
Holy Spirit Day Schedule and Checklist 

Pre-event Checklist 
Set up your event tag for check-in registration  

through Arena with assigned tables 
Select two rooms at your campus for the event -  

one larger room for the teachings and table   
   discussions, set up with round tables and chairs,  
   and another smaller room with pairs of chairs   
   facing each other for the prayer room 

Recruit table leaders and prayer team leaders -  
you will need 1-2 leaders per table, and 1 prayer  

   team leader for every 5 people in attendance 
 Recruit a few greeters to welcome people as  

they walk in - this can be the same people who    
   are table leaders 

8:45 AM              Coffee & Snacks 
 Purchase breakfast snacks (i.e. yogurt,  

granola/breakfast bars, muffins, donuts, orange  
   juice, water, etc.) 

 Make coffee 
  Have these items set up on each round table

 
9:00 AM             “Who is the Holy Spirit?” 

 Review speaking notes - you can have  
different speakers for each session, but it is best  

   to have one consistent voice - great opportunity  



   for CP, ACP, or high-level deacon with      
   communication gifts/passion for Holy Spirit
 

9:45 AM             Coffee Break 
 Make more coffee 

10:00 AM            “What Does the Holy Spirit Do?”
  

10:45 AM            Brunch & Small Group Time 
Provide lunch, beverages, and dessert for all  

attendees - order a few more in case of walk-ins; 
   set up lunch in a hallway or back of main room 

Encourage table leaders to lead discussion on  
what people learned/have questions on 

12:15 PM    “How Can I be Filled with the Spirit?” 
This message should go till 1PM 

12:45 PM     Prayer Leaders Arrive 
Prep leaders on how to pray for the baptism of  

the Spirit - have another point person in charge of 
   this who is not a table leader/speaking 

1:00 PM       Ministry Time 
If possible, have music be playing in the  

background in the prayer room
 

2:00 PM       End


