people for this event or project?
Community Engagement – in order for the event or project to be a success, will it require the support of other organizations?  
Logistics – will the event or project require any unique electrical, water, parking, trash removal, etc. arrangements?
Youth Involvement – what will be the role for young people in this event or project?
Maintenance – will there be a maintenance component of this event or project?
Construction – is any type of construction necessary for the event or project?
Program Planning - will the event or project begin or end with some type of ceremony or program?
Public Relations – if the success of this event or project is reliant on or designed to benefit people external to the Macedonia Baptist Church family, there should be a public relations component.
Other – 

Create a worksheet for each category, determine: who will work on that category; what must be accomplished; the smaller tasks involved in each accomplishment; and who will be responsible for each task.  [NOTE:  Initially, the creation of the worksheet(s) could take more than one meeting.]

The length of time from the start of planning to the culmination of the event or project should guide how frequently the committee or team meets.  It is recommended that in the early planning stage the group meets more frequently to determine what must be done and who is responsible for accomplishing which tasks.  At each subsequent meeting, the leader should guide the group through the worksheet(s) allowing each category group to report out on its progress.  The leader should update the worksheet for each task – confirming completion or noting what remains to be done and by whom.  

Keys to successful events or projects:

Clarity and frequency of communication within the event or project team
All committee or team members pitching in to complete the tasks in the given timeframe
All committee or team members desire to work toward the success of the event or project
Understanding that everyone on the team brings different skills and experiences to contribute to the success of the event or project  
Realizing that each committee or team member has been guided by God to serve in this capacity and is willing to work together in Christian love.



	Ministry:  _______________      Title of Event or Project: _____________________________________________   

Date of Event or End Date of Project:  __________



	Event or Project Chairperson/Manager: 


	 Cell phone/email address:


	Other Event/Project Team Members/Cell Number/Email Addresses:






	External Event/Project Team Members/Cell Number/Email Addresses:









	What is the importance of this event or project or how will it benefit its intended audience?










Website: www.macedoniaofalbany.org 

What, if any, key information should be posted on the church’s website – BE CONCISE:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

NOTE:  This page can be given to or shared with any of the webmasters (Desmond Gordon, Sharon Cates-William or Jennifer Sneed).  



	Category:______________

	Responsibilities 
(What needs to be accomplished?  What are the smaller tasks to reach the accomplishments?) 
	Action Items/Who 
(Who is going to complete each task? Status of each task: Confirmed or what is yet outstanding )
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	Category:___________

	Responsibilities 
(What needs to be accomplished?  What are the smaller tasks to reach the accomplishments?)
	Action Items/Who 
(Who is going to complete each task? Status of each task: Confirmed or what is yet outstanding )

	Who’s working on this category?

1.
2.
3.
4.
5. 
	
	






	Category:___________

	Responsibilities
(What needs to be accomplished?  What are the smaller tasks to reach the accomplishments?)
	Action Items/Who
(Who is going to complete each task? Status of each task: Confirmed or what is yet outstanding )

	Who’s working on this category?

1.
2.
3.
4.
5.
	
	









	Category:___________

	Responsibilities
(What needs to be accomplished?  What are the smaller tasks to reach the accomplishments?)
	Action Items/Who
(Who is going to complete each task? Status of each task: Confirmed or what is yet outstanding )

	Who’s working on this category?

1.
2.
3.
4.
5.
	
	













	Category:_________

	Responsibilities
(What needs to be accomplished?  What are the smaller tasks to reach the accomplishments?)
	Action Items/Who
(Who is going to complete each task? Status of each task: Confirmed or what is yet outstanding )

	Who’s working on this category?

1.
2.	
3.
4.
5.
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