Compass Christian Event Planning Checklist

This checklist ensures all necessary steps are taken for a successful event at Compass. Follow each step in order and ensure approvals before proceeding.  

Event Request & Approval
Submit Event Request Form for Lead Team Approval
  Use this link for event requests:  
https://my.compassaz.church/EventRegistration?RegistrationInstanceId=89
   - Annual planning for the next calendar year begins in the fall alongside budgeting.  
   - Wait for approval before proceeding with any further planning.  

Room & Resource Reservations 
Reserve Room(s) & Required Resources
Use this link for room reservations:  
     https://rock.compassaz.church/ReservationDetail
Include needed resources such as chairs, tables, coolers, etc.  

Registration & Childcare 
Set Up Registration for the Event
Use this link to request Childcare: 
https://my.compassaz.church/Registration?RegistrationInstanceId=37

   


Communications & Promotion
Develop a Promotion Plan:
   - If planning a tier 1 or tier 2 event, schedule a logistics meeting with Event Coordinator (Giselle Kirma).   
Reserve Promotional Materials:
   - Slides for Presentation– Use $screen in Compass Slack channel.  
   - Website Updates– Use $web in Compass Slack channel.  
- Text Request – Email Sam Thomas 
Order Print Materials: 
   - Request prints via $print in Compass Slack channel.  
   - Stay on top of approval process in Asana workflow for your event.  

Budget & Financials
Submit PFP (Project Fund Proposal)
 Must be signed by:  
     - Your direct report  
     - Their direct report  
     - An Executive Pastor
   - Include a budget line for communication/print jobs.  
   - Include a miscellaneous line for unforeseen expenses.  





Production & Worship
Submit Production Requests 
Use this link:    https://my.compassaz.church/EventRegistration?RegistrationInstanceId=93

Coordinate Worship Needs
   - Contact Jen Heptinstall for worship requests.  
   - Worship is only available for approved Tier 1 & Tier 2 events.   

Vendor Coordination *provide documents 
Contact Vendors & Obtain Required Documents:  
   - W9
   - Certificate of Insurance (COI)
     - Must include Workers’ Comp Insurance (if workers will be present).  
     - Must include Auto Insurance (if vehicles will be on campus).  
   - COI Agreement (Signed by an Executive Pastor).  
   - Contract (Signed by an Executive Pastor).  
   - Send all completed documents to Anna Martin. 

Orders & Supplies: 
Place Orders for Event Needs:
   - Food & Catering
   - Decorations
   - Thank You Cards/Gifts for volunteers    


Volunteer Coordination
Create Volunteer Sign-Ups for:
   - Set-Up
   - During Event
   - Clean Up


Post-Event Reporting & Cleanup
Report Event Attendance
   - Send attendance numbers to Denise Erickson for weekly reporting.  
If the Event is Canceled:
   - Cancel the event in Rock so the Facilities Team does not waste time setting up.  
   - Inform Kristy Johnson so it can be removed from the All-Staff Event Calendar.  
Set Up & Tear Down List: 
· Create a set up & tear down list for share with volunteers and staff helping day of for clear communication and execution. 


