New Community Church Event Submission Sheet 


Today’s Date: 

Please provide details about the event you would like to hold at the NCC building, appear on the NCC calendar, or be promoted in any way. 

	1. Event 

Provide the name or topic of the event being held for publicity. (Ex: Father-daughter Dance, “The Study of the book of John” or Women’s exercise group.)  

	

	2. Dates and Time 

Specify beginning and end date, and the times of the event. If the event takes place over multiple days or for a course of several weeks, please specify the anticipated length of time. (Ex: Begins Sunday, May 1st and occurs every other Sunday through August. 28th 2007. Time is 6:00pm – 7:00pm.) 

	

	3. Room(s) Needed

Specify the approximate size of room you will need for the event. If you know which specific room you will need, specify. You will also need to fill out a facility use form with details.

	( Community Hall                                         ( Kitchen                                 (Conference Room                      ( Classroom A                                              ( Classroom B                        ( Classroom C     

( Youth Lounge                                            ( Prayer Room                        ( Lobby   

Children Rooms: ( Babies and Toddlers         ( 3rd-5th        ( 1st-2nd   ( 4s and 5s     ( 2s and 3s 



	4. Target Participants

Specify who the event is designed for. Describe age range, or typical audience member. (Ex: Women only; Outreach to surrounding to community; children under 12; singles only; open to all, etc.) 

	

	5. Cost 

Specify cost of the event, if any.

	

	6. Food Provider & Type

If food will be served, specify what type of food, and by whom it will be purchased and served, ensuring that the kitchen will be cleaned after use according to kitchen guidelines. (Ex: Food will be provided by group members who will pitch in money to purchase snacks; or food will be catered; or no food provided.) 

	

	7. Details

These are the words to be used in publicity. Start with a short statement that provides all necessary information. Give any other details that will help people who are promoting the event or answering questions. (Disney Ball: Youth Dinner Theater – April 28, 6:30 – 9 PM - This is an evening with a nice meal and great entertainment for people of all ages. The proceeds go to support the youth service project. --- The theme for the evening is Disney. Adults will have as much fun as the children and you can bring all your friends. )

	

	8. Advertising/Communication venues and timeframes

Specify each venue of advertising you want to happen for the event. 

	(
Web site - Dates to appear: 

(
Bulletin – Dates to appear: 

(
Email to all on the NCC distribution list – Date to send:

(
Worship Announcements – Dates requested: 

Deadlines for submission of specific advertisement information will be determined and confirmed with the event coordinator.



	9. Event Coordinator(s) and Contact information

Provide name(s) and phone or email addresses of those responsible for the set up and leadership of the event.

	


Date Received ______________ Date Approved _______________  Date Distributed _______________
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