Event Planning A

THEME/DESCRIPTION: OBJECTIVE:

Date:

Time:

# Invited:
Budget:

VENUE (LOCATION & SETUP)

Assigned To:

Reservations, Tables and Chairs, Microphone, Set-up

Date Due:

Comments/Details:

Budget Details:

PuBLICITY

Assigned To:

Reservations, Tables and Chairs, Microphone, Set-up

Date Due:

Comments/Details:

Budget Details:

MEALS AND SNACKS

Assigned To:

Meal Plans, Desserts, Drinks, Utensils

Date Due:

Comments/Details:

Budget Details:




Event Planning B

DECORATIONS

Assigned To:

Props, Decor, Color Choice, Centerpieces

Date Due:

Comments/Details:

Budget Details:

ENTERTAINMENT

Assigned To:

Activity, Lesson, Games, Presentation, Awards

Date Due:

Comments/Details:

Budget Details:

AFTER EVENT EVALUATION

# Attended

Problems/Solutions, Budget Check, Overall Success

# Staff Attendance

Comments/Details:




Event Itinerary

TITLE: DATE:

SET-UP DATE/TIME: ASSIGNED TO:

WELCOME OPENING SONG:

Assigned To: Title: Page#
CHORISTER/PIANIST: OPENING PRAYER

Assigned To: / Assigned To:

These definitions were taken from Alma Heaton’s book called, Mormon Book of Fun, where he defines the process of
creating a Program Outline for Mormon activities. (Pages 8-10)
DEFINITIONS:

1. Pre-opener - This is an activity that begins with the first person to arrive. It is one that is easily explained, easily
done and easily fun. (Get acquainted games, guessing games, conversational games, skill games, puzzle and paper
games.)”

2. Starter - This activity “starts” the group to identify as a unit and respond to you as a leader . (Grand March, Partner
Pairing, Mixers and Circle Games)

3. Socializers - Socializers are circle games, relays, dance mixers, or just about any team or group activity or just
about any team or group activity that is enjoyable to the group. (Musical Mixers, Group

Contests, Relays, Fun Dances, Circle Games, Classes or Workshops)

Rester - Select an activity that is entertaining and requires minimal active participation. (Leader and Group Stunts,
Songs, Guessing Games)

4. Rester - Select an activity that is entertaining and requires minimal active participation. (Leader and Group Stunts,
Songs, Guessing Games, Meal or Snack)

5. Finale - Conclude with a special activity designed to conclude formal activity. This may be as simple as a song or
prayer or as complex as a slide show or video of candid video and photos of the event.

PRE-OPENER: START: END
a )
Assigned To: Description:

Materials Needed:

\_ _J
STARTER: START: END
a )
Assigned To: Description:

Materials Needed:




Event Itinerary

SOCIALIZERS: START: END

(
Assigned To: Description:

Materials Needed:

&
RESTER: START: END
r
Assigned To: Description:

Materials Needed:

\_
FINALE: START: END
r
Assigned To: Description:

Materials Needed:

\

CLEAN-UP TIME: ASSIGNED TO:

NOTES/SPECIAL CONSIDERATIONS:

(




