GOL EVENT PLANNING CHECKLIST


Use this basic checklist to assist your group in planning a successful GOL event. We have tried to include all the specifics in this document, but brainstorm prior to starting your event planning to make sure everything gets covered! Also, see the Volunteer Handbook for more specific job descriptions. 
Name of Event: __________________________
Date:  __________________________________

Time: ​​​​​​​​​​​​​__________________________________
Location: _______________________________

Event Purpose: ______________________________________________________________________

___________________________________________________________________________________

BRAINSTORMING

· Will the event work?

· How many people do you need to make the event happen?

· Does the event serve a need previously not met in your church/community?

· Do we have the resources to make it happen?

BUDGETING

· See sample budget planning sheet 

SCHEDULING

Person in Charge: ________________________

· Talk with the appropriate field rental office

· What size field do you need?

· What tech needs do you have?

· What can you afford?

· Tentatively book a couple of dates

· Call your coaches to schedule and confirm the event date

· Call the field provider and confirm your date

· Schedule travel arrangements for your coaches (if necessary)

VOLUNTEER COORDINATOR

Person in Charge: ________________________

· Contact and coordinate volunteers for:

· Coaching (get copy of Soccer Manual)
· Advertising

· Security (day of event)

· Registration

· Set up

· Clean up

· Other:

· _________________

ADVERTISING

Person in Charge: __________________

· Poster Distribution

· Emailing

· Website(s)

· Other: _________________________

PERMITS/FORMS

Person in Charge: ________________________

· Outdoor Space Permit filled out

· Registration Forms printed/distributed

· Participant List for day of event to check off names as they arrive

· Medical Forms filled out

· Police Record & Background Checks on all volunteers (must follow Plan to Protect ratios)

SUPPLIES COORDINATOR / SHOPPING

Person in Charge: ________________________

· Supplies Needed:

· GOL Sports Kit OR enough soccer balls for the day

· Other: (water bottles, t-shirts, salvation bracelet material) ________________________

WEEK PRIOR

Person in Charge: ________________________

· Call field reservations and make sure details are secured (times, date, etc)

· Call ‘Permits/Forms’ leader and make sure everything has been signed, filled out, and lists ready for day of event

· Call coaches and make sure travel arrangements are secured

· Contact Volunteer Coordinator to ensure all volunteers are ready 

DAY OF EVENT

Person in Charge: ________________________

· Pick up coaches

· Arrive early for event set-up

· Registration table set up

· Soccer balls inflated

· Other: ___________________

· Greet participants

· Clean up after event

AFTER THE EVENT

Person in Charge: ________________________

· Send thank you notes to volunteers

· Do a post-evaluation (see example)

**Don’t forget to keep a list of the people and the phone numbers that you are contacting throughout your planning. We suggest collecting them on the back of this list**


