Mosaic Community Covenant Church

MINISTRY IDEA OR EVENT PLANNING GUIDE

Name of Event: 

Location of Event: 

Date & Time of Event: 

Names of Hosts: 

Objective & Goals of Event: 

1. Mosaic Mission statement: “We exist to glorify God by transforming a diverse people into a united people that reaches all people for Christ.” 

2. Attendance Goal:

Initial Plans (to present to Leadership Team):

a. Major elements to be included in the event –


b. Key personnel to help execute the event –


c. Proposed schedule of the event –


d. Rain date activity –


e. Preliminary budget –


Action Items:

	No.
	Action Item List
	Person Responsible
	Date Needed to Be Done
	Date


	Done

	1.
	Meet with Pastor to go over goals and objectives
	Host/Pastor Ed
	4 weeks before event
	
	

	2.
	Create and present initial plans to Leadership Team
	Host/Leadership Team
	4 weeks before event 
	
	

	3.
	Recruit people to help with event, if necessary 
	Host/Members
	3 weeks before event
	
	

	4.
	Send Evite; Include event in the bulletin
	Host
	2 weeks before event
	
	

	5.
	Conduct Event
	Members
	
	
	

	6.
	Evaluate success of event
	Members
	
	
	

	7.
	Submit executive summary to leadership team
	Host
	
	
	


Executive Summary of Event:

Title of Event: 

a. The objective and goals of the event: 

1. 
2. Attendance Goal:
b. Evaluation based on the desired outcome:

a. Unite?

b. Transform?

c. Reach people for Christ? 
d. Attendance Goal met?
c. List of people with roles & responsibilities:
d. Financial report (income/expenses):
e. CD/DVD of pictures:

