
STCO Event Checklist 

 

Checklist  Other tips… 

Make sure you have… Before After  
 1. Please arrive by 3 hours before 

event (unless the host church 

requests a different time.) 

2. We have a limit of 60 guests. 

Please set up ten tables. Please 

seat 6 guests per table. 

3. Salads go on tables just before 

guests arrive. 

4. For flower containers we typically 

use glass jars we collect from our 

homes. You can also use 

purchased mason jars. We give 

these away to the table monitors.  

5. Welcome table has logo runner, 

flowers, place cards and offering 

birdcage. 

6. We typically have music playing in 

the background as guests arrive. 

7. We have 3 greeters, one at the 

front door, one at the welcome 

table and one by the activities to 

help direct our guests.  

8. Place cards should be made prior 

to arriving to event. 

9. Submission form for 

reimbursement is on our website. 

Prayer (before, during and after) ☒ ☒  

Plates OR bowls, silverware (60 each) ☐ ☐  

Tablecloths (11), napkins (60), table runners (10) ☐ ☐  

Table runner with logo (1) ☐ ☐  

Supply bins (make sure it is stocked before event) ☐ ☐  

Salt and pepper shakers (10 each) ☐ ☐  

Water bottles for tables (12-15) ☐ ☐  

Flower containers (mason jars or clean glass jars) ☐ ☐  

Flowers, plenty for 10 tables and welcome table ☐ ☐  

AV system (speakers, microphone stand, cords, 

etc…) 

☐ ☐ 
 

Projector, laptop and screen, music playlist ☐ ☐  

Food (salad, main meal, restricted meal, main 

dessert, restricted dessert) KEEP SEPARATE 

☐ ☐ 
 

Salad bowls and serving spoons for salads (10 sets) ☐ ☐  

Gifts (3 or more) ☐ ☐  

Printed activities and table talk sheets ☐ ☐  

 

Triangle bell (used to start event) ☐ ☐  

Place cards ( 1 for each guest) and notecards ☐ ☐  

Offering (Birdcage in supply bin) ☐ ☐  

Speaker bios, announcements and intro sheet ☐ ☐  
 

Leaders should use this checklist to make sure they have everything needed to run a 

smooth event.  

Before event: 

1. Make sure you have all 

supplies 

2. Check-in with your speakers, 

volunteers, cooks, musicians 

and AV support team. 

3. Confirm with host church for 

arrival details. 

4. Coordinate with other leaders 

to make sure you will have 

everything you need. 

5. Arrive and set-up ten guest 

tables and one welcome 

table. 

6. Set up activities. 

7. Make salads and put them 

out, keep food warm. 

8. Set-up sound system, 

projector, screen and begin 

slide-show. 

9. Pray with speakers, 

musicians and volunteers 

10. Make sure photographer has 

arrived and is taking pictures. 

After event: 

1. Break-down all tables. 

2. Gather all linens to wash. 

3. Wash all dishes and store in 

bins. 

4. Follow host church instruction 

for closing building.  


