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OUTREACH DINNER PARTY PLANNING
DATE

SPEAKER:


TYPE OF OUTREACH

Name

Address

Phone(home)
(office)

Location:
Home/Hotel/Club

Phone

Contact

Caterer:

Company

Phone

Forist:
Company

Phone

Contact

Printer:

Company

Phone

Contact

12 Weeks Before

__________Design Invitations and finalize copy

Reserve Hotel/Club:
Request menu

Select room

Prospective # attending

Flowers, Audio Recording, etc.

-OR-

                     Reserve date with Caterer:
Personnel

Equipment rental

Sit-down vs. Buffet

Coat check

Menu

10 Weeks Before

Select invitation and submit copy with complete instructions to printer

Submit comment card to printer

8 Weeks Before

Pre-dinner involvement meeting/dessert


Date __________
Time____________ Place___________

Form for guest list to Bringers

Proof received and final copy approved for Invitation

and Comment Card

__________# of Invitations ordered # of Comment Cards ordered

_________Order Stamps ___________Set dates for Addressing Parties __________Compile Guest List __________Order Follow-Up Materials



Title of Book(s) __________# ordered Order Supplies:

Pens for Invitations and Name Tags

Golf Pencils


Cassette Tape


Name Tags

Envelopes for Comment Cards

6 Weeks
Reserve date with Florist

      Before

Reserve date with Automobile Parkers

Envelopes received and addressing begun Invitations received and collating begun

4 Weeks Before


Mail Invitations


__________ # mailed

Call Bringers regarding guest lists

Arrange accomodations I transportation for Speaker

Set Date (s) for the Small Dinner Party

Set Date (s) for the 3 week Short Term Bible Study

2 Weeks Before

Note to Bringers regarding prayer

Menu selection

1 Week Before

Order flowers 

# of centerpieces Confirm Automobile Parkers


Type 4x6 cards with bios of Speakers 


Personnel to direct guest check-in 


Personnel to pick-up Comments Cards


Plan receiving line logistics


Comment Cards and Pencils in sealed envelopes


        Type 2 guest lists:  Names and Bringers

          Just names (to check in guests at name tag table, optional)

2 Days Before

Final count to HotellClublCaterer (keep running count in pencil)


# Yes


# No

# No Response

Confirm transportation for Speaker arrival

At the ODP


P.A. Testing:  Microphone Speakers

Final Guest List

Name Tags

Pencils

Comment Cards in envelopes

ODP FORMAT

7:00 - 7:I5

-
Guests Arrive - Name Tags - Refreshments

-
Reception Line - Guests Seated

7:45
— 9:00
- Welcome



— Dinner

9:00 — 10:00




- Introduction Warm-Up Testimony



- Warm-Up Testimony



- Introduce Speaker



- Speaker gives Testimony and Gospel



- Give Comment Card instruction



- (Have Comment Cards picked up)
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