Event Leader Checklist:  a list of things to be thinking about when planning a ministry event, in no particular order of importance
· Van driver?  Filled with gas?  Is the van reserved?  Give them a list of approved van drivers?  Will you become a van driver yourself?
· Collecting money – who will collect, how will they collect and keep track, check payable to whom…
· Decisions about where to go/ what to do?  (Like Philly trip)

· Providing directions to all drivers
· Who’s in charge?  Who will pray?  Who will organize people?  Introductions?  Icebreakers?

· Doing headcounts for road trips?  A person in charge for each vehicle?

· How do you lead the event?

· Event prep:  buying supplies, food, nametags…

· Make an itinerary

· Collecting cell phone numbers for emergency contacts, hospital?
· Does my church need liability waivers signed for this event? (like a skiing event)

· What supplies need to bef gathered (like for a Beach trip – coolers, vball net…)

· Encourage people to travel in pairs…

· Gas money, tolls, parking

· Where are we stopping for lunch?  Or are we providing lunch?  Who will order the food?
· If the event is at the church, have you talked with the church staff to reserve the right rooms?  Kitchen?

· Sporting events:  do you have rules printed, referees arranged, …
· Is there set up involved?  Who will help you?  What about Tear-down?
· Do you need to get food for the event?  How will it be paid for?






