Evangelistic Block Party Planning�

Date: �				  Day:  				

Time (from): 			 until 			



A.  LEADERSHIP (Team might be a group or individual)

General Director:  													

Evangelism Team Coordinator:  										

(Team is responsible for all witnesses and evangelistic activities)

Prayer Team Coordinator:  												

Ministry Team Coordinator:  											

(Team is responsible for set-up, clean-up, equipment, etc.)

Meal Team Coordinator:  												

(Team is responsible for everything related to meal preparation and serving)

Program Team Coordinator:  											

(Team is responsible for coordinating each evangelistic program (music, speakers, performers, etc.) in conjunction with the pastor or general director)

Registration Team Coordinator:  										

Follow-Up Records Team Coordinator:  									

(Team is responsible for compiling all records from registration cards, witnessing decision cards, Sunday guest registration cards, etc.  They are responsible for completing all prospect information cards and preparing information for Follow-up Contact Team)

Follow-Up Contact Team Coordinator:  									

(Team is responsible for immediate “face-to-face” follow-up with all prospects following the block party.)

�



B.  GENERAL PLANNING



TIME/WHEN?�TASK�ASSIGNED TO?�OTHER NOTE�Completed��4-6 months pre�Reserve Park or Location�����4-6 months pre�Reserve EBP trailer 

(Send in block party trailer reservation forms)�����TIME/WHEN?�TASK�ASSIGNED TO?�OTHER NOTES�Completed��3 months pre�Reserve “Rainy Day” location at 

   ________________________

   Contact: _________________

   Phone: �����3-5 months pre�Reserve large tent(s) for use if desired�����3 months pre�Reserve any inflatables for use (ie: moonwalk, etc.) if possible�����3 months pre�Reserve porta-johns (if needed)�����3 months pre�Conduct initial training of volunteers�����3 months pre�Get bids for ordering T-shirts &/or ball caps with church logo on them to help w/ visual identity�����2 ½ months pre�Order witnessing, counseling, and follow-up materials�����2 ½ months pre�Order/buy novelty items for game prizes��Oriental Trading Co. 800.246.8400���2 ½ month pre�Invite public servants (if desired)�����

Police Contact: 									 Ph: 					

(request drug dog demonstration)

Fire Contact: 										 Ph: 					

Ambulance Contact: 								 Ph: 					

Sheriff Contact: 									 Ph: 					



2 months pre�Reserve keys for park bathrooms�����2 months pre�Place/confirm T-shirt/Cap order�����2 months pre�Begin block party prayer emphasis in worship services, committee meetings, and organizations�����6 weeks pre�Enlist all team coordinators (registration, cooking, clean up, etc.)�����6 weeks pre�design & prepare direct mail piece�����6 weeks pre�design & prepare posters & fliers�����6 weeks pre�prepare poster board signs for booth, registration, etc.  �����TIME/WHEN?�TASK�ASSIGNED TO?�OTHER NOTES�Completed��6 weeks pre�Locate additional canopies & tents for shade ��local funeral home, church members���6 weeks pre�Confirm insurance to cover any potential accident at block party site�����3 weeks pre�Prepare blank name badges for all volunteers�����2 weeks pre�Prepare registration cards/tickets�����2 weeks pre�Design & prepare follow-up materials �����2 weeks pre�Draw diagram of park w/ placement of booths, registration tables, etc. �����2 weeks pre�Prepare instruction pages for registration table�����2 weeks pre�Sort novelty prizes for each game�����5 or 6 days before EBP�Direct mail piece mailed �����Week of EBP�Reconfirm all arrangements (permits, meal arrangements, workers, etc.)�����Week of EBP�Purchase all extra items (see “H” below)�����Week of EBP�Prepare name tags for all workers�����Week of EBP�Put everything in Registration Table Box (see “I” below)�����Week of EBP�Sort Prizes/Coupons for program give-aways�����Week of EBP�Write & run Reminder MEMO and attach to name tags�����Week of EBP�Pick up keys (ie: for bathrooms)�����

