Hour Of Prayer (HOP) Checklist


Date:__________________

	6 months

	Task
	Yes
	No
	Comments

	Selected Event Name/Theme
	
	
	

	Write a description of the event
	
	
	

	Select a Base Scripture
	
	
	

	Selected Related Scripture
	
	
	

	Create Focus Areas
	
	
	

	Make a list of potential participants (must have a laptop or tablet for background)
	
	
	

	Draft a program
	
	
	

	
	
	
	

	
	
	
	





Date: _________________

	3 months

	Task
	Yes
	No
	Comments

	Select Participants
	
	
	Test the background on a laptop or tablet before confirming participation.

	Confirmed Participants Zoom Background (Tablet & Laptop only)
	
	
	

	Send YouTube music to RevDee for YouTube approval
	
	
	

	Set up a meeting with the AIF lead and RevDee 
	
	
	

	Send music to Sheila if a slide with music is needed
	
	
	

	Send RevDee the PPT or document for the participants' meeting.
	
	
	

	Email Sheila the flyer information
	
	
	






Date: ________________

	2 months

	Task
	Yes
	No
	Comments

	Approve the flyer

	
	
	

	Meeting with AIF lead, RevDee, and participants.
	
	
	

	Meeting email to participants
	
	
	

	Secure Admins: Spotlight & admitting; send program and meet.
	
	
	




Date: _____________________


	1 month

	Task
	Yes
	No
	Comments

	Send participants the flyer and link.
	
	
	

	Follow-up meeting with participants and admins.

	
	
	
















Default Program

Hour Of Prayer programs are not limited to this structure.

Prayer: Rev. Dr. Dee

Introduction:

Prayer Warrior #1

Prayer Warrior #2

Prayer Warrior #3

Song/Scripture Readings/Poem/Silence

Prayer Warrior #4:

Prayer Warrior #5:

Prayer Warrior #6:

Closing Prayer:

*This event is recorded and uploaded to the YouTube page.


Focus Areas

Focus Area #1:

Focus Area #2:

Focus Area #3:

Focus Area #4:

Focus Area #5:

Focus Area #6:

Focus Area #7:




Participants Information:

Name:
Phone:
Email:


Name:
Phone:
Email:


Name:
Phone:
Email:


Name:
Phone:
Email:


Name:
Phone:
Email:


Name:
Phone:
Email:


Name:
Phone:
Email:


Name:
Phone:
Email:


Admin Meeting Agenda:

1. Review Program
2. Confirm Spotlight procedures
a. Side-by-side appearance (replace is not recommended)
b. Spotlight time

*The event ends after the closing prayer.
