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Ministry Event Planning Form 
7 P’s - 90 Day Rule 
Prayer& Proper Prior Planning Prevents Poor Performance 


 	    2  	  
 	    2  	  
 
120 Days – 4 Months Out 
· Submit Event Planning Request prior to Steering Committee Meeting (1st Tuesday of month) admin@obc-church.org and jpreston@obcchurch.org 
 
· Check availability on calendar, ensuring that there are no conflicts for that date 
· add to agenda for next Steering Committee Meeting 
 
90 Days – 3 Months Out 
 
At Steering Committee Meeting 
· Ministry Head will give overview of proposed event  
· Receive input from committee regarding 
· Receive approval from necessary Ministry Heads to move forward (based on the needs for the event) 
· Provide need for promotional materials (i.e. flyers, website, Keeping you Informed) 
· Provide an update on needs for the event (i.e. 
speakers, food, set-up) 
 
60 Days – 2 Months Out 
· Advise Steering Committee of any changes 
· Advise supporting ministries of any logistical plans (i.e., setup/breakdown, seating or table arrangements) 
· Request assistance from Finance Committee regarding purchases or contracts 
 







30 Days – 1 Month Out 
· Confirm all payments have been made 
· Confirm registration process is in place  
· Work with Finance Committee to set up registration process 
· Setup regularly scheduled meeting with Finance 
Committee to check payments/donations received 
· Ensure setup, breakdown and cleanup teams are in place 
 
2 weeks out 
· Hold pre-event meeting with necessary Ministry 
Heads and Building and Grounds Manager/Sexton 
· Confirm number of attendees and cut-off date for receiving donations 
· Confirm with vendors that payment has been received 
 
1 week out 
· Re-confirm Ministry Teams are ready and provide any necessary updates 
· Finalize registration details  
· Inform Building & Grounds Manager of  any necessary changes/tweak 
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Ministry Event Planning Form 
7 P’s - 90 Day Rule 
Prayer & Proper Prior Planning Prevents Poor Performance 
 
 
All Olive Branch Community Church (OBCC) Ministries should use this form to host an event/program at OBCC or an off-site location.  Complete and submit a copy of this form to jpreston@obc-church and admin@obc-church at least 4 months prior to the event.  Refer to the Ministry Event Planning Timeline and Checklist for detailed guidelines for planning all events/programs.   
	 
	MINISTRY INFORMATION  

	MINISTRY  
	MINISTRY DIRECTOR OR COORDINATOR  

	EMAIL ADDRESS  
	PHONE  

	 
	EVENT INFORMATION  


EVENT NAME  	TIME  
DATE  
LOCATION  
 
GOAL/OBJECTIVE (How does this event/program support our mission and vision?)  
 
 

 

 

 

 

 

 

 

GUEST INFORMATION  
Provide the following informa?on and biography on the proposed guest speaker or presenter for review and approval by the Pastor prior to the event.  Please do not contact or enter an agreement with a speaker or presenter.  There is no guarantee your sugges?on will be approved, the Pastor will give the final approval. 
NAME  

 
PHONE  	
 
EMAIL ADDRESS  
 
MAILING ADDRESS  

 
 	ADDITIONAL GUEST(S)  
NAME  
PHONE  
TYPE (i.e., Choir, Musician)  NAME  
PHONE  
TYPE (i.e., Choir, Musician)  NAME  
PHONE  TYPE (i.e., Choir, Musician)  
 
 
 
 
 
SUPPORTING MINISTRY INFORMATION  
 
In an effort to provide efficient communication regarding OBCC events/programs, explain the scope of the event/program needs from other Ministries.   Please contact the Ministry Head, and Coordinator to discuss details and confirm ministry support.   
 
 
	MINISTRY  
	YES/NO  	TYPE OF SUPPORT REQUESTED  

	MINISTERS  
	 
	 

	ELDERS 
	 
	 

	MEDIA/TECH 
	 
	 

	MUSIC  
	 
	 

	SECURITY/PARKING LOT  
	 
	 

	USHER  
	 
	 

	HOSPITALITY  
	 
	OUTSIDE CATERER/VENDOR   	(Include contract)  

	
	
	 
	CATERER INFORMATION  
	 

	
	
	
	NAME  
	

	
	
	
	PHONE  
	

	
	
	
	EMAIL ADDRESS  
	

	
	
	
	MAILING ADDRESS  
	


 	 




 
ESTIMATED BUDGET  
Is there an additional financial impact to OBCC for this event/program?  Yes  	 No  
	PROJECTED NUMBER OF PARTICIPANTS  

	EVENT INCOME  
	 
	 

	 TICKET SALES   $   	 (PER TICKET) 

	$  
	 

	 DONATIONS  
	$  
	 

	TOTAL INCOME  
	 
	$  

	 
	 
	 

	EXPENSES  
	 
	 

	  AUDIO/VISUAL SERVICES  
	$  
	 

	  EQUIPMENT RENTAL  
	$  
	 

	  HOSPITALITY  
	$  
	 

	  HONORARIUM (SPEAKERS)  
	$  
	 

	  HONORARIUM (MUSICIANS)  
	$  
	 

	  MARKETING/OUTREACH  
	$  
	 

	  SUPPLIES/VENDORS  
	$  
	 

	  VENUE  
	$  
	 

	  OTHER (SPECIFY)  
	$  
	 

	TOTAL EXPENSES  
	$  
	$  

	NET  
	 
	$  


While planning the event, each ministry should ensure all expenses are covered and there is no expense to the church.  All requests to purchase and/or contract goods and services require three quotes and prior approval by the Finance Committee and Elder Board.  
 
 Purchases/contractual agreements made without proper approval will not be reimbursed or honored by Olive Branch Community Church.  The individual(s) responsible for the purchase or contract is solely responsible for payment of the contract.   



POST MINISTRY EVENT EVALUATION 
 
EVENT  	 	 	 	 	 DATE OF EVENT ______________________ 
 
EVENT COORDINATOR   	 MINISTRY HEAD______________________ 
 
 
	Checklist Item
	Yes
	No
	Rating
	Comments

	
	
	
	
	

	Did the event start on time?
	
	
	Poor
Fair
Excellent
(circle one)
	

	Did the event meet the desired/expected number of participants?
	
	
	Poor
Fair
Excellent
(circle one)
	

	Did the event meet the mission and vision of the Church?
	
	
	Poor
Fair
Excellent
(circle one)
	

	Did the Ministry use effective advertisement months before the evet?
	
	
	Poor
Fair
Excellent
(circle one)
	

	What did you like the most or least about the event?
	
	
	Poor
Fair
Excellent
(circle one)
	

	Did the event meet your expectations?
	
	
	Poor
Fair
Excellent
(circle one)
	

	Overall rating and comments.
	
	
	Poor
Fair
Excellent
(circle one)
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