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EVENT PLANNING TEMPLATE
Use this checklist and timeline to plan church events effectively:

Event Name: ____________
Date: ____________
Location: ____________



Planning Timeline:

- 8 Weeks Out: Define purpose, secure venue, build team

- 6 Weeks Out: Promote event, confirm vendors/speakers

- 4 Weeks Out: Confirm volunteers, begin registrations

- 2 Weeks Out: Final logistics, order supplies

- 1 Week Out: Reminder emails, prep materials

- Day Of: Set-up, run event, cleanup

- Post-Event: Debrief, send thank yous, evaluate
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.
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