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[image: image1.wmf]Please complete and return to pastors at least 1 month before the event.
Note that pastoral approval is required for date, speaker, and budget.
	Date of event:
	     

	Time / Duration of event:
	     


	Department

	 FORMCHECKBOX 

	Women’s Ministries
	 FORMCHECKBOX 

	Men’s Ministries
	 FORMCHECKBOX 

	Adults Ministry

	 FORMCHECKBOX 

	Family Ministry
	 FORMCHECKBOX 

	Sunday School
	 FORMCHECKBOX 

	Youth

	 FORMCHECKBOX 

	Small Group
	 FORMCHECKBOX 

	BG Club
	
	

	 FORMCHECKBOX 

	Other (specify):
	     


	Person in charge of event:
	     

	Type of event:
	     

	Purpose/Vision of event:
	     

	Speaker (if any):
	     


	Location of event

	 FORMCHECKBOX 

	LCA premises
	 FORMCHECKBOX 

	Other (specify):
	     

	If at LCA, local(s) needed:

	 FORMCHECKBOX 

	Sanctuary
	 FORMCHECKBOX 

	Kitchen (upstairs)
	 FORMCHECKBOX 

	Sunday School Rooms

	 FORMCHECKBOX 

	Café area
	 FORMCHECKBOX 

	Café kitchen
	 FORMCHECKBOX 

	Youth Room

	 FORMCHECKBOX 

	Field
	 FORMCHECKBOX 

	Parking area
	
	


	Equipment required (e.g. tables, chairs, DVD player, sound, etc.):

	     

	Supplies required (e.g. cups, plates, cutlery):

	     


	Person(s) in charge of …

	Publicity:
	     

	Set-Up:
	     

	Clean-Up:
	     

	Sound (if required in sanctuary):
	     

	(Note: The sound technician must be notified or booked in advance.)


	Budget for event:
	     


	Announcement (How would you like this event to be announced.)

	     








Event Planner
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