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  T A S K    C H E C K L I S T   +   D E L E G A T I O N  



DATE 

DUE 
DATE 

COMPLETED 
TASK PARTY RESPONSIBLE 

 
JUNE 

June 18th   TEAM IDENTIFIED  

June 19th  FUNDING SOURCED   

June 22nd  EVENT ENTERTAINMENT / SPEAKERS CONFIRMED   

June 22nd  TALENT REHEARSALS SCHEDULED   

 
JULY 

July 1st  SPONSORSHIP OBTAINED   

July 1st  LOCATION SECURED   

July 1st  PROGRAMS / CATALOGUES   

July 5th   EVENT RECORDING FLOOR PLAN / SET-UP   

July 5th   PRINT ADVERTISING   

July 15th   RECORDING DECORATIONS / SET DESIGN PLAN   

July 18th   Church ADVERTISING   

July 18th   MEDIA ADVERTISING   

 
 FOOD / MENU / DIETARY CONCERNS ADDRESSED   

 
 BEVERAGES   

 
 ADDITIONAL STAFF   

 
 SECURITY / FIRST AID   

 
 ADA ACCESS   

 
 HOUSEKEEPING   

 
AUGUST 

 Aug 5th   PROMOTIONAL GIFTS   

 Aug 5th   PRIZES / GIVEAWAYS   

Aug 6th   ONLINE REVIVALS RECORDING (Friday Worship and Sunday Concert)  

Aug 15th 
 

 POST CONFERENCE PLAN  

Aug 20th   GUEST AND PARTICIPANT FEEDBACK / REVIEW SYSTEM DEVELOPED   



PRODUCTION SPECIFICATIONS 

EQUIPMENT 

REQUIRED 
COMMENTS:  AVAILABLE IN-HOUSE, SPEAKER WILL PROVIDE, ETC.  

LIGHTING   

CAMERAS  

SOUND   

MICROPHONES   

STAGE SET UP   

PODIUM   

BACKGROUND 

MUSIC 
  

PHOTOGRAPHY 

NEEDS  
  

    

DESCRIBE STAGING 

SET-UP AND 

REQUIREMENTS 

  

DESCRIBE ANY 

ADDITIONAL SET-

UP REQUIREMENTS 

  



P O S T - E V E N T    E V A L U A T I O N 

OBJECTIVES MET?   

BUDGETARY 

CONSTRAINTS MET? 
  

UNINTENDED POSITIVE 

OUTCOMES? 
  

UNINTENDED NEGATIVE 

OUTCOMES? 
  

FEEDBACK ANALYSIS   

REVIEW OF 

MEASUREMENTS FOR 

SUCCESS 

  

CELEBRATION & THANK 

YOUS’ TO TEAM , STAFF, 

VENDORS, GUESTS, ETC. 

  


