Event Planning Checklist

This form is intended to help assist you as you plan events at Oakwood.  If you have any questions, please call the church office at 442-4323.


Event: ________________________________    Date: _____________ Time: ________

_____ Determine Budget Amount for Event: __________

_____ Facility reserved if applicable
_____ Resources needed:      

_____ Registration.  How will people sign up?  (1st-Through website, 2nd-noted on Communication Card, 3rd-phone/email) Website registration can be set up through Ministry Director or church office.
_____ Cost?  How will registration fees be collected?
_____ Event information put on the Oakwood calendar.  Ministry Director or church office can enter event onto calendar
_____ Communication Request form completed and sent to church office for program announcement 3 weeks prior to event.  (Communication Request form on website, oakwoodonline.org, then to: Forms tab on the left of the page, then to:  Communication Request form.

_____ Check Request submitted for reimbursement of event.  Attach all receipts to Check Request form, have signed by Ministry Director and turned into church office.  (Check Request form on website: oakwoodonline.org, then to: Forms tab on the left of the page, then to:  Check Request form.

____ Volunteers that will assist with the event:

____ Food/Beverages may be purchased at Mackenthun’s and charged to Oakwood.  Account number obtained through the church office.  Receipt turned in with ministry account number noted that will be charged.

____ Guest speakers and musicians-check request completed for fees if applicable
____ Contracts must be signed by Senior Pastor or Treasurer 
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