Event Planning Checklist

SANCTUARY


One month before your event:

· Please submit a list of what equipment will be needed:

AUDIO SYSTEM:

___  CD Player
___  Live music

PLEASE SPECIFY:
___  Wireless lapel microphones
___  Wireless handheld microphones

HOW MANY?
                                  HOW MANY?

___  Audio recording
Other_____________________________

PROJECTION SYSTEM

___  Video playback
___  Song lyrics / Scripture references

___  PowerPoint presentation
Other_____________________________

OTHER SYSTEMS:

___  Video recording
___  Lighting system

· Please list any media that you will need created. Examples include video creation, editing, or graphic design.

​​​​​​​​​​__________________________________________________________________________________________

__________________________________________________________________________________________

· Please submit all media (videos, graphics) that you will want displayed. They will need to be formatted for usage on our system.

· Recruit sound system and LCD technicians to operate the equipment. You may obtain a list from Steve Skekel of potential sound system and LCD technicians. It is your responsibility to recruit technicians for special events. Coordinate with Steve Skekel to determine a training date for your technicians, if needed.

One week before your event:

· Please submit a program lineup for your event, including a listing of the elements that need displayed.

EXAMPLE:

As people enter
Play CD track 1 & 2

Welcome
Speaker with wireless lapel microphone

Video

DVD chapter 2

Graphic

“God is Awesome”

