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CHOOSE  A CARD AND
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YOU TO SHARE .  

ICE BREAKER 



INTRODUCTION
Event planning is more than just putt ing together a schedule
—it’s about creat ing unforgettable exper iences, managing
logist ics,  and ensur ing every detai l  a l igns perfect ly.  Whether
you're organiz ing a corporate event,  a community gather ing,  or a
VIP concert ,  successful  event planning requires v is ion,  strategy,
and f lawless execut ion.
In this presentation, we’l l  explore the key components of
event planning, from concept development to on-the-day
coordination.  We’ l l  d iscuss best pract ices,  common chal lenges,
and innovat ive strategies to elevate your events.  By the end,
you’ l l  have a sol id f ramework to plan and execute events wi th
conf idence and excel lence.
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Reaching Lives – Our events should
extend a welcoming hand to those in
need, creating spaces where people can
encounter God’s presence and feel His
love in action.

Restoring Lives – Thoughtful event
planning ensures that every detail—from
the message to the atmosphere—helps
those who are broken find
encouragement, healing, and renewed
faith.

Rebuilding Communities – Events become
a platform for discipleship, fellowship, and
service, strengthening relationships and
equipping individuals to grow spiritually
and make a lasting impact in their families
and communities.
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1.The Idea 

3. The Logistics 

2. The Plans 

4. The Check 

A. What is your idea? B. Which one of the four parts of the vision does it
match? C. Is there a need in our in-house community or outside

community for it? D. Why do you want to do this? 

A. Abstract Plans (Jot down what you want to do) 
B. Discuss with YOUR team

C. Discuss with the Executive Director of YOUR ship 
D. Ask for Planning Team Member’s creativity (if applicable)

A. Fill in Event Outline B. Dot every I, Cross every T by filling out form
in it’s entirety.  C.  Turn in Event Outline copy to Executive Director of

Ship. D. Await approval (Board of Directors).  E. Edit or Congrats!

A. Check with the following: 
Finance Team
Media Team

Planning Team



IMPORTANT 
STATISTICS



Children's Activities
92

Social Media Presence
85

Invited by a Family or Friend
80

Major Event per Quarter
65

Volunteer Coordination Problems
60

Balanced Event
50

First Impressions
45

MINISTRY EVENT STATS
50% of attendees at faith-based
events engage more when
there’s a mix of worship,
fellowship, and service
opportunities.

85% of churches report
increased engagement when
using social media and
online registration for event
promotion.

65% of churches host at
least one major outreach
event per quarter.

80% of people are more
likely to attend a church
event if personally invited by
a friend or family member.

30% of church attendees say
special events were a key
factor in their initial visit.

70% of churches say event
planning and logistics are

among their biggest
administrative challenges.

45% of first-time visitors decide within
10 minutes if they’ll return—making first

impressions at events critical.
60% of ministry leaders say volunteer

coordination is the most challenging aspect of
church event planning.

40% of people say they would attend
more church events if they were
outside the church building (e.g.,

community centers, parks, or
homes).92% of attendees say well-organized

children’s activities significantly influence
their decision to attend future church events.



POST-PANDEMIC ATTENDANCE TRENDS:
CT INSIDER. (2024). HARTFORD ARCHDIOCESE CHURCH

ATTENDANCE REBOUNDING POST-PANDEMIC. RETRIEVED FROM
IMPORTANT 
STATISTICS

IMPACT OF MAJOR EVANGELISTIC EVENTS:
WIKIPEDIA CONTRIBUTORS. (N.D.). BILLY GRAHAM'S 1959 SOUTH

CROSS CRUSADES. WIKIPEDIA, THE FREE ENCYCLOPEDIA.
RETRIEVED FROM IMPORTANT 

STATISTICS
YOUTH ENGAGEMENT IN LARGE CONFERENCES:

WIKIPEDIA CONTRIBUTORS. (N.D.). NORTH AMERICAN YOUTH
CONGRESS. WIKIPEDIA, THE FREE ENCYCLOPEDIA. RETRIEVED

FROM IMPORTANT 
STATISTICS

REFERENCES 
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https://www.ctinsider.com/
https://www.ctinsider.com/
https://en.wikipedia.org/wiki/Billy_Graham%27s_1959_South_Cross_Crusades
https://en.wikipedia.org/wiki/Billy_Graham%27s_1959_South_Cross_Crusades
https://en.wikipedia.org/wiki/Billy_Graham%27s_1959_South_Cross_Crusades
https://en.wikipedia.org/wiki/North_American_Youth_Congress
https://en.wikipedia.org/wiki/North_American_Youth_Congress
https://en.wikipedia.org/wiki/North_American_Youth_Congress


EVENT OUTLINE
An event outline is a structured plan that details the key components, activities,
and timeline of an event. It serves as a roadmap for organizers and participants,
ensuring that all aspects of the event are thoughtfully arranged and executed. 

By clearly defining each element, an event outline helps in coordinating logistics,
aligning team efforts, and achieving the event's objectives effectively. 



EVENT OUTLINE
BREAKDOWN
LETTER HEAD AND IDENTIFIERS 



EVENT OUTLINE
BREAKDOWN
BASIC INFORMATION



EVENT OUTLINE
BREAKDOWN

LOGISTICS 



EVENT OUTLINE
BREAKDOWN

FOOD AND REFRESHMENTS 



EVENT OUTLINE
BREAKDOWN

EVENT TIMELINE/SCHEDULE



EVENT OUTLINE
BREAKDOWN

MARKETING 



EVENT OUTLINE
BREAKDOWN

DIAGRAM OF SETUP



EVENT OUTLINE
BREAKDOWN

DUTY ROSTER AND OTHER MISCELLANEOUS ITEMS 
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THANK
YOU

123-456-7890 hel lo@real lygreatsi te.com


