GUC Event Checklist
Instructions: 
Nominate an Event coordinator and Responsible People for all tasks.
Tick each box when completed or write N/A if it is not applicable. 
	
	

	Event name
	______________________________________________

	Date
	______________________________________________

	Time
	______________________________________________

	Event coordinator
	______________________________________________



1. Date and Time
Responsible person: ______________________________________________
·  Check the GUC website calendar (https://www.gungahlinuniting.org/events/) to confirm that the proposed date and time is available.
·  Check the proposed date and time with Alison Tweedie to confirm the proposed date and time is available
·  Arrange for John McKenzie to add the event to the GUC calendar.

2. Location
Responsible person: ______________________________________________
Select and confirm the venue:
·  Worship Space - cafe-style setup. Arrange setup before the event and pack-up afterwards. Music, sound and slides are generally easy to organise in this space.
·  Multi-Purpose Room. Note that music and sound may be more difficult to arrange.
·  Other: ______________________________________________


3. Youth Involvement
Responsible person: ______________________________________________
·  Consider opportunities for young people to participate, such as music, activities, welcoming or presentations – consult with Marike Jago if required

4. Minister's Involvement
Responsible person: ______________________________________________
·  Confirm whether a minister's involvement is required.
·  Invite the minister and confirm their availability.
·  Confirm the minister's role in the event.
Role:


5. Master of Ceremonies (MC)
Responsible person: ______________________________________________
·  Confirm whether an MC is required.
·  Invite and confirm the MC.
MC: ______________________________________________

6. Health and Safety
Responsible person: ______________________________________________
·  Perform a Risk Assessment, arrange fire-wardens and WWVP requirements are in accordance with the GUC WHS policy 
https://www.gungahlinuniting.org/for-members/members/policies-and-procedures/


7. Food and Drinks
Responsible person: ______________________________________________
·  Decide what food and drinks will be provided eg BBQ, Potluck, food ordered from a supplier 
·  Arrange people to manage food preparation/heating, serving food and washing dishes and cleaning-up
· Arrange ordering of food from supplier (if required)
·  Prepare a form for attendees, which will be displayed in the  foyer, to list the food they will bring (if applicable) and the number of people coming
·  Ask Liz Phythian or Lynne Butson for kitchen and catering advice if required

Important: Guests with special dietary requirements are requested to bring their own clearly labelled food. Place special-dietary food on a separate table with sign "Special Dietary Requirement Food - Please Do Not Handle with Fingers."

8. Music
Responsible person: ______________________________________________
·  Confirm whether music is required.
·  Contact Jessica Marchant for assistance in song selection and arranging music team rehearsals etc
· Provide song words (if any) to Chris Martin at least 7 days prior to event
Music details:


9. Set Up
Responsible person: ______________________________________________
· Will there be special decorations, table cloths, banners or flowers or unadorned tables ?


10. Program
Responsible person: ______________________________________________
·  Prepare a program for the event ie running sheet including all activities and their times
·  Issue the program to relevant people (at least 7 days prior to the event)

11. Promotion and Media
Responsible person: ______________________________________________
· Prepare a promotional slide for display during Services, preferably at least four weeks before the event.
· Prepare an advertisement or notice for the Bulletin - send to Alison Tweedie, preferably at least four weeks before the event.

12. Slides and Sound During the Event
Responsible person: ______________________________________________
·  Contact Chris Martin to have someone at the event to show slides/videos and look after sound
· Provide all slides, presentations and videos to Chris Martin at least 7 days prior to event
·  If music is required in the Multi Purpose Room, arrange with John McKenzie to set-up equipment

13. Access
Responsible person: ______________________________________________
·  Ensure there is someone who has a key to the building who can open-up and organise someone to close-up the building
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