�PROMOTION



TIME/WHEN?�TASK�ASSIGNED TO?�OTHER NOTES�Completed��3-4 months pre�Confirm rates and specs for any direct mail pieces ��ie: Valu-pak, postcards, etc.���2 months pre�Investigate potential of advertising on local cable system�����2 months pre�Talk to local grocers about bag stuffers to promote EBP�����5 weeks pre�Promote all church newsletters & weekly bulletins�����5 weeks pre�Send 1st announcement out to e-mail mailing list ��request it be forwarded to friends & family���5 weeks pre�Get “Community Block Party” announcement on your website��Include photos if possible���1 month pre�Posters up in ALL S.S. classes�����1 month pre�Place advertising in newspapers &/or radio��Be sure to proof all ads closely���4 weeks pre�Write press releases�����3 weeks pre�E-mail/fax press releases to TV & cable stations�����2 weeks pre�Deliver “camera ready” ads to newspapers�����2 weeks pre�Approve cable TV advertising�����2 weeks pre�Fliers passed out in preschool and children’s S.S. Departments�����1 week pre�Put up church banners/signs at key locations to promote�����1 week pre�Fliers used as Sunday bulletin insert�����1 week pre�Fliers passed out to school(s), Head Start, daycares, etc.��May have to pass out to kids off school property ���7-10 days pre�Posters up in all businesses�����6-8 days pre�E-mail/fax/or mail press release to local newspapers ��per deadlines for publication the week of EBP���7 days pre�E-mail/fax press release to all radio stations�����3 days pre EBP�Put up Block Party sign/banner ��at key intersection(s) by mid-afternoon���Day of EBP�Fliers available for blitz team(s)�����



D.  ENLISTMENT & TRAINING



TIME/WHEN?�TASK�ASSIGNED TO?�OTHER NOTES�Completed��6 weeks pre�Enlist all Team Coordinators�����1 month pre�Enlist members help from S.S. Departments�����1 month pre �Conduct witness training�����1 month pre�Enlist videographer�����1 month pre �Enlist photographer�����2 weeks pre�Put up cookie sign-up for meal�����1 week pre�Confirm all volunteers�����1 ½ weeks pre�Mail reminder cards to all volunteers for Information Meeting�����1 week pre�Hold Information & Training Meeting for volunteers & do prayer walk at EBP location�����

�DAY OF Block Party



E.  PRAYER TEAM

AM – Prayer Team Coordinator calls all Prayer Team partners with prayer needs

Prayer Team walks the grounds during EBP and prays for workers and all prospects





F.  GENERAL SET UP/CLEAN-UP

Put up wind flags, banners and signs (put up as early in the day as property owner will allow, the earlier the better)

Tables (for booths, face painting, concessions, etc.) 

LOTS of chairs 

Set up large tent (if used)

Extra Canopy’s & Tents for shade

Parking 

Be sure to have adequate parking and someone assigned to assist people park.

Trash & Security - Large trash cans & extra trash bags 

Booths/tables set up (see park diagram for set up) 

Posters up to identify booths 

Registration instructions taped on tables

Unload Block Party trailer and set up contents 

Set up Concessions (Popcorn machine, etc.) 

Set up inflatables if available 





G.  MEAL 

Any pre-preparation of meal at church

Take paper plates, napkins, cups, etc.

Large coolers filled with ice 

Cook meal on Grills at EBP location





H.  ITEMS TO HAVE PURCHASED (or have on hand)

Helium tank, balloons & string or ribbon

T-Shirt (grocery) sacks for kid’s prizes (opt.)

