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Family Night Event Date/Place: ________________

ROOM SET-UP CHECK LIST:

· Tables/chairs set up notification to Deacon

· Have team ready to set up extra tables/chairs if needed

· Custodial check of facility after Sunday AM service

POTLUCK CHECK LIST:

· Add potluck items to iCommunicate and announcements
· Coordinate dinner issues with Hospitality Deaconess
· Ensure coffee, drinks, tables, chairs, garbage cans etc. set-up completed
COMMUNION CHECK LIST:

· Ensure ordinances Deaconess informed of communion celebration
· Purchases flatbread, grape juice and cups for juice
· Prepares elements in kitchen

· Assign devotional to Elder
· Recruit Elders to serve elements
· Elements brought in from kitchen by Elders and/or their designees
· Elements placed at end of each table

· Congregants each tear piece of bread from whole and self-pour juice into cups that are provided

BUSINESS MEETING CHECK LIST:

· Receive agenda of non-membership business items from Elders
· Ensure Church Clerk is ready to share minutes of previous meeting
· Ensure all notifications are posted in accordance with constitutional requirements
· Ensure paper ballots are available if needed.

NEW MEMBERSHIP CHECK LIST:

· Names of membership candidates posted 2 consecutive Sundays before Family Night.

· Contact made with all prospective candidates to confirm their intention to join
· Ensure all candidates have filled out membership application and information sheet.
· Ensure all candidates are prepared to share testimony and written copies are available if needed. Ask for permission to publish testimonies on our website.
· Ensure all candidates will be present for business meeting

· Have an usher at the door to inform candidates of the results of vote and usher them back to Yount Center

· Ensure Church Covenant slide is available for display at proper time.

· Ensure new member mementos are available for distribution

REMOVAL OF MEMBERS CHECK LIST:

· Review membership for all non-attending members for forfeiture
· Review forfeiture candidates with staff and Elder board

· Contact forfeiture candidates about church’s intention

· Have list of forfeiture names available for business meeting

· Notify parties of membership forfeiture after business meeting
· Identify possible disciplinary issues for church consideration

· Ensure preliminary contacts have been made prior to business meeting/hearing. 
· Write out formal charge against disciplined party

· Notify party of pending disciplinary hearing

· Notify party of hearing results after meeting
SPECIAL MINISTRY PRESENTATION CHECK LIST:

· Develop list of special ministry presentations for family nights
· Contact ministry leader about involvement in family night presentation
· Confirm ministry presentation
· Secure slides or special information concerning presentation logistics

FINANCIAL UPDATE CHECK LIST:

· Update monthly financial report and cover letter

· Distribute report (email or mailbox system)

· Have extra copies available for meeting

· Forward report to Church Treasurer for comments

· Develop bullet points for sharing with church

· Develop presentation slides

DISCIPLESHIP GRADUATION CHECK LIST:

· Determine recent list of discipleship graduates
· Confirm graduate attendance at family night

· Produce graduation certificate

· Procure signatures of Discipler and Pastor

· Forward certificates to Pastor for presentation

TOWN-HALL “ASK THE PASTOR” CHECK LIST:

· Identify list of issues that must be proactively addressed with congregation
· Develop slides, media needed in issue presentation

· Ensure any issue experts are available to share if necessary

WORSHIP PLANNER CHECK LIST:

· Develop song service, recruit worship team members, AV team
· Recruit Opening Remarks presenter

· Instructions for lining up for food

· Prayer for food

· Opening remarks

· Recruit offering introduction person  
· Secure copy of testimonies so that they can be placed strategically with appropriate transitions/songs within the planner.

· Ensure ushers are available to receive offering
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