PLANNING
CHEAT SHEET

ONCE A YEAR

® Pray and look back

® | ock series and big days
m Set the budget

® Pick a theme verse

® Name owners and dates

EASTER AND CHRISTMAS

m Easter talks before Christmas
® Christmas talks in July
B |nvites out 4 to 6 weeks early
® Plan the Sunday after

® Christmas Day post

EVERY MONTH

® | ook @ month ahead

® \Walk every upcoming date
® Check print deadlines

® Sort requests by level

m Debrief recent big days

PRINTABLE TOOL - ENDUO MEDIA

]

Cut along the dashed lines. Pin one by
your desk and hand one to every ministry

® One form, one way in
® Event plus item name
® Say why

® Final details included

B |[n-hand date

LEAVE ROOM

Plan as far ahead as you can, then leave some
room for the Holy Spirit.

leader.
EVERY sERIES
m Title, idea, passage, dates
® Design approved 9 weeks out
® Print ordered 8 weeks out
B [nvites out 4 to 6 weeks
®m Small fixes only at the end

ENDUO.MEDIA



