Ministry Planning Request Sheet

Please complete the form below in order to have your meeting, program or event reviewed for the church calendar.

Turn in this hard copy form, fax it (787-0565) to the church office or you can email it to Amy Perry (admin@stmarksraleigh.org). 
This information is needed at least 3 weeks prior to your event.
Name of event/meeting/program
__________________________________________________________

Today’s date 
________________   
If this is a recurring event, please explain  ______________________

Set up date requested ____________ Day(s) of the Week ______________
Beginning set up time ________ Set up time ending ____________
Date of event ________________ Day(s) of the Week ______________

Beginning Time ____________ Estimated Ending Time _____________

Contact Person  ___________________________ E-mail_________________________________________

Phone (home)___________________   (work)___________________   (cell) _____________________

Non-ministry events are considered an outside group and MUST be approved by the Trustees Team. 

Is this event a ministry for St. Mark’s?  Please check:  (   ) Yes   (   ) No      Please explain this event: ___________________________________________________________________________________________________

Why is your group requesting to meet on the SMUMC campus?_______________________________________

______________________________________________________________________________
Estimated number of participants   __________   

**Preferred room set up style (chairs in rows, in circle, at tables, etc.)   _________________________

NOTE: If you have a specific room set-up in mind, please map it out on the back of this form.  
* Possible set up and clean up charges apply.  See the Facility Use guide for details.
Requested room _____________________________ Second choice ______________________________

# Equipment needed (please check)

   (# There is a charge for the individual operating the sound & the equipment might be limited to certain spaces on campus.)

(  ) TV/VCR/DVD
   (   ) Video Projector/Screen  (   ) Sound amplification
 (   ) Extra-large trashcan



        * Possible Sound amplification charges apply
(  ) Flip chart/markers  (    ) Overhead Projector     (   ) White board/markers
(   )  Other____________________________

* * * * * * * * * St. Mark’s congregation events only, please continue * * * * * * * * *

Nursery

Is your event a churchwide event, held on campus, for which a nursery is needed?
_______


If your answer is “yes,” what is the estimated number of children?  

_______

NOTE:  Nursery must be requested at least two weeks in advance.

Communications
Do you plan to use the weekly eBlast (electronic newsletter) to communicate your event? _______  

If your answer is “yes,” you must provide the copy for group to admins@stmarksraleigh.org by noon on the Monday before the eBlast. 

Do you plan to have an announcement in the worship bulletin(s)?  _______  

If your answer is “yes,” you must provide the copy for your announcements to Amy Perry (admin@stmarksraleigh.org)

one week in advance of the bulletin desired (announcement deadline is each Friday for the next Sunday).
Do you want a banner made for this event? _______  

The cost of the signs comes from your committee’s budget. Minimum of $95.00 

(Single color banner with single color lettering, two sided)

You must provide the copy for the signs to the church office at least four weeks prior to the posting of the sign.  

%% Please know that due to limited space or upcoming church events, that there is a possibility that your information may not make it into the bulletin or the eBlast. ALSO know that the content might be edited before publication.
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *

Date Trustees reviewed:

Outcome of Trustee review:

Date contacted group to let them know of status:

Date placed on calendar:

Updated 1/25/2010 


