The Church of Glad Tidings

Event/Activity Request Form

Calendar Information:
New______ 

Recurring______

Cancellation______
Change______

On Campus______
Off Campus______
Additional info. _________

Ministry sponsoring event/activity: ______________________________________________

Contact person, daytime phone no., & email address:________________________________

___________________________________________________________________________

Description of event/activity (if not on campus include location):_______________________

___________________________________________________________________________

Date(s) of event/activity




Start & end time(s)      



	
	

	
	


Anticipated attendance:__________ Cost to attendees:_______________________________

Room/Bldg. Reservation Requests (Note:  Ministry sponsoring event is responsible for room set up, break down, and clean up)
List each room/bldg.


 

Set up & break down time(s)

	
	

	
	

	
	


Room set up:

Head table
________

No. of serving lines ________



No. of tables________

No. of chairs per table (6-8)________

Other Requests (Check if needed):
______Food Service: In house or catered ____________________________________

______Decorations: Theme & color scheme  _________________________________


______Childcare:  Ages 0-4 yrs. _______

Age 5+_______


______Sound System  


______Audio/Visual    







______Special equipment (please describe):__________________________________


______Publications:
Bulletin (attach text include run dates) ______






Tickets (quantity) ______






Place mats (quantity) ______

Van Reservation Request:

No. of vans needed: __________ 

Trailers:___________

Departure date/time: __________________
Return date/time: ___________________

List designated drivers
	1.
	4.

	2.
	5.

	3.
	6.


Submitted by:__________________________________________ Date:________________

Approved by:__ ________________________________________Date:_____________




Instructions for Event/Activity Request Form

1)  All organized events/activities must be approved and placed on the church calendar.  Please give at least three (3) weeks notice of all events/activities.

2)  Please fill out the Event/Activity Request Form legibly and in detail where applicable to your event/activity.  Incomplete information will delay approval.

3)  Please submit the completed form to the Ministry/Dept. head for initial approval.  The form will then be given to the Operations Director for final approval from the Office Administration.

4)  Once submitted, if there are any changes or additions to the previously submitted form, please submit another form to the Ministry/Dept. head.   Check “Change” or “Additional Info.” where indicated under “Calendar Information” and note the appropriate change(s) only.


5)  If for some reason your request is not approved or if there is a schedule conflict, you will be notified by either the Ministry/Dept. Head or the Office Administration.


6)  Please make sure you follow all instructions pertaining to the use of the facilities, vans, and equipment.   All van drivers must be certified to drive a church van by attending “The Church of Glad Tidings Van Safety Course.”


9)  If you have any questions regarding this form, please contact Julie Van Winkle, church phone no. 459-5481.