Candy bars for prizes

Novelty prizes

Extra pens (if needed)

Extra Markers for marking tickets (any color)

GREEN markers for registration table

Black & red markers for registration table

White name tags/stickers for registrants 

Film for photographer

2 blank video tapes for videographer

Masking tape

Clear packing tape

Duct tape





I.  FOR REGISTRATION TABLE BOX

Instructions taped to tables for workers

Name badges for all greeters/workers (w/ Reminder MEMO attached) 

Registration cards with tear-off tickets

GREEN markers for registering all guests who are prospects

Black/Red markers for registering all guests who are active in a local church 

Box or bowl to put registration cards in for drawings

Extra Pens & markers

T-Shirt sacks for fliers and kids prizes (pre-stuffed with Church/worship service tract & children’s evangelistic tract)





J.  PROGRAM

Pre-Session/Program Music 

Sound System Set-Up 

Sound check @ 				

Start Music @ 				 (20-25 minutes before EBP)

Extra extension cords 

Music stands

Sound Technician 

Program Emcee (usually pastor … he needs to be up front)

Evangelistic Testimonies by:  				, 				, 				





K.  BOOTHS, GAMES & ACTIVITIES

Evangelistic Booth #1: 													

Candy bars/toys for prizes (1 per person)

Evangelistic Booth #2: 													

Candy bars/toys for prizes (1 per person) 

Fishing Pond 

Small Boy or girl prize for each “fish” caught

Bubbles 

No prizes

Helium Tank & balloons 

Face painting 

Washer Boards

1 prize for washer in highest slot

Horseshoes 

1 prize for a ringer (get four tries)

Pop-A-Shot (mini basketball goal with 3 balls) 

1 prize for at least 2 out of 3 baskets

Lollipop Ring Toss Game 

The lollipop is the prize

Clown Bean Bag Toss 

1 prize for 1 or more through hole

Ball Tic-Tac-Toe 

1 prize for 3 in a row

Football throw 

1 prize for 1 or more balls through hole

Frisbee Golf

1 prize for 1 or more balls through hole

OTHER: 														

OTHER: 														

OTHER: 														 

Concession Table 

PUBLIC SERVANTS (vehicles for the kids to see)  

Police Department, Volunteer Fire Department, Ambulance, Sheriff  





L.  AWARDS FOR DRAWINGS

Contact local businesses for donations of awards (pizzas, savings bonds, gift certificates, etc.)

OR purchase awards for give-aways





M.  SCHEDULE 

		(This schedule is for a 12 Noon-2:30 PM block party, adjust accordingly)

9:00 a.m. - Start set up at park

11:15 a.m. - Meal ready for volunteers

11:30 a.m. - Registration workers ready for early arrivers

11:45 a.m. - All workers ready at booths/tables/activities for early arrivers

2:45 p.m. - All workers assist with “break down” of all tables/chairs/tents, etc. and move back to church, etc.  





N.  RAINY DAY PLAN

Move everything possible to rainy day location

Be flexible and improvise, improvise, improvise & still have fun!



�O.  FOLLOW-UP PLAN 

Sunday afternoon or Monday after block party - Follow-up Records Team meets

Runs off follow-up invitations

Condense all prospect information

Transfer information to card & pocket prospect cards & master family prospect cards

Photocopies of master family prospect cards prepared for Follow-up Contact Team to make follow-up visits.  

Make assignments to Follow-up Contact Teams and give deadline for visits.  Deliver follow-up gift and invitation cards to ALL prospects and conduct follow-up survey.  





P.  POST-BLOCK PARTY

Thank you notes sent to all workers 

Evaluate effectiveness (See TALLY SHEET:  How did most people hear about EBP?  What worked? etc.)

Inventory budget expenditures

Total Expenditures:		$			

Average Cost Per Person	$			

Tally all statistics 

Total # of guests (non-workers) that came: 				

Total # Church Workers: 								

Total # in attendance (workers & guest): 				

# of professions of faith made: 							

# of other decisions made OR needs discovered: 			

� For additional information on block parties see the resource book:  Special Evangelistic Events (The Evangelistic Block Party), North American Mission Board, SBC (To order call 800.233.1123 or fax 615.251.5983).  
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