Social Media Schedule Planning Sheet
Use this planning sheet to map out your social media content for your event, ministry, or project. This helps the Communications Team clearly understand what you’re envisioning and ensures we stay aligned on content, visuals, and deadlines.

HOW TO USE THIS TEMPLATE: 

POST DATE
Indicate the exact date you'd like this post to go live.
Example: "10/3/25"

POST TYPE
Specify what kind of post it is. Options include: 
· Feed post (single photo/graphic or carousel)
· Story
· Reel.

VISUAL IDEA
Describe what you imagine the visual content to look like. Be as specific as possible—the more details you provide, the better we can capture and create exactly what you have in mind.

CAPTION IDEA / NOTES
Write out any ideas for the caption, key points to include, or important details for context. You can also include hashtags, calls to action (ex. "Sign up by commenting the word SERVE below"), or extra notes to guide the Communications Team.

SPECIAL NOTE ABOUT REELS
If you are requesting a reel that needs to be filmed (not just using existing footage or photos), you must be prepared to explain:
· Who will be filmed
· What they will be doing or saying
· Where the filming should take place


SOCIAL MEDIA SCHEDULE FOR [INSERT EVENT NAME HERE]

EVENT DATE/TIME: 
EVENT DESCRIPTION: 

	POST DATE
	POST TYPE
	VISUAL IDEA
	CAPTION IDEA/NOTES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



