
CONQUERING CHAOS
EVENT PLANNING TRAINING SEMINAR

MT. ZION CHURCH

J2 Event Planning Ministry

specialevents@mtzioncary.org

Adapted from òThe Church Event Planning Toolkitó by Deborah Ike



AGENDA

Review Mt. Zion 2023 Calendar Process

Why Planning is Important

Clarify the Vision

Tips for planning a successful event.

ÅDevelop the Plan

ÅUsing the Ministry Event Request Form and the Event 
Planning Sheet

ÅAssemble the Team

ÅExecute the Plan

ÅPost Event Activities

Next steps 



MT. ZION 2023 CALENDAR PROCESS

Ministry proposes event idea

ÅConsult with Elder

ÅPrepare Ministry Event Request Form ðUse planning sheet 

Ministry submits Request Form to Elders

ÅForm should be sent by email at least one week before meeting

Ministry presents to Elders 9/10/22

ÅMinistry gives brief description of event proposal

ÅMinistry should be prepared to answer questions 

Elders approve  events to be placed on Calendar



CONQUERING CHAOS ðWHY PLANNING IS IMPORTANT

ÅTo create a structured, clear process for planning church events.

ÅTo save time, money, and stress for everyone involved.

ÅTo avoid costly and time-consuming mistakes.

ÅTo create a repeatable plan and process that will help make the next event 

easier and less complicated.

ÅTo ensure good communication with event volunteers.

òFor God is not a God of confusion but of peace.ó 1 Cor. 14:33



CLARIFY THE VISION: WHY THIS EVENT?

How does this event 
support the vision of our 
church?

ÅHow does the event promote 
discipleship, outreach, or 
education?

What is the reason for 
the event?

Who are we trying to 
reach?

Why is this event 
important/valuable?

What does a òwinó look 
like?

òCommit your work to the Lord, and your plans will be established.ó Prov. 16:3



CLARIFY THE VISION: KEY DECISIONS

What is the 
budget? Will you 

charge a fee?

Which ministry is 
sponsoring the 

event?

When and where 
do you want to 
host the event?

How many 
people do you 

expect to attend?

How many 
volunteers will 

you need?

Is this a one time 
only or annual 

event?



CLARIFY THE VISION: OTHER CONSIDERATIONS

What constraints are you under? For example, other church 
events, holidays, schedules of planners and volunteers.

Are there other ministries to partner with?

Have you discussed this with your Elder?



CLARIFY THE 
VISION
USE THE MINISTRY EVENT PLANNING 

SHEET AND REQUEST FORM


