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PLANNING CHECKLIST & ROLES ASSIGNMENT SHEET SAMPLE
Event Title: __________________________
Event Date: __________________________

Planning Checklist
☐ Confirm event purpose and date
☐ Reserve location
☐ Create promotional materials
☐ Recruit volunteers
☐ Secure speaker or entertainment
☐ Order supplies
☐ Communicate with church body
☐ Final walk-through
☐ Debrief and feedback

Roles Assignment
- Event Coordinator: ___________________
- Hospitality Lead: ____________________
- Setup/Cleanup: ______________________
- Audio/Visual: ________________________
- Greeters: ____________________________
- Photographer: _______________________

This resource was developed by the Baptist Convention of Maryland/Delaware (BCM/D) as a tool to assist local churches in their ministry and operations. While every effort has been made to ensure accuracy and practicality, this material is provided for informational purposes only and should not be considered legal, financial, or professional advice. Churches are encouraged to consult with appropriate legal or financial professionals as needed. The BCM/D assumes no liability for the use or adaptation of this content.
image1.png
BCMVD

BAPTIST CONVENTION OF MARYLAND/DELAWARE





