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Event Checklist
When hosting an event at the parish, it is suggested to complete the checklist below for ultimate success.

Save the Date:
· [bookmark: _GoBack]Bulletin insert (as soon as the event is solidified)
· Announcement on Big Screen in the sanctuary (if applicable)
· Update the parish website
· Facebook/Twitter/Social media announcement
· Flock note
· If your parish has a school, send to school employees (if it is an event that includes parents and children, ask the school to promote the event also)
· Share the event with the diocese
Leading up to the event:
· Bulletin insert inviting all to the event
· Announcement on big screen in the sanctuary (if applicable) and/or Mass announcement
· Facebook/Twitter/Social media post
· Flock note
· If your parish has a school, re-send marketing material to school employees (if it is an event that includes parents and children, ask the school to promote the event also)
· Personally invite the RCIA coordinator and ask him/her to invite all RCIA members (we should be treating the RCIA members as VIPs, we want them to know what involvement in the parish looks like and what being a Catholic looks like so it is important that we invite them to all events)
· Invite parish staff
· Send invite to all ministry leaders; ask them to promote the event within their ministries. 
Standard items to have for all events:
· Agenda
· Food
· Greeters
· Check-in table
· Name tags
· Handouts neatly created – can print at the diocese if needed
· Table layout
· Background music as people arrive
· Projector 
Visually appealing:
· Centerpieces
· Colors
· Organization and cleanliness of the room
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