SEMINAR/CONFERENCE PLANNING FORM [f.v.1.00]    Project Control No..

MAIN

	Project Leader’s Name & Signature


	Project Name


	Date Prepared


	

	SCHEDULE
	

	Time start 


	Time End


	Date/s or Frequency


	Remarks


	

	Venue/location   

           
	

	Resource Groups
	Coordinators

Name
	Preparation
	Signature
	Cost
	

	
	
	Duration
	Deadline
	
	
	

	Physical
	
	
	
	
	

	Program & activities
	
	
	
	
	

	Creative & production
	
	
	
	
	

	Promotion
	
	
	
	
	

	Registration
	
	
	
	
	

	Spiritual Ministry
	
	
	
	
	

	Accommodations 
	
	
	
	
	

	Merchandising
	
	
	
	
	

	Miscellaneous
	
	
	
	
	

	Others: 
	
	
	
	
	

	Finance 
	
	Total
	
	

	Item/Description 


	Schedules


	Funding


	Cost


	

	
	
	Total:
	Total:  
	

	Accounting Signature/Date


	Balance
	Surplus:
	Deficit:


	1 Sponsoring Pastor’s Name and Signature


	Date



	2 Office Manager’s Name and Signature


	Date


	Administrative Pastor’s Name and Signature


	Date




Ef2 (1 of 6)

PHYSICAL

	Coordinator


	Venue



	FACILITIES /EQUIPMENTS

(Function room, Chairs, Stage

Sound system/karaoke, Projector)
	SPECIFICATIONS 

(quantity, capacity, technical specs, measurements, etc.)
	Cost

	
	
	

	Schedules (reservations, cut-off, payment, set up, collapse time)

	PARTICULARS
	Deadline
	Preparation time
	Remarks

	
	
	
	


PROGRAM AND ACTIVITIES

	Coordinator


	*Refer to main activity guide form for the list of program and activities



	CREW TYPE


	L.O.
	NO. OF CREW
	MATERIALS/TOOLS

(masking tape, screw driver, etc.)
	COST
	PROVISION PACKAGE

(food, transpo, etc.)
	COST



	
	
	
	
	
	
	


	PROGRAM/

TRAINING

PERSONALITIES
	L.O.
	No. of persons
	MATERIAL/TOOLS

(audio visual, hand outs,etc)
	COST
	PROVISION PACKAGE

(food, transpo, accommodation, etc.)
	COST



	Host

Special performer, teacher, instructors, presentors

Others:


	
	
	
	
	
	

	Schedules (guest itineraries, call time, rehearsals, meetings, set-up, pack-up)

	PARTICULARS
	Date
	Time
	Remarks

	
	
	
	


CREATIVE AND PRODUCTION

	Coordinator


	Artistic Team and Supplier/s



	ITEM
	Content
	Design Sched
	PRODUCTION  

	
	Owner
	Deadline
	Lead time
	Deadline
	QTY.
	SIZE
	MATERIAL
	COLOR

(1, 2 OR 3)
	COST

	
	
	
	
	
	
	
	
	
	

	Production Schedules (cut-off, payment, production, delivery)

	PARTICULARS
	Deadline
	Preparation time
	Remarks

	
	
	
	


PROMOTION

	Coordinator


	Promotion Agents



	MEDIUM
	SCHEDULE (date/s, frequency, duration)
	MATERIALS
	REMARKS
	COST

	
	
	
	
	


REGISTRATION

	Coordinator


	Maximum No. of Registrants


	Registration Fee (Include discounts and promo/s)


	Registration Period (Start/End)


	

	Official Registration Agents
	Qualifications and restrictions for registrants
	Mandatory information

for registration 
	

	
	
	
	

	REGISTRATION

PACKAGE ITEMS
	QTY.
	PURCHASE COST 

(excluding cost from creative and production budget)
	REGISTRATION TOOLS

(forms, pencil, invoice, calculator, OR, table, chair, cashbox)
	QTY.
	COST
	

	
	
	
	
	
	
	

	Reception Crew (ushers, greeters, reception)
	RECEPTION TOOLS

(registered list, pencil, invoice, calculator, OR, table, chair, cashbox)
	QTY.
	COST

	Crew Type
	No. of members
	
	
	

	
	
	
	
	

	REQUIREMENT/S FOR COMPLETION
	Deadline
	Complied Registrants Processing Steps

	
	
	


	Schedules (registration, payment, liquidation, preparation, reception desk set-up, completion/certification)

	PARTICULARS
	Deadline
	Preparation time
	Remarks
	

	
	
	
	
	


SPIRITUAL MINISTRY

	Coordinator


	

	Worker Type


	No. of members
	MATERIALS (data slip, new life series, oil, tracts, Bible, etc.)
	PROVISION PACKAGE

(food, transpo, etc.)
	COST

	
	
	
	
	

	Schedules (Preparation of materials, call/assembly time, intercession time)

	Particulars
	Date/Time
	Remarks

	
	
	


BANQUET/FUNCTION/ACCOMODATIONS PACKAGE (for participants/registrants only) 

	Coordinator


	Pax (Minimum/Maximum Reservation)



	FACILITIES /SERVICES

(transportations, room, dining, cooking, activities, bath, sanitation)
	SPECIFICATIONS 

(type of transpo and seating capacity of each unit, quantity,room capacity, restrictions, special instructions,etc.)
	Cost

	
	
	


	Schedules (reservations, cut-off, payment, check-in, check-out)

	PARTICULARS
	Deadline
	Preparation time
	Remarks

	
	
	
	


MERCHANDISING

	Coordinator


	Merchandising Agents

	ITEMS

(for sale)
	QTY.
	REMARKS
	SELLING PRICE
	PURCHASE COST 

(excluding cost from creative and production budget)

	
	
	
	
	

	STORE ITEMS

(invoice, calculator, OR, rack, table, chair, cashbox)
	QTY.
	REMARKS
	COST

	
	
	
	

	Schedules (Store hours, set-up time,  liquidation, inventory closing, purchase of merchandise )

	Particulars
	Date/Time
	Remarks

	
	
	


MISCELLANEOUS (Security, Health Emergency, Insurance. Sanitation, Legal, etc.)

	PARTICULARS
	COORDINATOR
	SCHEDULE
	REMARKS
	COST

	
	
	Preparation
	Deadline
	
	

	
	
	
	
	
	


