Event Work Plan 
Project Title: Partners in Caring  End-of-Life Seminar for Faith Leaders
            Project Leader(s):

Project Date/Venue:

	Task
	Status/Comments
	Person Responsible
	Due

Date
	Date Completed

	Logistics
	
	
	
	

	Reserve venue and AV equipment  
	
	
	
	

	Arrange site visit:

· Determine room set-up

· Review AV equipment 
	
	
	
	

	Set up event registration process 
	
	
	
	

	Determine number of lunches needed
	
	
	
	

	Arrange for coffee/tea supplies, plates, napkins, utensils
	
	
	
	

	Order food: 

· Lunch
· Break items
	
	
	
	

	Recruit volunteers and assign volunteer coordinator 
	
	
	
	

	Orient volunteers to roles


	
	
	
	

	Schedule brochure printing and mailing
	
	
	
	

	Schedule binder production
	
	
	
	

	Create event signage 
	
	
	
	

	Arrange for resource table
	
	
	
	

	Gifts for presenters ($5-12 each)
	
	
	
	

	Get all visuals on flash drive, back-up on Dropbox 
	
	
	
	

	Print nametags from registration grid: 
Name, title, organization
	Use plastic sleeves, and put out basket to collect at end
	
	
	

	Print Sign in sheet from registration grid
	
	
	
	

	Program Coordination 
	
	
	
	

	Assign program roles as needed (presenters, M.C., facilitators, panelists, etc.) 
	
	
	
	

	Schedule due dates for presenter slide presentations 
	
	
	
	

	Train small group facilitators 
	
	
	
	

	Create reminder signs for presenters (“5 minutes” , “10 minutes”, “Time”)
	
	
	
	

	Event Promotion 
	
	
	
	

	Design flyer/brochure 
	
	
	
	

	Get final edits to designer 
	
	
	
	

	Send brochure to printer  

	
	
	
	

	Create mailing list 
	
	
	
	

	Mail brochures

	
	
	
	

	Take flyers out to leaders, personally invite contacts
	
	
	
	

	Send out e-mail notification to contacts
	
	
	
	

	Assign follow-up calls to personal contacts 
	
	
	
	


Supplies Checklist

	· Event signs 

· Tablecloths 

· Flowers Coffee & tea service

· Plates, napkins, cups, forks, etc.

· Sign in sheet

· Nametags

· Gifts for presenters

· Misc event supplies (tape, pens, etc.)

· 10 boxes of tissues

· Binders 

· Resource table supplies 
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