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Gathering Checklist Guide

Event: _______________________________________________________________
Proposed Dates: _______________________________________________________
Pre-Conference Planning
1. Set Goals and Objectives
· Define the purpose of the conference (spiritual growth, community outreach, leadership development).
2. Dates and Venue
· Book a venue that can accommodate the expected number of attendees, with necessary facilities (like audiovisual equipment, seating capacity, parking).
3. Set a time for prayer and consecration for the conference
· Assign roles such as chairperson, logistics coordinator, program coordinator, finance manager, etc.
4. Form a Planning Committee
· Assign roles such as chairperson, logistics coordinator, program coordinator, finance manager, etc.
· Establish regular meetings to track progress and resolve issues.
5. Develop a Budget
· Estimate expenses for venue rental, catering, speaker fees, promotional materials, etc.
· Seek approval and allocate funds from church leadership or finance committee.
6. Create a Conference Program
· Outline the schedule, including sessions, breaks, meals, and any special events (worship services, social gatherings, workshops).
7. Secure Speakers and Presenters
· Invite keynote speakers, workshop leaders, and panelists.
· Confirm their availability, topics, and any technical requirements.
8. Promote the Conference
· Design promotional materials (flyers, posters, digital graphics).
· Website, and social media to spread the word.
· Consider advertising in local religious publications or community boards.
Logistics and Operations
1. Registration
· Set up an online registration system or use physical forms.
· Collect attendee information, dietary restrictions, and special requests.
2. Catering
· Arrange meals and refreshments during the conference.
· Consider dietary restrictions and preferences of attendees.
· Gather number of people we are serving
· Solicit local vendor to provide food- Approved by Chief Apostle
3. Audiovisual and IT Support
· Ensure all necessary equipment (microphones, projectors, screens) is available and in working order.
· Have technical support on standby for troubleshooting.
· Solicit photographer and videographer- Chief Apostle final approval
4. Decorations and Signage
· Create a welcoming atmosphere with appropriate decorations and signage for directions.
5. Materials and Handouts
· Prepare conference programs, name tags, handouts, and any other printed materials.
On-Site Management
1. Check-In and Welcome Committee
· Set up registration desks with staff/volunteers to welcome attendees.
· Provide welcome packets including schedules, maps, and other relevant information.
2. Service Sergeant of Arms
· Ensure sessions start and end on time.
· Manage transitions between sessions smoothly.
3. Hospitality on Call Person
· Have volunteers available to assist attendees with any needs or questions.
· Provide hospitality areas with beverages and snacks.
4. Feedback and Evaluation Forms for APAC/ISWIM Team
· Distribute evaluation forms to gather feedback on sessions, speakers, and overall experience.
· Use feedback to improve future conferences.


Post-Conference
1. Follow-Up
· Send thank-you notes to speakers, sponsors, volunteers, and attendees.
· Share highlights and photos on social media and church communications.
2. Financial Reconciliation
· Review expenses and income against the budget.
· Prepare financial reports for church leadership or finance committee.
3. Debriefing
· Gather the planning committee for a debriefing session.
· Document successes, challenges, and lessons learned for future reference.
4. Planning for Future Conferences
· Start planning for the next conference, considering feedback and lessons learned from the current one
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