Concord Church Room Request Form & Event Checklist 
	Today’s Date:
	     
	Ministry
	     

	
	
	
	

	Event Name:
	     
	Event Date:
	     

	
	
	
	

	Actual Event Time:
	
	# of People Expected:
	     

	Begins
	
	am FORMCHECKBOX 

	pm FORMCHECKBOX 


	Ends
	
	am FORMCHECKBOX 

	pm FORMCHECKBOX 

	Event location(s):

	
	 FORMCHECKBOX 
No Preference/Any Room available

	Set-Up Time (if needed):
	or list 1st and 2nd choice below:

	Begins
	
	am FORMCHECKBOX 

	pm FORMCHECKBOX 

	1.
	     

	Ends
	
	am FORMCHECKBOX 

	pm FORMCHECKBOX 

	2.
	     

	
	
	

	
	
	

	Room Set-up (See other side for Set-up styles)

	Set-Up Letter
	     
	
	AV needed?  Yes FORMCHECKBOX 
  No FORMCHECKBOX 


	
	# Round Tables
	
	# Microphones

	
	# Long Tables
	
	CD player (play music)

	
	# Chairs
	
	DVD player (play video)

	
	Podium
	
	LCD Projector

	
	Easel(s)
	(You provide own laptop)

	
	Extension cord
	CD/DVD/Projector subject to availability

	
	Other (list below)
	

	

	
	
	(Major Events Only):

	
	
	Childcare Needed?  Yes FORMCHECKBOX 
  No FORMCHECKBOX 


	Requestor:
	
	
	Security Needed?     Yes FORMCHECKBOX 
  No FORMCHECKBOX 


	Email:
	
	
	Kitchen Needed?      Yes FORMCHECKBOX 
  No FORMCHECKBOX 


	Phone:
	

	Approved:
	

	
	Staff Pastor/Director


Other Instructions:  
EXPECT A RESPONSE WITHIN 4 BUSINESS DAYS! CHURCHWIDE EVENTS ARE GIVEN PRIORITY.
Event Checklist 
· Financial Request for event expenses 

Follow your Ministry Guidelines.  Provide supporting documentation.   

(Receipts/Invoices, Completed W-9, Gift Card request, etc.)

· Announcement Request – Bulletin or Screen

(Due by 15th of each month before upcoming month ex; Announcements f or July due June 15th)

· Creative Services Request Marketing/Design/Event Promotion 

(Due 30-90 days before event; see appropriate request form for details)


______Video/Video Editing
(Complete Multimedia request)
______Promotional material (Complete Marketing/Creative Services Request)

ALL REQUESTS MUST BE APPROVED BY YOUR STAFF PASTOR/DIRECTOR
