
	Sept

	Host team & administrator confirmed
Venue booked


	Oct

	Brochure entry
1st host mtg


	Nov

	Worship Leader & Speaker confirmed


	Dec

	

	Jan

	2nd host mtg
Reminder letter to last yr’s guests


	Feb

	Youth team leaders confirmed & contacted by host contact.
Start gathering helpers

	March

	3rd host mtg
Mtg with Venue – contract agreed, deposit paid


	April

	Menus confirmed

	May

	List of helpers submitted to Safeguarding Admin Assistant for screening

	June

	4th host mtg
Bedrooms allocated (in time for July mailout)
Youth leaders contacted by hosts – check ok, prayer / logistical requests
Email to guests with early info – barbecue/fancy dress theme/Data permission for address list/balance to pay


	July

	Mailout to all guests *
All deposits collected
Final numbers & room lists to Venue (10 days before party)
Discussion groups sorted
Final host mtg (prayer)
Welcome folders prepared **
Money balanced


	Aug

	Houseparty
Post-houseparty report to ST including admin fees
Bank balance settled / finances written up
Access to talks shared/Thank yous sent



* July mailout includes:

Letter (incl which house)
Map	
What to bring
What to expect

** Welcome folder/bag includes

Welcome letter/Booklet including 
Week planner
Small groups (adults & kids)
Badge, sweeties, bookmark
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