
MY  K INGDOM  APPS  ·  RESOURCES

OUTREACH EVENT

PLANNING CHECKLIST
A generic planning timeline, event worksheet, task tracker, and

debrief template — for any outreach event, not just Serve Day.

“Do everything decently and in order.” — 1 Corinthians 14:40
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MY KINGDOM APPS OUTREACH  EVENT  PLANNING  CHECKLIST

Planning Timeline

Adjust the timeframes to fit your event — a block party needs more lead time than a guest speaker night.

8 Weeks Out

Confirm the event concept, date, and location

Set a rough budget and who owns it

Identify your point person and key task owners

4 Weeks Out

Finalize partner organizations, vendors, or guest speakers

Start promotion — social media, bulletin, word of mouth

Open volunteer sign-ups

2 Weeks Out

Confirm headcount estimates with anyone providing food or supplies

Follow up with volunteers who haven't signed up for a specific task

Order or purchase remaining supplies

1 Week Out

Send a reminder to volunteers and confirmed attendees

Walk the site if you haven't already

Print sign-up sheets, name tags, and any other materials

Day Of

Arrive early to set up and brief your team

Designate someone to take photos (with permission)

Assign someone to handle unexpected problems, so your point person isn't pulled in ten directions
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Event Details Worksheet

Fill this out first — it becomes the reference point for every other decision.

EVENT NAME DATE & TIME

LOCATION POINT PERSON

TARGET AUDIENCE EXPECTED ATTENDANCE

Purpose & Goal

What does success look like for this event? Be specific — "meet 20 new neighbors" is more useful than "have a
good turnout."

ESTIMATED BUDGET BUDGET OWNER
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Task Assignment Tracker

Every task needs exactly one owner. "The team" is not an owner.

TASK OWNER DEADLINE STATUS
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Post-Event Debrief

Fill this out within a few days, while it's still fresh — it's the fastest way to make next year's event better than this
one.

ACTUAL ATTENDANCE ACTUAL COST

What Worked Well?

What Would You Change Next Time?

Follow-Up Needed

Thank-yous to send, leads to pass along, relationships to keep building.
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